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1. OVERVIEW

This document describes the AUC Bank Table, used to establish information such as account numbers, bank
names, reconciliation and so forth for the banks with which the municipality conducts their day-to-day
operations. There can be many banks in the bank code table. Sites will typically have a primary bank for paying
bills, with perhaps a second bank for high value bills, and another bank may be used for payroll, and another for
receipts. The Bank Table provides flexibility to allow sites to manage their banking according to their specific
business practices.

2. BANK TABLE ACCESS

There are multiple points of entry to the Bank Table depending on the module to which a user has access.
Ledgers P Account Maintenance P Bank Codes.
Accounts Payable ) Tables P Bank Codes.
Human Resources P Tables P Bank Codes.

Whatever access method is used, the table is the same.
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9 ADMINS Unified Community Bank Table

Accounts Payable, Human Resources, Collections, Miscellaneous Billing November 2016
Ledgets Accounts Payable
el Chart of Accounts Enter Bills (Vouchers) ’
Journal Entry Processing »  Account Elements Change Orders 3
Posting Contral »  Maintain Dashboard Elements APfPO Dashboard
Audit Cverrides »  Fiscal Periods Liquidate Youchers
Queries »  General Ledger Controls Vendars 3
Reparts ¥ General Ledger Controls by Account# Commodity Items »
OpeniGov Dashboard b Summary Accounts Dishursements (Warrant) ¥ W
‘fear-End Processing »  Allocation Codes £ank Recondiliation b
Uinpost Processing F Account Security R Maintenance
Queries » I
Module Maintenance > Subclass Codes Renorts v Payroll Processing
Interfaces/Imports »  Entity Table T'I' - N o Timesheet Entry
Site Specific »  Maintain Crosswalk — pproval Path setp Special Pracessing
Budgst Groups Yeat-End Processing » Wendor Terms “oidjManual{Figure Paycheck
Help Reference Library N — 10995 v vendor Classification Biling and Invoicing »  Bargaining Unit Table
(v Eatiaay 1 Module Maintenance »  Hold Codes Bank Reconciliation »  Bass Buckets
Element Category 2 Interfaces{Imports »  Minarity Cade Queries »  Benefit Tiers
Element Category 3 Site: Specific 3 Reports »  Budget Group Tabls - Read Only
I — ables Caty - Paycheck
Element Categary 4 ; Unit of Measure Codes Tables L A - PN
Element Categary 5 Help Referance Library T Quarterly Processing »  CostCode
. i FLSA Codes
Element Categary & Country Table *feat-End Processing 3
Element Cateqgory 7 I 4 Module Maintenance »  Leave Accrual Rules
Element Cateqory & Allocation ades Inkerfaces/Imports »  PayCode
i Vaucher Types Site Specific »  Pay Group Table
Wendor Address Types -~ PayPeriod
2L Elies GL Transaction Codes lrEp FEBETE L Shift Cods Table

2.1. Bank Information

The top third of the bank codes table contains the following information common to this bank.

ma[AUC] 2517-Maintain Bank Codes [theresa] [_[5]
File Edit Ledgers PurchaseOrders AccountsPayable FixedAsssts HumanResources Budget Collections Tax Motor Excise MiscBiling System Help

el & vl o] ] O ]
Goto e

Actions Bank [ESOT  Mame [EOSTON SAFE DEPOSIT & TRUGT ABAF [1234-5675-9 ABA Numerator 123456

ABA Denominatar ;BB
1-Add Bark 9

Maintain Bank Codes

Address 1 [{ BOSTON PLACE Direct Deposit Only
2-Ed List @ Address 2 PO BOK 1234 e Cives & No
Address 3 Cash BookBank  Imprest Account
3 Bark Search m city  [JAMATCA PLATN state R Zip Code P2130-0000 o Cives  GNo  Cives @lfin
ST S| e T rT— S f -y

The address to be printed on the checks
Is this bank only for Direct Deposits and not

1. A unique code must be assigned to each
bank

oo

2. The bank name as it will appear on checks for checks?
3. The ABA number used in the MICR 7. Is this a cash book bank?

encoding on the checks 8. Is this an imprest account (for use with cash
4. The fractional code printed on the checks book banks)?

In addition, there are three buttons used on the top third of the screen. These buttons or the equivalent
accelerator keys are used as follows:

9. [1 Add Bank] or {Alt]1}to add a bank to the table.

T
1-Add Bark_ )
~—

L]

Address 1 LYNMN, MASSACHUSETTS

| zEdtlist | LULUH 0] dd Bank =]
Addre
3-Bank Search I Bank Code ISANT

Bank Name |SANTANDER BAN

rI e Cancell

L

10. [2 Edit List] or [Alt] 2] to review the information about this bank
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9 ADMINS Unified Community Bank Table

Accounts Payable, Human Resources, Collections, Miscellaneous Billing November 2016
1-Add Bank I |
[N Task 2561: Bank Code Table H
S Bank Code Table
_ 3Bk Search_| Sort By: & Bank Code  Bank Name

Include Banks setas & a| ¢ Direct Deposit ¢ Cash Book  Imprest

17 Runas Preview  Print  PDF XML & CSY  Excel
g If Printing use Duplex & Yes 1 No

Lookup | C OK } Cancel | Clear All |

Running the Edit List results in a report of banks in the bank table. The report may be filtered to show all
banks, just Direct Deposit banks, just Cash Book banks, or just Imprest banks.

Z5E61-SYEANK. REP Printed 08-Now-Z0l6 at 14:00:5% by THERESA Page 12
Towm of ADMINS
Bank Code Table

Bank Name and Address Accounts Payshle Human Resources Collections

DG : DIGITAL FED. CR. UN. Contact Name:

|
|
|
|
LBL# 7113-9182-5 | Pheneg & Type: (000) 000-0000 (000} 000-0000 (000} 000-0000
| Web Address:
| E-mail Address:
| Last Checkf Ussd: 0000000
| Check Wer Beport:
|

Recon Report:

0000000 0000000
00000-0000

DirDep: Yes CashBoock: Ho Imprast: Ho

: EASTERN BANK FOR A/P
LEA§ 1234-5578-3
LYNN, MASSACHUSETTS

Contact Nawme:
Thoned & Type:
Web Address:

|

| (000} 000-0000
|

| E-mail Address:

|

|

|

{000y 000-0000

Last Checks Used:
Check Ver Beport:
Recon Report:

0000000 0000000
00000-0000

DirDep: No CashBook: No Inprest: Ho

11. [3 Bank Search] or {Alt|3} is used to find a bank in the database.

Bank Search
Keyword

Code BankMame Addresst City 5T Zip Code
QO000-0000

0001 FHR DIRECT DEPOSIT 0000000

Q002 T HR DIRECT DEPOSIT 0000000

0003 | HR DIRECT DEPOSIT Q0000000

AFCU T AFFINITY FED CR UM 0000000

At AMERICAM EXPRESS QO000-0000

APCO | APCO EMPLOYEE CREDIT UWION 1608 7TH AVEMUE MORTH BIRMIMGHAM AL 35203-0000

AUEM - AUBURMDALE CO-0F BK QO00O-0000

QUTIN | AVTITA, BANK RANA0-0000),

Typing in the string “SANTA” will display any bank name with those letters.

Bank Search

Kegvord

Code Bank Mame Addressi Crity ST Zip Code
SANT | SAMTAMDER BANK. 00000-0000
=] SAMTAMDER {SOWERIGH BAMK} 00000-0000

3. BANK TABLE TABS

There are six tabs on the Bank Code table.
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Maintain Bank Codes

Goto...
) Bank Marne [CITIZENS BANK ABr# P110-7017-5 ABAMumerator [
Actions .
- ABA Denaminator |
1-Add Bank |
Address 1 0 HORTH PARK AVE Direct Depasit Only
2-Edit List | Address 2 ©o¥es O Mo
Address 3 Cash Boaok Bank Imprest Account
3-Bank Search_| City  PLYMOUTH State A Zip Code P2350-0000 Cves Mo Clies 1o
I 4-Accourts Payable | S-Accounts Payahle-ACH | B-Human Resources | Human Resources-ACH | 7-Callections | S-Mizc Billng |

-

3.1. Accounts Payable Tab

The first,[Accounts Payable] {Alt|4}, is used for data entry and editing information about the bank(s)
used for Accounts payable vouchers.

3.1.1. Module Control 2010-Default Bank for Voucher Batches

Module Control #2010 sets the default bank used for voucher batches. This value may be set on the user
profile tab, which will supersede the default set in module control 2010.

System Module Control

Seq#  Description Answer

Default Bank for Voucher Batches EAST 1 Edit |

System Module Control

Seq#  Description Answer
P Default Bank for Youcher Batches EAST
2020 Mgdate EHPECTED AMOUNT when adding POs to Voucher [Y /M1 M

[H [+ 'C] 51-System Module Control [theresa]

=) M Default Bank for Youcher Batches [ x|
| 2060, BANK NAME Tof
2080 RE CHARLES RIVER BANK |

2100 RCU CRESCENT CREDIT UM
2101 SE  CAMBRIDGE SAVINGE BAMK
Z102 SBK CHARLES SCHWAE BAMK

T  CITIZEWS-SAVINGS

3 Z  CITIZEWS-CKIMG J
2109 Print Multiple Pages per Mon-Check File Mgeies [+ [DFCU DIRECT FEDERAL CU
Site Prints File Copy Checks during DishburS ¢« PG DIGITAL FED, CR, LN,
2120 AP Check: Mame of Community o DERN COOPERATIVE
AP Check: Address Lire 1 R
2123 AP Check: Address Line 2 == i Y|
AP Chook: Citw EAST EASTERN BAMK FOR AR
AF Cheok: State CU  EMERGY CREDIT UMIOM
2127 AP Check: Zip Cods gTR EEE;ET:QESNK
AP Check: Contact Mame F  FIRSTFED j
AP Check: Tel# for Contact Name

AF Check: Fsth and filename for Toun Seal ([ ok _|)Find | Search| Cancel| Help | Eof]

QP Charl s Dot se;d £ilamama Fae Cirmskees

raf ra
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| o
@l &
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fied
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3.1.2. Bank Information

The Accounts Payable information pertains to the bank used to pay bills. Some fields are required and
some are optional.
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9 ADMINS Unified Community Bank Table
Accounts Payable, Human Resources, Collections, Miscellaneous Billing November 2016

Required fields include:

1. A GL account number — this may use **** for some account elements if the cash account used will
always be the same fund as the expense account on the vouchers, for example.

2. A No/Yes radio button that controls if posting is summarized or done in detail. If summarized, a
single dollar amount composed of the total of the dollars in a disbursement warrant will be posted. If
“No”, then the amounts will be posted in detail.

3. The bank account number as it would appear on the MICR encoding on the check (your financial
institution should provide this information)

4. The type of Bank Account. Valid types are “C” for checking and “S” for savings. For accounts
payable banks this value is typically “C”.

5. The last check # used. This value is updated via the system and may not be changed by the user.

Optional fields include:

6. The Verification Report file location and name may be entered here for reference

7. The Reconciliation Report file name may be entered here for reference

8. The Check form used when printing checks for this bank (this field is required if checks are to be
printed from this bank)

9. Contact information for your financial institution.

I 4-Accounts Payable | S-Accounts Payable-ACH | E-Hurman Resources | Hurman Resources-ACH | T-Caollections | g-mMizc Billing |
GL Account# n 2 £—000-0000-000-00-00—- 10400 e Summarize Posting € Mo ¢ Yes

> )
Bank Account# 123456739 Tyne F Checking

LastCheckUsed 0288682 e

Yerification Report
@ AF Recon Report

B Check Farm ﬁF’EHEEKS Accounts Payable Checks
Contact Mame Phone " Contact Type B~
e B E-mail Address nBeasternbank

Wehsite Address

9 Reconciliztion Layout |

3.1.3. Reconciliation File (Positive Pay File) Layout

The best way to secure your checks is with a positive pay file (a reconciliation file) provided to your bank
for each disbursement warrant. At the bottom of the screen is the button for [Reconciliation
Layout]/{Alt]|9}. Your ADMINS installer will set this up based on the layout provided by your financial
institution.

Changing this table without testing the result with your bank can result in unintended
consequences.
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Bank Reconciliation Setup

gdo- Bank: EAsT File Download Layout for Accounts Payable
i EASTERN BAMK FOR A/P Record Length E7 File Type & ASCI ™ cav
LY¥MM, MASSACHUSETTS Cancel Date if Void & Yes Mo Orig Ck Amt if Void © Yes (* Mo
Q00000000 Full File Path & Name [d: \suc_dsvelopment \adihone transfer \W2di , da
1 Bank Table Date Format ¢ MMDDYY & MMDDY¥Y C ¥WMMDD  © ¥yyMMDD
2 Aol Bark Processing File @ Check Summary File ¢ Check Detail File
3 Add tem
4 Remove ftem Header Line 1
S Copy Line 2
6 Edit List Line 3
7 Dovwenload File
tem Start End 0 Fill Just Detail or Total? Literal Value
Bank Account [ Ji1 = [ @ Detail € BankTatal ¢ Grand Total
Check Munber 2 B2 fr F~ @ Detail " BankTotal ¢ Grand Total
Check Ancunt E3 2] fr F~ @ Detail ¢ BankTotal ¢ Grand Total
Check Date B3 53] O [ @ Detail " BankTatal ¢ Grand Total
Vold=v/Tssusd=1 | b1 O [ @ Detail ¢ BankTatal ¢ Grand Total
Mane Bz B | [T Detail ¢ BankTatal ¢ Grand Total

While Literals are allowed, the preferred method is to add items from the list of available items. This
minimizes the chance of data entry errors.

Bank Reconciliation Setup

i Bank:  FAST File Download Layout for Accounts Payal]
Acti
o EFSTERN BANK FOR A/P Record Length 51
LM, MASSACHUSETTS Cancel Date if Void &7
AO0O0-0000 Full File Path & Name [j]
1 Bark Table Date Format (" MMDL]
2 Add Bank [l items Available
Capdiion S - Tten# Tten nams Tot
4 Remave ftem Header Line 1 =
5 Copy. ine 2 o4 B
| GEdilist | u 25 Statemsrt Dats
7 Dowwnload File

26 Yoid Harrant

27 Entry Username

tem Start End ol 28 Entry Dats
Bark Account. i i1 I 25 Entry Time

Check Hunber B2 B2 K 30 Change Usernane

Check Amount. Bz B R 31 Chg Date

Check Date E3 ] I 32 Che Tine

Void=y Tssusd=] | 1 [ 33 Status

Name: B2 E7 I 34 Bank Account

35 Address Line 1
36 Address Line 2
37 Address Line 3
38 City Ll

0K I Find | Searchl Cancell Help | ﬂl

3.2. Accounts Payable —ACH

Automated Clearing House (also referred to as ACH) is the network that processes electronic financial
transactions in the United States. ACH credit transfers include direct deposit, payroll and vendor
payments. ACH payments for Accounts Payable Vendors are available in the AUC system. Banks closely
regulate ACH payments and as such, you will have to coordinate with your bank. Your financial
institution will provide you with the file layout. Your ADMINS installer will populate the table based on
the file layout. The optional fields are shown at the top of the screen and the required fields are below.
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4-Accounts Payable | { 5-Accounts Payable-ACH | 6-Human Resources | Human Resources-ACH | 7-Collections | B-Misc Biling |

Optional
Signon Line 1 |
Signon Ling 2 -
Signan Line 3 o
Signon Line 4
Signon Line §

Required 9
Full File Path & Mame 2 hauc_development hadmhome\transfer SFooddit  txt

Senice Class Code 10
Company Name ho
Company Identification hen
Immediate Origin Narme hat.
Immediate Origin Route here
Immediate Destination Name o
Immediate Destination Route [
Criginating DFI Route Fooe5diz

3.3. Human Resources

3.3.1. Module Control 6002—-Default HR Bank

To see which bank is the default bank for your location, look at the value of Module Control 6002. In this
example, the code is PAYR.

System Module Control

Seq#  Description Answer

Default HR Bank FAYR 1 Edit
| coozf |

Find the PAYR code in the Bank table and click on [Human Resources] / [Alt] 6} to enter information
about the Human Resources bank.

4-Accounts Payable | S-Accounts Payable-ACH | E-Human Resources Human Resources-ACH | 7-Collections | S-hizc Billing
GL Account n k***—ooo—oooo-ooo—oo—oo—10400 e Summarize Posting @ Mo © Yes
Bank Account E7ER4Z2110 ype Bl Checking

Last Check Used Q020731 Last Direct Deposit Used (0353534

Werification Repart

HR Recon Repo
Check Form HRCHECE Humzsn Resources Check

Contact Mame Phone |(000) QO0—0000 CDntactTvpe|_
E-mail Address
Website Address

9 Reconcilistion Layout |

Required fields include:

1. A GL account number — this may use **** for some account elements if the cash account used will
always be the same fund as the expense account on the timesheets, for example.

2. A No/Yes radio button that controls if posting is summarized or done in detail. If summarized, a
single dollar amount composed of the total of the dollars in a payroll warrant will be posted. If “No”,
then the amounts will be posted in detail. Larger municipalities with hundreds of employees typically
choose to post in summary to minimize the number of transactions in the general ledger

3. The bank account number as it would appear on the MICR encoding on the check (your financial
institution should provide this information)
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4. The type of Bank Account. Valid types are “C” for checking and “S” for savings. For payroll banks
this value is typically “C” as checks are issue to employees.

5. The last check # used. This value is for display only and is updated via the system and may not be
changed by the user. ADMINS staff will assist you with setting this value.

Optional fields include:

6. The Verification Report file name

7. The Reconciliation Report file location and name

8. The Check form used when printing checks for this bank (this field is required if checks are to be
printed from this bank)

9. Contact information for your financial institution.

10. The last direct deposit number used. This value is for display only and is updated via the system and
may not be changed by the user. ADMINS staff will assist you with setting this value.

See section 3.1.3 for information on the Reconciliation (Positive Pay) file layout.

3.4. Human Resources—ACH

Automated Clearing House (also referred to as ACH) is the network that processes electronic financial
transactions in the United States. ACH credit transfers include direct deposit, payroll and vendor
payments. ACH payments for payroll are available in the AUC system. Your financial institution will
provide you with the file layout. Your ADMINS installer will populate the table based on the file layout.
The optional fields are shown at the top of the screen and the required fields are below.

4-Accounts Payable | S-Accounts Payable-ACH | E-Human Resources | Human Resources-ACH | T-Collections | S-hMizc Billing
Optional

Signon Line 1 |
Signon Line 2 n

Signon Line 3

Signon Line 4

Signon Line &
Required

Full File Path & Mame 9 brwrk tdeposit_dh_Xd_Xt txt

Service Class Code =)

Company Mame TOWH OF AMYT kN

Company ldentification pAE00101L |

Immediate Origin Name TOWH OF ANYT RN

Immediate Crigin Route pAE00101l |

Immediate Destination Name CITIZEMS BANK

Immediate Destination Route 211070211

Qriginating OF | Route 21107011

9 Reconcilistion Layout |

3.4.1. Payroll Direct Deposit Advice Banks

The payroll supervisor will establish records in the Bank Table for each bank used for direct deposit by
the employees. If several employees use Bancorp Bank, only one record is needed in the bank table, and
individual account information will be found on the Employee Maintenance » 3 DedBen tab.
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Employee Maintenance

Goto...
& Employee Number F500003 KEITH W BROOKS
Py Position 651ARTCHCL-01 ARTS COUMCIL 10f 2

1 Contact | 2 Personal( || DN i 4addwages | SPayrol | EAccounting | | 7 Salery | 8 Dat
N _"I

November 2016

Tahle Additional
CostCode Effective Stop Date Amount Message Amount
[DEF-0OE 1-Sep—2015 7 LB000
1-Sep—2015 999,.999,99
EBOND 1-Sep—2015
MELT 1-Sep—2015 1,4500%
Direct Deposit for DIRDEP :| Life Insurance |
Bank EF\HB THE BAMCORF BAMK Calendar Year Al
ABA  0311-0116-9 Account [[23456789 =5
Type @ Checking  Saving Pre-Mote |T

3.5. Collections Tab

3.5.1. Module Control 4003—-Default Bank for Collections
Look for the default bank for Collections under Module Control 4003. In this example, the code is BOA.

System Module Control

Answer

Seq#

Description

Default Bank Code EOA 1 Edit |

in! ik oo T TOCCCDDA S 5 OlIC

Select BOA or enter it in the bank code field, then click on [Collections] / {Alt|7}.

i I-Collections i S-Mizc Billing |

4-Accourts Payahble | 5-Acoounts Payable-4ACH | E-Human Resources | Human Resources-ACH |

Collection Bill Categary Account Used
Bank Account# 59489480 OT\;pe I:_ Checking

Last Check Used Q000000 g

LockBox Impart File |
Phone |(000) C00-0000 CDntactTyper

Lackhox Export File |

Cantact Mame
E-mail Address
Website Address

Treasury Receipt Override Account | - - - - - Z

Required fields include:

1. The GL account number for collections is not found on this screen. Instead, go to the Bill Category
table for the account number.

2. The bank account number (your financial institution should provide this information)

3. The type of Bank Account—valid types are “C” for checking and “S” for savings. For collections
banks this value is typically “C”.
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4. The last check # used. This value is for display only and is updated via the system and may not be
changed by the user. ADMINS staff will assist you with setting this value—this is not commonly used
for collections bank accounts.

Optional fields include:

5. The LockBox Import file name may be entered here for reference. The file name is entered when
processing a lockbox file and the default folder is specified in Module Control 4250.

6. The LockBox Export file name may be entered here for reference.

7. Contact information for your financial institution.

8. The Treasury Receipt Override account may be specified here.

For more information about Treasury receipts and collections, see Collections P Help Reference Library b
RC-1320-Treasury Receipts.

3.6. Miscellaneous Billing Tab

3.6.1. Module Control 11002-Default Bank for Miscellaneous Billing

Check module control 11002 for the default bank code for Miscellaneous Billing. In this example, the

code is BOA.
System Module Control
Seq#  Description Answer
JEE Default Bark Code BOA Lot |

Enter the BOA code in the bank code field and click on [Miscellaneous Billing] / {Alt| 8} to enter data for
the Miscellaneous Billing bank.

Maintain Bank Codes

Bank [ Name [BANK OF AMERICA 1 ABAR PEZL-0027-7 ABA Numerator |

ABA Denominator I

Address 1 PO BOX 830175 Direct Deposit Only

Address 2 © Yes Mo

Address 3 Cash Boaok Bank Imprest Account
city  [DALLAS State fT% | Zip Code [FE283-0000 ves % No Cives & ho

4-Accounts Payable | S-Accounts Payable-ACH | E-Human Resources | Human Resources-ACH | 7-Collections | I I S-Mizc Billing Ii

e

Wisc Billing Category Account Used

Bank Account# 1234567590 Type F Checking

Last Check Used oooooooe

Similar to the Collections tab, the General Ledger Account is found in the Billing Category table.
The Bank Account number

The Bank Account type is specified here — either “C” for Checking or “S” for Savings.

The last check # used. This value is for display only and is updated via the system and may not
be changed by the user. ADMINS staff will assist you with setting this value—this is not
commonly used for Miscellaneous Billing bank accounts.

A
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