Update to new version of Easy Accounting (v7.0.0.7) – Major Changes
When updating to the newest version of Easy Accounting there are changes to 3 areas: Check Recon, Receipting and Purchase Orders.

CHECK RECON:

Check recon is now named Bank Recon. This was done to reflect the updates that have occurred to make the reconciliation process a true ‘bank reconciliation’.
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You can see that not only has the Menu option name changed (Bank Recon), but there are now more options available under this menu.
· Deposit Masters

· History Deletes

· Previous Statements

· Maintenance/Corrections – now has Bank Fees, Checks, Deposits, EFT & NSF options.

Also, there are changes to other options found under this menu option.

· Outstanding Transactions (Form SA5-2), was Outstanding Checks/Deposits (Form SA5-2).

· Changes have been made to the Reconcile Bank Statement wizard.

Deposit Masters - This menu option will allow Automated Receipts to come over into Bank Recon automatically. It will also help in identifying deposits, and can be used to group deposits by Deposit Master. If you elect to run Bank Recon as you have in the past, you will not be required to use this option. There is a spec: Reference > Corporation Specifications > Misc Tab on which this option is set.
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Bank Recon, by default, is set to Checks Only. Once again, with this setting you can continue to do Check Recon as you have in the past, and do not have to worry about the Deposit Master.

History Deletes: This is an option intended for regular Financial, and you should not have to use.
Previous Statements: This option will allow all reconciled transactions to be viewed, by Statement Date and Bank. The Statement Date drop down box will contain a listing of all available dates – since version 6.0.0.15 was in place and a bank reconciliation has been done. The ability to view the archived Bank Statement for that date in PDF format is also available. 
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Clicking the Show Bank Statement button [image: image4.png]


 in the toolbar, will display the full Bank Statement as a PDF, for the Statement Date selected.
Maintenance/Corrections: Now has other options available – Bank Fees, Deposits, EFT & NSF. In the old system you only had the option to work with checks/deposits. You do NOT have to use the other options if you continue to just clear Checks/Deposits, as you have in the past.  
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Checks screen looks as below:
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Reconcile Bank Statement: The Reconcile Bank Statement option (Bank Recon > Reconcile Bank Statement) does have a different look as you go thru the wizard. The first screen (Bank Reconciliation Wizard – Specifications) looks the same – click Next.
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The next screen (Bank Reconciliation Wizard – Reconcile) is where you will notice the most change. There is a Tab for each of the new options under the Maintenance/Corrections menu – Checks, Deposits, EFT, NSF, Bank Fees.
Once again, most ECA buildings will only be using the Checks Only option, and not Full Bank Recon, so you will only need to work with the Checks Tab – and maybe the Deposits Tab, if you track those.
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Clearing Checks is exactly the same as before – either click on the box in the Cleared column or use the Clear by Range option in the toolbar. As you clear Checks/Deposits you will see that view only numbers change on the left hand side of the screen – these used to appear at the bottom of the screen on the previous version.

Once you have finished clearing Checks/Deposits, click Next and you are brought to Bank Reconciliation Wizard – Finished screen, which in this case has a Trial Bank Statement, which you can print. Click Finish to exit and return to the Main menu.
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If you had run this as a Normal Run Type, when you click Next on the Reconcile screen, the Bank Reconciliation Wizard –Review screen will display. You can print your Normal Bank Statement from here. When ready to proceed, click on the “Continuing will finish the bank reconciliation process” checkbox, and the Next button will become active. 
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Click Next to continue and the Bank Reconciliation Wizard – Finished screen will display. Click Finish to exit and return to the Main Menu.
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Outstanding Transactions (Form SA5-2): This option was changed from Outstanding Checks/Deposits (Form SA5-2), in the old version. The only difference is that the Type heading is now called Sub Type, and there was a new column added – Has Adjustments. This column was added as part of the whole Full Bank Recon option. If a transaction had any adjustments done against it, a check would be placed in this box.
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RECEIPTING:
Receipting now has a menu option of its own – no longer is it under the Misc Menu option.
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No new menu options are available, they just have been moved from the Misc to the Receipting Menu.

The Automated Receipt screen has not changed – it still works the same.
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PURCHASE ORDERS
Automated Purchase Orders have a new look and functionality, with the newest update.

Purchase Orders > Automated Purchase Orders

[image: image15.png]Click here to define a fiter

| |*) Bundie : TESTAP (1 POs, 2,502.00)

Ecit for Over Encumbered Accounts

10026212
Note: fthe Vendor Order Neme is bolded # indicates a purchase order Bundes
‘with a missing vendor number. This must be corrected before the currently being
purchase order can be marked as reviewed andor printed. printect:





There is a new button on the toolbar – Bundle Name Change:
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Clicking on it will bring up the Rename Bundle screen. The currently highlighted Bundle Name will be displayed in the Current Bundle Name field.
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The New Bundle Name is a blank field in which you can enter the new Bundle Name – this field will hold up to 6 characters, and will be capitalized.

Enter the New Name:
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Below is a screen shot before name change.
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When you click OK the name will be changed to the specified name – see screen shot below:
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Master Tab

When you click on the Insert Button – either single or multiple [image: image21.png]+



, the Insert Automated Purchase Orders screen will display, and defaults to the Master Tab.
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Nothing has changed on this Tab, it is when you go to the Items and Distributions Tabs that you will see a difference.

A sample completed Master Tab is shown below:
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Items Tab:

By default, a blank line is already available on this screen. The biggest change is the toolbar has been moved to the lower left hand side of the screen – it used to be at the top, and the look of this screen is different as well. Also there are more buttons available, and these will be discussed below.
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Enter the Quantity, Unit, Description and Unit Price as you did in the old version:
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If this is the only line item you need to enter, you can go to the Distributions Tab. 
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Note that on the toolbar at the bottom, that the green check button is now active - [image: image27.png]


. This is the Post Button and can/should be clicked when finished entering line items. This posts the items, so they are saved. You can go directly to the Distributions Tab, without clicking the Post button, and it will also save the items entered.

The Cancel Button[image: image28.png]


 is also active and can be clicked if you want to remove the line item. Clicking it will remove the line item where the focus is. You could also use the Delete button [image: image29.png]


 to remove a line. 
To enter a second line (and any additional lines) you can either Tab past the Seq column, or click on the Append Record button [image: image30.png]


, and a new line will be added below the previous one.
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If you clicked on the Insert Record button [image: image32.png]


, the line would have been added above the previous one.
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Keep this in mind if you use the toolbar buttons to add in line items.

Enter the information as you have in the past and then click on the Distribution Tab, or Post, Cancel or Insert (use toolbar buttons) as necessary.
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You can create blank lines and enter in any descriptive information as you did in the past – see above.

The buttons on the toolbar function very much like those on the Automated Receipting screen.

· The Post  button [image: image35.png]


, will commit (post) the line item(s).
· The Insert Record button [image: image36.png]


 will put a new line item above the previously entered item. 
· The Append Record button[image: image37.png]


 will put a new line item below the previously entered item, or Tab off the field and a new line item will appear below.
· To remove an unwanted entry you can use the Delete button [image: image38.png]


, or the Cancel button [image: image39.png]


.

· To Edit an item, just click in the appropriate field and then make any necessary changes. There is an Edit button [image: image40.png]


 on the toolbar, though clicking on it will not bring up an Edit screen. Just click in the field and make the changes.
· To refresh data on this screen, click the Refresh button [image: image41.png]Cu



.

· To Bookmark a line item, make sure it is highlighted, then click on the Save Bookmark button[image: image42.png]


. This will bookmark the line item and you can go directly to it by clicking on the GoTo Bookmark button [image: image43.png]"%



.

· The GoTo Bookmark button will not become active and available, until a bookmark has been applied to a line item.

· To filter the information in this area, click on the Filter Data button [image: image44.png]


.
· Use the navigation buttons on the toolbar, to move around the grid: First Record[image: image45.png]Ll



, Prior Page [image: image46.png]


, Prior Record [image: image47.png]


, Next Record [image: image48.png]


, Next Page[image: image49.png]»



 or Last Record[image: image50.png]


 .

When finished entering line items you can go to the Distribution Tab.
Distributions Tab

NOTE: The Distributions Tab has a line added, with the total of the Items Tab, in the Amount column. 
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· The Distribution Tab has the same toolbar on the bottom left of the screen as the Items Tab – and it functions exactly the same. 
To add a BAC, either enter it manually or click on the Ellipsis[image: image52.png]


  and select it from the table. Remember, the total from the Items Tab will already be populated in the Amounts column.
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Once the BAC has been entered, the Description of the BAC codes will be displayed to the right – see above.

If you only wish to process this Purchase Order with just one line item (Budget Account Code), then you are done – click OK and the Purchase Order is created. 
If you wish to add another distribution, then either Tab through the Amount column (and adjust the amount that you want to pay against the first Distribution), or click on the Append Record button [image: image54.png]


 and add a new line directly below the previous one, or click on the Insert Record button [image: image55.png]


 and add line above the previous one.
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The Total Items amount was for 175.00, in this example. We are adding a second line to put another BAC and amount. NOTE: On the bottom of the screen, Items has a value of 175.00, Distributions a value of 100.00, and Difference a value of 75.00. In the old version the Difference would be highlighted in red, in the new it is not.

Add the second line:
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The BAC descriptions will be displayed to the left, when the BAC has been selected. 

When the Amount is added:
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But is not yet Posted, The Items, Distributions and Difference amounts are still the same. To Post this into the system, either Tab off of the Amount column (and this will add a blank line directly below this line) or click on the Post Button [image: image59.png]


, and the 2 lines items are posted:
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You will notice that Items (175.00) and Distributions (175.00) now match, and the Difference is 0.00. This is how it must be to complete the Purchase Order. Just like in the previous version.

· Also note that the Post button is now inactive – grayed out.

If you had Tabbed off and created a new blank line item, but were actually done:
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The Distribution (for the 2 line items above) can still be posted by just clicking OK.  The Purchase Order is created – even with the blank line.

If instead of clicking OK, you click the Post button, it would just move the blank line to the top.
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You can delete this line by clicking on the Delete Button [image: image63.png]


 or the Cancel Button [image: image64.png]


. Or just click OK without deleting the line, and the Purchase Order is still created.
The Purchase Order is created and is added to the grid on the Automated Purchase Orders screen.
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