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About this manual

Global 3000 Cash Manager XE "about this manual" 
Global 3000 Cash Manager enables comprehensive management of a company’s or group of company’s bank accounts and other cash books. It provides facilities for recording receipts and payments, for printing cheques, and for the reconciliation of transactions against the bank statement.


Transactions can be entered directly, or received automatically from other systems such as Global 3000 Debtors Ledger and Global 3000 Creditors Ledger.


Cash Manager can optionally create automatic postings to Global 3000 General Ledger. When this option is used, the analysis of each transaction in Cash Manager can be posted to one or more General Ledger account.

Structure of this manual XE "structure of this manual" 
The first section of this manual is a functional overview of Global 3000 Cash Manager.

This is followed by a Basic Functions section which explains the basic Global 3000 function key usage. More detailed instructions for new users can be found in the Tutorial Section of the Global 3000 Installation & Set-up Manual.

The structure of the next six sections reflects the menu structure of the Global 3000 Cash Manager module. Each of these sections corresponds to an entry on the Cash Manager Main Menu. 

The final section provides printed examples of many of the standard reports that are provided by Cash Manager.

Appendix A provides technical details for developers of product that integrate with Global 3000 Cash Manager. Appendix B is a list of Cash Manager programs and their codes.

There is a full table of contents overleaf, and a summary one at the beginning of each section. A full index can be found at the back of the manual. 

The final page of the manual contains a reader’s feedback form for you to photocopy and send in to us with your comments. Please tell us about any mistakes or omissions you find in this manual. 

Installation & Set-up Manual XE "Installation & Set-up Manual" 

xe "Tutorial" \t "See Installation & Set-up Manual" 
The Cash Manager Manual is designed to be used in conjunction with the Global 3000 Installation & Set-up Manual which contains:

· An introduction to the Global 3000 range of software.

· A tutorial to enable new users to familiarise themselves with the basic features of Global 3000.

· Detailed instructions for installing and setting up Cash Manager for the first time.

· Full details of the system parameters which are shared by the various Global 3000 modules; i.e. the Company Parameters, Administration Parameters and the Distribution Parameters.

· Full details of Product Maintenance.

· Full details of the Action Menu, Maintain Attributes, Global 3000 Review, and Scenario Maintenance.

Conventions used in this manual XE "conventions used in this manual" 

 XE "manual conventions" 
This manual provides detailed instructions for operating the software on a window-by-window and menu-by-menu basis. For each window and menu, details are given of when it appears. This is followed by details of the prompts, options and information displayed, and details of what happens when you complete the entries or exit. The window or menu that appears next is indicated by the ( sign.


The use of the word ‘enter’ means that you should press the key or keys specified and then press <Return>. Use of the word ‘press’ indicates that you should press the specified key or keys alone.


Key names are enclosed in angled brackets. When you need to press keys at the same time, they are enclosed in one pair of angle brackets, e.g. <CTRL A>. When you need to press keys separately, the key names are enclosed in separate angle brackets, e.g. <F4><F2>.
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3About this manual

Contents
5
Overview
9
Overview
11
Introduction
11
Cash Books
11
Multi-currency Operation
13
Transaction Processing
17
Further Details
21
Reports and Enquiries
23
Exporting Data to Other Systems
25
Basic Functions
27
Basic Functions
29
Menus in Global 3000
30
Main menu commands
30
Exiting from a window or menu
31
Help
31
Window processing mode
31
Enquiries
32
Pop-up enquiries
32
Moving through a list
33
Selecting an entry from a list
33
Adding a new entry
33
Changing an entry
34
Changing information at a prompt
34
Deleting an entry
34
Error and warning messages
35
Print Options Window
35
Table 1: Function keys and GUI buttons in Global 3000
37
Transaction Processing
39
Enter Transactions
41
Cash Book Batches
43
Transaction Details
46
Payee Details
49
Dissection Analysis
50
General Ledger Transaction Analysis
52
Dissection Analysis Menu
53
Currency Menu
54
Currency Information
55
Batch Options
59
Print Options Menu
60
Print Cheques
61
Please Confirm Closure Required
61
Fund Transfers
63
Fund Transfer Details
63
Transfer Currency
66
Transfer Options
67
Please Confirm Closure Required
68
Auto-Transfer
70
Please Select Transfer File
72
Summary of Transfer File
73
Amend Currency
75
Amend Currency for Cash Book
75
Confirm Currency
78
Confirm Currency for Cash Book
78
Release/Hold Cheques
81
Daybook
83
Daybook Print Window
83
Close Session
85
Close Session Window
85
End of Period Processing
87
Trial Balance by Dissection
89
Trial Balance Report by Dissection Window
89
Trial Balance by General Ledger Account
90
Trial Balance Report by GL Account Window
90
General Ledger Analysis Report
92
GL Analysis Report Window
92
Create General Ledger Transfer File
94
GL Transfer File Details Window
95
Close Period
97
Close Period Window
98
Purge Transactions
99
Transaction Purge Window
100
Reports and Enquiries
101
Cash Book Enquiries
103
General Details of Cash Books
103
Enquiry Options
104
Dissections for Cash Book
105
Period Totals for Cash Book
106
Dissection Totals for Period
106
Dissection Details for Period
107
Items by Date for Cash Book
108
Dissection Analysis
109
Items by Name for Cash Book
110
Cash Book Notes
111
Batch Enquiries
112
General Details of Batches
112
Transaction Details
113
Dissection Analysis
115
Cash Book Report
116
Cash Book Report Window
116
Unpresented Transactions Report
117
Unpresented Transactions Report Window
117
Cash book Maintenance
119
Cash Book Maintenance
121
General Details of Cash Books
121
Cash Book Dissections
125
Amendment Options
127
Standing Orders
128
Cash Book Notes
130
System Maintenance
131
System Parameters
133
Cash Manager Parameters
133
Current Period
135
Document Reference Numbers
136
Format of Cash Book Codes
137
History Options
138
First General Ledger Interface Window
139
Second General Ledger Interface Window
140
Dissection Options
141
Transaction Code Maintenance
142
Interface Definitions
145
Definitions of Auto-Transfer Interfaces
145
Revalue Cash Books
149
Revalue Cash Books Window
149
Reselect Company
151
Cash Book Selection
152
Bank Reconciliation
153
Bank Reconciliation
155
Statement Details
155
Presented Transactions
157
Confirm Currency Information
159
Unpresented Transactions
160
Statement Direct Transactions
162
Options Menu
164
Close Reconciliation
165
Sample Reports
167
Batch Print
169
Cheque Print
170
Auto-Transfer Report
171
Fund Transfer Print
172
Daybook
173
Trial Balance by Dissection
174
Trial Balance by General Ledger Account
175
General Ledger Analysis Report
177
Cash Book Report
178
Unpresented Transactions Report
179
Bank Reconciliation Reports
180
Appendix A
183
Auto-Transfer File Format
183
Cash Manager Transfer File, File Control Record HC
185
Cash Manager Transfer File, Batch Header Record HH
185
Cash Manager Transfer File, Transaction Record HT
186
Cash Manager Transfer File, Payee Details Record HY
186
Cash Manager Transfer File, Dissection Details Record HL
187
Appendix B
189
Cash Manager Program Codes
189
Index
191
Readers’ Comments
199



Section One:

[image: image95.png]


Overview

Contents

11
Introduction

A brief introduction to Global 3000 Cash Manager.
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Cash book details, dissection codes, standing orders, and notes.
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An overview of multi-currency handling in Global 3000 Cash Manager.
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An overview of Cash Manager’s transaction processing functionality, including transaction types, transaction entry, transfer of funds between cash books, interface to General Ledger, ‘red-ink’ corrections, transaction analysis, currency confirmation, and bank reconciliation.
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Auditing, control procedures, close session and end of period processing. 
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A summary of the standard reports and on-screen enquiries that are available in Cash Manager.

25
Exporting Data to Other Systems

A summary of the data export feature which enables data to be exported quickly and easily to standard spreadsheet, management information and word processing packages running in the host operating system, such as Windows or Unix.

Overview

Introduction

 XE "Overview" \r "Overview" 
Global 3000 Cash Manager enables comprehensive management of a company’s or group of company’s bank accounts and other cash books. It provides facilities for recording receipts and payments, for printing cheques, and for the reconciliation of transactions against the bank statement.


Transactions can be entered directly, or received automatically from other systems such as Global 3000 Debtors Ledger and Creditors Ledger.


Cash Manager can optionally create automatic postings to Global 3000 General Ledger. When this option is used, the analysis of each transaction in Cash Manager can be posted to one or more General Ledger account.


Figure 1 on the next page provides a diagrammatic representation of how Global 3000 Cash Manager integrates with the other Global 3000 modules. For an introduction to the other modules, see An Overview of Global 3000.

Cash Books

 XE "cash books:overview" 

 XE "companies" 
Cash Manager can operate multiple cash books. Each cash book is identified by a two character alphanumeric code, has a description of up to thirty characters, and operates in a specified currency and for a specific company. Multiple cash books can be operated for any company/currency combination. A cash book can have a General Ledger profit centre and control account associated with it, and bank details (account number, bank name, branch, sort code) recorded. The ability to print cheques is allowed or disallowed on an individual cash book basis. Cash books can be revalued at the house exchange rates in force on a specified date.


An individual set of dissection codes can be defined for each cash book. These are described in more detail below.

 XE "standing orders:overview" 
There are facilities for setting up standing orders for a cash book. Each one may be a payment or a receipt, and is identified by a two digit order number and a reference of up to ten characters. The transaction type, currency, start date, frequency, number of repetitions and amount are specified. Analysis can be made across one or more dissection code. Standing orders are processed at end of period.
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Figure 1: Global 3000 Environment


Free format notes may be recorded against cash books.

Dissection codes XE "dissection codes:overview" 
An individual set of dissection codes can be defined for each cash book. These codes are used in the analysis of individual transactions; a transaction can be split across any number of dissection codes. 


Each dissection is defined for either payments or receipts, is identified by a two character alphanumeric code and has a description of up to twenty-two characters. Individual dissection codes can optionally be suppressed from the pop-up search which can be invoked whenever the user is prompted for a dissection code in Cash Manager. 


Dissection analysis appears on cash book reports. The user defines the column headings to be used for each dissection code in the Cash Book Report. 

Dissection codes and General Ledger XE "General Ledger:analysis:overview" 
If integration with General Ledger is in use, each dissection code has a General Ledger profit centre and account associated with it. For each dissection code, an indicator denotes whether or not these General Ledger analysis codes are fixed or can be changed during transaction entry if necessary. Also, for each dissection code, postings to General Ledger can be either consolidated or detailed.

Multi-currency Operation

Currencies XE "exchange rates" \r "Currencies" 

 XE "master currencies" \r "Currencies" 

 XE "sub-currencies" \r "Currencies" 

 XE "currencies" \r "Currencies" 

 XE "multi-currency operation" \r "Currencies" 

 XE "foreign currencies" \r "Currencies" 
Global 3000 offers full multi-currency handling, with any number of currencies being supported. Currencies and exchange rates are defined centrally via Administration Parameters for use by all Global 3000 modules.

 XE "decimal precision of currencies" 
Each currency is allocated a three character code, a 20 character description, the symbol to be printed on reports, and its decimal precision. The decimal precision feature distinguishes currencies which have:

· Two decimal places, such as the UK pound.

 XE "escudo" 
· One decimal place, such as the Portuguese escudo.

 XE "lire" 
· No decimal places, such as the Italian lire.


Values in a currency with a decimal precision of less than two appear on the screen and in reports with two decimal places, with any unused decimal places set to zero. When prompted for an amount in the currency, the operator cannot enter a value with more non-zero decimal places than are allowed for the currency. 


A currency can be defined as a ‘master currency’. The essential features of a master currency are:

· It has sub-currencies associated with it. 


· The exchange rates between the master and each sub-currency are fixed at any one time. These exchange rates can be given start and expiry dates, so new fixed rates can be defined.


· Global 3000 does not allow the exchange rate between a master currency and any of its sub-currencies to be overridden at any time by a spot rate. (However Global 3000 does allow the entry of a cross rate between a sub-currency and an independent currency for a specific transaction. Global 3000 respects the fixed rate between the sub-currency and the master currency, and derives a spot rate for the floating rate between the independent currency and the master currency.)


· When converting monetary values from a sub-currency to a currency other than its master, Global 3000 always converts the sub-currency value to its equivalent value in the master currency, and then converts the value in master currency to the required currency.

 XE "rounding in currency conversions" 
· All currency conversions in Global 3000 which involve a master currency hold the intermediate values to six decimal places*. Rounding only takes place when the value in the currency being converted to, is established. The rounding takes account of the decimal precision of that currency.


· The exchange rates between a master currency and its sub-currencies, are always held as the amount by which the master currency is multiplied to give the sub-currency. They are never held as the amount the sub-currency is multiplied by to give the master currency.


· A master currency cannot be a sub-currency of another master currency.

*
When converting values of 1000 billion (US) and more, Global 3000 can only maintain three places of precision.

Multi-part exchange rates XE "euro" 

 XE "euro" \t "See also master currencies" 

 XE "multi-part exchange rates" 
Currency conversions that involve more than one exchange rate are referred to in this manual as ‘multi-part exchange rates’; for example, converting from a euro sub-currency to an independent currency such as the US dollar. The currency conversion involves two exchanges rates: the fixed rate between the sub-currency and the euro, and the floating rate between the euro and the US dollar.

 XE "reports:exchange rate formats" 

 XE "display:exchange rates" 

 XE "enquiries:exchange rate formats" 
In calculating conversions to and from sub-currencies, Global 3000 always uses the fixed exchange rate in force between each sub-currency and its master currency. However when exchange rates are displayed on the screen in enquiries, and printed on reports, they are always expressed as the number of units of one currency that equate to a single unit of the other currency. 


When multi-part exchange rates are involved, there are two options:

· The rate can be expressed as the variable part of the two or more exchange rates involved; for example:

n.nn euro = 1US dollar.

 XE "audit rates" 

 XE "overall exchange rates" 
· The rate can be expressed as the overall or ‘audit rate’ involved, which Global 3000 derives from the two currency values involved in the currency conversion; for example:

n.nn sub-currency = 1 US dollar.


A single parameter controls whether multi-part exchange rates are displayed as an audit rate in reports and enquiries throughout Global 3000. This parameter does not affect the way exchange rates are entered and displayed in the exchange rate tables. And whichever option is chosen, the operator can view the exchange rates in both formats during transaction entry.

Exchange rate tables XE "exchange rate tables" 
Global 3000 enables several exchange rate tables to be defined, if necessary. One table can be used to define Customs and Excise approved rates and another for the standard in-house exchange rates. 


For each exchange rate table, the rates to be used for converting from one currency to another are defined. Exchange rates are held with six decimal places. A start and expiry date can be defined for each rate. This enables a complete exchange rate history to be maintained.

 XE "withdrawal of sub-currency" 
While a currency is defined as a sub-currency, the only exchange rates that can be defined for it are those between it and its master currency. If a sub-currency withdraws from its master currency, this is indicated by setting the expiry date accordingly.

Foreign currency accounting  XE "currencies" \t "See also base currency, cash book currency & foreign currencies" 

 XE "base currency" 

 XE "cash book currency" 
Each Global 3000 company is set up with a base currency in which it operates. When a cash book is set up, the currency in which it operates is also defined.

 XE "entry currency" 

 XE "foreign currency transactions" 
Individual transactions can be entered in any currency; they are not restricted to either the cash book or the company base currency. The currency in which a transaction is entered is known in this manual as the ‘entry currency’. When the entry currency of a transaction differs from the cash book currency and/or the base currency, Cash Manager converts the value in entry currency to cash book and/or base currency using the house exchange rates in force on the transaction date. These transactions are referred in this manual to as ‘foreign currency transactions’.


By pressing a function key, the operator can view details of the exchange rates involved in a currency conversion. If one of the exchange rates involved in the conversion is a floating rate, the operator can override it with a spot rate for the transaction, or can enter a specific value in base or cash book currency, from which Cash Manager calculates a spot rate. Alternatively, if a multi-part exchange rate is involved, a cross rate can be entered for the transaction. Cash Manager respects the fixed rates involved and derives a spot rate for the floating element from the cross rate. 

 XE "confirm currency" 

 XE "currency information:cofirmation" 

 XE "exchange rates:cofirmation" 
The exchange rate information of foreign currency transactions must be confirmed before the transaction can be reconciled with a bank statement. After confirmation, the exchange rate details cannot subsequently be changed. If the exchange rate information is not known before the batch is closed, it can be confirmed later; any exchange gain or loss which arises is then posted to General Ledger.


Foreign currency transactions transferred into Cash Manager from other modules, can either have their exchange rate information confirmed in the sending module, or in Cash Manager.

 XE "exchange gain and loss" 
When a cash book contains funds valued at a different exchange rate from that selected for a transaction, in certain circumstances Cash Manager automatically generates an exchange gain/loss posting. Cash Manager does this if the transaction would otherwise result in:

· The cash book balance being zero in one currency, but not in the other.


· The cash book balance being negative in one currency but not the other.

 XE "high exchange rates" 
To cater for currencies with high exchange rates, transactions with up to twelve leading digits are allowed in Cash Manager.

Cash book revaluation
Cash books can be revalued at the house exchange rate in force for a specified date. This involves the following processing:

· A bulk revaluation of all the transactions whose currency information has been confirmed. For these transactions, the program recalculates the base currency values from the values in cash book currency. A new batch is created to account for any exchange gain or loss that arises.


· A revaluation of all the transactions whose currency information has not been confirmed. For these transactions, Cash Manager recalculates the base currency value from the value in entry currency. Cash Manager accounts for any exchange gain or loss that arises for a transaction via a dissection. If the batch has been closed, the General Ledger analysis is created when the batch is closed, otherwise a posting is created when the currency information is confirmed.

Transaction Processing

Transaction types XE "transaction processing:overview" \r "TransactionsOverview" 

 XE "transactions:codes" 

 XE "transaction codes" 

 XE "transaction types" 

 XE "types of transactions" 

 XE "types of transactions" \t "See also transaction codes" 

 XE "transaction types" \t "See also transaction codes" 
A transaction code is defined for each different document type that may be used by cash books. Transaction codes provide a means of sorting transactions into cheques, bank transfers, etc. For each transaction code, the user defines:

· A unique identifying code. 


· A narrative.


· Whether it is a payment or a receipt.


· A dissection code and whether this is fixed, or can be change during transaction entry. 


· Whether a transaction of this type may be held.


· If a reference number is required for transactions with this code.


· Whether the code can be used for statement direct transactions; i.e. transactions, such as bank charges, entered during a bank reconciliation.

Transaction entry XE "enter transactions:overview" 
Transactions can be received automatically from other modules such as Global 3000 Debtors Ledger and Creditors Ledger. The transactions are passed in a transfer file which is generated in the other module and then transferred into Cash Manager. 

 XE "on-line postings:into Cash Manager" 

 XE "Debtors Ledger:on-line postings from" 

 XE "Creditors Ledger:on-line postings from" 
When posting into Cash Manager from Global 3000 Debtors Ledger and Creditors Ledger, the transfer files can be generated and transferred into Cash Manager in two ways:

· Via the ‘on-line posting’ option, in which the transfer file is automatically generated and transferred into Cash Manager at the time of posting; i.e. whenever a payment or dishonoured cheque batch is posted in Debtors Ledger, or a payment or voided cheque batch is posted in Creditors Ledger. 

 XE "auto-transfers" 
· Via a manually invoked transfer process which involves two stages. First the transfer file is generated during the Close Session function in Debtors Ledger and Creditors Ledger. Then the Auto-transfer function is invoked manually in Cash Manager. This method enables one transfer file to be created in each sub-module at specific intervals. This method must be used if the modules are on different computers.


When on-line posting is selected, a parameter controls whether a report is printed of the transferred data. When the manual option is selected, the operator can select whether to print the report when initiating the transfer. 


There is an option to automatically create consolidated postings when receiving transferred transactions. This enables a single Cash Manager posting to be created, either for each transferred batch, or for all transactions in the transfer with the same first ten characters of narrative. If this option is used, the Auto-transfer Report can print a full schedule for each posting created in Cash Manager.


There are also facilities for entering transactions into Cash Manager manually. Manually entered transactions are input in batches. All the transactions in a batch must be either payments or receipts, and for a single cash book. A batch can be for either the current period or the next period. 


If all the transactions in a batch are in the same currency, a control total can be entered when the batch is created. When this option is used, the batch cannot be closed until the total of transactions entered matches the control total. 


Cash Manager automatically allocates a six digit batch number to each batch, and the user can define a batch title of up to 22 characters.


For each transaction in a batch, the user specifies the transaction code, a reference of up to ten characters, the date, a second reference, the currency, the amount and a narrative of up to 30 characters (the default is the description of the transaction code). 

 XE "foreign currency transactions" 
For foreign currency transactions, the default exchange rate information can be examined, and if a floating exchange rate is involved, it can be overridden. The exchange rate information can be confirmed as the batch is entered, or if the details are not known, confirmation can be deferred. If necessary, the exchange rate information can be confirmed after the batch is closed.


The transaction can be analysed across one or more dissection code. The transaction code supplies a dissection code, which can be simply a default or can limit the analysis to that code. The General Ledger account of a dissection code can be overridden if allowed for that dissection code. If the General Ledger account has any analysis categories assigned to it, the operator is prompted for an analysis code for each category. Search facilities for valid profit centre, account and analysis codes are provided.


The cash book balance is updated as each transaction is entered.


When all the transactions in a batch have been entered, the batch can be printed and reviewed, and any mistakes corrected. Cheques can be printed if required and if allowed for the cash book specified for the batch. The batch is then closed. If a control total has been entered for the batch, the batch cannot be closed until the total of its transactions match the control total.


With the exception of the confirmation of the exchange rate details of foreign currency transactions, a batch cannot be amended, deleted, or have cheques printed, after it is closed. 

Funds transfer XE "fund transfers:overview" 

 XE "transfers between cash books:overview" 

 XE "cash books:transfers"  
Transactions arising from transfers of funds between cash books can be entered as a separate function, giving rise to a payment from one cash book and a receipt in another. Transfers can be made between cash books belonging to different companies. The transfer can be made in the cash book or base currency of either of the cash books involved in the transfer. For each transfer, Cash Manager generates two batches, one for the payment and one for the receipt. These batches have a single transaction line and are similar to the batches created in Transaction Entry.


A transfer can be entered for the current period or the next period. Cash Manager automatically allocates a unique six digit transfer number to each fund transfer. The user can specify a title, reference, transaction date and narrative. These details are recorded on both the payment and the receipt transactions. The user is also prompted for details of the sending and receiving cash books, the transaction codes for the payment and receipt, and the amount of the transfer. If any currency conversions are involved in the transfer, the exchange rate information can be examined, modified and marked as confirmed as in Transaction Entry. Alternatively, the confirmation of exchange rates can be deferred until after the fund transfer is closed.


Full details of the transfer can be printed. When satisfied that the details are correct, the operator closes the transfer. Cash Manager then closes the subsidiary batches, and generates General Ledger dissections to the cash book control account and the inter-company transfer account. Fund transfer transactions are then processed by Cash Manager in the same way as transactions entered through Transaction Entry.

Interface to General Ledger XE "General Ledger:analysis:overview"  XE "on-line postings:to General Ledger " 

 XE "General Ledger:on-line postings" 
Cash Manager provides an optional interface to Global 3000 General Ledger. The postings are made via a transfer file which can be generated and transferred into General Ledger in two ways:

· Via the ‘on-line posting’ option, in which a transfer file is automatically generated and transferred when a batch, fund transfer or bank reconciliation is closed in Cash Manager, or when currency exchange information is confirmed.


· Via a manual option which involves manually invoking the transfer programs in both Cash Manager and General Ledger. This option enables one transfer file to be created at specific intervals, for example, once a week or once a financial period. This method must be used if the modules are on different computers.


When on-line posting is selected, parameters control whether a report is printed of the transferred data. When the manual option is selected, the operator can select whether to print the report when initiating the transfer. 


The postings can be in summary or detail. Each Cash Manager transaction can be analysed across multiple dissection codes and hence General Ledger accounts. The accounts can be fixed for each dissection code or they can be selected during transaction entry. If General Ledger is on‑line, the accounts can be validated directly against the General Ledger chart of accounts. Alternatively they can be validated against a table containing a sub-set of allowable accounts. 

 XE "red ink corrections" 

 XE "red ink corrections" \t "See also Installation & Set-up Manual" 
Correction transactions can optionally generate ‘red-ink transactions’ (negative debits and credits) in General Ledger, in line with Eastern European accounting practice. This option, only available if red-ink transactions are in use in General Ledger, ensures that correct totals of debits and credits are maintained within General Ledger. 

 XE "transaction analysis" 
Each General Ledger account can optionally have up to two analysis categories assigned to it. Analysis categories are set up in General Ledger as system parameters with tables of valid entries. Analysis codes can be used to select transactions in General Ledger enquiries, and for customised reports. When entering a transaction for one of these accounts in Cash Manager, the operator is prompted for an analysis code for each relevant category. These codes are passed to General Ledger along with the other information in the transfer file.

Note
Analysis codes can only be recorded in Cash Manager if accounts are validated directly against the General Ledger chart of accounts.

Currency confirmation XE "confirm currency" 

 XE "currency information:confirmation" 

 XE "exchange rates:confirmation" 
The exchange rates used for a foreign currency transaction must be confirmed before the transaction can be reconciled with a bank statement. Exchange rates can be confirmed as a transaction is entered or amended in Transaction Entry. However if the exchange rates that apply to the transaction are not known at this stage, the transaction can be marked as requiring currency confirmation, and it can be confirmed later via the Confirm Currency function, or during a bank reconciliation itself.


In systems which integrate with General Ledger, the confirmation process automatically generates General Ledger postings to account for any outstanding exchange gains and losses recorded for transactions in batches that have already been posted to General Ledger. 

Bank reconciliation XE "bank reconciliation:overview" 

 XE "reconciliation" \t "See bank reconciliation" 
The bank reconciliation program enables the on‑line matching of cash book transactions to the bank statement. Transactions to be marked as reconciled can be specified by transaction code and reference, or selected from a pop-up enquiry of transactions listed by date, or by transaction code and reference number. Transactions which are marked as requiring currency confirmation cannot be reconciled until their exchange rates have been confirmed. However this can be done during the reconciliation process.

 XE "statement direct transactions:overview" 
Transactions, such as bank charges, which appear on the statement but which have not yet been entered into Cash Manager, can be entered during the bank reconciliation,. A transaction entered in this way is known as a ‘statement direct transaction’. The dissection analysis of these transactions can optionally be made as the transaction is entered.


Cash Manager automatically creates a batch for any statement direct transactions entered during a reconciliation. While the batch is open, the operator can view and print it, and enter or amend its dissection analysis via Enter Transactions. The batch is automatically closed when the reconciliation is closed.

Further Details

Auditing XE "auditing" 

 XE "daybook" 
The daybook prints details of all batches closed in the current session. It also lists deleted batches and open batches, as one line entries. The daybook must be printed before the session can be closed. When printed and filed, the daybook provides a full and continuous audit trail.


Batches are stamped with the date, time and operator‑id of the last amendment.

 XE "batches:numbers" 

 XE "number of batch" 
Batches are numbered sequentially so that they can be audited, and items within each batch are also sequentially numbered. 

Control procedures XE "control procedures" 
A number of automatic controls are applied by the system at the time of data entry:

· All document entry procedures check that the dissection analysis agrees with the values entered for the transaction.


· When all the transactions in a batch are in the same currency, batch control checks on input data are provided with review procedures at the end of the batch to assist the user to locate any discrepancies during batch input.


The General Ledger transfer report shows the amount analysed to each General Ledger account.

Close session XE "sessions" 

 XE "end of session" 

 XE "close session" " 
The daybook must be printed at the end of each session. A session in Cash Manager is a time period in which transactions are entered. The length of a session depends on your mode of operation; for example it could last a day or a week. A session ends when the close session function is run. This clears batches which have been closed and printed on the Daybook. These batches are then unavailable to Transaction Entry, but can be viewed in the enquiry program. Close Session also clears all control totals for the current session and carries forward into the next session any batches remaining open. 

End of period XE "periods, financial" 

 XE "close period" 

 XE "financial periods" 

 XE "end of period" 
A current financial period is set up for Cash Manager. Only one period can be open at a time, although transactions can be posted to the next period. The End of Period function closes the current financial period and opens the next one. It also processes any standing orders due.


Before period end is run, all batches in the closing period must be closed, all bank reconciliations must be complete, and  all outstanding General Ledger analysis must be transferred to General Ledger. The trial balance reports should also be printed, and a backup of the databases taken.

History XE "history" 
The purge transactions program is normally run as part of the end of period procedure. The number of periods for which transactions and bank statement details are held is defined as a system parameter. The number of periods for which cash book period totals are held is also defined via system parameters. 

Reports and Enquiries

Enquiries XE "enquiries:overview" 
Cash Manager provides two on-screen enquiry facilities:

· Batch enquiries. This program enables the operator to view details of transaction batches on the screen. The enquiry starts by listing the batches that exist in a choice of sequences. When a batch is selected, the operator can drill down through the transaction details to the dissection analysis, and for foreign currency transactions, to the currency information.


· Cash book enquiries. The program starts by listing the cash books that have been defined in a choice of sequences. When a cash book is selected, the operator can view details of its dissection codes, its period totals, with a break down by dissection code if required, its transactions, and any notes that have been recorded for it. The operator can drill down through the cash book’s transactions to the dissection analysis, and for foreign currency transactions, to the currency information.

Reports XE "reports:overview" 
Cash Manager provides a number of standard reports. Many of the reports, in addition to providing the standard printing options, give access to the data export function which enables the details to be exported to other applications such as spreadsheets, word processing packages, and management information systems. Data export is described in more detail below. 


The following standard reports give access to the data export function:

· Trial balance by dissection. A trial balance by dissection code for a selected cash book and period. It shows total receipts and payments for the current period, year to date, and last year to date. It can be run for previous periods when data has not been purged.


· Trial balance by General Ledger account. A trial balance by General Ledger account for a selected cash book and period. It can be run for previous periods when data has not been purged. It may be run in summary or detailed mode. In detailed mode it shows details of each transaction for every General Ledger account and can optionally show the transaction values in entry currency in addition to their values in base currency. In summary mode, it prints a one line entry for each General Ledger account, showing total payments, total receipts and the net posting to the account in base currency.


· General Ledger analysis report. This report is designed for use in systems that post to General Ledger manually. It shows outstanding General Ledger postings for the current period, either for all companies or for selected individual companies. It can be run in detailed or summary mode. In detailed mode, it shows the analysis at transaction level, with values in base currency and optionally also in entry currency. In summary mode, it shows totals in base currency by company, cash book, profit centre and account.


· Cash book report. This report can be run for a selected cash book and financial period. It lists transactions showing their total amounts, and up to five columns of dissection analysis for both receipts and payments. For payments, the first four columns correspond to the first four payment dissection codes defined for the cash book, and the fifth column contains any other payment dissection codes defined for the cash book. The dissection columns for receipts are determined in a similar way. Transaction values are shown in entry currency, with the exchange rate being shown for foreign currency transactions. The dissection analysis columns are shown in cash book currency.


· Unpresented items report. This report lists, for a selected cash book, the transactions that have not yet been reconciled with a bank statement via the Bank Reconciliation program. It includes held transactions.


· Reconciled items. This report is part of the Bank Reconciliation program. Its lists the reconciled items.


· Statement directs. This report is part of the Bank Reconciliation program. It lists transactions entered during bank reconciliation.


The following standard reports are available, but do not give access to the data export function:

· Batch print. Prints details of transactions in the batch. This should be run before the batch is closed if checking is required.


· Fund transfer print. Prints details of a fund transfer. This enables a thorough check of the transfer before it is closed.


· Auto-transfer report. Prints the postings created when transactions are imported into Cash Manager, and a schedule for each consolidated posting. This report is only available when importing transactions via a ‘BOS’ format interface.


· Daybook. Prints details of all batches closed in the current session. It must be printed before the session can be closed.


· Reconciliation report. Prints summary details of a bank reconciliation.

Exporting Data to Other Systems

Introduction XE "word processing packages" 

 XE "spreadsheets" 

 XE "management information systems" 

 XE "data export" 
The data export feature enables data to be exported quickly and easily to standard spreadsheet, management information and word processing packages running in the host operating system, such as Windows or Unix. 


The data export feature has been designed to be very easy to use. Exports can be initiated with just a few keystrokes.


The export process is controlled by ‘scenarios’ which can be customised in endless ways. However Global Business Systems provides sample scenarios for each export process, which can be used right away, although first you will need to set the path information correctly for your computer system. 

 XE "startpoints" 
The data export option is available from various Cash Manager reports. The points in Cash Manager from which you can invoke the export option are called ‘startpoints’.


The details that can be exported vary according to the startpoint the export is invoked from. Generally all the information which can be printed in the report, can be exported. The operator can select which of the available items are exported through the ‘contents list’ of the ‘scenario’ used for the export.

Scenarios XE "scenarios" \t "See also Installation & Set-up Manual" 

 XE "format:exported data" 

 XE "comma separated variables (CSV)" 

 XE "styles" 

 XE "scenarios" 

 XE "styles" \t "See also Installation & Set-up Manual" 
Scenarios determine:

· The ‘style’ or format of the exported data. The user can select a standard style or set up a new style using their own delimiters, escape sequences, and headings. Standard styles include both comma separated variable (CSV) and tab separated variable formats with optional quotes and headings.

 XE "contents lists" 

 XE "contents lists" \t "See also Installation & Set-up Manual" 
· The ‘contents list’ of the exported data. This determines which of the items of data available at the startpoint are to be exported. The user can define the format of the items and can optionally include constants.

 XE "data folders & paths" 

 XE "data folders & paths" \t "See also Installation & Set-up Manual" 

 XE "paths" \t "See data, program & template paths" 

 XE "folders" \t "See data, program & template folders" 
· The ‘data folder’ and ‘data path’ which control the destination of the data in the host system.

 XE "program folders & paths" 

 XE "program folders & paths" \t "See also Installation & Set-up Manual" 

 XE "parameters" \t "See also system parameters" 

 XE "parameters" 

 XE "invoke program" 

 XE "program, invoke in host system" 
· The ‘program folder’, ‘program path’, and parameters which can optionally provide the export program with details of a program to kick off in the host system on successful completion of the export, and parameters to pass to it. This can provide a seamless link between Cash Manager and other applications; for example when exporting data to a spreadsheet, the export program can automatically invoke the spreadsheet, so that it automatically loads the exported file and runs a macro on it.

 XE "file name" 
· The file name of the exported file.

 XE "templates for exports" 

 XE "template folders & paths" 

 XE "template folders & paths" \t "See also Installation & Set-up Manual" 
· The ‘template folder’ and ‘template path’. These can optionally specify a template to be passed to a program invoked in the host system during exports. This feature has been designed in particular for use when exporting data to Microsoft Word and Excel.


Global provides a number of sample scenarios. The user can customise these, and define new ones through the Scenario Maintenance option.
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Basic Functions

Introduction XE "Basic Functions" \r "QReference" 

 XE "Global System Manager (GSM)" \t "See also Global System Manager Manual" 

 XE "GUI (graphical user interface)" 
This section provides a brief guide to the basic Global 3000 functions.  This is followed by a list of the standard function key usage in Global 3000 software. More detailed instructions for new users can be found in the Tutorial in the Global 3000 Installation & Set-up Manual.

This Basic Functions section covers both character-based and Graphical User Interface (GUI) operation of Global 3000. The keyboard commands are identical in both modes of operation. The GUI functions can be ignored by users of the character-based version.

Further details of the GUI can be found in Global Windows Workstation Notes.

Note
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Help Button
The functions performed by different keys can vary between terminal types and you can customise your keyboard for your specific requirements with Speedbase Presentation Manager. In this manual we have used the terminology of a standard PC keyboard, and the standard Global 3000 function key usage. If you are unsure, the Help key or button can give you assistance. Pressing the help key (or clicking the help button) within a Global 3000 program displays a list of the available function keys and their usage. 

Figure 2: Cash Manager running under the GUI

This figure shows the GUI toolbar at the top of the window and the status line at the bottom of the window. On the status line are the partition indicator, network ID, and on the right hand side the program ID and the window processing mode  
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Menus in Global 3000

 XE "menus" 
There are two types of menu in Global 3000 modules, ‘main’ and ‘pop’.


The first menu that appears when you go into a Global 3000 module is a main menu, as are the menus that appear when you select an option on this menu. Pop-menus are the menus that appear within Global 3000 programs.

Select 


To select an option from a menu: 
· Use the cursor keys to move to the required line and press <Return>. 

· Or key the letter or number which is highlighted or underlined. On main menus you then need to press <Return>.

· Or click with the mouse on the required line. 

Main menu commands


There are two formats of character-based Global main menu, ‘full screen’ and ‘SAA-style’. These are described in detail in the Global System Manager Manual.

xe "main menus"

 XE "SAA-style main menus" 
Additional commands are available from GUI and ‘SAA-style’ main menus:
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F1 buttonxe "Global System Manager (GSM):commands"
· Press <F1> (or click the F1 button) for the Global System Manager (GSM) command box. This allows you to enter a GSM command. For further information on GSM commands, see the Global System Manager Manual.
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F2 button
· When you press <F2> (or click the F2 button) in Cash Manager, the Cash Book Selection window appears. In all other modules, the Company Selection window appears.
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F3 button
· When you press <F3> (or click the F3 button) in General Ledger, the Financial Year window appears. In all other modules, the Date Warning window appears.

Note
To initiate a GSM command at a full screen menu, you can just type the command name; e.g. $F. 

Exiting from a window or menu

 XE "exiting from a window or menu" 
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Exit Button


To return to the previous window or menu:
· Press <Esc>. You may need to press it twice on some keyboards.

· Or click the Exit button.

· Or select Exit from the menu when it is available. 

Help
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Help button XE "help" 
Press <F8> (or click the Help button) for context sensitive Help. This is available throughout Global 3000 except at the main menus.


Select Help once for a list of the functions that are available in the current window. You can invoke a function from this list by double clicking it with the mouse.


Select Help again for detailed help text relating to the current window.

Window processing mode

 XE "window processing modes" 

 XE "modes in Global 3000 software" 
Global 3000 programs utilise a number of different window processing modes. A three character code representing the current mode appears on the screen.


In character-based operation, the mode is displayed to the left of the window’s title at the top of the screen. In GUI operation, it is displayed on the left hand side of the status bar at the bottom of the window (see Figure 2 on page 29).


Possible modes are:

· Display (DSP)

· Enquiry (ENQ)

· Add (ADD)

· Insert (INS)

· Maintenance (MNT)

· Edit (EDT)

· Delete (DEL)

These are described in more detail below.

Enquiries

 XE "enquiries" 
Enquiry windows initially appear in either ‘Display Mode’ or in ‘Enquiry Mode’.
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Enquire button
In display mode, records are displayed without further action. You can press <F6> or click the Enquire button to go into Enquiry mode when it is available. Select Help to check if it is available.
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Page up/page down buttons


Enquiry mode allows you to enter a full or partial code followed by <Page Down> to display the entries starting with the characters you entered.

For example you are searching on customer names for a particular customer. You know their name begins with ‘Mc’ but you cannot remember if it is ‘McDonald’ or ‘McLeod’. You enter ‘Mc’ followed by <Page Down> . The program displays the entries in alphabetical order starting with the first ‘Mc…’ name on file. Press <Page Up> to display the page of entries up to and including those starting with ‘Mc…’.

   Note
If you enter a full or partial code followed by <Return>, the program will only display entries whose code exactly matches the characters you entered.

Search XE "search" 
In many enquiry windows there are a number of ways you can search for entries; for example by name, by account code, by first line of the address, by currency. These different ways of searching for records are called index keys. In the example above, maybe you cannot remember the cash book’s name but you know the account code. Press <F6> until the cursor is on the index key you require, and enter a full or partial code followed by <Page Down> or <Page Up> as described above.

Pop-up enquiries
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 XE "enquiries:pop-up" 

 XE "pop-up enquiries" 
F1 button


In most prompts, when you press <F1> (or click the F1 or search buttons) a pop-up enquiry appears. This lists the values which are appropriate for the prompt. For example, when you select the pop-up enquiry function on a product code prompt, you are presented with a list of valid product codes and their descriptions.
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Search button XE "search button" 
You can tell if a pop-up enquiry is available because:

· In character-based operation, > appears in the bottom right hand corner of the window.

· In GUI operation, the F1 and search buttons are enabled.

Moving through a list

 XE "moving through a list" 
· Use the cursor keys to move through a list one entry at a time.

· Or use the <Page Up> and <Page Down> keys to move backwards and forwards through a list a page at a time.

· Or click on the scroll bar to move backwards and forwards through a list a page at a time.

· Or use the <Home> key to toggle between the first and last entry.

· Or click with the mouse to move directly to an entry.

· Or click on the arrows on the scroll bar to move one entry up or down the list.

Selecting an entry from a list

 XE "selecting an entry from a list" 
· Move the cursor to the entry you want to select and then press <Return>.

· Or double click with the mouse on the required line.

· Or click the required line and then click the OK button.

Adding a new entry

 XE "add" 
You can add new entries in a standard maintenance or transaction input program by going into ‘Add Mode’. In some programs you can also add records by going into ‘Insert Mode’.

Add mode XE "add mode" 
· Move the cursor to the line beneath the last entry in the list. This automatically puts you into ‘Add Mode’ and you can start entering information.


· Or press <F4>. This clears the screen and puts you into ‘Add Mode’.

Insert mode XE "insert mode" 
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Insert button
In some programs you can insert an entry into a list. Move the cursor to the line where you want to insert the entry and press <F5>, or click the insert button.  A blank line appears and you can now enter the new details.

Changing an entry

 XE "amend" 
To change details in an entry in a maintenance or transaction input program you need to go into ‘Maintenance Mode’ (MNT) or ‘Edit Mode’ (EDT). You can then step through the prompts changing information as necessary. Generally you cannot change the main index key of an entry, for example its unique reference code. Sometimes some of the other items cannot be changed after they have been set up. In this case this will be stated in the relevant part of the manual.


In some programs you are automatically put into ‘Maintenance Mode’ when you select a record. In other programs a menu appears when you select a record. You then need to select the appropriate option on the menu.

Changing information at a prompt


In many Global windows, prompts enable you to enter information. This can be numeric information such as an amount, a date, or text such as a name or description.


When you first enter a prompt which already contains information, the original information is deleted when you start to type in new information unless you first use the cursor keys. 


To alter the information in the prompt without deleting it you can use the cursor right and cursor left arrow keys to move to the letter or number that you want to change. Then type the new value. The existing value will be replaced by the value you typed.


To insert a character or number, press the <Insert> key. This makes a space open up in the existing information into which you can type the required value. 


If you accidentally delete the contents of a prompt, you can press <F11> to restore its contents.

Deleting an entry

 XE "delete" 

 XE "delete" \t "See also purge" 
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Delete button
Move the cursor to the unwanted entry and press <F7>, or click the delete button. This puts you into ‘Delete Mode’ (DEL). The program will ask you for confirmation before it deletes the entry. It will also tell you if an entry cannot be deleted; for example, if other records are dependent on it.

Error and warning messages

xe "messages, error"

xe "errors"

xe "warning messages"
When you try to do something unusual or impossible, a warning message is displayed on the status line at the bottom of the screen. Sometimes the warning ends in a comma. You then need to press <Return> to get rid of the message.

Print Options Window

Figure 3: Print Options Windowxe "Print Options Window"

xe "print" \t "See also reports"

 XE "print" 
This window appears after entering selection options for many reports 
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Purpose
This window appears after you enter the selection options for many reports throughout the Global 3000 range. It enables you to specify the physical report name and print unit for the report and to choose whether to print, display or ‘inspect’ the report.

Note
In most report programs in Cash Manager, this window has been replaced by the Action Menu which provides an additional option of exporting the report for use in other modules, such as standard spreadsheet and word processing packages. The Action Menu is documented in detail in the Global 3000 Installation & Set-up Manual.

The prompts are:

Note
You do not often need to change the defaults for the first three options, so the cursor appears on the fourth option. Press <Shift Tab> to make the cursor retreat through the prompts.

Report name
This can be up to eight characters long.

Print unit
In practice you rarely need to change this from the default. On certain important reports, such as Invoice Print in SOP, this is the only item which can be changed.

All, sub-totals or total
(A/S/T.) A produces a full report. S produces a report omitting the detail records, showing only the subtotal lines, if any. T produces a report containing only the final total lines of the report, if any.

Note
Many reports (for example, the Product Details) contain no totals or subtotals, so selecting S or T will produce a blank report. S or T might be useful however in the Orders by Salesperson report in SOP, which produces subtotals for each salesperson and totals for the entire report.

Displayxe "display:report", inspect or print reportxe "print"

 XE "inspect report" 

 XE "display" \t "See also enquiries" 

 XE "reports:display and inspect" 
D displays the report but does not print it. I prints the entire report to the spool unit and then allows you to view it before deciding whether to print it. P prints it but does not display it.

On completion
The selected report is printed/displayed and then you are returned to the menu you came from.

Further information XE "inspect report" 

xe "stationery"

xe "spooler"

xe "print:special stationery"
For general information about printing from Global software, printing on special stationery, and using the Global Spooler, see the Global System Manager Manual. This manual also provides detailed information about using the ‘inspect’ option (under the V – View Files command in the Spooler chapter).

Key/Button XE "GUI (graphical user interface):buttons" 

Function/Description XE "function key use" 

Key/Button


Function/Description



<F1>
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Search (when available)

( pop-up enquiry 
 (up arrow)
Move up to previous entry

<F1>
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From any Global 3000 main menu

( GSM command box
 (down arrow)
Move down to next entry

<F2>
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From any main menu in all modules except Cash Manager

( Company Selection window
 (left arrow)
Cursor left one character

Display alternate view of window

<F2>

[image: image18.png]



From any main menu in Cash Manager

( Cash book Selection window
 (right arrow)
Cursor right one character

Display alternate view of window

<F2>  & <F3>
Supplementary keys Their functions differ in context, and are explained when available
<Page down>
Display next page of entries

<F3>
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From any main menu in all modules except General Ledger

( Standard Date Warning Window 
<Page up>
Display previous page of entries

<F3>
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From any main menu in General Ledger

( Select Financial Year window
<Home>

Go to first or last entry in list

<F4>

Clear record or window, and go into ‘Add’ mode
<Return>
Enter item or select entry in list

<F5>
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Insert new entry
<Tab>

Skip past prompts

<F6>
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Change to enquiry mode/change key of search
<Shift tab>
Step back to previous prompt

<F7>
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Delete the current record
<Insert>

Insert a space at this character

<F8>
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Help - press/click once ( list of available function keys

Press/click twice ( help text
<Delete>
Delete the character at cursor

<F9>
Abort this program (this function is not always available)
<Esc>
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Go back to previous window (press twice on some systems)

<F10>
Move entry
<Ctrl F>

Clear prompt from cursor onwards 

<F11>

Restore contents of prompt
<Ctrl C>
Change case of a character

<F12>
Undelete entry - insert last deleted entry here
<End>
Next - go to next window/process (this function is not always available)

Table 1: Function keys and GUI buttons in Global 3000

This page is deliberately left blank
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This option enables you to enter and amend transactions. Transactions are entered in batches for the same cash book, company, and financial period.

63
Fund Transfers

This option enables you to transfer funds between any two cash books.

70
Auto-transfer

For use in systems which do not use the on-line posting to Cash Manager feature, Auto-transfers enables you to transfer into Cash Manager transactions which were generated in other systems; for example in Global 3000 Debtors Ledger and Creditors Ledger.

75
Amend Currency

This option enables you to amend the currency information of foreign currency transactions which have not yet been confirmed and which are in closed batches.

78
Confirm Currency

This option enables you to confirm the currency information of foreign currency transactions.

81
Release/Hold Cheques

This option enables you to hold payments, and to release payments which were previously held. You cannot hold payments which have been reconciled with a bank statement via the Bank Reconciliation program. 

83
Daybook

The daybook program prints transaction by transaction details of all batches closed in the current session. It also lists open and deleted batches as one line entries. When printed and filed, the daybook provides a full and continuous audit trail.

85
Close Session

This option enables you to close the session. This clears all closed batches from the list of current session batches, purges the current session control totals, and carries forward into the next session any batches remaining open.

Enter Transactions

Introduction XE "enter transactions" \r "EnterTransactions" 

 XE "transactions:entry" \r "EnterTransactions" 
This program enables you to enter, amend, and report on cash book transactions batches. The normal procedure for entering batches involves three stages:

· Enter the batch and its transactions. A batch must be for a single cash book, company, and financial period. As you enter the transactions Cash Manager updates the cash book balances.


· Print the batch, check all the details, and make any necessary amendments.


· If it is a cheque-printing batch, print the cheques.


· When you are satisfied that all the details are correct, print the cheques if it is a cheque printing batch, and then close the batch. Cash Manager checks that the General Ledger dissections are complete before it marks the batch as closed. Apart from amending and confirming unconfirmed currency information of foreign currency transactions, you cannot change a batch after it is closed, nor can you print or reprint its cheques.

Currencies XE "currencies" 

 XE "multi-currency operation" 

 XE "entry currency"  
Cash book balances are maintained in both the cash book currency and the company’s base currency. However you can enter transactions in any other currency that is defined in Administration Parameters. The currency you enter a transaction in is referred to in this manual as the ‘entry currency’. 

 XE "exchange gain and loss" 
When the entry currency differs from the cash book currency, Cash Manager calculates the value in cash book currency using the house exchange rates in force on the transaction date. Similarly, when the entry currency differs from base currency, Cash Manager calculates the value in base currency using the house exchange rates in force on the transaction date. You can view details of the exchange rates involved in either conversion via the Currency Information Window. If any of the exchange rates involved in a conversion are variable, you can enter a spot rate for the transaction, or a specific value in cash book or base currency. 

Exchange gain/loss
When a cash book contains funds valued at a different exchange rate from that selected for a transaction, in certain circumstances Cash Manager automatically generates an exchange gain/loss posting. Cash Manager does this if the transaction would otherwise result in:

· The cash book balance being zero in one currency, but not in the other.


· The cash book balance being negative in one currency but not the other.


The exchange gain/loss posting is the difference between the base value at the actual rate and the average rate for the cash book. The average rate is calculated from the currency and base balances. The exchange gain/loss posting is analysed to dissection code EP (Exchange payments) or ER (Exchange receipts) as appropriate. Cash Manager automatically creates these dissection codes when they are needed.


If you always revalue bank accounts to the latest rate when you change rates, and then use the standard rate for all transactions, exchange gain/loss postings do not arise.

Example 1
In this example there is no exchange gain/loss.

Pay $150 (valued at £100) into a $ cash book with balance $150 valued at £95.

$ balance = $150 + $150 = $300

£ balance = £95  + £100 = £195

Example 2
In this example, without an exchange gain/loss adjustment, the transaction would result in a cash book balance of $0 being worth ‑£5.

Pay $150 (valued at £100) into a $ cash book with balance ‑$150 valued at ‑£105.


The £ value is calculated using the average rate represented by the funds in the account (i.e. 150 * 105/150 = 105). £100 of this is analysed to the transaction’s dissection codes; the exchange gain/loss of £5 (£105-100) is analysed to Exchange Receipts.


$ balance = -$150 + $150 = $0

£ balance = -£105 + £105 = £0

Example 3
In this example, without an exchange gain/loss posting, the transaction would result in $6 being worth ‑£5.

Pay $300 (valued at £200) into a $ cash book containing -$294 valued at ‑£205.  The £ value posted is £209 calculated as follows:

$294 at average rate = £205

$6 at actual rate = £4


Of the £209, £200 is analysed to the transaction’s dissection codes, £9 to Exchange Receipts.

$ balance = -$294 + $300 =  $6

£ balance = -£205 + £209 =  £4

Cash Book Batches 

Figure 4: Cash Book Batches Window XE "Cash Book Batches Window" 
This window appears when you select Enter Transactions from the Transaction Processing Menu
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Purpose XE "batches" 
This window enables you to enter new batches, and to select batches for printing, and if the batch is open, for enquiry, amendment, deletion, cheque printing, and closing. Existing batches are listed in the upper scrolled part of the window. Further details are shown in the lower part of the window for each batch as you scroll through the list.

Note XE "header details" 

 XE "batches:header details" 
The details shown in this window are known as the ‘batch header details’.

Move through list
You can move through the list of batches using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:batches" 
To create a new batch of transactions, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Select XE "select batch for processing" 
To select a batch for further processing, move the cursor to the required entry and press <Return>:

· If the batch is closed  Batch Options Menu, see page 59. 

 XE "control total, batch" 

 XE "batches:control total" 
· Otherwise the cursor moves through the ‘Title’ and ‘Control total’ prompts, then  Batch Options Menu, see page 59.

The prompts are:

Batch XE "number of batch" 

 XE "batches:numbers" 
(Display only.) For existing batches, the batch number is displayed here. When you are adding a new batch, this prompt is blank; Cash Manager automatically allocates a batch number to the batch when you complete your replies in this window.

Title XE "title:batches" 
Enter a description for the batch in up to 22 characters. This can be left blank.

Book XE "cash books:batches" 
Enter the id of the cash book the batch relates to. If you have already entered a batch since entering Enter Transactions, the default is the last cash book entered. Press <F1> for a pop-up enquiry.

Note
When you enter a valid cash book code, the title of the cash book is displayed in the lower part of the window.

Currency
(Display only.) The code of the cash book’s currency, the ‘cash book currency’.

Type XE "types of batch" 

 XE "payments" 

 XE "batches:types" 
The batch type. Enter one of the following:

· P for payments.

 XE "receipts" 
· R for receipts. 


Press <F1> for a pop-up enquiry.

Period XE "next period batches" 
The financial period the batch relates to. Enter one of the following:

· C for the current period (the default).


· N for the next period.


Press <F1> for a pop-up enquiry.

Srce XE "source id" 
(Auto-transferred batches only.) (Display only.) The source id code of the originating module.

Items XE "number of items in batch" 
(Display only.) The number of transactions in the batch. When creating a new batch this is zero.

Note
The maximum number of transactions you can have in a batch is 9999.

Status XE "batches:status" 

 XE "status:batch" 

 XE "*empty status" 

 XE "empty status" 
(Display only.) This indicates the batch status. It can be:

· *Empty. The batch contains no transactions. This is the status when starting a new batch.

 XE "deleted status" 
· Deleted. The batch has been deleted. You can only delete Open or *Empty batches.

 XE "open status" 
· Open. The batch has not been closed and can be amended or deleted.

 XE "*print status" 

 XE "print status" 
· *Print. This status only arises in a payments batch for which cheques are being printed. It indicates the cheques have been printed. The batch cannot be amended or deleted, although, when the exchange rates allow it, you can amend the currency information of foreign currency transactions in the batch if the currency information has not been confirmed. The cheques can be reprinted, if for example, there is a paper jam when the cheques are first printed.

 XE "closed status" 
· Closed. The batch has been closed and the transactions cannot be changed or deleted, and cheques cannot be printed or reprinted. However when the exchange rates allow it, you can amend the currency information of foreign currency transactions in the batch if the currency information has not been confirmed. 

Cash book title
(Display only.) The title of the cash book the batch relates to.

Control total XE "control total, batch" 

 XE "batches:control total" 

 XE "currencies:batches" 

 XE "batches:currencies" 
The control total of the batch. If you enter a control total:

· All the transactions in the batch must be in one currency. (You enter the currency code at the next prompt.)


· The value of the transactions in the batch must match the control total before you can close the batch, or print any cheques for it. 


· You can amend the control total, but after you have entered transactions, you cannot re-set it to zero.

 XE "multi-currency batches" 
Leave this prompt as zero for no control total checking, and no restriction on the currencies you can enter transactions in. If you leave it as zero, after you enter transactions, you cannot then enter a control total.

Currency XE "batch currency" 

 XE "batches:currencies" 

 XE "currencies:batches" 
(Only if you entered a control total at the previous prompt.) Enter the code of the currency in which you entered the control total. All the transactions in the batch must be in this currency. This is referred to as the ‘batch currency’. Press <F1> for a pop-up enquiry.

Note
If you enter a batch currency which operates with a decimal precision of zero or one, and you entered a control total with more non-zero decimal places than are allowed for the currency, an error message is displayed. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

Total entered XE "total entered in batch" 

 XE "actual value of batch" 
(Display only.) The actual sum of the values of the transactions in the batch. If the batch has a control total, this value is in the batch’s currency. Otherwise it is in the cash book’s currency.

Variance XE "variance" 
(Only if the batch has a control total.) (Display only.) The difference between the ‘Control total’ and the ‘Total entered’.

Print cheques XE "print:cheques" 
(Only payment batches for cash books for which cheque printing is allowed.) Enter Y if you want to print cheques for the payments in this batch. Otherwise enter N.

Note XE "cheque printing batch" 

 XE "batches:cheque printing" 
When this indicator is set to Y, the batch is referred to in this manual as a ‘cheque printing batch’.

Note
You print the cheques via an option on the Batch Options Menu. For further information, see page 59.

Updated by...at...on XE "updated at" 

 XE "operator id" 
(Display only.) The date and time the batch was last updated, and the operator id of the person responsible.

On completion
If you are entering a new batch  Transaction Details Window.

Otherwise  Batch Options menu. see page 59.

Transaction Details

Figure 5: Transaction Details Window XE "Transaction Details Window" 
This window appears when you complete your replies in the Cash Book Batches Window for a new batch, and when you select Amend Details from the Batch Options Menu
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Purpose
This window displays transactions that already exist in the selected batch, and it enables you to enter, amend and delete transactions.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:transactions"  
To create a new transaction, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:transactions" 
To amend an existing transaction item line, move the cursor to the required line and press <Return>. The prompts are described in detail below.

Delete XE "delete:transactions" 
To delete a transaction, move the cursor to the unwanted line and press <F7>. Cash Manager asks you for confirmation before it deletes the line. 

The prompts are:

Item XE "item number:batches" 
(Display only.) Cash Manager automatically allocates an item number to each transaction as it is added to the batch. This is blank when starting a new transaction. 

Type XE "transaction codes" 

 XE "transactions:codes" 
(Only when entering a new transaction.) Enter the transaction code for the transaction. Press <F1> for a pop-up enquiry of valid transaction codes.

Note
You define transaction codes in System Parameters. For further information, see page 142.

Date XE "date:transactions" 
Enter the transaction date. This must not be later than the end of the selected period. The default is either today’s date, or the end of the selected period, whichever is earlier. 

Reference XE "references:transactions" 
A reference to identify the transaction (up to 10 characters). You must enter this if a reference is specified as mandatory for the transaction code.

Reference 2 XE "second references" 

 XE "references:second" 

 XE "accounts:supplier/customer" 

 XE "Debtors Ledger:auto-transfers from" 

 XE "Creditors Ledger:auto-transfers from" 

 XE "Creditors Ledger" \t "See also Creditors Ledger Manual" 

 XE "Debtors Ledger" \t "See also Debtors Ledger Manual" 

 XE "General Ledger" \t "See also General Ledger Manual" 
Enter a second reference for the transaction in up to seven characters. For transactions imported from Debtors Ledger, this is the customer’s account code; for transactions imported from Creditors Ledger, this is the supplier’s account code.  

Currency XE "entry currency" 

 XE "currencies:transactions" 
(Only in multi-currency systems.) When a batch currency has not been specified, you need to enter the currency of the transaction. This is referred to as the ‘entry currency’. The default is the cash book currency. Press <F1> for a pop-up enquiry.


If a batch currency has been specified, it is displayed here.

Note XE "foreign currency transactions" 
If the entry currency differs from either the cash book currency, or the company’s base currency, or both, in this manual the transaction is referred to as a ‘foreign currency transaction’.

Amount XE "amount:transactions" 
Enter the amount of the transaction in the entry currency. For foreign currency transactions, you cannot change this after you confirm the currency information.

 XE "currencies:decimal precision" 

 XE "decimal precision of currencies" 
If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

Note
Cash Manager converts the value to the cash book currency and the base currency if different from the entry currency. Cash Manager uses the house exchange rates in force on the transaction date for these calculations.

You can press <F1> at the next prompt to:

· View the exchange rate details. 


· Enter a spot rate for the transaction, or a specific value in base or cash book currency, if any of the exchange rates involved are variable, and the currency information has not been confirmed. 

Confirmed XE "confirm currency:transaction entry" 

 XE "currency information:confirmation" 

 XE "exchange rates:confirmation" 
(Foreign currency transactions only.) Enter Y to confirm the currency information for the transaction. Enter N if the exchange rates to be applied to the transaction are not known; you can confirm the currency information later when the details are known. If necessary you can amend and confirm the currency information after the batch is closed. 

 XE "fixed rates" 
This prompt is automatically set to Y and is skipped, if all the exchange rates between the currencies involved are fixed on the transaction date.

Warning
After you mark a foreign currency transaction as confirmed, you cannot un-confirm it, or change its value or currency information.


Press <F1> to view the exchange rate details for the transaction:

· If the cash book and base currency are the same  Currency Information Window, see page 55.


· Otherwise  Currency Menu, see page 54. This gives you access to the Currency Information Window for the conversions to both currencies.

Note
If one of the exchange rates involved in the transaction is a floating rate, and the currency has not been confirmed, the Currency Information Window enables you to amend the currency information for the transaction.

Narrative XE "narratives:transactions" 
Enter up to 30 characters of narrative. The default is the transaction code’s description.

Payee XE "payee name" 
(Only for payments for cash books for which payee details are requested and for which cheques are not being printed.) Enter the name of the payee in up to 30 characters.

Note
If cheques are being printed, you can enter the payee’s name and other details through the Payee Details Window which appears next.

Payer
(Only for receipts.) Enter the name of the payer in up to 30 characters.

Base  XE "base currency:amount" 
(Only if entry currency differs from base currency.) (Display only.) The transaction amount in the company’s base currency. 

Book XE "cash book currency:amount"  
(Only if entry currency differs from cash book currency.) (Display only.) The transaction amount in the cash book currency.

On completion
If the transaction is a payment for which a cheque is being printed  Payee Details Window.


Otherwise:

· If you are entering a new transaction  Dissection Analysis Window, see page 50.

· If you are amending an existing transaction  Dissection Analysis Menu, see page 53.

On exit
 Batch Options Menu, see page 59.

Payee Details

Figure 6: Payee Details Window

 XE "Payee Details Window" 
This window appears when you complete the Transaction Details Window for a transaction in a cheque printing batch 
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Purpose
This window enables you to enter the payee’s name and address details for the cheque.

The prompts are:

Name XE "payee name" 
Enter the name of the payee in up to 30 characters.

Address XE "address of payee" 
Enter the address in up to four lines of 30 characters each.

Post code XE "post code" 
Enter the post code in up to ten characters.

On completion
If you are amending a transaction for which the dissection analysis is complete  Dissection Analysis Menu, see page 53.

Otherwise  Dissection Analysis Window.

Dissection Analysis

Figure 7: Dissection Analysis Window XE "Dissection Analysis Window" 
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This window appears:

· When you select Amend Details from the Dissection Analysis Menu.

· When you complete your replies in the Transaction Details Window or the Payee Details Window for a new transaction, or an existing transaction for which the dissection analysis is incomplete.

Purpose XE "dissection analysis" 
This window enables you to distribute the transaction amount to the appropriate dissection codes. If you are amending an existing transaction, the window lists any existing lines of dissection analysis, and enables you to amend and delete them.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:dissection analysis"  
To create a new line of dissection analysis, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:dissection analysis" 
To amend an existing line, move the cursor to the required line and press <Return>. The prompts are described in detail below.

Delete XE "delete:dissection analysis" 
To delete a line of dissection analysis, move the cursor to the unwanted line and press <F7>. Cash Manager asks you for confirmation before it deletes the line. 

Note
The balance that remains to be distributed in each currency is displayed at the bottom of the window.

The prompts for each line are:

Code XE "dissection codes" 
The dissection code. The default is the dissection code associated with the selected transaction code. Press <F1> for a pop-up enquiry.

Description
(Display only.) The dissection code’s description.

Entry 
Enter the amount you want to analyse to this dissection code in the entry currency. 


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’.

Further information
For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

Base 
(Multi-currency systems only.) (Display only.) The amount distributed to the dissection code in the company’s base currency. Cash Manager calculates this from the amount entered in entry currency at the previous prompt. 

Book 
(Only if entry currency differs from the cash book currency.) (Display only.) The amount distributed to the dissection code in the cash book currency. Cash Manager calculates this from the amount entered in entry currency at the previous prompt. 

Note
If the General Ledger profit centre and account code are defined as ‘fixed’ for the dissection code, you cannot change them, and the next two prompts are skipped. For further information, see Cash Book Maintenance, page 127.

GL profit centre XE "profit centres" 

 XE "General Ledger:analysis" 
Enter the code of the General Ledger profit centre to which the amount is to be posted. This defaults to the profit centre specified for the dissection code in Cash Book Maintenance. Press <F1> for a pop-up enquiry.

Note XE "chart of accounts" 

 XE "off-line chart of accounts" 
If your system is configured to validate General Ledger accounts against the off-line chart of accounts, the pop-up enquiry is restricted to profit centres and account combinations defined in the off-line chart of accounts in Company Parameters. 

GL account XE "accounts:General Ledger" 
Enter the code of the General Ledger account to which the amount is to be posted. This defaults to the account specified for the dissection code in Cash Book Maintenance. Press <F1> for a pop-up enquiry.

Note
If your system is configured to validate General Ledger accounts against the off-line chart of accounts, the accounts listed in this pop-up enquiry are restricted to those defined for the selected profit centre in the off-line chart of accounts in Company Parameters. 

Journal narrative XE "narratives:General Ledger analysis" 
Enter the narrative to be passed to General Ledger in up to 30 characters. This defaults to the transaction code’s description. 

Units XE "units" 
(Only if the selected General Ledger account is marked as requiring units.) The number of units. 

On completion
If any analysis categories have been defined for the account  General Ledger Transaction Analysis Window.


If the dissection analysis is complete  Dissection Analysis Menu.

Otherwise  next line in window.

General Ledger Transaction Analysis

Figure 8: General Ledger Transaction Analysis Window XE "General Ledger Transaction Analysis Window" 
[image: image30.png]General Ledger Transaction Analysis

Sales Reps I JAny Goodwin

oK. Cancel





This window appears after you enter, in the Dissection Analysis Window, a General Ledger account code for which an analysis category has been defined.

Purpose XE "add:General Ledger transaction analysis" 

 XE "amend:General Ledger transaction analysis" 

 XE "transaction analysis" 

 XE "General Ledger:transaction analysis" 
This window enables you to enter and amend General Ledger transaction analysis codes for the current transaction.

Note
This window appears when you amend a transaction, not just when you create one. So you can amend the analysis code at any time until you close the batch. 

The prompts are:

Note
The name of the next prompt reflects the description defined for the analysis category in General Ledger. In Figure 8, it is ‘Sales Reps’.

Code
Enter the analysis code for the transaction. This is posted to General Ledger along with the other transaction details. Press <F1> for a pop-up enquiry. 


If the analysis category is defined as requiring validation, the code you enter must be valid for the category.


You can only leave the code blank if this is allowed for the category as it is defined in General Ledger .

(Description)
(Display only.) The code’s description is displayed for confirmation.

On completion
If there are two analysis categories for the transaction, and this is the first one, this window is displayed again for the second analysis category.


If the dissection analysis is complete  Dissection Analysis Menu.

Otherwise  Dissection Analysis Window, see page 50.

Dissection Analysis Menu

[image: image31.png]Amend Details

Reset Details




Figure 9: Dissection Analysis Menu XE "Dissection Analysis Menu" 
This menu appears:

· When you complete the dissection analysis in the Dissection Analysis Window.

· After the Transaction Details Window (and when relevant the Payee Details Window) when you amend an existing transaction for which the dissection analysis is complete.

The options are:

Amend details
Amend the dissection analysis.  Dissection Analysis Window, see page 50.

Confirm details
Confirm the dissection analysis and move on to the next transaction.  Next line in the Transaction Details Window, see page 46.

Reset details XE "delete:dissection analysis" 
Delete the existing dissection analysis details, prior to re-entering it. Cash Manager asks you for confirmation.  Dissection Analysis Window, see page 50.

Currency Menu
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Figure 10: Currency Menu XE "Currency Menu" 
This menu appears when the cash book and base currencies differ and you do one of the following:

· Press <F1> at the ‘Confirmed’ prompt in the Transaction Details Window.

· Press <F1> at the ‘Reference’ or ‘Date’ prompt in the Release/Hold Cheques Window.

· Press <Return> in the Amend Currency for Cash Book Window for a transaction.

· Enter a foreign currency transaction whose currency information has not been confirmed in the Presented Transactions Window in Bank Reconciliation.

· Press <Return> on a foreign currency transaction in the Presented Transactions Window in Bank Reconciliation.

· Press <F1> on a foreign currency transaction in one of the transaction enquiry windows.

The options are:

Cash book
View the exchange rate details for the conversion from entry currency to cash book currency. If a floating exchange rate is involved in the conversion, and the currency information has not been confirmed, this option also lets you enter a spot rate for the transaction, or a specific value in cash book currency.

Base
View the exchange rate details for the conversion from entry currency to the company’s base currency. If a floating exchange rate is involved in the conversion, and the currency information has not been confirmed, this option also lets you enter a spot rate for the transaction, or a specific value in the company’s base currency.

Note
When you invoke this menu from the Release/Hold Cheques Window, these options do not let you override the displayed exchange rates.

On selection
 Currency Information Window. 

Exit
Return to the window from which you invoked this menu.

Currency Information 

Figure 11: Currency Information Window XE "Currency Information Window" 
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This window appears when you do one of the following, if the cash book and base currency are the same:

· Press <F1> at the ‘Confirmed’ prompt in the Transaction Details Window.

· Press <Return> in the Amend Currency for Cash Book Window.

· Enter a foreign currency transaction whose currency information has not been confirmed in the Presented Transactions Window in Bank Reconciliation. 

· Press <Return> on a foreign currency transaction in the Presented Transactions Window in Bank Reconciliation.

· Press <F1> on a foreign currency transaction in one of the transaction enquiry windows.


This window also appears when you do one of the following:

· Select an option from the Currency Menu or the Transfer Currency Menu.

· Press <F1> at the ‘Base’ or ‘Book’ prompt in the Dissection Analysis Window.

Purpose XE "currencies" \r "CurrencyInformationWindow" 

 XE "exchange rates" \r "CurrencyInformationWindow" 

 XE "foreign currencies" \r "CurrencyInformationWindow" 

 XE "base currency" \r "CurrencyInformationWindow" 

 XE "spot rates" \r "CurrencyInformationWindow" 

 XE "cross rates" \r "CurrencyInformationWindow" 

 XE "cash book currency" \r "CurrencyInformationWindow" 

 XE "currency information" \r "CurrencyInformationWindow" 
This window provides detailed information about how the value in entry currency is converted into cash book currency or base currency, or to both if they are the same. Which currency conversion is shown (whether to cash book or base currency or both) is determined by how you invoked the window, and is indicated in the lower part of the window.


When you invoke this window from the Transaction Details Window during Transaction Entry, or from the Amend Currency or Bank Reconciliation options, you can amend the currency information in this window if one of the exchange rates involved in the conversion is a floating rate, and the currency information has not been confirmed for the transaction. You can amend the currency information by entering:

· A spot rate for the transaction to override the floating rate.


· A specific value in base or cash book currency, from which Cash Manager calculates a spot rate for the transaction.


· A ‘cross rate’ between the entry and base or cash book currency, if the conversion involves a multi-part exchange rate. Cash Manager uses the cross rate you enter and the fixed rate or rates involved to derive a spot rate for the transaction.


How Cash Manager processes the transaction if you use one of these options to override a floating rate with a spot rate for the transaction depends on the status of the batch:

· For a transaction in an open batch, Cash Manager recalculates the base or book values of any dissections which have been entered for the transaction, accordingly.


· For a transaction in a closed batch, Cash Manager creates an exchange gain or loss dissection. 

Note
If the transaction has already been posted to General Ledger, the exchange gain or loss is posted to General Ledger when you confirm the currency.

Definitions XE "floating exchange rates" 

 XE "currency parameters" 

 XE "currency parameters" \t "See also Installation & Set-up Manual" 
In the Global 3000 manuals we use the following terminology for exchange rates:

· Floating rate. A variable exchange rate linking two currencies, neither of which is a sub-currency. Floating rates are recorded in the exchange rate tables in Currency Parameters, and can be overridden for specific transactions by a spot rate.

 XE "fixed rates" 
· Fixed rate. The exchange rate between a master currency and one of its sub-currencies which is fixed at any one time. Fixed rates are recorded in the exchange rate tables in Currency Parameters. Global 3000 never allows a fixed exchange rate to be overridden for a transaction.

 XE "multi-part exchange rates" 
· Multi-part exchange rate. Currency conversions that involve more than one exchange rate; for example, converting from a euro sub-currency to an independent currency such as the US dollar. The currency conversion involves two exchanges rates: the fixed rate between the sub-currency and the euro, and the floating rate between the euro and the US dollar.


· Spot rate. A ‘one-off’ exchange rate entered to over-ride a floating rate for a specific transaction.

 XE "audit rates" 
· Audit rate. The overall rate between two currencies which are linked by a multi-part exchange rate. Global 3000 derives the audit rate from the two currency values involved.


· Cross rate. A ‘one-off’ exchange rate entered to over-ride a multi-part exchange rate for a specific transaction. Global 3000 automatically derives a spot rate for the variable element of the multi-part exchange rate using the fixed rate or rates involved and the ‘cross rate’ you enter.

Note
All the details in this window are display-only: 

· If all the exchange rates involved in the currency conversion are fixed.

· If the currency information for the transaction has been confirmed.

· When you invoke this window from the Dissection Analysis Window or during enquiries.

· When you invoke this window from the Release/Hold Cheques Window.

· When you invoke this window from the Transfer Currency Menu.

The prompts are:

Transaction entered in XE "entry currency" 
(Display only.) The name and code of the currency you entered the transaction in; i.e. the entry currency.

Converted to
(Display only.) The name and code of the currency being converted to. 


If the cash book currency is different from base currency, this is either the cash book currency or the base currency, depending on the option you chose from the Currency Menu. Otherwise, this is both the cash book currency and the base currency.

Using
(Display only.) The names and codes of any currencies involved in the conversion.

Transaction entered as
(Display only.) The amount you entered in entry currency, and the currency code.

Exchanged at
All the exchange rates involved in the conversion are listed here in the order in which they are applied. 


Each exchange rate is presented as the number of units of one currency that correspond to one unit of the other currency.


Fixed rates are display-only and are indicated by the word ‘fixed’ appearing in brackets on the right hand side. You cannot override them with a spot rate. 


Floating rates are indicated by the absence of the word ‘fixed’, and you can enter a spot rate to override them. When you enter a spot rate, the amount in the currency being converted to and the audit rate are automatically adjusted accordingly.

Note
When you first enter this window for a new transaction, a floating rate defaults to the house exchange rate in force on the transaction date. If you enter a spot rate for the transaction, it is recorded with the transaction and displayed when you subsequently enter the window.

Transaction converts to
The value of the transaction in the currency being converted to. Whether this is the cash book currency, the base currency or both cash book and base currency is indicated by the words ‘book’, ‘base’ or ‘book & base’ appearing in brackets on the right hand side. 


You can override the value in this currency, if a floating rate is involved in the conversion. Cash Manager uses this new value, the value in entry currency, and any fixed rates involved, to derive a spot rate for the transaction. This is then displayed in the appropriate slot above.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.


This prompt is display-only if all the exchange rates involved are fixed.

Audit rate XE "audit rates" 

 XE "overall exchange rates" 
(Only currency conversions which involve multi-part exchange rates.) If the currency conversion involves a multi-part exchange rate, the overall or ‘audit’ rate is shown here. Cash Manager derives this value from the value in entry currency and the value in the currency being converted to.


If one of the exchange rates involved is a floating rate, you can enter a cross rate that relates the entry currency to the currency being converted to. Cash Manager derives a spot rate for the transaction from the cross rate you enter and the fixed exchange rate or rates involved. It then displays the new spot rate in the appropriate slot above and adjusts the value in the currency being converted to accordingly. 


If only one exchange rate is involved in the currency conversion, it is displayed here.

On confirmation
You are returned to the menu or window from which you invoked the Currency Information Window.

Batch Options
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Figure 12: Batch Options Menu XE "Batch Options Menu" 

 XE "batches:options" 
This menu appears when you complete your replies in the Cash Book Batches Window for an existing batch.

The options are:

Amend details XE "amend:batches" 
View and amend the batch’s transaction details.  Transaction Details Window, see page 46. You cannot amend or delete a closed batch, a payment batch for which cheques have been printed, or a Funds Transfer batch. However you can use the Amend Currency and Confirm Currency options to amend and confirm currency information for unconfirmed foreign currency transactions.

Warning
If you select this option for an open auto-transferred batch and posting to General Ledger is in use, the General Ledger analysis will be transferred to General Ledger regardless of the settings on the interface definition. If the General Ledger analysis has already been transferred to General Ledger from the sending module, this can result in duplicate postings in General Ledger. For further information, see Interface Definitions, page 147.

Delete batch XE "delete:batches" 
Delete the batch. You are asked for confirmation before the batch is deleted.

Print batch XE "print:batches" 

 XE "batches:print" 
Print the batch; for example to check its details prior to closing it. The batch is printed and you are returned to this menu.

Printed example
For a printed example of this report, and of a standard format cheque, see the Sample Reports Section, page 169.

Print cheques XE "print:cheques" 

 XE "cheques:print" 
(Cheque printing batches only.) Print or reprint the cheques associated with this batch.  Print Options Menu.

Note
After you print the cheques, you cannot make any further changes to the batch, apart from amending and confirming currency information which has not already been confirmed.

Note
Before you can print cheques or close the batch:

· All dissections for the batch must be complete.


· If you entered a control total on the batch header, the actual value of the batch must match the control total. (If necessary, you can adjust the control total in the Cash Book Batches Window, but you cannot set it to zero.)


· You do not have to confirm the currency information for the batch.

Close batch XE "close:batches" 
(Not Fund Transfer batches.) Close the batch. In a cheque printing batch, you are warned if the cheques have not been printed. Please Confirm Closure Required Window, see page 61.

Warning
After you close a batch, you cannot amend or delete it, or print or reprint its cheques. However you can amend and confirm the currency information for unconfirmed foreign currency transactions after you close the batch.

Exit batch
Return to the Cash Book Batches Window, see page 43.

Print Options Menu
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Figure 13: Print Options Menu XE "Print Options Menu" 
This menu appears when you select Print Cheques from the Batch Options Menu.

The options are:

Cheques line-up XE "line up cheques" 

 XE "stationery:line up" 

 XE "cheques:line up stationery" 

 XE "special stationery:line up" 

 XE "align cheque stationery" 
Print an alignment pattern to enable you to line the cheque stationery up correctly. If you have not already done so, Cash Manager asks you to mount the cheque stationery on the print unit. On confirmation the alignment pattern is printed and you are returned to the Cash Book Batches Window, see page 43.

Cheques
Select this option when the cheque stationery is aligned correctly.  Print Cheques Window.

Exit
 Batch Options Menu, see page 59.

Print Cheques

Figure 14: Print Cheques Window XE "Print Cheques Window" 
This window appears when you select Cheques from the Print Options Menu
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Purpose XE "cheques:numbers" 
This window enables you to record the first cheque number in the run.

The prompt is:

Starting cheque number XE "starting cheque number" 
Enter the number of the first live cheque in the run.

Warning
Take great care when entering this number as the cheque numbers are used as reference numbers for the transactions.

On confirmation
If you have not already done so, Cash Manager asks you to mount the cheque stationery on the print unit. On confirmation the cheques are printed and you are returned to the Cash Book Batches Window, see page 43.

Please Confirm Closure Required 

Figure 15: Please Confirm Closure Required Window XE "Please Confirm Closure Required Window" 
This window appears when you select Close Batch from the Batch Options Menu
[image: image37.png]Please Confirm Closure Required

Batch [

8 Type [PAvHENT

tems [ 6

Cantrol Total
Total Entered

Do you wantto post this batch now? (Y/N)

1200000

12000.00 [STR

r






Purpose XE "close:batches"  
This window enables you to initiate the closing of a batch. 


If on-line General Ledger posting is selected in Administration Parameters, closing the batch creates the General Ledger transfer file and automatically transfers it into General Ledger.

Warning
After you close a batch, apart from amending and confirming unconfirmed currency information, you cannot change the batch or its transactions, or print or reprint any cheques. Before you close a batch, you should therefore print and thoroughly check it, and if necessary make any required amendments, and print the cheques.

The prompts are:

Batch
(Display only.) The batch number.

Type
(Display only.) The batch type. This can be receipts or payment.

Items
(Display only.) The number of transactions in the batch.

Control total
(Display only.) If you entered a control total for the batch, it is displayed here in batch currency. Otherwise this is zero, indicating that there is no control total checking for this batch.

Total entered
(Display only.) The actual sum of the transactions in the batch. If the batch has a control total, this value is in the batch’s currency. Otherwise it is in the cash book’s currency. The currency code is also displayed.

Do you want to close this batch now
(Y/N.) Enter Y if you want to close the batch, otherwise enter N. 

On completion
A status message is displayed while the batch is being closed. 

 XE "on-line postings:to General Ledger" 

 XE "General Ledger:on-line postings" 
If on-line General Ledger posting is selected in Administration Parameters:

· When the batch is closed, the program creates the General Ledger transfer file, and then automatically transfers it into General Ledger. The Close Batch program does this by invoking the General Ledger Auto-Entry program. The Auto-Entry windows appear on the screen, but no keyboard input is required. 


· If the option to print the Auto-Entry report is selected in Administration Parameters, a report of the transferred transactions is printed.


· If the option for immediate posting of the transferred batches is selected for the interface in General Ledger Interface Definitions, the General Ledger batch is posted as soon as the transfer is complete.


When all processing is complete  Batch Options Menu, see page 59.

Fund Transfers 

Introduction XE "transfers between cash books" \r "FundTransfers" 

 XE "cash books:transfers" \r "FundTransfers" 

 XE "fund transfers" \r "FundTransfers" 

 XE "payments" 

 XE "receipts" 
This program enables you to transfer funds between any two cash books. This involves:

· Entering the details of the transfer in the Funds Transfer Details Window. When you complete your replies in this window, Cash Manager automatically creates a payments transaction batch for the sending cash book and a receipt transaction batch for the receiving cash book. 


· You can then print the details of these transactions, and check that the details are correct.


· When you are satisfied that the details are correct you can print a cheque for the transfer if this is required.


· You can then close the transfer. This closes the subsidiary batches. These batches are processed by Cash Manager in the same way as batches entered through Enter Transactions.

Note
The notes on exchange gain/loss on page 41 apply to transfers between cash books which have different currencies.

Fund Transfer Details

Figure 16: Fund Transfer Details Window XE "Fund Transfer Details Window" 
This window appears when you select Enter Fund Transfers from the Transaction Processing Menu
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Purpose XE "add:fund transfers" 
This window enables you to enter the details of the funds transfer.

The prompts in the upper part of the window are:

Item XE "item number:fund transfers" 
(Display-only.) Cash Manager automatically generates this reference number when you enter the window. 

Title XE "title:fund transfers" 
Enter a title for the transfer in up to 22 characters. This is used as a batch title for both batches generated by the fund transfer. 

Reference XE "references:fund transfers" 
Enter a reference to identify the transfer in up to 10 characters. This reference is given to both cash book transactions arising from the transfer, and cannot be left blank.

Narrative XE "narratives:fund transfers" 
Enter a description in up to 30 characters. This is used for both cash book transactions generated by the transfer.

Print cheque XE "print:cheques:for transfers" 
Enter Y if you want to print a cheque for the transfer, otherwise enter N. If you enter Y, you must print the cheque before you close the transfer.

Payee name XE "payee name" 
(Only if you entered Y at the ‘Print cheque’ prompt above.) Enter the payee name to be printed on the cheque.

The prompts in the middle part of the window are:

Transferred from book
Enter the code of the cash book from which you want to transfer funds; i.e. the sending cash book. When you enter a valid cash book code, Cash Manager displays its name and currency. Press <F1> for a list of available cash books. The default is the currently selected cash book. 

Note
If you entered Y at the ‘Print cheque’ prompt above and cheque printing is not allowed for the selected cash book as it is defined in Cash Book Maintenance, a warning message appears. Before you can continue, you need to press <Shift Tab> to return to the ‘Print cheque’ prompt and set it to N. 

Comp
(Display only.) The code, name, and base currency of the company to which the sending cash book belongs. 

Type XE "transaction codes:fund transfers" 

 XE "transactions:codes" 
Enter the transaction code for the transaction. Press <F1> to search valid codes.

Note
You define transaction codes in System Parameters. For further information, see page 142.

Period XE "next period transfers" 
The financial period of the transfer. Enter one of the following:

· C for the current period (the default).


· N for the next period.

Date XE "date:fund transfers" 
Enter the date of the transfer. This is the transaction date for the transactions generated by the transfer. It must not be later than the end of the selected period. The default is either today’s date, or the end of the selected period, whichever is earlier. 

Transferred to book
Enter the code of the cash book you want to transfer funds to; i.e. the receiving cash book. When you enter a valid cash book code, Cash Manager displays its name and currency. Press <F1> for a list of cash books. 

Comp
(Display only.) The code, name and base currency of the company to which the receiving cash book belongs.

Period
(Display only.) This is either ‘Current’ or ‘Next’, depending on the transaction date entered earlier.

Type XE "transaction codes:fund transfers" 

 XE "transactions:codes" 
Enter the transaction code for the transaction. Press <F1> to search valid codes.

The prompts in the lower part of the window are:

Currency XE "currencies:fund transfers" 
Enter the code of the currency in which you are transferring the funds. This is referred to as the ‘transfer currency’. It must be either the cash book currency or the base currency of one of the cash books involved. Press <F1> for a pop-up enquiry.

Amount XE "amount:fund transfers"  
Enter the amount to be transferred in the selected currency. Cash Manager converts the value in this currency to the other currencies involved in the transfer if they are different. Cash Manager uses the house exchange rates in force on the transaction date for these calculations.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

Confirmed XE "confirm currency:fund transfers" 

 XE "currency information:confirmation" 

 XE "exchange rates:confirmation" 
(Y/N.) Enter Y to confirm the currency information for the transfer. Enter N if the exchange rates to be applied to the transfer are not known; you can confirm them later when the details are known. If necessary you can amend and confirm the currency information after the transfer is closed. 


Press <F1> to view the exchange rate details for the transaction Transfer Currency Menu.

Note
This prompt is automatically set to Y and is skipped, if all the exchange rates between the currencies involved are fixed on the transaction date.

On completion
 Transfer Options Menu.

On exit
If you attempt to exit from the window without closing the transfer, a window appears warning you that if you continue to exit the current transfer will be deleted and cannot be recovered. If you continue  Transaction Processing Menu.

Transfer Currency

Figure 17: Transfer Currency Menu XE "Transfer Currency Menu" 
This menu appears when you press <F1> at the ‘Confirmed’ prompt in the Fund Transfer Details Window
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Note
Options for which no currency conversion is involved, are unavailable.

The options are:

Sending cash book
View details of the exchange rates involved in converting from the transfer currency to the currency of the sending cash book.

Sending cash book base
View details of the exchange rates involved in converting from the transfer currency to the base currency of the sending cash book’s company.

Receiving cash book
View details of the exchange rates involved in converting from the transfer currency to the currency of the receiving cash book.

Receiving cash book base
View details of the exchange rates involved in converting from the transfer currency to the base currency of the receiving cash book’s company.

On selection
 Currency Information Window, see page 55.

Exit
 Fund Transfer Details Window, see page 63.

Transfer Options
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Figure 18: Transfer Options Menu XE "Transfer Options Menu" 
This menu appears when you complete your replies in the Fund Transfer Details Window, and on return from the Amend Details, Print Details, and Print Cheque options.

The options are:

Amend details XE "fund transfers:options" 

 XE "amend:fund transfers" 
(Not if a cheque has been printed for the transfer or the transfer has been closed.) Amend the transfer details.  Fund Transfer Details Window, see page 63. 

Delete transfer XE "delete:fund transfers" 
(Not if a cheque has been printed for the transfer or the transfer has been closed.) Delete the transfer and both batches associated with it. A window appears showing these batches and you are asked for confirmation. 

Print transfer XE "print:fund transfers" 

 XE "fund transfers:report" 
Print details of the transfer and its associated batches. The transfer is printed and you are returned to this menu.

Printed example
For a printed example of this report, see page 172 of the Sample Reports Section.

Note
You can also print the subsidiary batches via the Print Batch option of the Batch Options Menu in Enter Transactions. 

Print cheque XE "print:cheques" 

 XE "cheques:print" 
(Only if you entered Y at the ‘Print cheque’ prompt.) Select this option to print the cheque for the transfer.  Print Options Menu. This parallels the Print Options Menu that appears when you select the Print Cheque option on the Batch Options Menu in Enter Transactions. It is described in detail on page 60.

Note
You must print the cheque before you close the transfer.

Close transfer XE "close:fund transfers" 
Close the transfer and its associated cash book batches. After you close a transfer you cannot amend it or its associated batches, apart from amending and confirming unconfirmed currency information.  Please Confirm Closure Required Window.

Please Confirm Closure Required

Figure 19: Please Confirm Closure Required Window XE "Please Confirm Closure Required Window" 
This window appears when you select Close Batch from the Transfer Options Menu
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Purpose XE "close:fund transfers"  
This window enables you to initiate the closing of a fund transfer and its constituent batches.


If on-line General Ledger posting is selected in Administration Parameters, closing the transfer creates the General Ledger transfer file and automatically transfers it into General Ledger.

Warning
After you close a transfer, apart from amending and confirming unconfirmed currency information, you cannot change any of the transfer details, or print or reprint its cheque. Before you close the transfer, you should therefore print and thoroughly check it, and if necessary make any required amendments and print the cheque.

The prompts are:

Book
(Display only.) The codes of the sending and the receiving cash books.

Comp
(Display only.) The codes of the companies to which the sending and receiving cash books belong.

Batch
(Display only.) The numbers of the two batches created by the transfer. The first number relates to the sending cash book’s payment batch, the second to the receiving cash book’s receipt batch.

Title
(Display only.) The titles of the two batches.

Total entered
(Display only.) The amount of the transfer in the sending cash book’s currency, and underneath in the receiving cash book’s currency.

Do you want to close this transfer now
(Y/N.) Enter Y if you want to close the transfer, otherwise enter N. 

On completion
The transfer and its constituent batches are closed. 


If on-line General Ledger posting is selected in Administration Parameters:

· When the batches are closed, the program creates the General Ledger transfer file, and then automatically transfers it into General Ledger. The Fund Transfer program does this by invoking the General Ledger Auto-Entry program. The Auto-Entry windows appear on the screen, but no keyboard input is required. 


· If the option to print the Auto-Entry report is selected in Administration Parameters, a report of the transferred transactions is printed.


· If the option for immediate posting of the transferred batches is selected for the interface in General Ledger Interface Definitions, the General Ledger batch is posted as soon as the transfer is complete.


When all processing is complete  Fund Transfer Details Window, see page 63.

Note XE "exchange gain and loss:fund transfers" 

 XE "transfer in & out dissection codes" 

 XE "exchange payments & receipts" 

 XE "payments:exchange" 

 XE "receipts:exchange" 
When the transfer is closed, Cash Manager creates dissections to dissection codes TO (Transfer out) and TI (Transfer in) and, if any exchange gain or loss arises, to dissection codes EP (Exchange payments) and ER (Exchange receipts). These dissection codes are automatically created when required.

Auto-Transfer

Introduction
Transactions can be imported into Cash Manager from other modules via transfer files.

 XE "auto-entry" \t "See auto-transfers" 

 XE "auto-transfers" \r "AutoTransfer" 

 XE "transfer batches from other systems" \t "See auto-transfers" 

 XE "postings from other modules" \r "AutoTransfer" 

 XE "Debtors Ledger:auto-transfers from" \r "AutoTransfer" 

 XE "Creditors Ledger:auto-transfers from" \r "AutoTransfer" 

 XE "on-line postings:into Cash Manager" 

 XE "Debtors Ledger:on-line postings from" 

 XE "Creditors Ledger:on-line postings from" 
When posting into Cash Manager from Global 3000 Debtors Ledger and Creditors Ledger, the transfer files can be generated and transferred into Cash Manager in one of two ways:

· Via the ‘on-line posting’ option. In this option the transfer file is automatically generated and transferred into Cash Manager at the time of posting; i.e. whenever a payment or dishonoured cheque batch is posted in Debtors Ledger, or a payment or voided cheque batch is posted in Creditors Ledger.


· Manually via a two stage process. First the transfer file is generated when you run the Close Session function in Debtors Ledger and Creditors Ledger. Then you manually invoke the Auto-Transfers in Cash Manager. This method must be used if the modules are on different computers.


You select the method to be used in Global 3000 Debtors Ledger and Creditors Ledger via the ‘On-line posting to Cash Manager’ Administration Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

Note
The on-line posting option only works for ‘BOS’ format interfaces. For all other interface formats, you must invoke the transfers manually, regardless of the setting of the parameter.


The manual method is always used when posting into Cash Manager from all other modules.


The transactions are always transferred into Cash Manager via the auto-transfers program, whether it is run automatically or is selected manually. Moreover, the program processes the transactions in the same way. However when it is run automatically, it does not prompt you for any information. You can define whether you want to print a report of the transfers in the Cash Manager Integration Window of Administration Parameters.


Before you can transfer transactions into Cash Manager, you must create an auto-transfer interface definition for each sub-module. You do this through the Interface Definitions function (see page 145).


You must also define interfacing details within the other modules you want to transfer data from. For information about how to do this, see the manual for the relevant modules.

 XE "sequence numbers:auto-transfers" 
The transactions are passed in a transfer file which is created by the other module. When a transfer file is created, it is assigned a sequence number. The sequence number of the last file of each type transferred into Cash Manager is stored on the interface control in Cash Manager. This ensures that the same transfer file is not posted twice. Each transfer file can contain up to nine transaction batches.


If the other modules run in a remote location, you need to transmit the transfer files to the Cash Manager computer before you can import them into Cash Manager.


The auto-transfer program creates Cash Manager batches. These batches can be printed and, if necessary, closed in the normal way via Enter Transactions. You can define, via an indicator on the interface definition, whether the transferred batches are automatically closed by the auto-transfer process, or are left open.

Note XE "cheques:voided" 

 XE "voided cheques" 

 XE "cheques:dishonoured" 

 XE "dishonoured cheques" 
Voided cheques from Creditors Ledger are posted as receipt batches, and dishonoured cheques from Debtors Ledger are posted as payment batches.

Consolidated postings XE "consolidated postings" 

 XE "BOS format" 
For ‘BOS’ format interfaces, you have the option to consolidate postings. You specify in the interface definition whether or not you want consolidated postings. The following rules apply:

· If postings are being consolidated by batch, all items with the same batch number in the sending system are combined to create a single Cash Manager posting.


· If postings are being consolidated by narrative, the incoming details are sorted into ascending narrative sequence. Items with the same first ten characters of narrative are combined to create a single Cash Manager posting. Note that this means that all transactions with a blank narrative will be consolidated.


· When transactions are consolidated, any payee details attached to them are ignored.


· Dishonoured cheques (type DRE) and foreign currency transactions are not consolidated.


· You can optionally print a report showing the postings created in Cash Manager and a full schedule for each consolidated posting.

Please Select Transfer File

Figure 20: Please Select Transfer File Window XE " Please Select Transfer File Window" 
This window appears when you select Auto-Transfer from the Transaction Processing Menu
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Purpose XE "interface definitions" 
This window lists the auto-transfer interfaces which have been defined in Cash Manager. For each interface the window shows details of the next file to be transferred, and details of the last transfer done. This window enables you to select an interface for the auto-transfer.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an interface for the auto-transfer, move the cursor to the required entry and press <Return>. Summary of Transfer File Window.

The details displayed in this window are:

Source  XE "source id" 
The id of the other module as defined in the interface definition.

Title
The title of the other module as defined in the interface definition.

File  XE "next transfer file name" 

 XE "file name:auto-transfers" 
The name of the next file to be transferred.

Unit XE "units:auto-transfer file" 
The GSM unit the transfer file resides on, as defined in the interface definition.

Year/period
If the file is on‑line, the year and period of the transfer file is displayed here. If the file is not on the specified unit, the message ‘*Not On‑Line’ is displayed here. If the ‘Unit’ is not set, the message ‘*Unsigned’ is displayed here.

Last transfer done by…on…at XE "last transfer" 
The date and time of the last auto-transfer for this interface, and the id of the operator who ran it.

On exit
 Transaction Processing Menu.

Summary of Transfer File

Figure 21: Summary of Transfer File Window

 XE " Summary of Transfer File Window"  This window appears when you select an interface in the Auto-Transfer Window
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Purpose
This window presents you with details of the transfer file and enables you to confirm that you want to proceed with the auto-transfer.

Warning
If the file is for a period which has already been closed in Cash Manager, you are warned that if you continue, the file will be posted to the current period in Cash Manager.

The prompts are:

Do you wish to print a transfer report XE "auto-transfers:report" 

 XE "print:auto-transfers report" 
(Only for BOS format interfaces.) Enter Y to print a report of the transfer. This lists:

· The Cash Manager postings.


· The constituent elements of consolidated postings.


Enter N if you do not want to print the report.

Printed example
For a printed example of this report, see page 171 of the Sample Reports Section.

Do you wish to proceed with auto-entry
(Y/N.) Enter Y when you are ready to start the auto-transfer. 

On completion
If you chose to print the transfer report  standard Print Options Window, see page 35.

Otherwise the transfer is processed and you are returned to the Please Select Transfer File Window.

Note XE "close:batches:auto-transfers" 
If the option to immediately close the auto-transferred batches is selected, the batches are closed when all the batches in the transfer file have been successfully transferred. Otherwise the batches are left open, and can be closed in the standard way in Enter Transactions. Either way they can be printed via the Print Batch option on the Batch Options Menu in Enter Transaction. 

Errors XE "errors:auto-transfers" 
If a batch for a closed period is detected during the auto-transfer, you are warned that if you continue, the closed period transactions will be posted to the current period.


If errors are found in the transfer file, the transfer is stopped and any batches created are reversed. You need to correct the file before attempting to transfer it again.


If invalid details have been set up in Interface Definitions (e.g. an invalid dissection code), you need to make appropriate corrections and then attempt the auto-transfer again.

Amend Currency

Introduction XE "Amend Currency" \r "AmendCurrency" 

 XE "amend:currency information" \r "AmendCurrency" 
This option enables you to amend the currency information of foreign currency transactions which have not yet been confirmed and which are in closed batches. Foreign currency transactions cannot be reconciled with a bank statement until their currency information has been confirmed. However the confirmation can also be done as part of the reconciliation process. 

Further information
For further information about confirming currency values during a reconciliation, see page 159.

Amend Currency for Cash Book

Figure 22: Amend Currency for Cash Book Window

 XE "Amend Currency for Cash Book Window" 
This window appears when you select Amend Currency from the Transaction Processing Menu
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Note
If you have not already selected a cash book, this window is preceded by the Cash Book Selection Window. For further details, see page 152. Otherwise the cash book defaults to the last cash book selected, whether you selected it directly through the Cash Book Selection Window, or implicitly through Transaction Entry.

Purpose
This window lists, for the selected cash book, all the foreign currency transactions for which the currency information has not been confirmed and which are in closed batches.


It enables you to select transactions:

· To view their currency information.


· To amend the currency information, if a floating exchange rate is involved.

Note
A foreign currency transaction is a transaction whose entry currency differs from either its cash book currency, or its company’s base currency, or both.

Note
You can amend the currency information for transactions in open batches via Transaction Entry.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Amend currency information
To view and, when possible amend, the currency information, move the cursor to the required line and press <Return>. 

· If the cash book and base currency are the same  Currency Information Window, see page 55.


· Otherwise  Currency Menu, see page 54. This gives you access to the Currency Information Window for the conversion to cash book currency and to the base currency.

Note
All the details in this window are display-only. 

The details displayed in the upper part of the window:

Type
The three-character transaction code.

Reference
The 10-character transaction reference. 

Date
The transaction date. 

Reference 2
The second reference for the transaction. For transactions imported from Debtors Ledger, this is the customer’s account code; for transactions imported from Creditors Ledger, this is the supplier’s account code.  

Amount
The amount of the transaction in entry currency.

Currency
The entry currency.

Posted XE "status:payments" 
If the transaction is in a batch which has been closed this is Y. Otherwise it is blank.

Narrative
The transaction narrative.

Payee details
Payee name, address and postcode when relevant for payments.

Batch
The batch type, batch and item number of the transaction.

Base 
The transaction amount in the company’s base currency.

Book 
The transaction amount in the cash book currency.

On exit
 Transaction Processing Menu.

Confirm Currency

Introduction XE "confirm currency" \r "ConfirmCurrency" 

 XE "currency information:confirmation" \r "ConfirmCurrency" 

 XE "exchange rates:confirmation" \r "ConfirmCurrency" 
This option enables you to confirm the currency information of foreign currency transactions. Foreign currency transactions cannot be reconciled with a bank statement until the currency information has been confirmed. However the confirmation can be done as part of the reconciliation process. 

Further information
For further information about confirming currency values during a reconciliation, see page 159.

Confirm Currency for Cash Book

Figure 23: Confirm Currency for Cash Book Window XE "Confirm Currency for Cash Book Window" 
This window appears when you select Confirm Currency from the Transaction Processing Menu
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Note
If you have not already selected a cash book, this window is preceded by the Cash Book Selection Window. For further details, see page 152. Otherwise the cash book defaults to the last cash book selected, whether you selected it directly through the Cash Book Selection Window, or implicitly through Transaction Entry.

Purpose
This window lists, for the selected cash book, all the foreign currency transactions whose currency information has not been confirmed. It enables you to:

· To view the currency information for each transaction. 

 XE "hold currency information" \r "ConfirmCurrency" 
· To mark transactions as ‘held’ so their currency information cannot be confirmed through this option until they are manually released.


· To confirm the currency information for all un-held foreign currency transactions for the selected cash book.

Note
A foreign currency transaction is a transaction whose entry currency differs from either its cash book currency, or its company’s base currency, or both.

 XE "exchange gain and loss:confirm currency" 
The confirmation process automatically generates General Ledger postings to account for any outstanding exchange gains and losses recorded for closed batches already posted to General Ledger. 


If on-line posting to General Ledger is selected in Administration Parameters, the postings are made via a transfer file which is automatically transferred into General Ledger when the confirmation processing is complete.


If manual posting to General Ledger is selected, the exchange gain and loss postings are incorporated into the next General Ledger transfer file you create via the Create General Ledger Transfer File.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Display currency information
To display the currency information window for a transaction, move the cursor to the required line and press <F1>. 

· If the cash book and base currency are the same  Currency Information Window, see page 55.


· Otherwise  Currency Menu, see page 54. This gives you access to the Currency Information Window for the conversion to cash book currency and to the base currency.

Note
You cannot change any details in the Currency Information Window when you invoke it from this window. To change the details, use the Amend Currency option (see page 75).

Mark as held
To change the hold status of a transaction’s currency information, move the cursor to the required line and press <Return>. This toggles the held status from held to released and vice versa.

Note
The Release/Hold Cheques function, which enables you to hold and release payments in Cash Manager, is a completely separate and distinct function. The held status of a payment transaction’s currency information has no relationship to the held/unheld status of the payment.

Confirm
To confirm the currency information for all the transactions which have not been marked as held, press <F2>. 

Warning
After you confirm currency information for a transaction, you cannot amend the transaction amount or the currency information, or un-confirm the transaction.

The details displayed in the upper part of the window:

Note
All the details in this window are display-only. 

Type
The three-character transaction code.

Reference XE "references:transactions" 
The 10-character transaction reference. 

Date
The transaction date. 

Reference 2
The second reference for the transaction. For transactions imported from Debtors Ledger, this is the customer’s account code; for transactions imported from Creditors Ledger, this is the supplier’s account code.  

Amount
The amount of the transaction in entry currency.

Currency
The entry currency.

Posted XE "status:payments" 
If the transaction is in a batch which has been closed this is Y. Otherwise it is blank.

Hold
Y indicates that the currency information is not ready for confirmation and the transaction is to be excluded from currency confirmation in this window. Blank means the transactions are ready for confirmation. For details of how to change the hold status, see above.

Narrative
The transaction narrative.

Payee details
Payee name, address and postcode when relevant for payments.

Batch
The batch type, batch and item number of the transaction.

Base 
The transaction amount in the company’s base currency.

Book 
The transaction amount in the cash book currency.

On exit
 Transaction Processing Menu.

Release/Hold Cheques

Figure 24: Release/Hold Cheques Window XE "Release/Hold Cheques Window" 
This window appears when you select Release/Hold Cheques from the Transaction Processing Menu
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Note
If you have not already selected a cash book, this window is preceded by the Cash Book Selection Window. For further details, see page 152. Otherwise the cash book defaults to the last cash book selected, whether you selected it directly through the Cash Book Selection Window, or implicitly through Transaction Entry.

Purpose XE "release held payments" \r "ReleaseHoldCheques" 

 XE "hold payments" \r "ReleaseHoldCheques" 

 XE "payments:hold/release" \r "ReleaseHoldCheques" 
This program enables you to hold payments which have not yet been reconciled with a bank statement via the Bank Reconciliation program. This program also enables you to release held payments. Held payments cannot be reconciled with a bank statement until they are un-held.


The upper part of the window displays details of the selected cash book. The middle part of the window lists all un-reconciled payments for the selected cash book. Further details are displayed for each payment in the lower part of the window as you scroll through the list. Only the hold status of the transactions can be changed in this window.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Search sequences
Press <F6> to change the search sequence. The following search sequences are available:

· Date. (This is the default sequence.)


· Reference. 


Press <F1> when the cursor is on the Reference prompt of an empty line, for a pop-up enquiry displaying the transactions in payee name sequence.

Hold status XE "status:payments" 
The hold status of the payments is displayed in the right hand column in the middle scrolled section of the window. 

Change hold status XE "amend:hold status" 

 XE "change hold status" 
To change the hold status of a payment, move the cursor to the required line and press <Return>. This toggles the held status from held to released and vice versa.

Note
Only the hold status can be changed in this window. 

The details displayed in the middle part of the window:

Reference XE "references:transactions" 
This consists of the three-character transaction code and the 10-character transaction reference. 


If the entry currency differs from either cash book or base currency, you can press <F1> to view the exchange rates involved in currency conversions for the transaction:

· If the cash book and base currency are the same  Currency Information Window, see page 55.


· Otherwise  Currency Menu, see page 54. This gives you access to the Currency Information Window for the two currency conversions. 

Note
You cannot change any details in the Currency Information Window when you invoke it from this window.

Date
The transaction date. You can also press <F1> on this prompt to view the exchange rates involved in the in currency conversions for the transaction, as described for the previous prompt.

Reference 2
The second reference for the transaction. For transactions imported from Debtors Ledger, this is the customer’s account code; for transactions imported from Creditors Ledger, this is the supplier’s account code.  

Currency
The entry currency.

Amount
The amount of the transaction in the entry currency.

Status XE "status:payments" 
The hold status of the payment. This says ‘Held’ for held payments and is blank for released payments. See ‘Change hold status’ above for details of how to change this.

On exit
 Transaction Processing Menu.

Daybook 

Introduction XE "daybook" \r "Daybook" 
The daybook program prints transaction by transaction details of all batches closed in the current session. It also lists empty, open and deleted batches as one line entries. The daybook includes all cash books for all companies.


The close session procedure closes off the current daybook and starts a new one. You must print the daybook before you can close the session.


When printed and filed, the daybook provides a full and continuous audit trail.

Printed example
For a printed example of this report, see the Sample Reports Section, page 173.

Daybook Print Window

Figure 25: Daybook Print Window XE "Daybook Print Window" 
This window appears when you select Print Daybook from the Transaction Processing Menu
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Purpose
This window enables you to enter selection options for the daybook report.

The prompts are:

Number of batches  XE "batches:number in current session" 

 XE "current session:number of batches in" 

 XE "sessions:number of batches in current" 
(Display only.) The number of current session batches that are open, and that have been closed and printed on the daybook.

Reprint all batches for this session XE "reprint daybook for current session" 
Enter Y if you want to print all the batches in the current session regardless of whether they have already been printed on the daybook or not. Enter N if you want to restrict the report to those batches that have not already been printed on the daybook.

Start a new page for each closed batch  XE "new page, start each batch on" 
(Y/N.) Enter Y to start each closed batch on a new page, otherwise enter N.

On confirmation
The daybook is printed and you are returned to the Transaction Processing Menu.

Close Session

Introduction XE "close session" \r "CloseSession" 

 XE "sessions" \r "CloseSession" 

 XE "end of session" \r "CloseSession" 

 XE "current session" 
A session normally consists of a day’s processing, but can be longer or shorter. 


Close session clears all closed batches from the list of current session batches and it purges the current session control totals. Close session is automatically run for all cash books and companies.


Before you close the session, you need to print the current daybook. You should also ensure that all transaction entry activity ceases before running Close Session.

Note
Batches can be left open if you want them to be carried forward to the next session. 

Close Session Window

Figure 26: Close Session Window XE "Close Session Window" 
This window appears when you select Close Session from the Transaction Processing Menu
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Purpose
This window displays details of the number of current session batches which are open and closed, and the number which have been printed on the daybook. This window enables you to initiate the Close Session processing.

The prompts are:

Batches open XE "batches:number in current session" 

 XE "current session:number of batches in" 

 XE "sessions:number of batches in current" 
(Display only.) The number of open batches in the current session.

Closed
(Display only.) The number of batches that have been closed since the last session was closed.

Printed
(Display only.) The number of batches closed in the current session that have been printed on the daybook. 

Note
You cannot close the session until all closed batches have been printed on the daybook.

Do you want to close the session now
(Y/N.) Enter Y when you are ready to close the session.

On completion
 Transaction Processing Menu.

Section Four:

End of Period Processing

Contents XE "End of Period Processing" \r "EndofPeriodProcessing" 
89
Trial Balance by Dissection

This option enables you to print, display or export a trial balance by dissection code for a selected cash book and financial period. For each dissection code, it shows total receipts and payments for the current period, year to date, and the last year to date. 

90
Trial Balance by General Ledger Account

This option enables you to print, display or export a trial balance by General Ledger account code for a selected cash book. It can be run in detailed or summary mode.

92
General Ledger Analysis Report

For use in systems which post to General Ledger manually, this option prints, displays or exports outstanding General Ledger analysis details for the current period. You should run it before you create the General Ledger transfer file so you can reconcile the journals produced.

94
Create General Ledger Transfer File

For use in systems which post to General Ledger manually, this option creates the General Ledger transfer file from outstanding analysis details for the current period. All outstanding General Ledger analysis details must be transferred prior to closing the Cash Manager period.

97
Close Period

This option closes the current period and opens the next period as the new current period, rolls forward the cash book and company period totals, and processes any outstanding standing orders.

99
Purge Transactions

This program purges old transactions according to the purge criteria defined in System Parameters. 

Trial Balance by Dissection 

Introduction XE "reports:end of period" \r "EndofPeriodReports" 

 XE "trial balance:by dissection" 

 XE "dissection codes:trial balance by" 
This option enables you to create a trial balance by dissection code for a selected cash book and financial period. For each dissection code, it shows total receipts and payments for the current period, year to date, and the last year to date.


This program can be run at any time. You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

Printed example
For a printed example of this report, see page 174 of the Sample Reports Section.

Trial Balance Report by Dissection Window

Figure 27: Trial Balance Report by Dissection Window XE "Trial Balance Report by Dissection Window" 
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This window appears when you select Trial Balance by Dissection from the End of Period Processing Menu.

Purpose
This window enables you to enter the selection criteria for the report.

The prompts are:

Cash book
Enter the code of the cash book you want to run the report for. Press <F1> for a pop-up enquiry.

Year… period
Enter the financial year and period you want to run the report for. Press <F1> for a pop-up enquiry.

On confirmation XE "Action Menu" 

 XE "Action Menu" \t "See also Installation & Set-up Manual" 
Action Menu. This lets you choose whether to print the report, display it on the screen, or export the details; for further information, see Action Menu in the Global 3000 Installation & Set-up Manual. 

Trial Balance by General Ledger Account 

Introduction XE "trial balance:by General Ledger account" 

 XE "General Ledger:accounts:trial balance by" 

 XE "accounts:General Ledger:trial balance" 
This option enables you to create a trial balance by General Ledger account code for a selected cash book. Values are shown in base currency. 


It can be run in detailed mode which shows details of each transaction for each General Ledger account, and can optionally show the transaction values in entry currency in addition to the base currency values. 


Alternatively it can be run in summary mode. This creates a one line entry for each General Ledger account, showing total payments, total receipts and the net posting to the account. 


This program can be run at any time. You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

Printed example
For a printed example of this report, see page 175 of the Sample Reports Section.

Trial Balance Report by GL Account Window

Figure 28: Trial Balance Report by GL Account Window XE "Trial Balance Report by GL Account Window" 
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This window appears when you select Trial Balance by GL Account from the End of Period Processing Menu.

Purpose
This window enables you to enter the selection criteria for the report.

The prompts are:

Cash book
Enter the code of the cash book you want to run the report for. Press <F1> for a pop-up enquiry.

Year
Enter the financial year you want to run the report for. 

Period
Enter the financial period you want to run the report for.

Detailed or summary report XE "summary trial balance by GL account" 

 XE "detailed trial balance by GL account" 
(D/S.) Enter one of the following:

· D
to run the report in detailed mode. This shows details of each transaction for each General Ledger account. 


· S
to run the report in summary mode. This creates a one line entry for each General Ledger account, showing total payments, total receipts and the net posting to the account.

Include entry currency details XE "entry currency:trial balance by GL account" 
(Only if you are running a detailed report.) Enter Y to show transaction values in entry currency in addition to their base currency values. This option also shows details of the exchange rates used to convert transaction values from entry currency to base currency. 


Enter N to suppress these details.

On confirmation
Action Menu. This lets you choose whether to print the report, display it on the screen, or export the details; for further information, see Action Menu in the Global 3000 Installation & Set-up Manual. 

General Ledger Analysis Report 

Introduction XE "General Ledger:analysis:report" 
This report is designed for use in systems that post to General Ledger manually. It lists outstanding General Ledger analysis for the current period. You can run the report in summary or detailed format. The summary format shows totals in base currency by company, cash book, profit centre and account. The detailed report shows the analysis at transaction level, with values in base currency and optionally also in entry currency.


As this report only prints analysis that has not yet been transferred to General Ledger, you must run this report before you create the General Ledger transfer file.


You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

Note
You select how Cash Manager posts to General Ledger (manually or on-line) via the ‘On-line posting to General Ledger’ Administration Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

Printed example
For a printed example of this report, see the Sample Reports Section, page 177.

GL Analysis Report Window

Figure 29: GL Analysis Report Window XE "GL Analysis Report Window" 
This window appears when you select Print GL Analysis Report from the End of Period Processing Menu
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Purpose
This window enables you to enter selection options for the report.

The prompts are:

Company
Enter the code of the company you want to run the report for. If all companies are in the same financial period, you can leave the prompt blank to run the report for all companies. A pop-up enquiry is available.

Current year, period, end date
(Display only.) Details of the current year and period are displayed here.

Print summary report only
(Y/N.) Enter Y to print a summary report showing totals by company, cash book, profit centre and account. Enter N to print a detailed report showing the postings by transaction.

Include printed items 
(Y/N.) Enter Y to reprint items that have already appeared on the report this period. 


Enter N to restrict the report to items that have not already been printed. If you are running a summary report, the totals exclude items that have already been printed.

Note
Regardless of how you set this option, the report always excludes items that have already been transferred to General Ledger.

Print entry currency XE "entry currency:GL analysis report" 
(Only if you are running a detailed report.) Enter Y to show transaction values in entry currency in addition to their base currency values. Enter N for values in base currency only.

On confirmation
Action Menu. This lets you choose whether to print the report, display it on the screen, or export the details; for further information, see Action Menu in the Global 3000 Installation & Set-up Manual. 

Create General Ledger Transfer File

Introduction XE "on-line postings:to General Ledger" 

 XE "General Ledger:on-line postings" 
When posting to General Ledger, the transfer files can be generated and transferred into General Ledger in two ways:

· Via the ‘on-line posting’ option. In this option the transfer file is automatically generated and transferred into General Ledger whenever a batch is closed, and when exchange gain or loss postings are generated when currency information is confirmed. 


· Manually via a two stage process. First the transfer file is generated when you run the Create General Ledger Transfer File option. Then you manually invoke the auto-entry program in General Ledger. This method must be used if the modules are on different computers.


You select the method to be used via the ‘On-line posting to General Ledger’ Administration Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

Note
The on-line posting option only works for ‘BOS’ format interfaces. For all other interface formats, you must invoke the transfers manually, regardless of the setting of the parameter.

 XE "General Ledger:transfer file" \r "CreateGLTransferFile" 

 XE "create General Ledger transfer file" \r "CreateGLTransferFile" 
The Create General Ledger Transfer File program creates the General Ledger transfer file from outstanding General Ledger analysis details for the current period. You can run the program at any time; for example on a daily or weekly basis. However all outstanding General Ledger analysis details must be transferred to the transfer file prior to closing the Cash Manager period.


Before you can run the program you need to:

· Close all current period batches. 


· Print the General Ledger Analysis Report, if required.


· Ensure you have exclusive use of Cash Manager; i.e. you need to ensure there are no other users in Cash Manager.

Interface definitions XE "interface definitions:General Ledger" 
Whichever posting option you choose (manual or on-line), you need to define the details of the transfer file in the Second General Ledger Interface Window in System Parameters. For further information, see page 140.


You also need to enter equivalent details in the Interface Definitions Window in General Ledger. For further information, see the General Ledger Manual.

GL Transfer File Details Window

Figure 30: GL Transfer File Details Window XE "GL Transfer File Details Window" 
This window appears when you select Create GL Transfer File from the End of Period Processing Menu
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Purpose
This window displays details of the General Ledger transfer file, and if your system is multi-company it enables you to select the company.

The prompts are:

Previous transfer sequence XE "previous transfer sequence" 
(Display only.) The last transfer file sequence number, as recorded in the General Ledger Interface Window in System Parameters.

Operator XE "operator id" 
(Display only.) The id of the operator who ran the last transfer.

Date, time
(Display only.) The date and time of the last transfer.

Current transfer company
(Multi-company ledgers only.) Enter the code of the company you want to run the transfer for. If all companies are in the same financial period, you can leave the prompt blank to run the transfer for all companies. A pop-up enquiry is available.

Year, period, ending
(Display only.) Details of the Cash Manager financial period.

Filename XE "file name:General Ledger transfer file" 
(Display only.) The file name of the transfer file. This is a concatenation of ‘GLX’, the source id defined in the Second General Ledger Interface Window of System Parameters, and the next sequence number.

Example
When the source id is CM and the next sequence number is 001, the file name would be ‘GLXCM001’.

Unit XE "units:General Ledger transfer file" 
(Display only.) The GSM unit id, as defined in the Second General Ledger Interface Window in System Parameters.

On confirmation
The transfer file is created and you are returned to this window.

Note XE "errors:creating General Ledger transfer file" 
If for any reason the procedure is aborted before the transfer file is successfully created, you need to re-run the procedure. 

Close Period 

Introduction
The Close Period program:

· Closes the current period.


· Opens the next period as the new current period.


· Opens the new next period.

 XE "close period" \r "ClosePeriod" 

 XE "end of period" \r "ClosePeriod" 

 XE "periods, financial" \r "ClosePeriod" 

 XE "financial periods:close" \r "ClosePeriod" 
· Rolls forward the cash book and company period totals.


· Clears the cash book next period balances.

 XE "standing orders:processing" 
· Processes any standing orders which are due.


Before closing the period, you should ensure the following procedures are carried out:

· Ensure that all relevant postings from sub-systems, such as Creditors Ledger and Debtors Ledger, are transferred into Cash Manager. 


· Close all current period batches.


· Delete all empty batches.


· Print the daybook.


· Close the session.


· Print the end of period reports and any other reports required for the current period.


· If manual posting to General Ledger is in use, create the General Ledger transfer file.


· Back up your data.

Warning
After the period has been closed, there is no mechanism for transferring data from sub-systems into the closed period.

Close Period Window

Figure 31: Close Period Window XE "Close Period Window" 
This window appears when you select Close the Period from the End of Period Processing Menu
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Purpose
This window enables you to enter selection options for the program.

Warning
Closing the period is irreversible so you should take a backup before you run the program. 

The prompts are:

Company
(Multi-company ledgers only.) Enter the code of the company you want to close the period for. If all companies are in the same financial period, you can leave the prompt blank to close the period for all companies. A pop-up enquiry is available.

Year, period, ending
(Display only.) Details of the period to be closed are displayed here.

End of the new current period XE "new period" 
(Display only.) The last day of the new period as defined in the calendar in Administration Parameters.

On confirmation
The period is closed. When the processing finishes you are returned to the End of Period Processing Menu.

Purge Transactions

Introduction XE "purge transactions" \r "PurgeTransactions" 

 XE "transactions:purge" \r "PurgeTransactions" 

 XE "history" \r "PurgeTransactions" 
This program purges old transactions according to the criteria defined in the History Options Window of System Parameters. These parameters control how long transaction history is retained. For further information about these parameters, see page 138.

 XE "unpresented transactions" 

 XE "transactions:unpresented" 
Current period transactions and unpresented transactions are ignored by the purge. However previous period transactions which are reconciled in the current period are purged, if they meet the purge date criteria. 

 XE "$BARBL" 

 XE "rebuild databases" 

 XE "database rebuild" 
When transactions are purged as part of this procedure, it is recommended that you follow it with a partial database rebuild, using $BARBL, the Global 3000 Rebuild Utility, to optimise the transaction indices. This utility is available via the ‘Rebuild’ option on the Speedbase Presentation Manager Menu which can be invoked from the System Maintenance Menu.

Further information
The database rebuild utility differs slightly depending on the database format. For further details:

· For native format databases, see the Global System Manager Manual.


· For C-ISAM format databases, see the Global Operating Manual for Unix.


· For Btrieve format databases, see Global System Manager Version 8.1 Notes.

Note
Purge Transactions requires exclusive access to the Cash Manager database. You need to ask all users to exit from Cash Manager while the purge is being run.

Transaction Purge Window

Figure 32: Transaction Purge Window XE "Transaction Purge Window" 
This window appears when you select Purge Transactions from the End of Period Processing Menu
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Purpose
This window enables you to initiate the purge. In multi-company systems, it enables you to select the company.

Warning
This procedure is irreversible, so take a backup before proceeding. 

The prompts are:

Company
(Multi-company ledgers only.) Enter the code of the company whose transactions you want to purge. If all companies are in the same financial period, you can leave the prompt blank to run the purge for all companies. A pop-up enquiry is available.

Note
The settings of the next three prompts are determined by the parameters defined in the History Options Window of System Parameters.

Transactions before year/period
(Display only.) The financial period up to which transactions are to be purged. 

Statements before year/period
(Display only.) The financial period up to which statements are to be purged.

Period totals before year/period XE "cash books:period control totals" 

 XE "periods, financial:control totals" 

 XE "financial periods:control totals" 
(Display only.) The financial period up to which period totals are to be purged.

On confirmation
The purge is initiated. A window shows the progress of the purge. You are returned to this window.

 XE "interrupt purge" Note
You can safely interrupt the purge by keying <Ctrl G>.

Section Five:

Reports and Enquiries

Contents

103
Cash Book Enquiries

This program enables you to view detailed cash book enquiries on the screen. The enquiry starts by listing the cash books that have been defined. These can be listed in a choice of sequences. When you select a cash book, you can view details of its dissection codes, its period totals with a break down by dissection code, its transactions, and any notes that have been recorded for it. You can drill down through the cash book’s  transactions to the dissection analysis, and, for foreign currency transactions, to the currency information.

112
Batch Enquiries

This program enables you to view transaction batch details on the screen. You can drill down through the transaction details to the dissection analysis, and when relevant, to the currency information.

116
Cash Book Report

This report can be run for a selected cash book and financial period. It lists transactions, showing their total amount, and up to five columns of dissection analysis for both receipts and payments. You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

117
Unpresented Transactions Report

This report lists, for a selected cash book, the transactions that have not yet been reconciled with a bank statement via the Bank Reconciliation program. It includes held transactions. You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

Other Options on the Reports and Enquiries Menu


Reselect Company 

This option enables you to select the cash book/company combination you want to work on. When you select this option, the Cash Book Selection Window appears. This is described in detail on page 152.

Cash Book Enquiries

Introduction XE "cash books:enquiries" \r "CashBookEnquiries" 

 XE "enquiries:cash books" \r "CashBookEnquiries" 
This program enables you to view detailed cash book enquiries on the screen. The enquiry starts by listing the cash books that have been defined. These can be listed in a choice of sequences. When you select a cash book, you can view details of its dissection codes, its period totals with a break down by dissection code if required, its transactions, and any notes that have been recorded for it. You can drill down through the cash book’s transactions to the dissection analysis, and for foreign currency transactions to the exchange rate details.

General Details of Cash Books

Figure 33: General Details of Cash Books Window XE "General Details of Cash Books Window" 
This window appears when you select Cash Book Enquiries from the Reports and Enquiries Menu
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Note
If you have not already selected a company, this window is preceded by the Company Selection Window. For further details, see page 151. 

Purpose
This window lists existing cash books, and enables you to select individual cash books for further enquiries.


The upper part of the window shows for each cash book: the code, title, company, currency, and the cash book balance. 


The lower part of the window shows further details for each cash book as you scroll through the list: the General Ledger control profit centre and account codes, bank details, the total amount of held cheques, and the high and low balances with their dates.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Search sequences XE "search sequences:cash book enquiries" 
Press <F6> to change the search sequence. The following search sequences are available:

· Cash book code.


· Company code.


· Currency code.


· Cash book title.

Select
To select a cash book for further enquiries, move the cursor to the required line and press <Return>.  Enquiry Options Menu.

On exit
 Reports and Enquiries Menu.

Enquiry Options
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Figure 34: Enquiry Options Menu XE "Enquiry Options Menu" 
This menu appears when you select a cash book in the General Details of Cash Books Window.

Purpose
This menu provides options to view a variety of information about the cash book. 

The options are:

Dissections
View the cash book’s dissection codes.  Dissections for Cash Book Window, see page 105.

Period totals
View period totals, their breakdown by dissection code, and if required, the dissection details including the General Ledger analysis.  Period Totals for Cash Book Window, see page 106.

Items by date
View the cash book’s transactions and optionally drill down to their dissection analysis and currency information.  Items by Date for Cash Book Window, see page 108.

Items by name
View the cash book’s payment transactions in payee name sequence. You can also view the dissection analysis and currency information if required.  Items by Name for Cash Book Window, see page 110.

Notes
View any free form notes recorded against the cash book.  Cash Book Notes Window, see page 111.

Exit book
 General Details of Cash Books Window, see page 103.

Dissections for Cash Book

Figure 35: Dissections for Cash Book Window XE "Dissections for Cash Book Window" 
This window appears when you select Dissections from the Enquiry Options Menu
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Purpose XE "dissection codes:enquiries" 
This window lists all the dissection codes that have been defined for the selected cash book. 


For each code the following are shown in the upper part of the window: whether it is a payment or receipt, the code itself, its description, whether the dissection is included in pop-up enquiries (on LU), and its heading for reports.


The lower part of the window shows additional information for each dissection code as you scroll through the list: the General Ledger profit centre and account codes, whether this is fixed (i.e. the profit centre and account codes cannot be overridden at transaction entry time) and whether postings for this dissection are consolidated.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

On exit
Enquiry Options Menu, see page 104.

Period Totals for Cash Book

Figure 36: Period Totals for Cash Book Window XE "Period Totals for Cash Book Window" 
This window appears when you select Period Totals from the Enquiry Options Menu
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Purpose XE "cash books:period control totals" 

 XE "periods, financial:control totals" 

 XE "financial periods:control totals" 
This window shows the period movements for the selected cash book. For each period the opening and closing balances are shown together with the total receipts and total payments. For foreign cash books the closing balance in base currency is also shown.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a period for further enquiries, move the cursor to the required line and press <Return>.  Dissection Totals for Period Window. 

On exit
 Enquiry Options Menu, see page 104.

Dissection Totals for Period

Figure 37: Dissection Totals for Period Window

 XE "Dissection Totals for Period Window" 
This window appears when you select a period in the Period Totals for Cash Book Window
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Purpose XE "dissection codes:enquiries" 
This window displays period movements by dissection code. The details shown are: the dissection code and its description, and the total receipts or payments for the selected period. For foreign currency cash books, there is an extra column which shows the amount in book currency of any automatically generated exchange gain or loss postings. The base value of these exchange gain/loss postings is shown in the non-scrolled area.

Definition XE "foreign currency cash books" 
A foreign currency cash book is a cash book whose cash book currency is different from its base currency.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a dissection code for further enquiries, move the cursor to the required line and press <Return>.  Dissection Details for Period Window. 

On exit
 Period Totals for Cash Book Window, see page 106.

Dissection Details for Period

Figure 38: Dissection Details for Period Window XE "Dissection Details for Period Window" 
This window appears when you select a dissection code in the Dissection Totals for Period Window
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Purpose XE "dissection codes:enquiries" 
This window lists the dissection details for the selected dissection code and period. The upper part of the window shows the following for each line: General Ledger profit centre and account codes, date, transaction code and reference and amount in cash book currency and base currency. 


The lower part of the window shows the payee, narrative, account title and amount in entry currency for each line as you scroll through the list: 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

On exit
 Dissection Totals for Period Window, see page 106.

Items by Date for Cash Book

Figure 39: Items by Date for Cash Book Window XE "Items by Date for Cash Book Window" 
This window appears when you select Items by Date from the Enquiry Options Menu
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Purpose XE "transactions:enquiries" 
This window lists the transactions in the selected cash book, and it enables you to select a transaction to view its dissection analysis, and if it is a foreign currency transaction, its currency information. 


The upper part of the window displays for each transaction: the date, reference, second reference, amount in entry currency and the entry currency code. For auto-transfers from Debtors Ledger and Creditors Ledger the second reference shows the customer and supplier account codes respectively. Transactions that have been reconciled with a bank statement via the Bank Reconciliation program are marked with an asterisk in the column headed ‘S’. Foreign currency transactions are marked in the column headed ‘C’ as ‘U’nconfirmed or ‘C’onfirmed.


The lower part of the window displays further details for each transaction as you scroll through the list: narrative, payee name and address, and the transaction value in cash book and base currencies. For auto-transfers the sending module and batch and item numbers are also shown. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Search sequences XE "search sequences:transactions enquiries" 
Press <F6> to change the search sequence. The following search sequences are available:

· Transaction date. This is the default sequence.


· Transaction code/reference.

Select
To select a transaction to view its dissection analysis, move the cursor to the required line and press <Return>.  Dissection Analysis Window.

Currency information
To display the currency information for a foreign currency transaction, move the cursor to the required line and press <F1>:

· If the cash book and base currency are the same  Currency Information Window, see page 55.


· Otherwise  Currency Menu, see page 54. This gives you access to the Currency Information Window for the conversion to cash book currency and to the base currency.

On exit
 Enquiry Options Menu, see page 104.

Dissection Analysis

Figure 40: Dissection Analysis Window

 XE "Dissection Analysis Window" 
This window appears when you select a transaction in either the Items by Date for Cash Book Window or the Items by Name for Cash Book Window.
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Purpose XE "dissection analysis:enquiries" 
This window displays the dissection analysis for the selected transaction. The upper part of the window shows for each line of analysis: the dissection code and its description; the amount in entry, cash book and base currencies. 


The lower part of the window displays for each line as you scroll through the list: the General Ledger profit centre and account, the journal narrative, and, when relevant, the number of units

On exit
Return to window from which you invoked this window.

Items by Name for Cash Book

Figure 41: Items by Name for cash Book Window

 XE "Items by Name for Cash Book Window" 
This window appears when you select Payee Details from the Enquiry Options Menu
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Purpose XE "payments:enquiries" 

 XE "transactions:enquiries" 
This window lists the payment transactions in the selected cash book in payee name sequence and it enables you to select a transaction to view its dissection analysis, and if it is a foreign currency transaction, its currency information. 


The upper part of the window displays for each transaction: the payee name, transaction date, reference, and amount in entry currency. Transactions that have been reconciled with a bank statement via the Bank Reconciliation program are marked with an asterisk in the column headed ‘S’. Foreign currency transactions are marked in the column headed ‘C’ as ‘U’nconfirmed or ‘C’onfirmed. 


The lower part of the window displays further details for each transaction as you scroll through the list: second reference, narrative, address, and the amounts in cash book and base currencies. For auto-transfers the sending module and batch and item numbers are also shown. 

Note
For auto-transfers from Debtors Ledger and Creditors Ledger the second reference shows the customer and supplier account codes respectively.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a transaction to view its dissection analysis, move the cursor to the required line and press <Return>.  Dissection Analysis Window, see page 109.

Currency information
To display the currency information for a foreign currency transaction, move the cursor to the required line and press <F1>:

· If the cash book and base currency are the same  Currency Information Window, see page 55.


· Otherwise  Currency Menu, see page 54. This gives you access to the Currency Information Window for the conversion to cash book currency and to the base currency.

On exit
 Enquiry Options Menu, see page 104.

Cash Book Notes

Figure 42: Cash Book Notes Window XE "Cash Book Notes Window" 
This window appears when you select Notes from the Enquiry Options Menu
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Purpose XE "notes" 
This window displays any notes recorded against the selected cash book.

On exit
 Enquiry Options Menu, see page 104.

Batch Enquiries 

Introduction XE "enquiries:batches" \r "BatchEnquiries" 

 XE "batches:enquiries" \r "BatchEnquiries" 
This program enables you to view transaction batch details on the screen. The enquiry starts by listing the batches that exist. These can be listed in a choice of sequences. When you select a batch, you can drill down through the transaction details to the dissection analysis, and when relevant, to the currency information.

General Details of Batches

Figure 43: General Details of Batches Window XE "General Details of Batches Window" 
This window appears when you select Batch Enquiries from the Reports and Statistics Menu 
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Note
If you have not already selected a company, this window is preceded by the Company Selection Window. For further details, see page 151. 

Purpose
This window lists existing batches, and enables you to select individual batches for further enquiries.


The upper part of the window shows for each batch: the batch number, title, cash book code and currency, batch type, financial period, source id, number of items in the batch, and the batch status. 


The lower part of the window shows further details for each batch as you scroll through the list: the cash book title, control and actual totals, and any variance between them, whether cheques are required, and the date, time and operator id of the last update. 

Search sequences XE "search sequences:batch enquiries" 
Press <F6> to change the search sequence. The following search sequences are available:

· Batch number. This is the default sequence.


· Cash book code.


· Source id.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a batch for further enquiries, move the cursor to the required line and press <Return>. Transaction Details Window.

On exit
 Reports and Enquiries Menu.

Transaction Details

Figure 44: Transaction Details Window XE "Transaction Details Window" 
This window appears when you select a batch in the General Details of Batch Window
[image: image66.png]= Batch Summary ]

Batch No. s Type [PAYHENT | Total Entered 12000.00 [STR
CashBook  [B1) Number of ftems 6

[ Transaction Details

fem Type Reference  Date Reference 2 Entry sC
1.cHL 1236 31/03/98 222 3000.00 STR
2 cHy 1237 31/03/98 333 5000.00 STR
3 cHy 1238 31/03/98  uun
4 cHo 1239 31/03/98 555
5 cHo 1240 31/03/98 666 |

[_cllcnolillion__Jo1/03/90j 7 ]

Narative  [Public Relations Base [STR 1000.00
Payee [P Profiles Ltd Book [STR 100000
Source Module e
Batchfter 8/ 6

oK Cancel | Insert ||| Deleie & FZ |






Purpose XE "transactions:enquiries" 
This window lists the transactions in the selected batch and it enables you to select a transaction to view its dissection analysis, and if it is a foreign currency transaction, its currency information.


The upper part of the window displays details of the batch header, showing: the batch number and type, the total value of the batch, the cash book code and the number of items in the batch. 


The middle part of the window lists the transactions in the batch, showing: the item number, transaction code, reference, transaction date, second reference, amount in entry currency, and the entry currency code. Transactions that have been reconciled with a bank statement via the Bank Reconciliation program are marked with an asterisk in the column headed ‘S’. Foreign currency transactions are marked in the column headed ‘C’ as ‘U’nconfirmed or ‘C’onfirmed..

Note
The second reference depends on the type and source of the transaction:

· For transactions transferred from Debtors Ledger, it shows the customer account code.


· For transactions transferred from Creditors Ledger, it shows the supplier account code.


· For fund transfers, it shows the details of the other cash book involved in the transfer.

 XE "accounts:supplier/customer" 
The lower part of the window shows additional details for each transaction as you scroll through the list. For all transactions, the narrative and the amounts in cash book and base currencies are shown. The remaining details vary according to the type and source of the transaction:

· Non-consolidated transactions show the source module id, batch and item number.


· Transactions consolidated by batch show the source module and batch number.


· Transactions consolidated by narrative show the source module.


· Cheques show the payee name.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a transaction to view the dissection analysis, move the cursor to the required line and press <Return>. Dissection Analysis Window.

Currency information
To display the currency information for a foreign currency transaction, move the cursor to the required line and press <F1>:

· If the cash book and base currency are the same  Currency Information Window, see page 55.


· Otherwise  Currency Menu, see page 54. This gives you access to the Currency Information Window for the conversion to cash book currency and to the base currency.

On exit
 General Details of Batches Window, see page 112.

Dissection Analysis

Figure 45: Dissection Analysis Window XE "Dissection Analysis Window" 
This window appears when you select a transaction in the Transaction Details Window
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Purpose XE "dissection analysis:enquiries" 
This window displays the dissection analysis for the selected transaction. For each line of analysis, the window shows: the dissection code and its description; and the amount in entry, base and cash book currencies. 


The lower part of the window displays for each line as you scroll through the list: the General Ledger profit centre and account and the journal narrative, and when relevant, the number of units.

On exit
 Transaction Details Window, see page 113.

Cash Book Report

Introduction XE "cash book report" 

 XE "reports:cash book" 
This report can be run for a selected cash book and financial period. It lists transactions showing their total amounts, and up to five columns of dissection analysis for both receipts and payments. For payments, the first four columns correspond to the first four payment dissection codes defined for the cash book, and the fifth column contains any other payment dissection codes defined for the cash book. The dissection columns for receipts are determined in a similar way. Transaction values are shown in entry currency, with the exchange rate being shown for foreign currency transactions. The dissection analysis columns are shown in cash book currency.


You can run this report at any time. You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

Printed example
For a printed example of this report, see the Sample Reports Section, page 178.

Cash Book Report Window

Figure 46: Cash Book Report Window XE "Cash Book Report Window" 
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This window appears when you select Print Cash Book Report from the Reports and Enquiries Menu.

Purpose
This window enables you to enter the selection criteria for the report.

The prompts are:

Cash book
Enter the code of the cash book you want to run the report for. Press <F1> for a pop-up enquiry.

Year… period
Enter the financial year and period you want to run the report for. Press <F1> for a pop-up enquiry.

On confirmation
Action Menu. This lets you choose whether to print the report, display it on the screen, or export the details; for further information, see Action Menu in the Global 3000 Installation & Set-up Manual. 

Unpresented Transactions Report

Introduction XE "unpresented transactions:report" 

 XE "reports:unpresented transactions" 

 XE "transactions:unpresented" 
This report lists, for a selected cash book, the transactions that have not yet been reconciled with a bank statement via the Bank Reconciliation program. It includes held transactions.


You can run this report at any time. You can also run this report from within the bank reconciliation program. You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

Printed example
For a printed example of this report, see the Sample Reports Section, page 179.

Unpresented Transactions Report Window

Figure 47: Unpresented Transactions Report Window XE "Unpresented Transactions Report Window" 
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This window appears when you select Print Unpresented Report from the Reports and Enquiries Menu.

Purpose
This window enables you to enter the selection criteria for the report.

The prompts are:

Cash book
Enter the code of the cash book you want to run the report for. Press <F1> for a pop-up enquiry.

Currency
(Display only.) The currency code of the selected cash book is displayed.

On confirmation
Action Menu. This lets you choose whether to print the report, display it on the screen, or export the details; for further information, see Action Menu in the Global 3000 Installation & Set-up Manual. 

This page is deliberately left blank

Section Six:

Cash book Maintenance

 XE "cash books:maintenance" \r "CashBookMaintenance" 
Contents

121
Cash Book Maintenance

The Cash Book Maintenance program enables you to set up and amend cash books. For each cash book, you can maintain general details, dissection codes, standing orders, and free form notes.

Cash Book Maintenance 

Introduction XE "cash book maintenance" \r "CashBookMaintenance" 
The Cash Book Maintenance program enables you to set up and amend cash books. For each cash book, you can maintain general details, dissection codes, standing orders, and free form notes.

Note XE "control accounts for cash books" 

 XE "settlement discount control accounts" 
The Cash Books Window of Company Parameters enables you to specify the cash book’s General Ledger control accounts for payments, settlement discount given, settlement discount taken, and exchange gain and exchange loss. For further information, see Company Parameters in the Global 3000 Installation & Set-up Manual.

General Details of Cash Books 

Figure 48: General Details of Cash Books Window XE "General Details of Cash Books Window" 
This window appears when you select Cash Book Maintenance from the Cash Manager Main Menu
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Note
If you have not already selected a company, this window is preceded by the Company Selection Window. For further details, see page 151. 

Purpose XE "cash books:general details" \r "CashBookDetails" 
This window lists cash books that have already been defined. It enables you to define new cash books, and to select an existing cash book for amendment or deletion.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Search sequences XE "search sequences:cash book maintenance" 
Press <F6> to change the search sequence. The following search sequences are available:

· Cash book code. This is the default sequence.


· Company code.


· Currency code.


· Cash book title.

Add XE "add:cash books" 
To create a new cash book, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Note XE "Company Parameters" 
After you have added a new cash book in this window, go into the Cash Books Window in Company Parameters; the cash book you just added automatically appears there. Select the new cash book in that window and then enter the additional information that is requested. 

Amend XE "amend:cash books" 
To amend an existing cash book, move the cursor to the required cash book and press <Return>  Amendment Options Menu, see page 127. If you select the General Details option, you are returned to this window where you can amend the details for the cash book. The prompts are described in detail below.

Delete XE "delete:cash books" 
To delete an unwanted cash book, move the cursor to the required entry and press <F7>. You are asked for confirmation before the cash book is deleted. This must be used with caution, as any batches belonging to the cash book are also deleted, leaving gaps in the audit trail.

The prompts are:

Book
Enter a code of up to two characters to identify the cash book. Whether the code is left or right justified is determined by a setting in System Parameters.


If the code you enter has already been used to define a cash book in the Cash Books Window of Company Parameters the values entered there are used as a basis for the cash book you are entering. In some cases the values cannot be changed, in other they are used as a default. 

Company XE "companies:cash books" 
(Display only.) The currently selected company.

Title XE "title:cash books" 
Up to 30 characters to describe the cash book. If you have selected an existing cash book code the default is that cash book’s title.

Currency XE "cash book currency" 
(Only when setting up a new cash book.) The code of this cash book’s currency. The dialogue at this prompt depends on the cash book code you have selected:

· If you have selected an existing cash book code this prompt is set to that cash book’s currency and may not be amended.


· If you are using a new code the default is the selected company’s base currency. Press <F1> for a pop-up enquiry.

No of dissections receipts XE "receipts:number of dissection codes for" 
(Display only.) The number of dissection codes for receipts that have been defined for the cash book. This is zero when setting up a new cash book.

No of dissections payments XE "payments:number of dissection codes for" 
(Display only.) The number of dissection codes for payments that have been defined for the cash book. This is zero when setting up a new cash book.

No of orders XE "standing orders:number defined for cash book" 
(Display only.) The number of standing orders that have been defined for the cash book. This is zero when setting up a new cash book.


If you have selected an existing cash book code the bank details specified for that cash book are used as defaults for the next four prompts.

Bank name XE "bank details" 
The bank name in up to 30 characters.

Branch XE "branch name of bank" 
The bank branch name in up to 30 characters.

Sort code XE "sort code" 
The sort code of the bank branch in up to eight characters.

Account no XE "accounts:bank" 
The account number in up to 15 characters.

Enter payee details XE "payee details" 
(Y/N.) Enter Y if the operator is to be prompted for payee details when entering a payment transaction for which cheques are not being printed. 


If you enter N, the operator is never prompted for payee details for payment transactions, and cheques cannot be printed in Cash Manager for this cash book. The default is Y.

Allow cheque printing XE "allow cheque printing" 

 XE "cheques:printing allowed for cash book" 
(Only if you entered Y at the ‘Enter payee prompt’ above.) Enter Y if cheques can be printed in Enter Transactions and Fund Transfers for this cash book. Enter N if cheques cannot be printed for this cash book in Cash Manager.

Cheque ceiling XE "cheques:ceiling" 

 XE "ceiling for cheques" 

 XE "maximum value of cheques" 
(Only if cheque printing is allowed for this cash book.) Enter the largest amount that can be printed on cheques for this cash book. The default is 9,999,999.99 which is the largest amount that can be printed on standard format cheque stationery. Larger amounts (with up to 12 leading digits) can be printed but this requires tailoring the cheque print program and non-standard stationery.

Note
If you are validating General Ledger accounts against the off-line chart of accounts, the profit centres and accounts listed in the pop-up enquiries that appear when you press <F1> at the following prompts are restricted to those defined in the off-line chart of accounts. 


If you have selected an existing cash book code the General Ledger details specified for that cash book are automatically entered at the next six prompts.

GL control pc XE "control accounts for cash books" 

 XE "profit centres" 

 XE "General Ledger:accounts:control" 
The code of this cash book’s General Ledger control profit centre. Press <F1> for a pop-up enquiry. 

Account XE "accounts:General Ledger:control" 
The code of this cash book’s General Ledger control account. This account must be enabled for the control profit centre for the current year. Press <F1> for a pop-up enquiry.

Exchange gain pc XE "exchange gain and loss:control accounts" 
The code of the profit centre to which gain on foreign currency transactions in this cash book is posted. Press <F1> for a pop-up enquiry.

Account
The code of the General Ledger account to which gain on foreign currency transactions in this cash book is posted. This account must be enabled for the exchange gain profit centre for the current year. Press <F1> for a pop-up enquiry.

Exchange loss pc
The code of the profit centre to which loss on foreign currency transactions in this cash book is posted. Press <F1> for a pop-up enquiry.

Account
The code of the General Ledger account to which loss on foreign currency transactions in this cash book is posted. This account must be enabled for the exchange loss profit centre for the current year. Press <F1> for a pop-up enquiry.

Note
You define the General Ledger control accounts for settlement discount in the Cash Books of Company Parameters. For further information, see the Global 3000 Installation & Set-up Manual.

Print module XE "layout for cheque printing" 

 XE "print module" 

 XE "cheques:layout for stationery" 

 XE "overlay for cheque printing" 

 XE "special stationery" 

 XE "stationery" 
(Only if cheque printing is allowed for this cash book.) The name of the program which provides the overlay for cheque printing. The default is CM110C. This can be changed, if required, to the name of a Reporter program which provides a customised overlay to suit your own stationery.

Library XE "library" 

 XE "program library" 
(Only if cheque printing is allowed for this cash book.) The name of the library in which the print module is to be found. The default is the main Cash Manager program library (P.CM3000).

On completion
If you are setting up a new cash book,  Cash Book Dissections Window. 

Otherwise  Amendment Options Menu, see page 127.

Cash Book Dissections

Figure 49: Cash Book Dissections Window XE "Cash Book Dissections Window" 
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This window appears:

· After the General Details of Cash Books Window when you are setting up a new cash book.

· When you select Dissections from the Amendment Options Menu.

Purpose XE "dissection codes" 

 XE "cash books:dissection codes" 
This window enables you to set up and amend dissection codes for this cash book. It also lists any existing dissection codes for the cash book.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:dissection codes" 
To create a new dissection code, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:dissection codes" 
To amend an existing dissection code, move the cursor to the required line and press <Return>.

Delete XE "delete:dissection codes" 
To delete an unwanted dissection code, move the cursor to the required entry and press <F7>. You are asked for confirmation before the code is deleted. 

Note XE "cash book report:column layouts" 

 XE "order of dissection codes" 
The order of the dissections for payments and receipts in this window determines the order of the columns on the Cash Book Report. This is important as the Cash Book Report has only five columns for payments and five for receipts; the first four dissection codes of each type have a column each, the others share the fifth column. 

Change order XE "change order of dissection codes" 
To change the order of the dissection codes in this window:

· Move the cursor to the line of the code you want to move, and press <CTRL A>; the dissection code disappears from the list. 


· Then move the cursor to the line above which you want to move the dissection code, and press <F5>; the dissection code reappears in the new position.

Note
The function key usage varies from system to system. If necessary press Help to find out which key to use on your system.

The prompts are:

Payment/receipt XE "payments" 

 XE "receipts" 
Enter one of the following:

· P
for payments.


· R
for receipts.

Code
Enter an identifying code for the dissection in up to two alphanumeric characters.

Note
Whether dissection codes are left or right justified is determined by the setting of a System Parameter.

Note
The Fund Transfers program automatically creates up to four dissections to the codes described on page 69. If these dissection codes do not already exist, the program automatically creates them. You should therefore not use the same codes for other purposes.

Description
Enter up to 22 characters to describe the dissection code.

On lu XE "on lu" 

 XE "pop-up enquiries:restrict dissection codes in" 

 XE "lu" 
(On lookup.) This indicator determines whether the code appears in pop-up enquiries when you are prompted for a dissection code for this cash book. Enter Y if you want the code to appear in pop-up enquiries; enter N if you do not want it to appear.

Column heading XE "column headings" 

 XE "cash book report:column layouts" 
Enter the column heading for the dissection code on the Cash Book Report. This consists of two lines of up to 12 characters each. The text you enter is automatically right justified. You can leave one line blank, but not both.

Note XE "chart of accounts" 

 XE "off-line chart of accounts" 
If you are validating General Ledger accounts against the off-line chart of accounts, the profit centres and accounts listed in the pop-up enquiries that appear when you press <F1> at the following prompts are restricted to those defined in the off-line chart of accounts. 

GL profit centre XE "profit centres" 
The General Ledger profit centre to which items marked with this dissection code are to be posted. Press <F1> for a pop-up enquiry.

GL account XE "General Ledger:accounts" 

 XE "accounts:General Ledger" 
The code of the General Ledger account to which items marked with this dissection code are to be posted. The account must be enabled for the profit centre entered above for the current financial year. 

Note
The account specified for dissection codes for Debtors Ledger cash receipts should be a nominated control account.

Fixed XE "fixed General Ledger analysis" 
Enter N if the General Ledger profit centre and account can be changed for this dissection code at data entry time. Enter Y if they cannot be changed; i.e. they are fixed for this dissection code. 

Consolidate XE "consolidate General Ledger journals" 

 XE "General Ledger:consolidated postings" 
Enter Y for consolidated postings to General Ledger for this dissection code. Enter N for detailed postings to General Ledger for this dissection code. 

Note
The ‘Consolidate General Ledger journals’ System Parameter, controls whether postings to General Ledger are generally consolidated or detailed. The ‘Consolidate’ indicator for the dissection code enables you to override the system wide setting for this dissection code. 

On completion
 Next line in window.

On exit
 Amendment Options Menu, see page 127.

Amendment Options
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Figure 50: Amendment Options Menu XE "Amendment Options Menu" 
This menu appears when you select a cash book in the General Details of Cash Books Window.

The options are:

Dissections
Maintain the cash book’s dissection codes.  Cash Book Dissections Window, see page 125.

General details
Maintain the cash book’s general details.  General Details of Cash Books Window, see page 121.

Standing orders
Maintain the cash book’s standing orders.  Standing Orders Window, see page 128.

Notes
Maintain free form notes against the cash book.  Cash Book Notes Window, see page 130.

End amendments
End amendments to this cash book.  Next line in General Details of Cash Books Window, see page 121.

Standing Orders

Figure 51: Standing Orders Window XE "Standing Orders Window" 
This window appears when you select Standing Orders from the Amendment Options Menu
[image: image73.png]i General Details of Cash Books E

Curr No. of Dissections No. of
Book Title Company ency Receipts Payments Orders
[ ol | 2]
B2 Natwest Deposit Account a1 STR 5 3 0
B3 MNatwest Lire Account A1 LIR 4 3 0
Order  Payment  Transaction Stert  Freg- No.of
No. Receipt?  Type Reference Date ency Times Currency Amaunt
[Pl cars | o

|

Narstive  [Car Leasing Charge Last Posting
Reference  [23768 No. [~ 1 on i5703798

oK. Cancel | Insert Delete e [ |






Purpose XE "standing orders:set up" 

 XE "cash books:standing orders" 
This window enables you to set up standing orders for the selected cash book. Standing orders are processed by the Close Period program, which creates a next period transaction for each standing order which requires it.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:standing orders" 
To create a new standing order, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:standing orders" 
To amend an existing standing order, move the cursor to the required line and press <Return>.

Delete XE "delete:standing orders" 
To delete an unwanted standing order, move the cursor to the required entry and press <F7>. You are asked for confirmation before the code is deleted. 

The prompts are:

Order no XE "number of standing orders" 
Enter a number (up to two digits) to identify the standing order.

Payment/receipt XE "payments:standing orders" 

 XE "receipts:standing orders" 
Enter one of the following:

· P
for payments.


· R
for receipts.

Transaction type XE "transaction codes:standing orders" 
Enter the transaction code for the standing order. Press <F1> for a pop-up enquiry.

Transaction reference XE "references:standing orders" 
A reference, of up to ten characters. This is used for the transactions created from the standing order. 

Start date XE "start date for standing orders" 

 XE "date:standing orders" 
The date of the first payment (or receipt) of this standing order. The default is the first day of the next period, or, if it is later, today. (Today’s date is taken from the GSM system date.)

Frequency XE "frequency of standing orders" 
The frequency of payment (or receipt) of the standing order. Enter one of the following:

· M
 for Monthly, i.e. once per period.


· Q
for Quarterly.


· H
for Half-yearly.


· Y
for Yearly.

No of times XE "repetition of standing orders" 
The number of times this standing order is to be repeated. This figure is automatically decreased by one each time the order is processed. 

Note
This is the remaining number of standing orders, not the original number.

Currency XE "currencies:standing orders" 
(Multi-currency systems only.) The currency of the standing order. Press <F1> for a pop-up enquiry.

Amount XE "amount:standing orders" 
The amount of the standing order in the cash book’s currency.

Narrative XE "narratives:standing orders" 
A description of the standing order in up to 30 characters.

Reference XE "second references" 

 XE "references:second" 
A second reference of up to seven characters. This usually contains a customer or supplier code.

Last posting no…on
(Display only.) The number and date of the last posting of this standing order.

On completion XE "dissection analysis:standing orders" 
 Dissection Analysis Window. This window enables you to distribute the amount of the standing order to the required dissection codes. This window is described in Enter Transactions on page 50.


If analysis categories have been set up for the General Ledger account you specify in the Dissection Analysis Window, it is followed by the General Ledger Transaction Analysis Window. This is described in Enter Transaction on page 52.


When you have completed the dissection analysis you are returned to the Amendment Options Menu, see page 127.

Cash Book Notes

Figure 52: Cash Book Notes Window XE "Cash Book Notes Window" 
This window appears when you select Notes from the Amendment Options Menu
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Purpose XE "cash books:notes" 

 XE "notes" 
This window enables you to view and record free-form notes for the cash book. 


You can enter an unlimited number of lines of up to 50 characters each.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:notes" 
To create a new line, move the cursor to the line below the last line. Alternatively you can press <F5> to insert a line, or press <F4> to go into ‘Add’ mode. 

Amend XE "amend:notes" 
To amend a line, move the cursor to it and press <Return>.

Delete XE "delete:notes" 
To delete a line, move the cursor to it and press <F7>. You are asked for confirmation before the line is deleted.

On exit
Amendment Options Menu, see page 127.

Section Seven:

System Maintenance

Contents

133
System Parameters

System Parameters enable you to configure your system to your specific requirements. The Cash Manager-specific system parameters are described in detail here.

145
Interface Definitions

This option enables you to define auto-transfer interfaces so that transaction batches can be transferred automatically to and from other systems e.g. Global 3000 Creditors Ledger and Debtors Ledger. 

149
Revalue Cash Books

This option enables you to revalue cash books. You can run the program for a specified cash book, or for all cash books. 

151
Reselect Company

This option lists all the companies defined in your system and it enables you to select the company whose details you want to work on.

152
Reselect Cash Book

This option lists all the cash books defined in Cash Manager and it enables you to select the cash book whose details you want to work on.

Other System Maintenance Options 


Speedbase Presentation Managerxe "Speedbase Presentation Manager"

 XE "C-ISAM format databases" 

 XE "Btrieve format databases"  

This option gives you direct access to the Database Generation Utility XE "database generation utility" . This varies according to the format the databases are held in. For further information, for databases in Global format see the Global System Manager Manual; for databases in C-ISAM format see the Global Operating Manual for Unix; for databases in Btrieve format see the Global System Manager Version 8.1 Notes.


Scenario Maintenancexe "scenario maintenance"

xe "scenario maintenance" \t "See also Installation & Set-up Manual"
Scenario Maintenance enables you to set up and amend ‘scenarios’ to control the style, content, and path etc. of data to be imported and exported. You can customise the standard scenarios or define new ones. For information on Scenario Maintenance, see the Global 3000 Installation & Set-up Manual.

System Parameters

Introduction XE "system parameters" \r "SystemParameters" 

 XE "system parameters" \t "See also Installation & Set-up Manual" 
System Parameters enable you to configure your system to your specific requirements. You should set them up very carefully, as some of the settings are difficult to change after Cash Manager is operational.

 xe "administration parameters" 

 XE "administration parameters" \t "See also Installation & Set-up Manual" 
System parameters fall into the following groups:

· Administration Parameters which are shared by all the accounting and distribution modules.

 xe "company parameters" 

 XE "company parameters" \t "See also Installation & Set-up Manual" 
· Company Parameters which are shared by all the accounting and distribution modules and deal mainly with company information.

 XE "distribution parameters" 

 XE "distribution parameters" \t "See also Installation & Set-up Manual" 
· Distribution Parameters which deal with information which is relevant only to the distribution modules. 

 XE "module-specific parameters" 
· Module-specific parameters (e.g. SOP parameters, Cash Manager parameters etc).


The system cannot function without the parameters being set, so the first time you use Cash Manager, you are automatically taken through the System Parameters. After the system is up and running, you can access the System Parameters via the System Maintenance Menu. 


The Administration, Company and Distribution Parameters are described in full in the Global 3000 Installation and Set-up Manual. This manual also provides information about installing the software, setting up databases, data take-on for Cash Manager, etc.


The Cash Manager-specific system parameters are described below.

Cash Manager Parameters

Figure 53: Cash Manager Parameters Menu XE "Cash Manager Parameters Menu" 
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This menu appears when you select Cash Manager from the System Parameters Menu (which appears when you select System Parameters from the System Maintenance Menu).

Note
Some of the Cash Manager parameters are company-specific and need to be set up for each company in turn in multi-company ledgers. Other Cash Manager parameters apply to all companies. Use the Reselect Company option to change the company you are dealing with when setting up company-specific parameters.

The options are:

Current period
This parameter enables you to define the current financial period for a new company.  Current Period Window, see page 135.

Document numbers
This parameter controls Cash Manager batch numbers.  Document Reference Numbers Window, see page 136.

Cash book code format
This parameter controls the format of the two character code used to identify cash books.  Format of Cash Book Codes Window, see page 137.

History options
These parameters control the extent of transaction history held in Cash Manager.  History Options Window, see page 138.

GL interface
These parameters control the interface to Global 3000 General Ledger.  First General Ledger Interface Window, see page 139.

Dissection options
These parameters control the format of dissection codes, and whether statement direct transactions are analysed during the bank reconciliation or later via transaction entry.  Dissection Options Window, see page 141.

Transaction codes
This option enables you to define transaction codes. These codes are used to identify the different document types that can be used in Cash Manager, and to provide a means of sorting the transactions into cheques, bank transfers, etc. Transaction Code Maintenance Window, see page 142.

Reselect company
This option lists the companies defined in your system and enables you to select the company whose details you want to work on.  Company Selection Window, see page 151.

Exit
 System Parameters Menu. Press <Esc> again to return to the System Maintenance Menu.

Current Period

Figure 54: Current Period Window XE "Current Period Window" 
This window appears when you select Current Period from the Cash Manager Parameters Menu
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Purpose XE "companies:set initial period" 
This window enables you to set the current financial period for the selected company during initial set up. It also enables you to set the current financial period for a new companies. 

Note
The parameter in this window is company-specific. This means it only applies to the currently selected company. The code of the currently selected company is displayed in the window’s title bar. You need to set the parameter up for each company in turn. To change the company, return to the Cash Manager Parameters Menu, and choose the Reselect Company option.

The prompts are:

Current year and period XE "financial periods" 

 XE "periods, financial" 
(Only during initial set up of Cash Manager or a new company.) Enter the current financial year and period, as defined in Calendar Maintenance in Administration Parameters.


After this is set, the current year and period is automatically updated every time you close the period.

On confirmation
 Cash Manager Parameters Menu, see page 133.

Document Reference Numbers

Figure 55: Document Reference Numbers Window XE "Document Reference Numbers Window" 
This window appears when you select Document Numbers from the Cash Manager Parameters Menu
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Purpose XE "batches:numbers" 
Each batch entered in Cash Manager is given a unique reference number. These numbers are allocated in sequence as batches are created. A single sequence of batch numbers is used for batches from all companies. This window displays the next batch number which will be used, and it enables you to change it, although this is not advisable after the system is up and running.

The prompt is:

Next batch number XE "next batch number" 

 XE "number of batch" 
The number that will be allocated to the next batch of transactions. This is automatically updated when a new batch is created and should not normally need to be changed after initial set up.

On confirmation
 Cash Manager Parameters Menu, see page 133.

Format of Cash Book Codes

Figure 56: Format of Cash Book Codes Window XE "Format of Cash Book Codes Window" 
This window appears when you select Cash Book Code Format from the Cash Manager Parameters Menu 
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Purpose XE "cash books:code format" 

 XE "numeric cash book codes" 

 XE "alphanumeric cash book codes" 

 XE "format:cash book codes" 
This window enables you to define the format of the two character code used to identify cash books. This code can either be numeric (entirely numbers) or alphanumeric (a combination of letters and numbers). You define the codes as numeric by declaring them to be right-justified.

Warning
We recommend that you do not change this parameter after your system is operational.

The prompt is:

Right justify cash book codes XE "right justify cash book codes" 
Enter Y if are going to use numeric cash book codes, enter N if you are going to use alphanumeric cash book codes. 

Note
If you choose left justification, and use some entirely numeric codes, you should ensure the numeric codes are all of the same length, if necessary padding with zeroes (08, 09, etc.) Otherwise inappropriate sequencing can result; e.g. code 10 appearing before code 2, etc. 

Further information
For further information on right justification and choosing between numeric and alphanumeric codes, see the Introduction to System Parameters in the Global 3000 Installation & Set-up Manual.

On confirmation
 Cash Manager Parameters Menu, see page 133.

History Options

Figure 57: History Options Window XE "History Options Window" 
This window appears when you select History Options from the Cash Manager Parameters Menu
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Purpose XE "history:system parameters" 
These parameters control the extent of transaction history held for all companies in Cash Manager.

Note
Holding a long history requires a large database to be allocated.

The prompts are:

Number of periods to hold transactions for XE "number of periods to hold transactions for" 

 XE "financial periods:history held for" 

 XE "periods, financial:history held for" 

 XE "purge transactions:system parameters" 
Purge Transactions (normally run at period end) purges closed transactions and bank statement details which are older than the number of periods specified here. 

Number of periods to hold period totals for XE "number of periods to hold period totals for" 

 XE "cash books:period control totals" 

 XE "periods, financial:control totals" 

 XE "financial periods:control totals" 
Period control totals are held for each cash book and show the net movement for each period. Specify the number of periods you wish to hold these control totals for (up to a maximum of 99 periods).

Note
The period totals can only be purged when all the transactions for the period have been purged.

On confirmation
 Cash Manager Parameters Menu, see page 133.

First General Ledger Interface Window

Figure 58: First General Ledger Interface Window XE "First General Ledger Interface Window" 
This window appears when you select GL Interface from the Cash Manager Parameters Menu
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Purpose
The parameters in this window concern the interface with General Ledger.

The prompts are:

Is General Ledger analysis required XE "General Ledger:analysis:system parameters" 
(Y/N.) Enter Y if you want Cash Manager to interface with General Ledger. The analysis is posted to General Ledger via a transfer file. The way the transfer file is generated depends on the setting of the ‘On-line posting to General Ledger’ Administration Parameter; for further information, see the Global 3000 Installation & Set-up Manual.


Enter N if you do not want to interface with General Ledger. The remaining prompts in the window are then skipped. 

Check accounts against General Ledger XE "check accounts against General Ledger" 

 XE "off-line chart of accounts" 

 XE "chart of accounts" 

 XE "off-line chart of accounts" \t "See also Installation & Set-up Manual" 

 XE "accounts:General Ledger:validating" 

 XE "General Ledger:accounts:validation" 

 XE "validation of General Ledger accounts" 
(Y/N.) Enter Y to check General Ledger profit centre and account codes against the actual General Ledger chart of accounts. Enter N to check them against the offline chart of accounts set up in Company Parameters. This option can be used to define a sub-set of accounts that can be posted to, thus reducing the chances of mis-postings. When the offline chart of accounts is used, the General Ledger transaction analysis feature is not available.

Note
This indicator can also be set in the Accounting Parameters Window of Administration Parameters. If Debtors Ledger and Creditors Ledger are in use, it can also be set in their System Parameters. However there is only one indicator. If you set it in one place, you automatically set it for the other modules as well.

Consolidate General Ledger journals XE "summary journals" 

 XE "detailed journals" 

 XE "consolidate General Ledger journals" 

 XE "General Ledger:consolidated postings" 
(Y/N.) The General Ledger journals created by the transfer can be consolidated into a summary of the outstanding analysis by account, or they can be in detailed form, i.e. at the dissection level. Enter Y for summary journals, N for detailed journals. The default is N. 

Note
This setting can be overridden at dissection code level.

General Ledger Batch title XE "title:General Ledger batches" 
Enter a title for the batches posted to General Ledger in up to 30 characters. The default is Global 3000 Cash Manager..

On confirmation
 Second General Ledger Interface Window.

Second General Ledger Interface Window

Figure 59: Second General Ledger Interface Window XE "Second General Ledger Interface Window" 
This window appears when you confirm your replies in the First General Ledger Interface Window
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Purpose XE "General Ledger:transfer file" 

 XE "interface definitions:General Ledger" 

 XE "on-line postings" \t "See also Installation & Set-up Manual" 
This window enables you to define the details of the General Ledger transfer file. These details must match those defined in General Ledger for the Cash Manager interface. 

Further information
For further information about setting up the interface definition in General Ledger, see the General Ledger Manual.

The prompts are:

Source id XE "source id" 
Enter a two character id to identify the Cash Manager within General Ledger. This is included in the name of the transfer file. If you run multiple Cash Managers, give each a different source id. This avoids duplicate transfer file names and enables you to identify the source of each transfer file. 

Unit id XE "units:General Ledger transfer file" 
Enter the GSM unit on which the transfer file is to be created. The default is CMD, the Cash Manager database unit.

Last sequence no XE "last sequence numbers:GL transfer" 

 XE "sequence numbers:GL transfer file" 
Each transfer file has a sequence number. This prompt displays the sequence number of the last transfer file that was created. This prompt is updated automatically and should not normally need to be changed.

On confirmation
 Cash Manager Parameters Menu, see page 133.

Dissection Options

Figure 60: Dissection Options Window XE "Dissection Options Window" 
This window appears when you select Dissection Options from the Cash Manager Parameters Menu
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Purpose
These parameters control the format of dissection codes, and whether statement direct transactions are analysed during the bank reconciliation or later via Enter Transactions. 

The prompts are:

Right justify dissection codes XE "right justify dissection codes" 

 XE "format:dissection codes" 

 XE "dissection codes:system parameter" 
Enter Y if are going to use numeric dissection codes, enter N if you are going to use alphanumeric cash book codes.

Warning
It is inadvisable to change this parameter once your system is in use.

Note
If you choose left justification, and use some entirely numeric codes, you should ensure the numeric codes are all of the same length, if necessary padding with zeroes (08, 09, etc.) Otherwise inappropriate sequencing can result; e.g. code 10 appearing before code 2, etc. 

Further information
For further information on right justification and choosing between numeric and alphanumeric codes, see the Introduction to System Parameters in the Global 3000 Installation & Set-up Manual.

Analyse statement direct items during bank reconciliation XE "dissection analysis:statement direct transactions" 

 XE "statement direct transactions:system parameter" 
Enter Y if the dissection analysis of transactions entered during bank reconciliation is to be entered immediately; enter N if it is to be entered later via Enter Transactions. The default is N.

On confirmation
 Cash Manager Parameters Menu, see page 133.

Transaction Code Maintenance

Figure 61: Transaction Code Maintenance Window XE "Transaction Code Maintenance Window" 
This window appears when you select Transaction Codes from the Cash Manager Parameters Menu
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Purpose XE "transaction codes" \r "TransactionCodes" 

 XE "transactions:codes" \r "TransactionCodes" 
This window lists existing transaction codes and enables you to define new ones and to amend and delete existing ones. Transaction codes are used to identify the different document types that can be used in Cash Manager, and to provide a means of sorting the transactions into cheques, bank transfers, etc.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:transaction codes"  
To create a new transaction code, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. 

Amend XE "amend:transaction codes" 
To amend an existing transaction code, move the cursor to the required line and press <Return>. 

Delete XE "delete:transaction codes" 
To delete a transaction code, move the cursor to the unwanted line and press <F7>. Cash Manager asks you for confirmation before it deletes the line. 

Note XE "Debtors Ledger:transaction codes" 

 XE "Creditors Ledger:transaction codes" 

 XE "receipts:transaction codes" 
If you are interfacing with Debtors Ledger or Creditors Ledger, the following transaction codes must be set up:

· REC - Cheque/Transfer/BACS (Receipt).

 XE "dishonoured cheques" 

 XE "cheques:dishonoured" 
· DRE - Dishonoured Cheques (Payment).

 XE "payments:transaction codes" 
· CHQ - Cheque/Transfer/BACS (Payment).

 XE "cheques:voided" 

 XE "voided cheques" 
· REV - Voided Cheques (Receipt).

Note XE "credit interest" 
Other transaction codes can correspond to the codes used by your bank, or you may wish to use the following:

· CRI - credit interest.

 XE "debit interest" 
· DRI - debit interest.

 XE "bank charges" 
· CHG - bank charges.

 XE "cash withdrawal" 
· CSH - cash withdrawal.

The prompts are:

Code
A code of up to three alphanumeric characters to identify the transaction type.

Default narrative XE "narratives:transaction codes" 
Up to 30 characters to describe the transaction.

Payment/receipt XE "payments" 

 XE "receipts" 
Enter one of the following:

· P
for payments.


· R
for receipts.

Dissection default XE "dissection codes:default" 
A two character code identifying the default dissection code associated with the transaction code. 

Fixed XE "fixed dissection codes" 
(Y/N.) Enter Y if this is to be the only dissection code associated with the transaction code. Enter N to be able to vary the dissection code at transaction entry. The default is N.

Can transaction be held XE "can transaction be held" 

 XE "hold payments:parameter" 
(Y/N.) Enter Y if transactions of this type can be held; i.e. they can be prevented from being reconciled with the bank statement. Enter N if transactions of this type cannot be held. If the transaction code is CHQ, the default is Y, otherwise the default is N.

Is a reference number required with the code XE "is a reference number required with the code" 

 XE "references" 
(Y/N.) Enter Y if a reference of up to 10 characters must be entered for transactions of this type. Enter N if the reference can be left blank.

Can the code be used for a statement direct XE "can the code be used for a statement direct" 

 XE "statement direct transactions:transaction codes" 
(Y/N.) Enter Y if transactions of this type can be entered directly on to a bank reconciliation statement. Enter N if they cannot be. 

On completion
 Next line in window.

On exit
 Cash Manager Parameters Menu, see page 133.

Interface Definitions 

Introduction XE "interface definitions" \r "InterfaceDefinitions" 
If you want to automatically transfer transactions into Cash Manager from other modules, you need to define the details of the interface to be used in both Cash Manager and the other modules. You define the interface in Cash Manager via Interface Definitions. For details of how to define the interfaces in the other modules, see the manuals for those modules.

Note
You define the interface for the General Ledger postings file in the General Ledger Interface Window in System Parameters.

Definitions of Auto-Transfer Interfaces

Figure 62: Definitions of Auto-Transfer Interfaces Window XE "Definitions of Auto-Transfer Interfaces Window" 
This window appears when you select Amend Interface Definitions from the System Maintenance Menu
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Purpose XE "auto-transfers:interface definitions" \r "InterfaceDefinitions" 
This window enables you to define auto-transfer interfaces so that transaction batches can be transferred automatically from other systems e.g. Global 3000 Debtors Ledger and Creditors Ledger. The window lists any interfaces that have already been defined.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:interface definitions"  
To create a new interface, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:interface definitions" 
To amend an existing interface, move the cursor to the required line and press <Return>. The prompts are described in detail below.

Delete XE "delete:interface definitions" 
To delete an interface, move the cursor to the unwanted line and press <F7>. Cash Manager asks you for confirmation before it deletes the line. 

Warning
The definitions you enter in this window must match the definitions entered for the interface in the other module; for example you must enter the same source id for the interface in both places.

The prompts are:

Source XE "source id" 
A two-character code to identify the sub-system, such as ‘CL’ for Global 3000 Creditors Ledger.

Title XE "title:sub-system" 
A title of up to 30 characters to help you identify the sub-system.

Transfer file format XE "format:auto-transfers file" 

 XE "BOS format" 
The format of the interface. This can be one of the following:

· BOS. This format can be used for Global 3000 modules version 4.2 or above. This format enables you to consolidate postings, to print a report of postings made via the interface, and to use the on-line posting feature.

 XE "ITG format" 
· ITG. This format is retained for compatibility with pre-version 4.2 Global 3000 modules. It does not provide all the features of the BOS format.


The default is BOS.

Note
If you want to use the BOS format interface, you must also define the format of the interface as BOS in the sending system.

Further information
For further information about the on-line posting feature, see Cash Manager Integration in the Global 3000 Installation & Set-up Manual.

Transfer file name XE "file name:auto-transfers"  
(Display only.) This is a concatenation of ‘CMX’, the source id and the next sequence number. For example, the first file posted from Creditors Ledger would be ‘CMXCL001’, where ‘CL’ is the source id for Creditors Ledger, and 001 is the next sequence number.

Transfer file unit XE "units:auto-transfer file" 
The unit on which the transfer file will reside. The default is CMD, the Cash Manager database unit.

Last seq XE "last sequence numbers:auto-transfers" 

 XE "sequence numbers:auto-transfers" 
This is the sequence number of the last file to be transferred via the interface. It is automatically incremented every time a file is transferred, so that earlier cycles of the file can remain on the transfer file unit. The sequence number can be changed but this should only be done with great care.

Default dissection code to be used for transactions XE "dissection codes:default for auto-transfers" 
Enter a default dissection code for transactions imported from the selected system. If the selected system is Global 3000 Debtors Ledger or Creditors Ledger, this dissection code is used for all transactions. 


The originating transaction’s narrative is copied to the dissection narrative to provide a reference. If the original narrative was blank, the originating transaction’s reference is used instead.


Provided the batches are not closed immediately following transfer, these details can be amended via Enter Transactions (but see warning below).

Transfer associated GL analysis to General Ledger XE "transfer associated GL analysis to General Ledger" 

 XE "General Ledger:analysis:auto-transfers"  
(Y/N.) This specifies whether or not the associated General Ledger analysis is to be posted to General Ledger. If the analysis has already been posted, e.g. through Creditors Ledger or Debtors Ledger, this should be set to N.

Warning XE "duplicate postings in General Ledger" 

 XE "General Ledger:duplicate postings" 
If posting to General Ledger is in use, the General Ledger analysis is always transferred to General Ledger if transferred batches are left open, and are amended in Cash Manager prior to closing, regardless of the setting of this prompt. This can result in duplicate postings in General Ledger.

Place transferred cheques on hold XE "hold payments:auto-transfers" 

 XE "payments:hold/release" 
(Y/N.) Enter Y if transferred payments are to be put on hold, otherwise enter N.

Note
Held transactions cannot be reconciled with a bank statement until they are manually released via the Release/Hold Cheques option.

Close created batches, so preventing amendments XE "close:batches:auto-transfers" 

 XE "prevent amendments in auto-transfers" 
If ‘Transfer associated GL analysis to General Ledger’ is set to Y, enter Y to cause the imported batches to be closed by the auto-transfer program so they cannot be amended in Cash Manager. Enter N, to leave the imported batches open. They should then be manually closed via the Enter Transactions program.


If ‘Transfer associated GL analysis to General Ledger’ is set to N, this prompt is set to Y and skipped.

Delete transfer file after successful transfer XE "delete:transfer files" 
(Y/N.) Enter Y if you want Cash Manager to automatically delete a transfer file after a successful transfer. Cash Manager determines which transfer file to delete by the setting of the next prompt. Enter N if you want to delete the transfer files manually.

Transfer file deletion delay (in generations)  XE "transfer file deletion delay" 
(Only if you entered Y at the previous prompt.) Enter the number of transfer files that are to be retained before being deleted. The default is three.

Note
By entering Y to the ‘Delete transfer file’ prompt and specifying three as the deletion delay, you ensure that only the three most recent transfer files are retained.

Consolidate postings XE "consolidated postings" 

 XE "batches:numbers:consolidate auto-transfers by" 

 XE "number of batch:consolidate auto-transfers by" 
(BOS format interfaces only.) Enter one of the following:

· B
to consolidate postings by sending system batch number.

 XE "narratives:consolidate auto-transfers by" 
· T
to consolidate postings with the same first ten characters in their transaction narrative.


· N
for no consolidation.


If you select one of the consolidate options (B or T), you can print the constituent elements of each consolidated posting through the Auto-transfer Report. 

Warning
If you choose to consolidate postings by narrative, all transactions where the narrative has been left blank are consolidated. 

Further information
For further information on consolidated postings, see page 71.

Last transfer performed by … on … at XE "last transfer" 
(Display only.) The date and time of the last auto-transfer performed via this interface and the operator id of the person responsible.

On completion
 Next line in the window.

On exit
 System Maintenance Menu.

Revalue Cash Books 

Introduction XE "revalue cash books" \r "RevalueCashBooks" 

 XE "cash books:revalue" \r "RevalueCashBooks" 

 XE "base currency:revalue cash books" 
This program revalues cash books. You can run the program for a specified cash book, or for all cash books. For each cash book in the run, Cash Manager recalculates the base currency balances using the house exchange rates in force on a specified date. For a foreign currency cash book the calculation involves two phases:

· A bulk revaluation of all the transactions whose currency information has been confirmed. For these transactions, the program recalculates the base currency values from the values in cash book currency. A new batch is created to account for any exchange gain or loss that arises.


· A revaluation of all the transactions whose currency information has not been confirmed. For these transactions, Cash Manager recalculates the base currency value from the value in entry currency. Cash Manager accounts for any exchange gain or loss that arises for a transaction via a dissection. If the batch has been closed, the General Ledger analysis is created when the batch is closed, otherwise a posting is created when the currency information is confirmed.


For cash books whose currency is the same as their base currency, the revaluation only involves the second stage described above.

Definition XE "foreign currency cash books" 
A foreign currency cash book is a cash book whose cash book currency is different from its base currency.

Revalue Cash Books Window

Figure 63: Revalue Cash Books Window XE "Revalue Cash Books Window" 
This window appears when you select Revalue Cash Book from the System Maintenance Menu
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Purpose
This window enables you to enter the selection options for the revaluation.

The prompts are:

Cash book
Enter the code of the cash book you want to revalue, or leave blank to revalue all cash books. A pop-up enquiry is available. If you select a single cash book its name is displayed for confirmation.

Last revalued
(Only if a single cash book has been selected.) (Display only.) The date the cash book was last revalued.

Currency/base
(Only if a single cash book has been selected.) (Display only.) The codes of the selected cash book’s cash book and base currency.

Revaluation date XE "date:revalue cash books" 
Enter the revaluation date. The program uses the house exchange rates in force on this date for the revaluation. 

On completion
If you have selected a single foreign currency cash book, Cash Manager displays the Currency Information Window to show the exchange rates that will be used to convert values in cash book currency to base currency.

You are asked for confirmation and then the revaluation takes place and you are returned to the System Maintenance Menu.

Reselect Company 

Figure 64: Company Selection Window XE "Company Selection Window" 

 XE "reselect company" 
This window appears when you select Reselect Company from the Cash Manager Parameters Menu or the Main System Parameters Menu 
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Note
This window does not appear in single company systems.

Purpose XE "companies:selection" 

 XE "select company" 
Some programs in the Cash Manager are company specific and require you to select a company before you run them. The first time you invoke one of these programs, this window appears automatically. This window lists all the companies defined in your system and it enables you to select the company whose details you want to work on.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a company, move the cursor to the required entry and press <Return>. The dialogue depends on how you invoked this window:

· If you selected this window from a menu, you are returned to it. 

· If this window appeared when you selected another option, you are taken into the first window or menu of that option.

Cash Book Selection

Figure 65: Cash Book Selection Window XE "Cash Book Selection Window" 

 XE "reselect cash book" 
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This window appears when you do one of the following:

· Select Reselect Company from the System Maintenance Menu or the Reports and Enquiries Menu.

· Press <F2> at any main menu in Cash Manager.

Purpose XE "cash books:selection" 

 XE "select cash book" 
Many programs in Cash Manager require you to select a cash book before you run them. The first time you invoke one of these programs, this window automatically appears. This window lists all the cash books defined in your system and it enables you to select the cash book whose details you want to work on.

Note
When you select a cash book, you implicitly select the company to which it is attached.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a cash book, move the cursor to the required entry and press <Return>. You are returned to the menu you invoked the window from.

Section Eight:

Bank Reconciliation

Contents

155
Bank Reconciliation

This program enables you to mark transactions as having appeared on a bank statement. During the reconciliation you can also confirm currency information for foreign currency transactions, and enter transactions, such as bank charges, which appear on the statement but which have not yet been entered into Cash Manager. 

Bank Reconciliation

Introduction XE "bank reconciliation" \r "BankReconciliation" 

 XE "statements" \r "BankReconciliation" 
This program enables you to mark transactions as having appeared on a bank statement. During the reconciliation you can also enter transactions, such as bank charges, which appear on the statement but which have not yet been entered into Cash Manager. These are referred to in this manual as ‘statement direct’ transactions.


You cannot include a foreign currency transaction on a statement, until its currency information has been confirmed. However, you have the option of confirming the currency information within this program.

Printed examples
For printed examples of the reports which can be printed through this program, see page 180 of the Sample Reports Section.

Statement Details

Figure 66: Statement Details Window XE "Statement Details Window" 
This window appears when you select Bank Reconciliation from the Cash Manager Main Menu
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Note
If you have not already selected a cash book, this window is preceded by the Cash Book Selection Window (for further details, see page 152). Otherwise the cash book defaults to the last cash book selected, whether you selected it directly through the Cash Book Selection Window, or implicitly through Enter Transactions.

Purpose XE "statements:enter" 
This window enables you to enter details of the statement to be reconciled. It lists previous statements and enables you to amend an open statement. 


Existing statements are listed in the upper scrolled part of the window. Further details are shown in the lower part of the window for each statement as you scroll through the list.

Move through list
You can move through the list of statements using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:statements" 

 XE "add:bank reconciliations" 
To start a new statement, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Note
You can only have one open statement per cash book at any one time; i.e. you cannot start a new statement for a cash book until you have closed the previous one. 

Amend XE "amend:statements" 
To amend an existing statement, move the cursor to the required entry and press <Return>. The prompts are described in detail below.

Note
You can only amend and delete statements which have an ‘*Empty’ or ‘Open’ status.

Delete XE "delete:statements" 
To delete a statement, move the cursor to the required line and press <F7>. Cash Manager asks you for confirmation before it deletes the entry. 

The prompts are:

Page XE "page number of bank statements" 
The statement’s page number.

Date XE "date:statements" 
The statement date. 

Opening balance XE "opening balance" 
The opening balance of the statement in cash book currency. This defaults to the closing balance of the previous statement. 

Note
If the cash book currency operates with a decimal precision of zero or one, you cannot enter a value in this window with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

Closing balance XE "closing balance" 
Enter the statement’s closing balance in cash book currency.

Operator XE "operator id" 
(Display only.) The id of the operator who created the statement.

Status XE "statements:status" 

 XE "status:statements" 

 XE "*empty status" 

 XE "empty status" 

 XE "bank reconciliation:status" 
(Display only.) This indicates the statement’s status. It can be:

· *Empty. The statement contains no transactions and can be amended or deleted. This is the status when starting a new statement. 

 XE "open status" 
· Open. The statement has not been closed and can be amended or deleted.

 XE "closed status" 
· Closed. The statement has been closed and cannot be changed or deleted.

Credits XE "credits, total on statement" 
Enter the total credits on the statement in cash book currency.

Debits XE "debits, total on statement" 
Enter the total debits on the statement in cash book currency.

Comments XE "comments" 

 XE "comments" \t "See also narratives, notes" 
Up to three lines of 30 characters each for any comments. 

Last updated … at XE "updated at" 
(Display only.) The date and time the statement was last updated.

On completion
If you are starting a new statement  Presented Transactions Window.

Otherwise  Options Menu, see page 164.

Presented Transactions

Figure 67: Presented Transactions Window XE "Presented Transactions Window" 
This window appears when you complete your replies in the Statement Details Window when starting a new statement, and when you select Amend Details from the Options Menu
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Purpose XE "transactions:reconcile to bank statement" 
This window enables you to record the transactions which appear on the statement. This window lists transactions that have already been recorded as appearing on the statement. These are referred to in this manual as ‘presented’ transactions.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

View currency information
To view a foreign currency transaction’s currency information, move the cursor to the required line and press <Return>:

· If the cash book and base currency are the same  Currency Information Window, see page 55.


· Otherwise  Currency Menu, see page 54. This gives you access to the Currency Information Window for the conversion to cash book currency and to the base currency.

Add XE "add:statement transactions"  
To record a new transaction on the statement, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Delete XE "delete:statement transactions" 
To remove a transaction from the statement, move the cursor to the unwanted line and press <F7>. Cash Manager asks you for confirmation before it removes the item. ‘Statement direct’ transactions are deleted entirely, and all other transactions revert to the unpresented list.

Note XE "unpresented transactions" 

 XE "transactions:unpresented" 
Transactions which have not been reconciled with a bank statement via this program are referred to in this manual as ‘unpresented’ transactions. 

The prompts are:

Type & Reference
Enter the transaction code and reference of the item you want to record on the statement. The transaction must be in a closed batch. If you enter a transaction whose currency information has not been confirmed, you have the option of confirming it (see Confirm Currency Information below). If you do not confirm it you cannot include it in the statement.


Alternatively, at the ‘Type’ prompt you can press:

· <F1>
to list all unpresented transactions for the selected cash book in date sequence.  Unpresented Transactions Window.


· <F2>
to list all unpresented transactions for the selected cash book in transaction code/reference number sequence. Unpresented Transactions Window.


· <F3>
to enter a statement direct transaction. These are transactions which appears on the statement but which have not been entered into Cash Manager, for example bank charges.  Statement Direct Transaction Window, see page 162.

Note
When you select a valid transaction the following details are automatically displayed.

Date
(Display only.) The transaction date.

Narrative
(Display only.) Any narrative recorded for the transaction.

Amount
(Display only.) The amount of the transaction.

Note
An asterisk appearing in the final column of this window indicates that the item is a statement direct transaction.

Payee
(Display only.) The name of the payee.

On completion
Next line in window.

On exit
 Options Menu, see page 164.

Confirm Currency Information

 XE "confirm currency:bank reconciliation" 

 XE "currency information:confirmation" 
The Presented Transactions Window provides several ways of selecting transactions for inclusion in a bank statement. Whichever option you use, if you select a transaction whose currency information has not been confirmed, you have the option of confirming it. If you do not confirm it, you cannot include it in the statement.


The option of confirmation is offered via the following message:

Exchange rates require confirmation – continue?

If you do not want to confirm the transaction’s currency information, enter N. You cannot include the transaction in the statement until the currency information is confirmed.


If you want to confirm the transaction’s currency information and include it in the statement, enter Y:

· If the cash book and base currency are the same  Currency Information Window, see page 55. If one of the exchange rates involved in the conversion is a floating rate, this window enables you to amend the currency information for the transaction. When you exit from the window you have the option of confirming the currency information via the ‘Currency confirmed’ prompt. See Confirmation below.


· Otherwise  Currency Menu, see page 54. This gives you access to the Currency Information Window for the conversion to cash book currency and to the base currency. If one of the exchange rates involved in the conversion is a floating rate, the Currency Information Window enables you to amend the currency information. When you exit from the Currency Menu you have the option of confirming the currency information. See Confirmation below.

Confirmation
To confirm the currency information for the selected transaction, enter Y to the ‘Currency confirmed’ prompt. Cash Manager then marks the transaction as confirmed and displays it in the Presented Transactions Window.

Warning
After you confirm the currency information for a transaction, you cannot amend the currency information or un-confirm it.

Unpresented Transactions

Figure 68: Unpresented Transactions Window XE "Unpresented Transactions Window" 
This window appears when you press <F1> or <F2> at the ‘Type’ prompt in the Presented Transactions Window
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Purpose XE "unpresented transactions:display on screen" 

 XE "transactions:unpresented" 
This window lists all unpresented transactions for the selected cash book, and it enables you to select those which appear on the statement. Transactions in open batches are marked in the first column with an asterisk, and are shown for information only; they cannot be selected for reconciliation until the batch is closed.


The lower part of the window shows the payee name for each transaction as you scroll through the list. For foreign currency transactions it also shows the value in cash book currency and whether the currency information has been confirmed for the transaction; C indicates it has been confirmed, U that it is unconfirmed.

Search sequence XE "search sequences:unpresented transactions" 
The default search sequence depends on how you invoked the window at the ‘Type’ prompt in the Presented Transactions Window:

· If you pressed <F1>, the transactions are displayed in date sequence.


· If you pressed <F2>, the transactions are displayed in transaction code/reference sequence.


You can change the search sequence by pressing <F6>.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select one transaction
To select a single transaction for inclusion on the bank statement, move the cursor to the required line and press <Return>. You are returned to the Presented Transactions Window where the selected transaction is displayed. However if the selected transaction’s currency information has not been confirmed, before it is displayed you are offered the option of confirming it (see Confirm Currency Information above). If you confirm it, the transaction is displayed; you cannot include the transaction in the statement until it is confirmed.

Note
You cannot select transactions in open batches. These transactions are marked in the first column with an asterisk.

Select multiple transactions
To select multiple transactions for inclusion on the bank statement, move the cursor to each line you want to include and press <End>. The line is marked with the letter ‘T’ in the extreme right hand column (as in the first line in Figure 68). You remain in this window so you can select further items. When you escape from the window, the confirmed transactions marked with ‘T’ are automatically displayed in the Presented Transactions Window. 


However if the currency information of any of the selected transactions has not been confirmed, before it is displayed you are offered the option of confirming it (see Confirm Currency Information above). As you confirm the currency information for a transaction, it is automatically displayed. You cannot include unconfirmed transactions in the statement until they are confirmed.

On exit
 Presented Transactions Window, see page 157.

Statement Direct Transactions

Figure 69: Statement Direct Transactions Window XE "Statement Direct Transactions Window" 
This window appears when you press <F3> at the ‘Type’ prompt in the Presented Transactions Window
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Purpose XE "bank charges" 

 XE "statement direct transactions" \r "StatementDirectTransactions" 
This window enables you to enter transactions which appear on the bank statement but which have not already been entered into Cash Manager, for example bank changes.


You cannot alter a statement direct transaction after you have entered it. If necessary, you can delete it in the Presented Transactions Window, and then enter it again. You can, however amend the dissection analysis of a statement direct transaction via Enter Transactions.

Note XE "close:batches:statement direct transactions" 
Cash Manager automatically creates a batch for the statement direct transactions created during a bank reconciliation. This batch appears in Enter Transactions with a title of ‘Statement Direct’. While the batch is open you can amend the dissection analysis of the statement direct transactions via Enter Transactions. You can also print the batch via the Print Batch option. The batch is automatically closed when you close the statement, and cannot be closed independently in Enter Transactions.

The prompts are:

Type
Enter the transaction code for the transaction. This must be a transaction code that can be used for statement direct transactions, as defined in Transaction Code Maintenance. Press <F1> for a pop-up enquiry. 

Reference XE "references:statement direct transactions" 
A reference for the transaction (up to 10 characters).

Date XE "date:statement direct transactions" 
The date of the transaction as shown on the bank statement. The default is the statement date.

Narrative XE "narratives:statement direct transactions" 

 XE "narratives" \t "See also comments, notes" 

 XE "notes" \t "See also comments, narratives" 
Enter a description of the transaction in up to 30 characters. This defaults to the transaction code’s description.

Currency XE "currencies:statement direct transactions" 
Enter the entry currency for the transaction. The default is the cash book currency. Press <F1> for a pop-up enquiry.

Amount XE "amount:statement direct transactions" 
The amount of the transaction in the entry currency.


If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

Note
Cash Manager converts the value in entry currency to the cash book currency and the base currency if they are different from the entry currency. Cash Manager uses the house exchange rates in force on the transaction date for these calculations.

You can press <F1> at the Confirmed? prompt to:

· View the exchange rate details. 


· Enter a spot rate for the transaction, or a specific value in base or cash book currency, if any of the exchange rates involved are variable, and the currency information has not been confirmed. 

Book  XE "base currency:statement direct transactions" 
(Foreign currency transactions only.) (Display only.) The amount in cash book currency as it appears on the statement. 

Confirmed?
(Y/N.) Enter Y to confirm the currency information. 


Press <F1> to view the currency information: 

· If the cash book and base currency are the same  Currency Information Window, see page 55. 


· Otherwise  Currency Menu, see page 54. This gives you access to the Currency Information Window for the conversion to cash book currency and to the base currency. 

Note
You must confirm the currency if you want the statement direct transaction to be recorded on the statement.

On completion
What happens next depends on the setting of the ‘Dissection options’ System Parameters:

· If you chose to analyse statement directs during the bank reconciliation  Dissection Analysis Window. This window is described in Enter Transactions on page 50. If analysis categories have been set up for the General Ledger account you specify in the Dissection Analysis Window, it is followed by the General Ledger Transaction Analysis Window. This is described in Enter Transaction on page 52. When you have completed the dissection analysis you are returned to this window for entry of further statement directs.


· Otherwise the window is cleared and the cursor returns to the ‘Type’ prompt for entry of further statement directs. You can enter the dissection analysis later via Enter Transactions.

On exit
 Presented Transactions Window (page 157) where the statement directs appear marked with an asterisk in the final column. 

Options Menu
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Figure 70: Options Menu XE "Options Menu" 
This menu appears when you do one of the following:

· Exit from the Presented Transactions window.

· Complete your replies for an existing statement in the Statement Details Window.

The options are:

Amend details XE "amend:statements" 

 XE "amend:bank reconciliations" 
Amend the selection of transactions reconciled to the selected statement.  Presented Transactions Window, see page 157.

Print unpresented XE "reports:bank reconciliation" 

 XE "bank reconciliation:reports" 

 XE "print:bank reconciliation reports" 
Print a list of unpresented transactions for the selected cash book.  Action Menu.

Further information
The Action Menu lets you choose whether to print the report, display it on the screen, or export the details; for further information, see Action Menu in the Global 3000 Installation & Set-up Manual. 

Print reconciled XE "presented transactions, print" 

 XE "reconciled items report" 
Print a list of items reconciled to the current statement.  Action Menu.

Print statm’t directs XE "statement direct transactions:print" 
Print any statement direct transactions entered on the current statement.  Action Menu.

Print reconciliation
Print the reconciliation details of the current statement. The report is printed and you are returned to this menu.

Printed examples
For printed examples of these reports, see page 180 of the Sample Reports Section.

Close reconciliation XE "close:bank reconciliation" 

 XE "bank reconciliation:close" 
Close the current reconciliation. This finalises the reconciliation and, if you entered any statement directs, closes the statement direct batch.  Close Reconciliation Window. 

Warning
After you close the reconciliation, you cannot change it or any of its details.

Exit
 Statement Details Window, see page 155.

Close Reconciliation

Figure 71: Close Reconciliation Window XE "Close Reconciliation Window" 
This window appears when you select Close Reconciliation from the Options Menu
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Purpose XE "close:bank reconciliation" 

 XE "bank reconciliation:close" 
This window enables you to confirm that you wish to close the reconciliation. This finalises the reconciliation, and if you entered any statement directs, it closes the statement direct batch. If on-line posting to General Ledger is selected in Administration Parameters, after the batch is closed, Cash Manager creates the transfer file and automatically transfers it into General Ledger.


If you confirmed any currency information within the bank reconciliation, closing the reconciliation automatically generates General Ledger postings to account for any outstanding exchange gains and losses recorded for closed batches that have already been posted to General Ledger. 


If on-line posting to General Ledger is selected in Administration Parameters, the postings are made immediately via a transfer file which is automatically transferred into General Ledger.


If manual posting to General Ledger is selected, the exchange gain and loss postings are incorporated into the next General Ledger transfer file you create via the Create General Ledger Transfer File.

Display
The window displays the closing balance from the statement and the closing balance from the reconciliation. It also shows the total of the statement closing balance and unpresented transactions, and the current balance recorded in the cash book.


If the closing balances do not match, you are warned that the cash book is not yet reconciled, and you cannot close the reconciliation. If necessary you can change the opening and closing balances, and total credits and debits for the statement in the Statement Details Window. 

Warning
After you close the reconciliation, you cannot change it or any of its details.

The prompt is:

Do you want to close the reconciliation now
Enter Y when you are ready to close the reconciliation.


If on-line General Ledger posting is selected in Administration Parameters, and there are postings to be made to General Ledger:

· When the reconciliation is closed, the program creates the transfer file, and then automatically transfers it into General Ledger. Close Reconciliation does this by invoking the General Ledger Auto-Entry program. The Auto-Entry windows appear on the screen, but no keyboard input is required. 


· If the option to print the Auto-Entry report is selected in Administration Parameters, a report of the transferred transactions is printed.


· If the option for immediate posting of the transferred batches is selected for the interface in General Ledger Interface Definitions, the General Ledger batch is posted as soon as the transfer is complete.


When the processing is complete  Statement Details Window, see page 155. The status of the statement is now shown as closed.


Enter N if you do not want to close the reconciliation  Options Menu, see page 164.

Section Nine:

Sample Reports

Contents XE "Sample Reports" \r "SampleReports" 

 XE "reports:printed examples" \r "SampleReports" 
This section provides printed examples of many of the standard Cash Manager reports:

169
Batch Print

170
Cheque Print

171
Auto-Transfer Report

172
Fund Transfer Print

173
Daybook

174
Trial Balance by Dissection*

175
Trial Balance by General Ledger Account*

177
General Ledger Analysis Report*

178
Cash Book Report*

179
Unpresented Transactions Report*

180
Bank Reconciliation Reports*

*
Reports for which the data export feature is available. 

Batch Print

 XE "print:batches" 

 XE "batches:print" The batch print option enables you to print a transactions batch at any stage of its life. Typically this option is used to enable a thorough check of the batch before it is closed. 

You initiate this report through the Print Batch option on the Batch Options Menu. For further information, see page 59.


Figure 72: Batch Print

Cheque Print

 XE "cheques:printed example" 

 XE "print:cheques" 

 XE "special stationery" 

 XE "stationery" Cheques can optionally be printed:

· For payments via Enter Transactions. For further information, see page 59.

· For transfers between cash books via the Fund Transfers program. For further information, see page 67.

The cheque shown below shows the standard layout of Cash Manager cheques on standard format stationery. This layout can be customised if necessary; contact your supplier for details.


Figure 73: Cheque printed via Enter Transactions

Auto-Transfer Report

 XE "auto-transfers:report" This report can optionally be printed when automatically transferring transactions into Cash Manager from another module. The report lists the Cash Manager postings and the constituent elements of consolidated postings. This report is only available for auto-transfers made via ‘BOS’ format interfaces.

For information about the operation of this report, see Auto-Transfers, starting on page 70.


Figure 74: Auto-Transfer Report

Fund Transfer Print

 XE "fund transfers:report" 

 XE "transfers between cash books:report" 

 XE "cash books:transfers" 

 XE "print:fund transfers" The fund transfer print option enables you to print the details of a fund transfer. Typically this option is used to enable a thorough check of the transfer before it is closed. 

You initiate this report through the Print Transfer option on the Transfer Options Menu. For further information, see page 67.


Figure 75: Fund Transfer Print

Daybook

 XE "daybook:printed example" The daybook prints transaction by transaction details of all batches closed in the current session. It also prints a one line entry for empty, open and deleted batches. When printed and filed, the daybook provides a full and continuous audit trail. 

You initiate this report through the Print Daybook option on the Transaction Processing Menu. For further information, see page 83.


Figure 76: Daybook Report

Trial Balance by Dissection

 XE "trial balance:by dissection" 

 XE "dissection codes:trial balance by" 

 XE "reports:end of period" This option enables you to create a trial balance by dissection code for a selected cash book and financial period. For each dissection code, it shows total receipts and payments for the current period, year to date, and the last year to date.

This program can be run at any time. You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

For information about the operation of this report, see page 89.


Figure 77: Trial Balance by Dissection

Trial Balance by General Ledger Account

 XE "trial balance:by General Ledger account" 

 XE "General Ledger:accounts:trial balance by" 

 XE "accounts:General Ledger:trial balance" 

 XE "reports:end of period"  This option enables you to create a trial balance by General Ledger account code for a selected cash book. Values are shown in base currency. It can be run in detailed mode which shows details of each transaction for each General Ledger account, and can optionally show the transaction values in entry currency in addition to the base currency values. Alternatively it can be run in summary mode. This creates a one line entry for each General Ledger account, showing total payments, total receipts and the net posting to the account. 

This program can be run at any time. You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

For information about the operation of this report, see page 90.


Figure 78: Trial Balance by General Ledger Account (Detailed)


Figure 79: Trial Balance by General Ledger Account (Summary)

General Ledger Analysis Report

 XE "General Ledger:analysis:report" 

 XE "reports:end of period" This report is designed for use in systems that post to General Ledger manually. It lists outstanding General Ledger analysis for the current period. You can run the report in summary or detailed format. The summary format shows totals in base currency by company, cash book, profit centre and account. The detailed report shows the analysis at transaction level, with values in base currency and optionally also in entry currency.

You must run this report before you create the General Ledger transfer file, as creating the transfer file clears the General Ledger analysis from the Cash Manager database.  

You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

For information about the operation of this report, see page 92.


Figure 80: General Ledger Transfer Report 

Cash Book Report

 XE "cash book report" 

 XE "reports:cash book" This report can be run for a selected cash book and financial period. It lists transactions showing their total amounts, and up to five columns of dissection analysis for both receipts and payments. For payments, the first four columns correspond to the first four payment dissection codes defined for the cash book, and the fifth column contains any other payment dissection codes defined for the cash book. The dissection columns for receipts are determined in a similar way. Transaction values are shown in entry currency, with the exchange rate being shown for foreign currency transactions. The dissection analysis columns are shown in cash book currency.

You can run this report at any time. You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

For information about the operation of this report, see page 116.


Figure 81: Cash Book Report 

Unpresented Transactions Report

 XE "bank reconciliation:reports" 

 XE "unpresented transactions:report" 

 XE "transactions:unpresented" 

 XE "reports:unpresented transactions" This report lists, for a selected cash book, the transactions that have not yet been reconciled with a bank statement via the Bank Reconciliation program. It includes held transactions.

You can run this report at any time. You can print the report, display it on the screen, or export the details for use in other applications, such as spreadsheets and word processing packages.

For information about the operation of this report, see page 117.

Note: this report can also be printed during a bank reconciliation, for further information, see page 164.


Figure 82: Unpresented Transactions Report

Bank Reconciliation Reports

 XE "bank reconciliation:reports" 

 XE "reports:bank reconciliation" The Bank Reconciliation program enables you to mark transactions as having appeared on a bank statement. During the reconciliation you can also enter transactions, such as bank charges, which appear on the statement but which have not yet been entered into Cash Manager. These are referred to in this manual as ‘statement direct’ transactions.

The Options Menu in the Bank Reconciliation program has the following options:

· Print unpresented. This enables you to print the Unpresented Transactions Report. A sample of this report is shown on page 179.

· Print reconciled. This option enables you to print the Reconciled Items Report. A sample of this report is shown in Figure 83.

· Print statement directs. This option enables you to print the Statement Directs Report. A sample of this report is shown in Figure 84.

· Print reconciliation. This option prints a summary of the reconciliation, as shown in Figure 85.

For information about the operation of the Bank Reconciliation program, see page 153.


Figure 83: Reconciled Items Report


Figure 84: Statement Directs Report


Figure 85: Reconciliation Report
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Appendix A

Auto-Transfer File Format

This appendix provides technical information for developers of products which interface to Cash Manager. This appendix can be ignored by end‑users.

The auto-transfer interface allows transactions generated by sub-modules, e.g. Creditors Ledger, to be entered into Cash Manager automatically. The interface uses an RSAM transfer file, the format of which is described later in this section.

When posting into Cash Manager from Global 3000 Debtors Ledger and Creditors Ledger, the transfer files can be generated and transferred into Cash Manager in one of two ways:

· Via the ‘on-line posting’ option. In this option the transfer file is automatically generated and transferred into Cash Manager at the time of posting; i.e. whenever a payment or dishonoured cheque batch is posted in Debtors Ledger, or a payment or voided cheque batch is posted in Creditors Ledger.

· Manually via a two stage process. First the transfer file is generated when you run the Close Session function in Debtors Ledger and Creditors Ledger. Then you manually invoke the Auto-Transfers in Cash Manager. This method must be used if the modules are on different computers.

You select the method to be used in Global 3000 Debtors Ledger and Creditors Ledger via the ‘On-line posting to Cash Manager’ Administration Parameter. 

Transfers from other systems use the manual method. The transfer files are created by the sub-system on a periodic basis ‑ in most cases daily or weekly. 

Whichever method is used, the sub-system assigns a sequence number to each transfer file as it is created. This sequence number is included in the file id of the transfer file to facilitate identification and control.

If the manual method is used and the modules are on different computers, the transfer file is physically moved or transmitted to the Cash Manager computer,.

The transfer file is always accepted into Cash Manager using the auto-transfer program. When on-line posting is in use, the auto-transfer program is invoked automatically; when manual posting is in use, the auto-transfer program must be invoked manually. The sequence number of the last transferred file is stored within the Cash Manager’s interface definition. This ensures the same transfer file is not posted twice.

The auto-transfer facility reads the transfer file, creating transaction batches.

Transfer files are automatically deleted by Cash Manager as part of the auto-transfer process.  Whenever a file has been successfully transferred into Cash Manager, a preceding file from the same sub-system can be deleted, if still on‑line. The delay applied to this deletion process is specified in the Cash Manager’s interface control record. This allows the last n files to be retained on-line.

Up to nine batches can be included in a single transfer file. The normal restrictions apply to a batch; i.e. a single cash book, company, currency, period and batch type (payments or receipts) for each batch.

The batches created from the transfer file by the auto-transfer program are closed if the interface record specifies this. Otherwise they are left open and can then be printed and closed in the normal way using the transaction entry program. However, if an auto-transferred batch is amended in Cash Manager and automatic posting to General Ledger is in use, the General Ledger analysis will be transferred to General Ledger regardless of the settings on the interface definition. If the General Ledger analysis has already been transferred to General Ledger from the sending module, this can result in duplicate postings in General Ledger. For further information, see Interface Definitions, page 147.

The transfer file header is checked before the transfer begins to ensure that the file is of the correct version and for the correct period. If errors are found in the transfer file once the transfer has started, the auto-transfer program is terminated and any batches created thus far are reversed. The operator needs to correct the errors in the source module and re‑create the transfer file. If the auto-transfer program is aborted by a machine failure, an incomplete batch might have been created. Restarting the auto-transfer program causes any aborted batches to be reversed and the transfer to restart.

If the machine fails after the batches have been created but before closure completes, the transfer is flagged as complete but the operator needs to go to the transaction entry program and close the batches individually.

The following copy‑books describe the format of Cash Manager transaction transfer file, which is used by sub-systems such as Creditors Ledger to pass transactions using the auto-transfer facility.

Transactions are passed within an RSAM transfer file, the name of which is as follows:

CMXxxnnn
where xx is the interface source ID as defined within the Cash Manager’s interface control record, and nnn is a three-character  zero-filled  numeric  sequence number, which is incremented with the generation of each successive transfer file. The sequence number following 999 is 000.

The file consists of a single file header record XC, transaction batch header records XH, transaction records XT, payee details records XY, and dissection details records XL. 

Cash Manager Transfer File, File Control Record HC 

This record must be the first record contained within the transfer file. The financial year and period relate to the financial period in Cash Manager's to which the file is to be posted. 

The record counts are used to check that sufficient free records exist in the database prior to starting the posting.

03 &&RCID       PIC X(2)                * RECORD ID

   VALUE "HC"                           * ALWAYS = "HC"

03 &&VERS       PIC 9(2,2)  COMP        * INTERFACE VERSION NUMBER

   VALUE 4.21

03 &&YEAR       PIC 9(4)    COMP        * CURRENT FINANCIAL YEAR

03 &&PERD       PIC 9(2)    COMP        * CURRENT FINANCIAL PERIOD

03 &&OPID       PIC X(4)                * OPERATOR‑ID OR REFERENCE

03 &&NOXH       PIC 9(2)    COMP        * NO OF XH RECORDS FOLLOWING

03 &&NOXT       PIC 9(6)    COMP        * NO OF XT RECORDS FOLLOWING

03 &&NOXL       PIC 9(6)    COMP        * NO OF XL RECORDS FOLLOWING

03 FILLER       PIC X(142)              * UNUSED, SET TO LOW‑VALUES

   VALUE LOW‑VALUES                     * TOTAL REC. LEN. = 160b FOR

                                        * ITG FORMAT FILES

03 FILLER       PIC X(2)                * UNUSED, SET TO LOW‑VALUES

   VALUE LOW‑VALUES                     * TOTAL REC. LEN. = 162b FOR

                                        * BOS FORMAT FILES 

To allow non‑Speedbase sub‑systems to interface to Cash Manager, the following rules are applied to the transfer file. If the year and period are zero, the current period is assumed.

Cash Manager Transfer File, Batch Header Record HH 

This record indicates the start of a new batch of transactions. A new batch must be started each time the cash book, batch type (payments or receipts) or financial period changes.

03 &&RCID       PIC X(2)                * RECORD ID

   VALUE "HH"                           * ALWAYS = "HH"

03 &&YEAR       PIC 9(4)    COMP        * BATCH FINANCIAL YEAR

03 &&PERD       PIC 9(2)    COMP        * BATCH FINANCIAL PERIOD

03 &&BOOK       PIC X(2)                * CASH BOOK ID

03 &&RTYP       PIC X                   * BATCH TYPE, PAYMENT OR RECEIPT

03 &&TITL       PIC X(22)               * BATCH TITLE

03 FILLER       PIC X(130)              * UNUSED, SET TO LOW‑VALUES

   VALUE LOW‑VALUES                     * TOTAL REC. LEN. = 160b FOR

                                        * ITG FORMAT FILES

03 FILLER       PIC X(2)                * UNUSED, SET TO LOW‑VALUES

   VALUE LOW‑VALUES                     * TOTAL REC. LEN. = 162b FOR

                                        * BOS FORMAT FILES

Cash Manager Transfer File, Transaction Record HT 

This record contains the transaction details. Each transaction record can optionally be followed by payee details (record type HY) and dissection details (record type HL). If the dissection details are omitted, the default dissection code specified on the interface definition record is used.

03 &&RCID       PIC X(2)                * RECORD ID

   VALUE "HT"                           * ALWAYS = "HT"

03 &&TTYP       PIC X(3)                * TRANSACTION TYPE

03 &&TREF       PIC X(10)               * TRANSACTION REFERENCE

                                        * ALWAYS LEFT‑JUSTIFIED

03 &&DATE       PIC 9(6) COMP           * TRANSACTION DATE

03 &&NARR       PIC X(30)               * NARRATIVE

03 &&CUSU       PIC X(7)                * SUPPLIER/CUSTOMER CODE

03 &&AMNT       PIC S9(12,2) COMP       * CASH BOOK AMOUNT

03 &&AMBA       PIC S9(12,2) COMP       * CASH BOOK BASE AMOUNT IF FX

03 FILLER       PIC 9(4,4)  COMP        * &&EXBA NOW MOVED

03 &&NOXL       PIC 9(2)    COMP        * NO OF DISSECTIONS FOLLOWING

                                        * IF ZERO DEFAULT DISS'N USED

03 FILLER       PIC X                   * &&SENS NOW MOVED

03 &&BTNO       PIC 9(6) COMP           * BATCH NUMBER

03 &&ITEM       PIC 9(4) COMP           * ITEM NUMBER VALUE LOW‑VALUES

03 &&EAMT       PIC S9(12,2) COMP       * ENTRY AMOUNT

03 &&ECUR       PIC X(3)                * ENTRY CURRENCY (CURR TRANS POSTED IN)

03 &&CUBA       PIC X(3)                * BASE CURRENCY

03 &&EXBA       PIC 9(6,6) COMP         * EXCHANGE RATE ENTRY/BASE

03 &&CUCB       PIC X(3)                * CASH BOOK CURRENCY

03 &&EXCB       PIC 9(6,6) COMP         * EXCHANGE RATE CASH BOOK/BASE

03 &&CCNF       PIC X                   * Y/N CURRENCY CONFIRMATION REQUIRED

03 &&300        PIC X(54)               * UNUSED, SET TO LOW‑VALUES

   VALUE LOW-VALUES                     * TOTAL REC.LENGTH = 160b FOR

                                        * BOS FORMAT FILES

03 FILLER       PIC X(2)                * UNUSED, SET TO LOW-VALUES

   VALUE LOW-VALUES                     * TOTAL REC. LEN. = 162b FOR

                                        * ITG FORMAT FILES

Cash Manager Transfer File, Payee Details Record HY
03 &&RCID       PIC X(2)                * RECORD ID

   VALUE "HY"                           * ALWAYS = "HY"

03 &&NAME       PIC X(30)               * PAYEE NAME

03 &&ADD1       PIC X(30)               * STREET

03 &&ADD2       PIC X(30)               * SUBURB

03 &&ADD3       PIC X(30)               * STATE

03 &&300

  04 &&ADD4     PIC X(30)               * COUNTRY

  04 &&POST     PIC X(10)               * POST CODE

Cash Manager Transfer File, Dissection Details Record HL

If the General Ledger account details is spaces, the account is taken from the dissection definition record.

03 &&RCID       PIC X(2)                * RECORD ID

   VALUE "HL"                           * ALWAYS = "HL"

03 &&DICD       PIC X(2)                * DISSECTION CODE

03 &&PCID       PIC X(4)                * PROFIT‑CENTRE ID

03 &&ACID       PIC X(10)               * ACCOUNT ID

03 &&JNAR       PIC X(30)               * JOURNAL NARRATIVE

03 &&AMNT       PIC S9(12,2) COMP       * DISSECTION AMOUNT

03 &&AMBA       PIC S9(12,2) COMP       * DISSECTION BASE AMOUNT IF FX

03 &&UNIT       PIC S9(8,3) COMP        * UNITS

03 &&EAMT       PIC S9(12,2) COMP       * DISSECTION ENTRY AMOUNT

03 FILLER       PIC X(89)               * UNUSED, SET TO LOW‑VALUES

   VALUE LOW‑VALUES                     * TOTAL REC. LEN. = 160b FOR

                                        * ITG FORMAT FILES

03 FILLER       PIC X(2)                * UNUSED, SET TO LOW‑VALUES

   VALUE LOW‑VALUES                     * TOTAL REC. LEN. = 162b FOR

                                        * BOS FORMAT FILES
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Appendix B

Cash Manager Program Codes

 XE "Appendix B" 

 XE "program codes" 
Code
Program

CM110
Enter Transactions

CM120
Auto-transfers

CM130
Release/Hold Cheques

CM140
Print Daybook            

CM150
Close the Session

CM160
Fund Transfers

CM170
Amend Currency

CM180
Confirm Currency

CM210
Trial Balance by Dissection

CM220
Trial Balance by GL Account

CM230
Print GL Transfer Report

CM240
Create GL Transfer File  




Code
Program

CM250
Close Period        

CM260
Purge Transactions     

CM310
Cash Book Enquiries        

CM320
Batch Enquiries            

CM330
Cash Book Report

CM340
Unpresented Report

CM400
Cash Book Maintenance

CM520
System Parameters

CM530
Interface Definitions

CM550
Revalue Cash Book

CM600
Bank Reconciliation
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about this manual, 3

accounts

bank, 123

General Ledger, 52, 127

control, 124

trial balance, 90, 175

validating, 139

supplier/customer, 47, 114

Action Menu, 89. See also Installation & Set-up Manual

actual value of batch, 45

add, 33

bank reconciliations, 156

batches, 43

cash books, 122

dissection analysis, 50

dissection codes, 125

fund transfers, 63

General Ledger transaction analysis, 52

interface definitions, 146

notes, 130

standing orders, 128

statement transactions, 158

statements, 156

transaction codes, 143

transactions, 47

add mode, 33

address of payee, 50

administration parameters, 133. See also Installation & Set-up Manual

align cheque stationery, 60

allow cheque printing, 123

alphanumeric cash book codes, 137

amend, 34

bank reconciliations, 164

batches, 59

cash books, 122

currency information, 75–77

dissection analysis, 51

dissection codes, 125

fund transfers, 67

General Ledger transaction analysis, 52

hold status, 82

interface definitions, 146

notes, 130

standing orders, 128

statements, 156, 164

transaction codes, 143

transactions, 47

Amend Currency, 75–77

Amend Currency for Cash Book Window, 75

Amendment Options Menu, 127

amount

fund transfers, 65

standing orders, 129

statement direct transactions, 163

transactions, 48

Appendix B, 189

audit rates, 15, 57, 58

auditing, 21

auto-entry. See auto-transfers

auto-transfers, 18, 70–74

interface definitions, 145–48

report, 73, 171

B
bank charges, 143, 162

bank details, 123

bank reconciliation, 153–66

close, 164, 165

overview, 21

reports, 164, 179, 180

status, 157

base currency, 15, 55–59

amount, 49

revalue cash books, 149

statement direct transactions, 163

Basic Functions, 27–37

batch currency, 45

Batch Options Menu, 59

batches, 43

cheque printing, 46

control total, 43, 45

currencies, 45

enquiries, 112–16

header details, 43

number in current session, 83, 85

numbers, 22, 44, 136

consolidate auto-transfers by, 148

options, 59

print, 59, 169

status, 44

types, 44

BOS format, 71, 146

branch name of bank, 123

Btrieve format databases, 131

C
can the code be used for a statement direct, 144

can transaction be held, 144

Cash Book Batches Window, 43

cash book currency, 15, 55–59, 123

amount, 49

Cash Book Dissections Window, 125

cash book maintenance, 121–30

Cash Book Notes Window, 111, 130

cash book report, 116, 178

column layouts, 125, 126

Cash Book Report Window, 116

Cash Book Selection Window, 152

cash books

batches, 44

code format, 137

dissection codes, 125

enquiries, 103–11

general details, 121–24

maintenance, 121–30

notes, 130

overview, 11

period control totals, 100, 106, 138

revalue, 149–50

selection, 152

standing orders, 128

transfers, 19, 63–69, 172

Cash Manager Parameters Menu, 133

cash withdrawal, 143

ceiling for cheques, 123

change hold status, 82

change order of dissection codes, 126

chart of accounts, 52, 126, 139

check accounts against General Ledger, 139

cheque printing batch, 46

cheques

ceiling, 123

dishonoured, 71, 143

layout for stationery, 124

line up stationery, 60

numbers, 61

print, 59, 67

printed example, 170

printing allowed for cash book, 123

voided, 71, 143

C-ISAM format databases, 131

close

bank reconciliation, 164, 165

batches, 60, 61

auto-transfers, 73, 147

statement direct transactions, 162

fund transfers, 67, 68

close period, 22, 97–98

Close Period Window, 98

Close Reconciliation Window, 165

close session, 22, 85–86

Close Session Window, 85

closed status, 45, 157

closing balance, 156

column headings, 126

comma separated variables (CSV), 25

comments, 157. See also narratives, notes

companies, 11

cash books, 122

selection, 151

set initial period, 135

company parameters, 133. See also Installation & Set-up Manual

Company Parameters, 122

Company Selection Window, 151

confirm currency, 16, 21, 78–80

bank reconciliation, 159

fund transfers, 65

transaction entry, 48

Confirm Currency for Cash Book Window, 78

consolidate General Ledger journals, 127, 140

consolidated postings, 71, 148

Contents, 5

contents lists, 25. See also Installation & Set-up Manual

control accounts for cash books, 121, 124

control procedures, 22

control total, batch, 43, 45

conventions used in this manual, 4

create General Ledger transfer file, 94–96

credit interest, 143

Creditors Ledger. See also Creditors Ledger Manual

auto-transfers from, 47, 70–74

on-line postings from, 18, 70

transaction codes, 143

credits, total on statement, 157

cross rates, 55–59

currencies, 13–17, 41, 55–59. See also base currency, cash book currency & foreign currencies

batches, 45

decimal precision, 48

fund transfers, 65

standing orders, 129

statement direct transactions, 162

transactions, 47

currency information, 55–59

cofirmation, 16

confirmation, 21, 48, 65, 78–80, 159

Currency Information Window, 55

Currency Menu, 54

currency parameters, 56. See also Installation & Set-up Manual

Current Period Window, 135

current session, 85

number of batches in, 83, 85

D
data export, 25

data folders & paths, 25. See also Installation & Set-up Manual

database generation utility, 131

database rebuild, 99

date

fund transfers, 65

revalue cash books, 150

standing orders, 129

statement direct transactions, 162

statements, 156

transactions, 47

daybook, 21, 83–84

printed example, 173

Daybook Print Window, 83

debit interest, 143

debits, total on statement, 157

Debtors Ledger. See also Debtors Ledger Manual

auto-transfers from, 47, 70–74

on-line postings from, 18, 70

transaction codes, 143

decimal precision of currencies, 13, 48

Definitions of Auto-Transfer Interfaces Window, 145

delete, 34. See also purge

batches, 59

cash books, 122

dissection analysis, 51, 53

dissection codes, 125

fund transfers, 67

interface definitions, 146

notes, 130

standing orders, 128

statement transactions, 158

statements, 156

transaction codes, 143

transactions, 47

transfer files, 147

deleted status, 44

detailed journals, 140

detailed trial balance by GL account, 91

dishonoured cheques, 71, 143

display. See also enquiries

exchange rates, 15

report, 36

dissection analysis, 50

enquiries, 109, 115

standing orders, 129

statement direct transactions, 142

Dissection Analysis Menu, 53

Dissection Analysis Window, 50, 109, 115

dissection codes, 51, 125

default, 144

default for auto-transfers, 147

enquiries, 105, 107

overview, 13

system parameter, 142

trial balance by, 89, 174

Dissection Details for Period Window, 107

Dissection Options Window, 141

Dissection Totals for Period Window, 106

Dissections for Cash Book Window, 105

distribution parameters, 133. See also Installation & Set-up Manual

Document Reference Numbers Window, 136

duplicate postings in General Ledger, 147

E
empty status, 44, 157

end of period, 22, 97–98

End of Period Processing, 87–100

end of session, 22, 85–86

enquiries, 32

batches, 112–16

cash books, 103–11

exchange rate formats, 15

overview, 23

pop-up, 32

Enquiry Options Menu, 104

enter transactions, 41–62

overview, 17

entry currency, 16, 41, 47, 57

GL analysis report, 93

trial balance by GL account, 91

errors, 35

auto-transfers, 74

creating General Ledger transfer file, 96

escudo, 13

euro, 14. See also master currencies

exchange gain and loss, 16, 41

confirm currency, 79

control accounts, 124

fund transfers, 69

exchange payments & receipts, 69

exchange rate tables, 15

exchange rates, 13–17, 55–59

cofirmation, 16

confirmation, 21, 48, 65, 78–80

exiting from a window or menu, 31

F
file name, 26

auto-transfers, 72, 146

General Ledger transfer file, 95

financial periods, 22, 135

close, 97–98

control totals, 100, 106, 138

history held for, 138

First General Ledger Interface Window, 139

fixed dissection codes, 144

fixed General Ledger analysis, 127

fixed rates, 48, 56

floating exchange rates, 56

folders. See data, program & template folders

foreign currencies, 13–17, 55–59

foreign currency cash books, 107, 149

foreign currency transactions, 16, 19, 47

format

auto-transfers file, 146

cash book codes, 137

dissection codes, 142

exported data, 25

Format of Cash Book Codes Window, 137

frequency of standing orders, 129

function key use, 37

Fund Transfer Details Window, 63

fund transfers, 63–69

options, 67

overview, 19

report, 67, 172

G
General Details of Batches Window, 112

General Details of Cash Books Window, 103, 121

General Ledger. See also General Ledger Manual

accounts, 127

control, 124

trial balance by, 90, 175

validation, 139

analysis, 51

auto-transfers, 147

overview, 13, 20

report, 92, 177

system parameters, 139

consolidated postings, 127, 140

duplicate postings, 147

on-line postings, 20, 62, 94

transaction analysis, 52

transfer file, 94–96, 140

General Ledger Transaction Analysis Window, 52

GL Analysis Report Window, 92

GL Transfer File Details Window, 95

Global System Manager (GSM). See also Global System Manager Manual

commands, 30

GUI (graphical user interface), 29

buttons, 37

H
header details, 43

help, 31

high exchange rates, 16

history, 22, 99–100

system parameters, 138

History Options Window, 138

hold currency information, 78–80

hold payments, 81–82

auto-transfers, 147

parameter, 144

I
insert mode, 33

inspect report, 36

Installation & Set-up Manual, 4

interface definitions, 72, 145–48

General Ledger, 94, 140

interrupt purge, 100

invoke program, 25

is a reference number required with the code, 144

item number

batches, 47

fund transfers, 64

Items by Date for Cash Book Window, 108

Items by Name for Cash Book Window, 110

ITG format, 146

L
last sequence numbers

auto-transfers, 147

GL transfer, 141

last transfer, 72, 148

layout for cheque printing, 124

library, 124

line up cheques, 60

lire, 13

lu, 126

M
main menus, 30

management information systems, 25

manual conventions, 4

master currencies, 13–17

maximum value of cheques, 123

menus, 30

messages, error, 35

modes in Global 3000 software, 31

module-specific parameters, 133

moving through a list, 33

multi-currency batches, 45

multi-currency operation, 13–17, 41

multi-part exchange rates, 14, 56

N
narratives. See also comments, notes

consolidate auto-transfers by, 148

fund transfers, 64

General Ledger analysis, 52

standing orders, 129

statement direct transactions, 162

transaction codes, 143

transactions, 49

new page, start each batch on, 83

new period, 98

next batch number, 136

next period batches, 44

next period transfers, 64

next transfer file name, 72

notes, 111, 130. See also comments, narratives

number of batch, 22, 44, 136

consolidate auto-transfers by, 148

number of items in batch, 44

number of periods to hold period totals for, 138

number of periods to hold transactions for, 138

number of standing orders, 129

numeric cash book codes, 137

O
off-line chart of accounts, 52, 126, 139. See also Installation & Set-up Manual

on lu, 126

on-line postings. See also Installation & Set-up Manual

into Cash Manager, 18, 70

to General Ledger, 62, 94

to General Ledger, 20

open status, 44, 157

opening balance, 156

operator id, 46, 95, 156

Options Menu, 164

order of dissection codes, 125

overall exchange rates, 15, 58

overlay for cheque printing, 124

Overview, 9–26

P
page number of bank statements, 156

parameters, 25. See also system parameters

paths. See data, program & template paths

payee details, 123

Payee Details Window, 49

payee name, 49, 50, 64

payments, 44, 63, 126, 143

enquiries, 110

exchange, 69

hold/release, 81–82, 147

number of dissection codes for, 123

standing orders, 129

transaction codes, 143

Period Totals for Cash Book Window, 106

periods, financial, 22, 97–98, 135

control totals, 100, 106, 138

history held for, 138

Please Confirm Closure Required Window, 61, 68

Please Select Transfer File Window, 72

pop-up enquiries, 32

restrict dissection codes in, 126

post code, 50

postings from other modules, 70–74

Presented Transactions Window, 157

presented transactions, print, 164

prevent amendments in auto-transfers, 147

previous transfer sequence, 95

print, 35, 36. See also reports

auto-transfers report, 73

bank reconciliation reports, 164

batches, 59, 169

cheques, 46, 59, 67, 170

for transfers, 64

fund transfers, 67, 172

special stationery, 36

Print Cheques Window, 61

print module, 124

Print Options Menu, 60

Print Options Window, 35

print status, 45

profit centres, 51, 124, 126

program codes, 189

program folders & paths, 25. See also Installation & Set-up Manual

program library, 124

program, invoke in host system, 25

purge transactions, 99–100

system parameters, 138

R
Readers' Comments, 192

rebuild databases, 99

receipts, 44, 63, 126, 143

exchange, 69

number of dissection codes for, 123

standing orders, 129

transaction codes, 143

reconciled items report, 164

reconciliation. See bank reconciliation

red ink corrections, 20. See also Installation & Set-up Manual

references, 144

fund transfers, 64

second, 47, 129

standing orders, 129

statement direct transactions, 162

transactions, 47, 80, 82

release held payments, 81–82

Release/Hold Cheques Window, 81

repetition of standing orders, 129

reports

bank reconciliation, 164, 180

cash book, 116, 178

display and inspect, 36

end of period, 89–93, 174, 175, 177

exchange rate formats, 15

overview, 23

printed examples, 167–81

unpresented transactions, 117, 179

reprint daybook for current session, 83

reselect cash book, 152

reselect company, 151

revalue cash books, 149–50

Revalue Cash Books Window, 149

right justify cash book codes, 137

right justify dissection codes, 142

rounding in currency conversions, 14

S
SAA-style main menus, 30

Sample Reports, 167–81

scenario maintenance, 131. See also Installation & Set-up Manual

scenarios, 25. See also Installation & Set-up Manual

search, 32

search button, 32

search sequences

batch enquiries, 113

cash book enquiries, 104

cash book maintenance, 122

transactions enquiries, 109

unpresented transactions, 161

Second General Ledger Interface Window, 140

second references, 47, 129

select batch for processing, 43

select cash book, 152

select company, 151

selecting an entry from a list, 33

sequence numbers

auto-transfers, 71, 147

GL transfer file, 141

sessions, 22, 85–86

number of batches in current, 83, 85

settlement discount control accounts, 121

sort code, 123

source id, 44, 72, 141, 146

special stationery, 124, 170

line up, 60

Speedbase Presentation Manager, 131

spooler, 36

spot rates, 55–59

spreadsheets, 25

standing orders

number defined for cash book, 123

overview, 11

processing, 97

set up, 128

Standing Orders Window, 128

start date for standing orders, 129

starting cheque number, 61

startpoints, 25

Statement Details Window, 155

statement direct transactions, 162–64

overview, 21

print, 164

system parameter, 142

transaction codes, 144

Statement Direct Transactions Window, 162

statements, 153–66

enter, 156

status, 157

stationery, 36, 124, 170

line up, 60

status

batch, 44

payments, 76, 80, 82

statements, 157

structure of this manual, 3

styles, 25. See also Installation & Set-up Manual

sub-currencies, 13–17

summary journals, 140

Summary of Transfer File Window, 73

summary trial balance by GL account, 91

system parameters, 133–44. See also Installation & Set-up Manual

T
template folders & paths, 26. See also Installation & Set-up Manual

templates for exports, 26

title

batches, 44

cash books, 122

fund transfers, 64

General Ledger batches, 140

sub-system, 146

total entered in batch, 45

transaction analysis, 20, 52

Transaction Code Maintenance Window, 142

transaction codes, 17, 47, 142–44

fund transfers, 64, 65

standing orders, 129

Transaction Details Window, 46, 113

transaction processing

overview, 13–20

Transaction Purge Window, 100

transaction types, 17. See also transaction codes

transactions

codes, 17, 47, 64, 65, 142–44

enquiries, 108, 110, 113

entry, 41–62

purge, 99–100

reconcile to bank statement, 158

unpresented, 99, 117, 158, 160, 179

transfer associated GL analysis to General Ledger, 147

transfer batches from other systems. See auto-transfers

Transfer Currency Menu, 66

transfer file deletion delay, 148

transfer in & out dissection codes, 69

Transfer Options Menu, 67

transfers between cash books, 63–69

overview, 19

report, 172

trial balance

by dissection, 89, 174

by General Ledger account, 90, 175

Trial Balance Report by Dissection Window, 89

Trial Balance Report by GL Account Window, 90

Tutorial. See Installation & Set-up Manual

types of batch, 44

types of transactions, 17. See also transaction codes

U
units, 52

auto-transfer file, 72, 146

General Ledger transfer file, 95, 141

unpresented transactions, 99, 158

display on screen, 160

report, 117, 179

Unpresented Transactions Report Window, 117

Unpresented Transactions Window, 160

updated at, 46, 157

V
validation of General Ledger accounts, 139

variance, 45

voided cheques, 71, 143

W
warning messages, 35

window processing modes, 31

withdrawal of sub-currency, 15

word processing packages, 25



Readers’ Commentsxe "Readers' Comments"
Please use this form to note any errors or omissions you find in this manual. Attach it to a standard fax form and fax it to the Global Hotline on 0171-404 2378.

Manual: Global 3000 Cash Manager Manual Version 4.5

Your name: 

Job Title:

Company:

Address:
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Global 3000 


   Global 3000 Cash Manager                              AUTO-TRANSFER REPORT                           Operator    PWN   Page        1





                                                                                                     Date 24 Nov 1998  Time 09.18.45





Interface File   CMXDL004


Postings from    DL       Global 3000 Debtors Ledger


Date of Transfer 24/11/1998 at 09.18.33 by PWN


No Consolidation








Cash Manager Batch of Receipts


Number & Name                     23 Sundry Payments


Posted to Cash Book               B1 Natwest Current Account


Batch Contains                     2 Transactions


Batch is CLOSED in Period     3/1998 ending 31/03/1998


Last Updated by                 PWN  at 09.18.33 on 24/11/1998


Batch Total is           4022.45  STR








Entry Type Reference     Date      DL Batch/Item    Narrative                                                Transaction





    1  REC 45          26/03/98       000032/0001                                                                 3480.00


    2  REC 46          26/03/98       000032/0002                                                                  542.45


                                                                                                         -----------------


                Cash Manager Batch     23 Total                                                                   4022.45


                                                                                                         =================





---------------------------------------------------------- END OF BATCH ------------------------------------------------------------











                                                       *** End of Report ***
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Global 3000 Cash Manager                         ** FUND TRANSFER PRINT **                               Operator cjb  Page        1


                                                                                                         Date 10/11/98 Time 11.33.01


FUND TRANSFER NUMBER :     2   lira transfer





                                                                                                 Updated : cjb  at 10/11/98 11.32.58





         Reference      Date           Narrative                                 Amount





        abc             31/03/98      March payment                           500000.00 LIR Entered





        From Cash Book       B1 Natwest Current Account                          212.77 STR       2349.955351 LIR = 1 STR


             Company         A1 Standext Systems Ltd                             212.77 STR       2349.955351 LIR = 1 STR


             Period          Current 1998 / 3 ending 31/03/98                                   Cash Book Batch/Item         22/   1





        To   Cash Book       B3 Natwest Lire Account                          500000.00 LIR


             Company         A1 Standext Systems Ltd                             212.77 STR       2349.955351 LIR = 1 STR


             Period          Current 1998 / 3 ending 31/03/98                                   Cash Book Batch/Item         23/   1








------------------------------------------------------- END OF FUND TRANSFER -------------------------------------------------------


�
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                                                                                                         Date 10/11/98 Time 11.33.01


FUND TRANSFER NUMBER :     2   lira transfer





                                                                                                 Updated : cjb  at 10/11/98 11.32.58





         Reference      Date           Narrative                                 Amount





        abc             31/03/98      March payment                           500000.00 LIR Entered





        From Cash Book       B1 Natwest Current Account                          212.77 STR       2349.955351 LIR = 1 STR


             Company         A1 Standext Systems Ltd                             212.77 STR       2349.955351 LIR = 1 STR


             Period          Current 1998 / 3 ending 31/03/98                                   Cash Book Batch/Item         22/   1





        To   Cash Book       B3 Natwest Lire Account                          500000.00 LIR


             Company         A1 Standext Systems Ltd                             212.77 STR       2349.955351 LIR = 1 STR


             Period          Current 1998 / 3 ending 31/03/98                                   Cash Book Batch/Item         23/   1








------------------------------------------------------- END OF FUND TRANSFER -------------------------------------------------------


�
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Company A1 Standext Systems Ltd                                                                      Date     05/11/98 Time 14.52.56



CASH BOOK     :     B1   Natwest Current Account        Currency STR         PAYMENT BATCH :      4  Standing Orders


Period  : Current 1998/ 3 ending 31/03/98               No of Items :    2                       Control Total :            0.00


Updated : GUE1 at 20/12/98 17.33.52                     Status   : CLOSED                        Total Entered :        17300.00 STR





Item Type Number     Date     Transaction Narrative                                Entry                Book STR



                                Dissection              GL PC & Account





   1 STO  Cars       15/03/98 Car Leasing Charge                                15000.00 STR            15000.00



                              P2 Payts - Office o/heads STH  E1000              15000.00                15000.00





   2 STO  Car Ins    17/03/98 Car Insurance                                      2300.00 STR             2300.00



                              P2 Payts - Office o/heads STH  F2002               2300.00                 2300.00






                                                                                               -----------------


                                                                     Batch Total                        17300.00


                                                                                               =================





---------------------------------------------------------- END OF BATCH ------------------------------------------------------------
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Company A1 Standext Systems Ltd                                                                      Date     10/11/98 Time 11.33.37


CASH BOOK     :     B1   Natwest Current Account        Currency STR         PAYMENT BATCH :      7  Professional Fees


Period  : Current 1998/ 3 ending 31/03/98               No of Items :    1                       Control Total :        13000.00 STR


Updated : cjb  at 05/11/98 14.42.20                     Status   : CLOSED                        Total Entered :        13000.00 STR





Item Type Number     Date     Transaction Narrative                                Entry                Book STR


                                Dissection              GL PC & Account





   1 CHQ  1235       31/03/98 Cheque Payment                                    13000.00 STR            13000.00


                              P8 Professional Fees      STH  F4001              13000.00                13000.00





                                                                                               -----------------


                                                                     Batch Total                        13000.00


                                                                                               =================





---------------------------------------------------------- END OF BATCH ------------------------------------------------------------
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Company A1 Standext Systems Ltd


Book B1 (STR) Natwest Current Account          YEAR 1998 PERIOD  3 ENDING 31/03/98                    Date  5 Nov 1998 Time 15.21.35


Dissection                                       Current Period                   Year to Date                 Last Year to Date


Code Description                            Receipts        Payments        Receipts        Payments        Receipts        Payments


TO Transfer Out                                 0.00            0.00            0.00            0.00            0.00            0.00


EP Payment Exch Gain/Loss                       0.00            0.00            0.00            0.00            0.00            0.00


P1 Payts - Sundry Credits                       0.00        44000.00            0.00        44000.00            0.00            0.00


P2 Payts - Office o/heads                       0.00        17300.00            0.00        17300.00            0.00            0.00


P3 Payts - Salaries                             0.00            0.00            0.00            0.00            0.00            0.00


P4 Payts - Tax                                  0.00            0.00            0.00            0.00            0.00            0.00


P5 Travel Costs                                 0.00         3895.00            0.00         3895.00            0.00            0.00


P6 Marketing Costs                              0.00        12000.00            0.00        12000.00            0.00            0.00


P7 Telephone Costs                              0.00          100.00            0.00          100.00            0.00            0.00


P8 Professional Fees                            0.00        14250.00            0.00        14250.00            0.00            0.00


P9 Energy Costs                                 0.00            0.00            0.00            0.00            0.00            0.00


MC Maintenance Costs                            0.00            0.00            0.00            0.00            0.00            0.00


TI Transfer In                               4255.32            0.00         4255.32            0.00            0.00            0.00


ER Receipt Exch Gain/Loss                       0.00            0.00            0.00            0.00            0.00            0.00


R1 Rects - Sundry Debtors                   32500.00            0.00        32500.00            0.00            0.00            0.00


R2 Rects - Tax                                  0.00            0.00            0.00            0.00            0.00            0.00


R3 Rects - Opening Bal                          0.00            0.00       318258.35            0.00            0.00            0.00


R4 Rects - General                              0.00            0.00            0.00            0.00            0.00            0.00


                                     --------------- --------------- --------------- --------------- --------------- ---------------


Total for Cash Book B1                      36755.32        91545.00       355013.67        91545.00            0.00            0.00


                                     =============== =============== =============== =============== =============== ===============








                                                       *** End of Report ***


�
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Company A1 Standext Systems Ltd


Book B1 (STR) Natwest Current Account          YEAR 1998 PERIOD  3 ENDING 31/03/98                    Date 10 Nov 1998 Time 11.34.50


Dissection                                       Current Period                   Year to Date                 Last Year to Date


Code Description                            Receipts        Payments        Receipts        Payments        Receipts        Payments


TO Transfer Out                                 0.00            0.00            0.00            0.00            0.00            0.00


EP Payment Exch Gain/Loss                       0.00            0.00            0.00            0.00            0.00            0.00


P1 Payts - Sundry Credits                       0.00        44000.00            0.00        44000.00            0.00            0.00


P2 Payts - Office o/heads                       0.00        17300.00            0.00        17300.00            0.00            0.00


P3 Payts - Salaries                             0.00            0.00            0.00            0.00            0.00            0.00


P4 Payts - Tax                                  0.00            0.00            0.00            0.00            0.00            0.00


P5 Travel Costs                                 0.00         3895.00            0.00         3895.00            0.00            0.00


P6 Marketing Costs                              0.00        12000.00            0.00        12000.00            0.00            0.00


P7 Telephone Costs                              0.00          100.00            0.00          100.00            0.00            0.00


P8 Professional Fees                            0.00        14250.00            0.00        14250.00            0.00            0.00


P9 Energy Costs                                 0.00            0.00            0.00            0.00            0.00            0.00


MC Maintenance Costs                            0.00            0.00            0.00            0.00            0.00            0.00


TI Transfer In                               4255.32            0.00         4255.32            0.00            0.00            0.00


ER Receipt Exch Gain/Loss                       0.00            0.00            0.00            0.00            0.00            0.00


R1 Rects - Sundry Debtors                   32500.00            0.00        32500.00            0.00            0.00            0.00


R2 Rects - Tax                                  0.00            0.00            0.00            0.00            0.00            0.00


R3 Rects - Opening Bal                          0.00            0.00       318258.35            0.00            0.00            0.00


R4 Rects - General                              0.00            0.00            0.00            0.00            0.00            0.00


                                     --------------- --------------- --------------- --------------- --------------- ---------------


Total for Cash Book B1                      36755.32        91545.00       355013.67        91545.00            0.00            0.00


                                     =============== =============== =============== =============== =============== ===============








                                                       *** End of Report ***


�
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Company A1 Standext Systems Ltd                           DETAILED


Book B1 (STR) Natwest Current Account        YEAR 1998 PERIOD   3 ENDING 31/03/98                    Date  5 Nov 1998  Time 16.16.35


Batch/Item   Date   Transaction    Payee                           Journal Narrative                                 Base (STR)





A1/STH /E1000      Lease Interest



       4/   1 15/03/98 STO Cars                                      Car Leasing Charge                                   15000.00


                                                                                                                   ---------------


Total for Account  A1/STH /E1000                 Lease Interest                                                           15000.00





A1/STH /F2002      Motor Insurance



       4/   2 17/03/98 STO Car Ins                                   Car Insurance                                         2300.00


                                                                                                                   ---------------


Total for Account  A1/STH /F2002                 Motor Insurance                                                           2300.00





A1/STH /F4000      Legal Fees



       6/   1 31/03/98 CHQ 1234       Davies, Blunden & Evans        Cheque Payment                                        1250.00



                                                                                                                   ---------------


Total for Account  A1/STH /F4000                 Legal Fees                                                                1250.00





A1/STH /F4001      Audit Fees



       7/   1 31/03/98 CHQ 1235       Price Waterhouse               Cheque Payment                                       13000.00


                                                                                                                   ---------------


Total for Account  A1/STH /F4001                 Audit Fees                                                               13000.00





A1/STH /I1000      UK Travel



       5/   1 31/03/98 CHQ Expenses   D Jones                        Cheque Payment                                         400.00


                                                                                                                   ---------------


Total for Account  A1/STH /I1000                 UK Travel                                                                  400.00





A1/STH /I1002      International Travel



       9/   1 31/03/98 CSH Advance    N Jones                        Cash Withdrawal for N J                                500.00



       9/   2 31/03/98 CHQ 1242       Baltic Air Travel Ltd          Cheque Payment Baltic A                               1500.00


       9/   3 31/03/98 CHQ 1243       N Jones                        Cheque Payment N Jones                                 495.00


       9/   4 31/03/98 CSH Currency                                  Cash Withdrawal Currenc                               1000.00


                                                                                                                   ---------------


Total for Account  A1/STH /I1002                 International Travel                                                      3495.00





A1/STH /J1000      Exhibitions & Seminars



       8/   1 31/03/98 CHQ 1236       Avon Exhibition Constructors   Cheque Payment                                        3000.00


       8/   2 31/03/98 CHQ 1237       Interactive Exhibitions        Cheque Payment                                        5000.00


                                                                                                                   ---------------


Total for Account  A1/STH /J1000                 Exhibitions & Seminars                                                    8000.00





A1/STH /J1001      Advertising



       8/   3 31/03/98 CHQ 1238       Print '93 Directory            Cheque Payment                                        1000.00


       8/   4 31/03/98 CHQ 1239       Stationer's World Magazine     Cheque Payment                                        1100.00


       8/   5 31/03/98 CHQ 1240       Office People Magazine         Cheque Payment                                         900.00


                                                                                                                   ---------------


Total for Account  A1/STH /J1001                 Advertising                                                               3000.00





                                                                                                                   ---------------



Total for Cash Book B1                                                                                                    54789.68


                                                                                                                   ===============


                                                       *** End of Report ***


�
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Company A1 Standext Systems Ltd                           SUMMARY


Book B1 (STR) Natwest Current Account        YEAR 1998 PERIOD   3 ENDING 31/03/98                    Date  5 Nov 1998  Time 16.06.28


Account                 Name                                      Payments (STR)          Receipts (STR)         Net Posting (STR)


A1/STH /E1000          Lease Interest                                   15000.00                                          15000.00


A1/STH /F2002          Motor Insurance                                   2300.00                                           2300.00


A1/STH /F3001          Mobile Telephone Expenses                          100.00                                            100.00


A1/STH /F4000          Legal Fees                                        1250.00                                           1250.00


A1/STH /F4001          Audit Fees                                       13000.00                                          13000.00


A1/STH /I1000          UK Travel                                          400.00                                            400.00


A1/STH /I1002          International Travel                              3495.00                                           3495.00


A1/STH /J1000          Exhibitions & Seminars                            8000.00                                           8000.00


A1/STH /J1001          Advertising                                       3000.00                                           3000.00


A1/STH /J1002          PR Fees                                           1000.00                                           1000.00


A1/STH /P1010          Inter-Company Transfer Posting                                            4255.32DR                 4255.32CR


A1/STH /Q1000          Trade Debtors                                                            25800.00DR                25800.00CR


A1/STH /Q1001          Sundry Debtors                                                            6700.00DR                 6700.00CR


A1/STH /R1000          Trade Creditors                                  35000.00                                          35000.00


A1/STH /R1001          Sundry Creditors                                  9000.00                                           9000.00


                                                                 ---------------         ---------------           ---------------


Total for Cash Book B1                                                  91545.00                36755.32DR                54789.68


                                                                 ===============         ===============           ===============








                                                       *** End of Report ***


�
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                                                            DETAILED


Company A1 Standext Systems Ltd                       YEAR 1998  PERIOD  3                           Date  6 Nov 1998  Time 14.49.18


Batch/Item Account    Date    Reference Narrative                        Currency Value                Amount           Units





PC/Account  STH  P1000      Nat West Current Account


          31/   0                              PAYMENT   Unallocated payments                              -32832.62           0.000


          32/   0                              PAYMENT   Electricity Bills                                  -6000.00           0.000


          33/   0                              PAYMENT   Stationery Supplies                               -35000.00           0.000


          34/   0                              PAYMENT   Sundry Payment                                     -3000.00           0.000


          37/   0                              PAYMENT   AUTOPAY RUN    1                                   -4700.00           0.000


                                                                                                     --------------- ---------------


                                                Total amounts posted for Account STH /P1000                -81532.62           0.000


                                                                                                     =============== ===============








                                                                                                     --------------- ---------------



                                                Total amounts posted for Company A1                        -81532.62           0.000


                                                                                                     =============== ===============








---------------------------------------------------------- END OF REPORT -----------------------------------------------------------


�
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Company A1 Standext Systems Ltd                            RECEIPTS


Book B1 (STR) Natwest Current Account        YEAR 1998 PERIOD   3 ENDING 31/03/98                    Date  6 Nov 1998  Time 16.47.47


Transfer    Receipt Exch          Sundry


Date     Payer   Document                Narrative             Total              In       Gain/Loss         debtors     Other..


                                             Entry             (STR)           (STR)           (STR)           (STR)           (STR)


28/02/98 Opening Balance - Period                          318258.35                                                       318258.35


26/03/98 Italian Lire to Sterling


                  DEP FT0001             4255.32 STR         4255.32         4255.32


31/03/98 Watsons Plc                    Cash Receipt


                  REC 37                 8000.00 STR         8000.00                                         8000.00


31/03/98 Anderton Ltd                   Cash Receipt


                  REC 38                 3500.00 STR         3500.00                                         3500.00


31/03/98 Andrew Leonard Ltd             Cash Receipt


                  REC 39                 3500.00 STR         3500.00                                         3500.00


31/03/98 Blakelock Insurance Brokers    Cash Receipt


                  REC 40                 7550.00 STR         7550.00                                         7550.00


31/03/98 C.U.P. International           Cash Receipt


                  REC 41                 6750.00 STR         6750.00                                         6750.00


31/03/98 Brownlow of Preston            Cash Receipt


                  REC 42                 3200.00 STR         3200.00                                         3200.00


                                                     --------------- --------------- --------------- --------------- ---------------


         Total Receipts - Period                            36755.32         4255.32            0.00         32500.0             0.0


                        - Year to date                     673272.02         4255.32            0.00         32500.0             0.0
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Company A1 Standext Systems Ltd


Book B1 (STR) Natwest Current Account                                          DATE 31/03/98         Date  6 Nov 1998  Time 17.16.22


Type Reference         Date      Payee/Narrative                          Entry            Receipts (STR)    Payments (STR)   Status


DEP  Op Bal          28/02/98    Bank Deposit - Opening Bal           318258.35   STR           318258.35


STO  Cars            15/03/98    Car Leasing Charge                    15000.00CR STR                              15000.00


STO  Car Ins         17/03/98    Car Insurance                          2300.00CR STR                               2300.00


DEP  FT0001          26/03/98    Italian Lire to Sterling               4255.32   STR             4255.32


CHQ  1234            31/03/98    Davies, Blunden & Evans                1250.00CR STR                               1250.00


                                 Cheque Payment


CHQ  1235            31/03/98    Price Waterhouse                      13000.00CR STR                              13000.00


                                 Cheque Payment


CHQ  1236            31/03/98    Avon Exhibition Constructors           3000.00CR STR                               3000.00


                                 Payment for stand construction


CHQ  1237            31/03/98    Interactive Exhibitions                5000.00CR STR                               5000.00


                                 Payment for exhibition


CHQ  1238            31/03/98    Print '93 Directory                    1000.00CR STR                               1000.00


                                 Exhibition Directory Listing


CHQ  1239            31/03/98    Stationer's World Magazine             1100.00CR STR                               1100.00


                                 Advertisement


CHQ  1240            31/03/98    Office People Magazine                  900.00CR STR                                900.00


                                 Advertisement


CHQ  1241            31/03/98    PR Profiles Ltd                        1000.00CR STR                               1000.00


                                 Public Relations


CHQ  1253            31/03/98    Myelars Ltd                            5000.00CR STR                               5000.00


                                 Part Payment


REC  38              31/03/98    Anderton Ltd                           3500.00   STR             3500.00


                                 Cash Receipt


REC  39              31/03/98    Andrew Leonard Ltd                     3500.00   STR             3500.00


                                 Cash Receipt


REC  40              31/03/98    Blakelock Insurance Brokers            7550.00   STR             7550.00


                                 Cash Receipt


REC  41              31/03/98    C.U.P. International                   6750.00   STR             6750.00


                                 Cash Receipt


REC  42              31/03/98    Brownlow of Preston                    3200.00   STR             3200.00


                                 Cash Receipt


                                                                                          ---------------   ---------------


                                                              Total Held                             0.00              0.00


                                                              Total Released                    355013.67          91545.00


                                                                                          ---------------   ---------------


                                                              Total Unpresented                 355013.67          91545.00


                                                                                          ===============   ===============


�
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Company A1 Standext Systems Ltd


Book B1 (STR) Natwest Current Account          STATEMENT PAGE NUMBER       1   DATE 31/03/98         Date 10 Nov 1998  Time 11.36.27


Type Reference         Date      Payee/Narrative                          Entry            Receipts (STR)    Payments (STR)


DEP  Op Bal          28/02/98    Bank Deposit - Opening Bal           318258.35   STR           318258.35


STO  Car Ins         17/03/98    Car Insurance                          2300.00CR STR                               2300.00


CHQ  1236            31/03/98    Avon Exhibition Constructors           3000.00CR STR                               3000.00


                                 Payment for stand construction


                                                                                          ---------------   ---------------


                                                              Total Reconciled                  318258.35           5300.00


                                                                                          ===============   ===============


�












Global 3000 Cash Manager                                  RECONCILED ITEMS                           Operator    cjb   Page        1


Company A1 Standext Systems Ltd


Book B1 (STR) Natwest Current Account          STATEMENT PAGE NUMBER       1   DATE 31/03/98         Date 10 Nov 1998  Time 11.36.27


Type Reference         Date      Payee/Narrative                          Entry            Receipts (STR)    Payments (STR)


DEP  Op Bal          28/02/98    Bank Deposit - Opening Bal           318258.35   STR           318258.35


STO  Car Ins         17/03/98    Car Insurance                          2300.00CR STR                               2300.00


CHQ  1236            31/03/98    Avon Exhibition Constructors           3000.00CR STR                               3000.00


                                 Payment for stand construction


                                                                                          ---------------   ---------------


                                                              Total Reconciled                  318258.35           5300.00


                                                                                          ===============   ===============


�
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Company A1 Standext Systems Ltd


Book B1 (STR) Natwest Current Account   STATEMENT PAGE NUMBER    1    DATE 31/03/98                   Date 10 Nov 1998 Time 11.38.21














                                                                                    Book (STR)     Items





                                    Bank Statement Closing Balance                        0.00DR





                                      + Outstanding Credits                           36755.32         7


                                      - Unpresented Debits (Released Items)          -86245.00        18


                                                                              ----------------


                                    Effective Cash Book Balance                       49489.68DR





                                      - Cheques Held                                      0.00


                                                                              ----------------


                                    Balance per Reconciliation                        49489.68DR


                                                                              ================





                                    Actual Cash Book Balance                         263168.67      NOT RECONCILED


------------------------------------------------------------------------------------------------------------------------------------
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