Create Bank Accounts


CREATE BANK ACCOUNTS

Details of a Bank Account are set up using this process so that they are referenced by one General Ledger account.

Bank Accounts need to be kept in this system so that when entering cheques for reconciliation, or entering Bank Deposits, you can reference the actual Bank Account associated with the cheques or cash deposited.

Therefore, when you need to reference a particular Bank Account in the Bank Reconciliation System, you only need to quote the General Ledger account associated with that Bank Account.
Fields indicated as mandatory (Red Label) require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.
To access Help for all fields – position cursor in the field and press F1 or click on [image: image1.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image2.png]Search



Search Button, or right click and select Search option. 

· G/L Bank Account – Enter the General Ledger Account that will be used to reference this Bank Account in the Bank Reconciliation system. 
· Institution Code – Enter the unique code that has been entered in the Financial Institutions process to identify the Bank and Branch – see Create Financial Institutions document to be used here.  
If the code does not already exist, you can position cursor in the Institution Code field, right click mouse, Select Maintain option (left click), and you will be taken to the Financial Institutions Process where can you create the unique code for the Institution.  Save the Entry. Exit and you will be returned to this process, where you can then use the code just created.

· Account No – Enter your Bank Account number held at the above Financial Institution.
· Account Name – Enter the Name of your Bank Account held at the above Financial Institution.
· For Entity – Enter the Entity where transactions affecting the Bank Account will be recorded in the General Ledger.
· Currency – Select the Currency of the above Bank Account.  If the Bank Account is held in Foreign Currency, select that here, otherwise leave blank for Normal Currency.
Click Save button to save each entry.
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This is a General Ledger Account that will be used to reference a Bank Account in the Bank Reconciliation System.
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Figure 1: Bank Accounts Screen
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