Create Financial Institutions

CREATE FINANCIAL INSTITUTIONS
Most Financial Institutions will already be created for you but if you need to create a new record for a Financial Institution that does not exist on the system, navigate to the Bank Reconciliation Maintenance Menu and select Financial Institutions.

A Financial Institution is a Branch of a Bank (that has been created in the Banks process in the Bank Reconciliation Maintenance Menu).  Each Bank has many Branches that are identified with a Branch Name and Branch Identifier.
Fields indicated as mandatory (Red Label, eg. Institution Code, Institution Type, Branch Name and Branch Identifier) require data input.

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. 

· Institution Code – Enter a unique code that will be used to identify the particular Bank Branch to the system.  Eg. Commonwealth Bank, Wallsend Branch might be set up with COMWAL as the Institution Code.
· Institution Type – This is the unique code that must already exist in the Bank Types process – see Create Bank Types document . Eg. Com for Commonwealth etc. 
If the code does not already exist, you can position cursor in the Institution Type field, right click mouse, Select Maintain option (left click), and you will be taken to the Bank Types Process where can you create the unique code for the Institution Type.  Save the Entry. Exit and you will be returned to this process, where you can then use the code just created.
· Branch Name - Enter the Bank Branch Name.  eg. Wallsend
· Branch Identifier – Enter the unique Branch Identifier.  This Identifier is referred to as the BSB.  Each Branch has a unique BSB. The format for a BSB is xxx xxx.
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l012003

|68 Pitt Street, Sydney, Nsw/

012004

[Level 17, 530 Colins Street, Mebourne, VIC

012005

111 Parramatts Road, Concord, NSW/.

l012006

[365 George Street, Sydney, Nsw/

012000

|20 smith street, Parramatts, NSW/

l012010

|Cnr Bathurst & Castlereagh Streets, Sydney, NSV

Institution Code

012012

[6/75 Dorcas Street, South Mebourne, VIC

012016

[Level 12, 20 Marti Place, Sydney, NSW/

012017

[Level 11, 20 Marti Place, Sydney, NSW/

012019

1 Chifley Sa Cn HunterElzabeth St, Sydney, NS

012023

[Level 12, 68 Prt Street, Sydney, NSW/

Branch Name

Institution Type

012028

|Level 7, 75 Dorcas Street, South Meboure, VIC|

l012030

[Shop G11, Bay & Grace Streets, Broadway, NSW/|

012033

[2/20 Marti Place, Sydney, Nsw/

012037

[7/20 Martin Place, Sydney, Nsw/

012040

[07 Castlereagh Street, Sydney, NSW

012043

12/20 Martin Place, Sydney, NsW/

012044

[Fi5, cor smith And George Sts, Pamamatta, sV

012045

[King & George Sts, Syaney, NSW/

2000

The code refers to a particular Financial Institution and should be meaningful and directly relate to the Financial Institution.
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Figure 1: Financial Institutions Screen
Click on Save Button to save each new entry. To create another New Entry, Click on New Button. Only after you have saved your entry and clicked on New button will the new entry appear in the table. 
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