HUMAN RESOURCES HR-598
Upload File of Cleared Checks

ADMINS has a process for importing a bank file of cleared checks. To use this process, contact
support@admins.com and ask for the upload to be setup. This will require coordination with your bank
representative to provide a file layout and test files for the ADMINS representative to use for setup and test.

Review the Edit Click OK to
Upload the File List of Checks to commit the clear
be Uploaded dates

/ Receive Live File Save the file to

from the Bank the AUC server

Once the acceptance testing is complete, use the process to upload files each month to aid in bank statement
reconciliation. To begin, obtain a file of cleared checks from the bank. Save it in a location that is accessible
from the AUC server. Select Human Resources P Bank Reconciliation P Upload File of Checks to be cleared.

The system will display the upload dialog. All entries are required. The bank and the upload file may both be
selected using the lookup button. Click on [OK].

[N Task 7451: Upload File of Checks to be Cleared
Upload File of Checks to be Cleared
Select Bank
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The edit list will be produced; review it noting any errors requiring investigation. Click on OK to upload the
cleared dates.
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Uploaded Cleared Check Listing [TRAINING]

Check Date/ Canceled On/
Bank Check# Warrant # Type Payable To Cleared Chk Amt Check imount Variance Cleared On Err
EST 0037434 022020 Printed  TRASK, RICHARD 993,35 993,35
002012 022420
EST 0037435 022020 HR Deducti 574.97 574.97
002012 022020
EST 0037436 022020 HR Deducti 3945.05 3945.05 s e e
002012 022020
EST 0037440 022020 HR Deducti 22315. 65 22315. 65 @Dy Review Edi List
002012 022620 ‘9} Click YES to cortinu and update check files
EST 0037441 022020 HR Deducti 1563.35 1563.35 ~ Cliek O to cancel
002012 022620
EST 0037443 022020 HR Deducti 50.00 50.00
002012 022620
EST 0037445 022020 HR Deducti 115562.98 115562, 98 &
002012 022020
EST 0037455 022720 Printed 1083. 639 1083.69
002013 022820
EST 0037458 022720 Printed 157.86 157.86
002013 022720
EST 0037459 022720 Printed 720.16 720.16
002013 022820
EST 0037460 022720 Printed 254,92 254,92
002013 022720
EST 0037461 022720 Printed 247.18 247.18
002013 022720
EST 0037464 022720 HR Deducti 574.97 574.97
002013 022720
+* Total for Bank EASTERN BANK 1,536,390.06 1,536,390.06
** Grand Total *++ *++ # records: 201 1,536,350.06 1,536,390.06

Any value in the error <olumn indicates there
was not a match found in Check History, so this
record will be ignored and not updated.

Note: The upload may be attempted multiple times; the upload matches the check number and the amount
and sets the cleared date based on the file provided by the bank. Go to the Bank Reconciliation » Bank
Account Management screen to view the results.
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