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Introduction to Reconciler

Welcome to Reconciler v2.61, the new world of automated bank
reconciliation.

General software features

Security
Each user of the system will have an ID, a personal password,
and a list of permitted activities.  Hence no unauthorised user
would be able to use the system without the required ID and
password.  In the client/server version, any workstation that does
not have Reconciler on it will not be able to access the database
on the server.

Windows features
Being a Windows application Reconciler uses Windows services
such as for printing, and also conforms to the guidelines for the
Windows user interface.

Data entry
Entering data in Reconciler is through browse lists and data
entry forms.  Browse lists are used to manage records with few
data fields, while forms are used for records with many fields.
Browse lists are resizable grids, with movable and resizable
columns.
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On each data entry form, buttons are available for data
management, as shown in the previous illustration.

Ordinarily you would enter data via the keyboard by typing.  For
most data items the main restriction would be in the number of
characters you may type.  The standard Windows data entry
controls are also used, such as listboxes, combo lists,
checkboxes and radio buttons.  All dates allow 4-digit years,  to
avoid the Year 2000 problem.

Reporting
Formatted reconciliation reports when generated may be viewed
on screen or printed.  The data entry screens also have Print
buttons to produce quick print-outs of data on the screen.

The formated reconciliation reports have the following markers:

User id stamp:  This identifies the user that generated the report
as well as the software version.

Date stamp:  This follows the user id stamp and shows the date
and time the report was generated, from the system clock.

Page number:  This appears at the bottom of the report and
includes the current page as well as the number of pages.

Application structure

Reconciler is a client/server application that also works as a
stand-alone desktop application.  It is table-based.
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Client/Server
Sybase SQL Anywhere is the server RDBMS, with Reconciler
communicating data requirement and modification instructions
from workstations to and from the server.  (Implementation on
other RDBMS environments is possible.)

Table-based
Any client/server system worth its salt has to be table-based.
Reconciler uses tables to record and process data.  It uses a
parameter table as well as look-up tables to hold data that
control how it works.  Users can maintain the look-up tables.
As much as possible, embedding of data values in program code
has been avoided.
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Other features

System enquiry
Reconciler offers authorized users access to all available
information.  Users have a simple facility such as shown on the
following illustration to construct queries.

Auditing
There is an audit table with restricted access in which the user
ID, date and time are recorded for all entries, exits and
operational activities within Reconciler.

Referential integrity
The RDBMS ensures that data integrity is maintained at all
times.  Values that should be defined in look-up tables must
exist before records are saved at all.  Similarly before any record
could be deleted, it must not have other records depending on it,
unless these may also be deleted automatically.
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Installing Reconciler
An automated installation process has been created for
Reconciler.  It is presently available on diskettes, and is
activated by executing setup.exe.

The setup program copies and decompresses the application
files to the c:\Recon or c:\Reconciler directory.  The latter
directory or folder is used if you specify the long filename
option.  The following components are installed:  Reconciler
client application and database files, 32-bit runtime deployment
DLLs for PowerBuilder, Sybase SQL Anywhere runtime engine
and associated ODBC drivers.

At the end of successful installation, the Windows Start menu is
updated with a Programs folder containing two items,
Reconciler and Uninstall Reconciler Install.  The first icon
starts the application, while the second allows you to remove the
installed application. The Windows Registry is also updated
with the ODBC configuration settings to allow the application to
work.  The ability to update the registry must be enabled for this
to be successful.

When the single-user version of Reconciler is being installed, all
components should be selected if possible.  If the client/server
version is being installed, it may not be necessary to include the
runtime database engine, since the database server would be
used instead.
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Reconciler Configurations

The two major configurations are Stand-Alone and
Client/Server.  The client/server configuration requires an
ODBC-compatible relational database server such as Sybase
SQL Anywhere or Sybase Adaptive Server Anywhere.  Support
for other RDBMS's such as Sybase Adaptive Server, Microsoft
SQL Server and Oracle will be included in future versions.

Within the application, the following configuration options
among others are available to control how it works, via the
Options command of the main menu.

• Cashbook and bank statement import format
• Date format
• Ignore Date
• Clear reconciled items
• Check number in description recognition markers
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Reconciler User Security

User passwords and activity restrictions are implemented. Each
new user that is added is assigned a default password.  After the
user logs in, he may then specify a personal password.

The user's category is specified along with an ID:  A user may
be a Supervisor or not.  Supervisors have unrestricted access to
all commands and tables.  For each non-Supervisor, access to
the following activities may be specified for the bank account,
bank statement, cashbook transaction and audit trail tables:
display, add, delete, zap, update, print, export and import.
Access to specific process commands such as  Begin Cycle,
Reconcile, Options, Reports and Bank Charges may also be
specified for each non-Supervisor.

Another security feature is the audit trail facility.  User
command selections as well as changes to the major tables are
logged.  The log of system usage may be viewed or printed by
supervisors or other enabled users.
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Reconciler Operation

The following illustrates how Reconciler might be used:

1.  Bank Account:  Set up the list of bank accounts.

2.  Begin Cycle:  When you are ready to begin reconciliation
execute this command to specify the reconciliation period and
starting account.  From here you will be taken to the Bank
Account screen, to import or specify the cashbook closing
balances for the accounts.

3.  Cashbook Transaction: Import (or enter) the cashbook
transactions for the period for each account.

4.  Bank Statement: Import (or enter) the bank transactions for
the period for each account.

5.  Reconcile: Perform automatic or manual reconciliation for an
account and generate the reconciliation report.

6.  Reports: Generate other required reports.

7. Repeat steps 5 and 6 for other accounts.
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Data Entry Basics

Entering data in Reconciler is through browse lists and data
entry forms.  The following is a typical simple browse list.

If a browse list is ruled and displays data in the form of a grid,
then you can alter its appearance by changing the location or
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width of columns.  An example of this type of browse list is the
Bank Account List.  Changing the column appearance is useful
if you don't want to print all columns in a browse list.

To move a column:

1. Point the mouse at the header of the column and click.  The
entire column will be highlighted.

2. If you are doing this for the first time, then you need to
recognize the column pointer:  With the mouse pointer still
over the header, click the mouse and hold it.  Watch what
appears at the border between the selected column and the
next column.  Release the mouse then click and hold it
again.  The column pointer appears when the mouse is held
down.  It looks like a long, dotted I beam.

3. With the mouse pointer still over the header, drag the mouse
to the direction you want to move the column to.  Notice that
the column pointer moves as well as you go past the next
column.

4. Release the mouse when the column pointer has moved to
the new position.

To resize a column:

1. Place the mouse pointer at the header directly over the
border with the next column.  The pointer will change into a
cross.

2. Hold down the mouse then move left to reduce the column
or move right to enlarge the column.  To make the column
disappear entirely, move left to the left edge of the column.
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The basic command buttons are explained below.  Some buttons
may not be active, depending on your access rights.

Button Description

Retrieve Displays data from the database.  The records
are displayed in a predefined order.  The
number of records displayed may be shown at
the bottom of the list.  If you see a blank
screen, click on this button to see any
previously entered data.

Add Row Lets you add new data at the bottom of the
list.

Delete Row Removes the selected row from the list.  To
select a row, click the mouse on the row.
While the record disappears from the screen,
it still remains in the database until the
Update button is clicked.

Some types of data are used in many places in
the system.  For instance the Bank Statement
and Cashbook tables share the same bank
account data (account code).  Due to this
sharing of information, deletion of records
will not succeed when a reference to such
record has been made elsewhere in the
system.  So before you attempt to delete a
bank account record for instance, you must
first delete all references to it.
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Update This makes permanent the recent deletions,
additions or modifications that have been
made.  Checks and validations are carried out
prior to altering data in the system
permanently.  If such checks are not
successful then the updating for that
particular record will not be carried out.
Examples of checks are making sure some
required data have been supplied, and making
sure a record to be deleted has not been
referenced elsewhere.

Print Does a quick print of what is displayed on the
screen.

Query Allows you to specify criteria for records that
are displayed on the screen.    See Querying
for data for more details.

Close Closes the list window and returns to the menu screen
for the module.  You will be reminded to save if you forgot to
Update before clicking this button.
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Querying for Data

The Query button lets you indicate what criteria Reconciler
should use to retrieve records.  This facility is available in data
entry and reporting browse lists.

When you select Query all data displayed in the browse list is
blanked out.  You can  enter selection criteria where the data had
been, starting at the first row.  The operators for specifying
criteria are as follows:

Operator Meaning
= Is equal to (default operator if none is
specified)
> Is greater than
< Is less than
< > Does not equal
> = Is greater than or equal to
< = Is less than or equal to
LIKE Matches the following pattern
NOT LIKE Does not match the following pattern
IN Is in the following set of values within
parentheses
NOT IN Is not in the following set of values within
parentheses

Because = is the default operator, you can enter the value 100
instead of =100.
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When you specify criteria for more than one column on a line,
Reconciler assumes a logical AND between the criteria:  A row
from the database is retrieved if all criteria on the line are met.
When you specify two or more lines of selection criteria,
Reconciler assumes a logical OR:  A row from the database is
retrieved if the criteria on any of the lines is met.

The AND and NOT operators
You can use the OR and AND logical operators to connect
expressions.  By default, criteria expressions on one line are
logically AND'ed; expressions on different lines are logically
OR'ed. You can begin an expression with the AND or OR
operator to override these defaults:  When one expression OR
another expression is true, the row is selected.  When one
expression AND another expression are (both) true, the row is
selected.

The LIKE operator
Use LIKE to search for alphanumeric values that match a
predetermined pattern. When you use LIKE, you can use the
percent sign (%) wildcard or the underscore character (_) to
match unknown characters in a pattern. The percent sign, like
the DOS wildcard asterisk (*), matches multiple characters; the
underscore matches a single character. For example, Good%
matches all names that begin with Good, and Good _ _ _
matches all seven-letter names that begin with Good.

The IN operator
Use IN to retrieve records that have an item within a set of
values. For example, the following clause selects all 100, 200, or
500 values:  IN (100, 200, 500)
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The Reconciler Main Window

The main window features all available commands within
Reconciler, in the upper section of the window.  Below the list,
to the left is a scrollable textbox that describes the currently
highlighted command.  To the right are the Execute and Close
buttons.

Using the mouse, click on a command.  Its description is
displayed.  If you have execution rights to this command, you
could then click Execute, otherwise this button is deactivated.
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Using the keyboard
When a command is highlighted, you could use an arrow key to
move to the next command.  The Tab key cycles between the
different sections of the window (commands list, description
box, Execute and Close buttons).  The Alt+E key combination
activates the Execute button, equivalent to clicking with the
mouse.  The Esc key likewise activates the Close button.

The Reconciler commands

Bank Account:  Maintains the list of bank accounts.

Cashbook Transaction:  Maintains the list of cashbook
transactions.  You may type in cashbook transactions using the
Add Row button.  You may also import them from your existing
system, using the Import button.

Bank Statement:  Maintains the list of bank statement entries.
This is done either on a tabular format or form format.  The
tabular list is first displayed.  To open the form, click the Form
button.

Begin Cycle:  Starts a new reconciliation period.  You specify
the starting and ending dates for the period and optionally have
existing bank statement and cashbook entries cleared.

Reconcile:  Performs a bank reconciliation.  The bank statement
entries are matched against the cashbook entries and results are
listed in a report.
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User List:  This option maintains the list of users and their
usage rights.  A Supervisor user has access to all options,
otherwise a user will be able to execute only the functions
checked against his or her name.  Each new user is assigned a
default password, which the user may change after logging in.
Ask a Supervisor user for the default password if it is forgotten.

Change Password:  This option lets you change your password.
You must first supply the old  password before you can change
it.

Audit Trail:  Maintains the log of system usage - who used the
application, what they did and when.  You may view, print or
clear the log at any time.

Options:  Sets system variables. Presently these determine how
automatic data import is performed.

Bank Charges:  Maintains the list of supported bank charges.
You may change the standard bank rates and text markers used
by Reconciler to recognize the charges in statements, as well as
custom markers for specific bank accounts.

Reports:  Lets you generate formatted reports, including reports
not available on the Reconciliation window.

eMail:  This option is for future implementation.

Help:  Lets you browse the online documentation.  The F1 key
also activates context-sensitive online help display.



The Reconciler Main Window

Reconciler v2.61 User Manual 26



Reconciler v2.61 User Manual 27

PART TWO



Audit Trail

Reconciler v2.61 User Manual 28



Audit Trail

Reconciler v2.61 User Manual 29

Audit Trail

The Audit Trail is not updateable.  The entries are automatically
generated and may only be viewed, printed or zapped by an
enabled user.  Activities that are logged include:  Command
selections, imports into, deletions from or additions to the bank
account, cashbook and bank statement files.
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Bank Account

Bank Account List

Update
Any change to the Reconciled column is not updated.  This
column is set to Yes after reconciliation is performed for the
account.  It is initially set to No when a new account is added to
the list, and is reset to No during the Begin Cycle operation.

Import
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This operation inserts new accounts to the list, including their
balances.  But where an account being imported already exists,
only the balance is set for the account.  To avoid problems, the
file you are importing should contain only three columns as
shown on the list - account code, account name, closing balance.

Account Import Options

This window allows you to specify customized statement import
options for a given account.
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Bank Charges

Bank Charges List

This is where you maintain the list of supported bank charges.
You may change the standard bank rates and text markers used
by Reconciler to recognize the charges in statements.  If a bank
does not use the standard marker already established in its
statement, or you have secured different rates for different
periods, click Accounts then add the bank's custom marker or
rates in the Bank/Account Charges window.
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Bank/Account Charges List

This is where you maintain the list of account-specific text
markers used by Reconciler to recognize the charges in
statements.  You also specify any period-specific rates that
you've been given on an account here, by adding a new row for
each different rate and period.
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Bank Statement

Bank Statement List

Statements may be typed in manually or imported.  Before
attempting to import a statement you should ensure that the
correct statement format has been specified for the account, via
the Options command button of the Bank Accounts screen.
New data may be added on this list, or on the form which has a
data entry enhancement feature.

The R? column at the extreme right is a nonupdateable column
that specifies whether that transaction was successfully
reconciled or not.
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Bank Statement Detail Form

This functions like the Bank Statement List except each data
row occupies the entire form, and the Next and Previous buttons
scroll between rows.  There is one major difference, a facility to
speed up data entry:

Automatically Update and then Add Row at end of form

When this is enabled, as is the default, Reconciler automatically
performs the functions of the Update button, followed by the
Add Row function.  So the user can continue adding the next
data item without pausing.  The one side effect is there will
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always be a blank row, which you should not update if you have
completed data entry.
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Begin Cycle

Initiating a global reconciliation period involves specifying the
starting and ending dates for the period, the month, and the
starting account.  If the Allow Cleared system option is turned
on you will be able to specify that (reconciled) bank statements
and cashbook items should be removed from the system as part
of the process.

The period specified here is assigned to to all bank accounts.  If
you later wish to specify account-specific periods, you may do
so from the Bank Accounts menu.

When the process is completed successfully, the Bank Accounts
window is activated so you could specify or import account
balances for the period.
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Cashbook Transaction

Cashbook Transaction List

Update
Any change to the Amount column is not updated.  To effect
changes to the Amount column, click Form and then modify
one of the check amounts for the transaction.

Import
The import is performed for the current reconciliation period
only.  The transactions that are imported are those with dates
within the period.  The check number is assumed to be included
in the reference column.  For example, if the reference is
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'973/AB' then 973 will be extracted as the check number.  If the
Check Marker system option is set then when there is no
reference the description is scanned for a check number.

Add Row
Data is not added directly to the list, though amendments may
be made on the list.  The transaction form is displayed for the
purpose of adding new entries manually.

The R? column at the extreme right is a nonupdateable column
that specifies whether that transaction was successfully
reconciled or not.

The COT FREE column enables items for which commission
on turnover has been waived to be indicated.  These items will
be listed separately in the bank charges report.  Their sum will
be excluded from the turnover for the purpose of estimating the
turnover commission.
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Transaction Form

The form has two sections.  The upper section shows summary
information for a transaction:  the date, reference, description,
total amount and the account.

The lower section shows detailed information for each
transaction, particularly details about each check in the
transaction:  the check bank details, check number, amount, the
beneficiary or payee.
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 The Auto-reconciled status should be set to Yes for items that
by their nature do not require reconciliation. An instance of this
is if you issue a check and it is later endorsed in your favor after
you gave the beneficiary cash.  If you deposit this check, there
will be two entries in your cashbook (as a payment and then as a
receipt) while the bank will have just one entry (receipt).  So
you will need to set the Auto-reconciled status to Yes for the
cashbook entry where the check was being paid out.

The detail section has two formats, Form and List.  A button
with either of these two names lets you change the current
format.  The Previous and Next buttons are for viewing different
details of the same transaction.

Add Row
This same button works for transactions and details of a
transaction.  To add a new transaction, make sure the cursor is in
the upper section first.  To add a new detail within a transaction,
the cursor should be in the lower section.

The Amount figure in the upper section is the total of the
amounts in the lower section.  It is automatically calculated
when you click Update.

The Cleared and Returned items in the detail section are
presently not editable.  They are meant to be assigned during
reconciliation.
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Change Password

A user ID may be up to 10 characters long, while the password
may be up to 12 characters long.  Before you can change a
password you must supply the existing password.
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Options

This form lets you specify the Reconciler system options, which
are described below.

Version, Client/Server
These are not updateable.  The Client/server checkbox indicates
the type of configuration installed.

Bank Statement Import
These options specify the default statement format which is
associated with new accounts.  Each bank account could also
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have a different format, which is specified through the Options
command of the Bank Accounts screen.

The Customized column is presently not updateable.  The first
detail line in the statement will usually contain the opening
balance, so the Opening balance as first detail checkbox
should normally be checked.  By default, the import file should
be in text format, with the columns separated either by tabs
(ASCII character 9, not spaces) or commas.  This is what you
specify for Delimiter, Tab or Comma.  Header lines is the
number of lines at the top of the statement before the opening
balance or first detail line.

Credit Indicator lets you specify how the credit transaction
amount in the statement is represented.  It could have a minus
prefix (negative number), CR (or C) at the end, or there may be
a separate Credit column.

For Column Positions, specify an integer that represents the
position of the column's data in the statement.  "Month" is the
period of the statement.  "Reference" is the column that contains
the check number.  The Amount, Debit and Credit columns
depend on the Credit Indicator.  If the credit indicator is not
None, then the Amount column will be present as it will contain
both credit and debit transaction amounts.  Otherwise the Debit
column will be present for debit amounts.

If the data to be imported does not have a particular column in
the statement, specify the column position as 99 and not 0.

Cashbook Import



Options Transaction Form

Reconciler v2.61 User Manual 49

These options specify the cashbook data format.  Format lets
you specify the file format for cashbook data import.  The
standard formats are 'Comma-separated value file' and 'Tab-
separated text file'.  If your cashbook transactions cannot be
exported in these two formats, or others available, then a
customized format will need to be created for you.

Credit Indicator and Column Positions are as described above
under Bank Statement Import.

Bank Account Import
These options specify the bank account data format.  Except that
the number of blanks are fewer, the entries are similar to what
has been described above.  If the Credit Indicator is 'None' then
the Opening balance column will contain the debit amount
(with credits in the Credit column), otherwise it will contain
both debit and credit amounts.

Reconciliation Period
'Month', 'Start date' and 'Stop date' specify the default
reconciliation period that is assigned to new accounts.  The
effective reconciliation period is the period specified against the
default account (via the Bank Accounts screen).  In this sense,
the 'Default account' determines the reconciliation period.
When the Begin Cycle command is executed from the main
menu, the period is set uniform for all accounts.

The Allow Ignore Date option determines if Reconciler should
compare the transaction dates in the bank statement and
cashbook while reconciling.  If it is set, the dates are ignored,
otherwise the bank statement date cannot be prior to the
cashbook date for automatic reconciliation to be done.
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Import Date Format
This applies to the cashbook data.  (For bank statement data, the
date format is specified on the Options form for the account.)
The following formats are presently supported:

d m y (14/10/2000)
M d y (October 14, 2000)
d M y (14 October 2000)
ymd (20001014)
dmy (14102000)

In the date format, capital 'M' represents month name while
small 'm' represents month number.  Only the first three letters
in the month name are significant, and case is not significant.
The year may be written in two or four digits.  Separators could
be space, comma, period, hyphen, as well as the slash.

Check # marker
You may specify one or more letters which Reconciler would
use to recognize check numbers in the description column while
importing data.  The description column would then be checked
when the check number column is blank or does not exist.

The check marker for bank statement is the default that is
assigned to new bank accounts.  You could specify a different
marker for each account.

Allow clearing of reconciled items
The Begin Cycle command has options for clearing entries in
the cashbook and statement tables at the start of a new period,
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reconciled only or all.  This setting lets you specify if the
clearing options should be allowed.

Auto Retrieve
This is a performance enhancement feature, which affects the
display of data on the Bank Statement and Cashbook
Transaction screens.  By default, when these screens are opened,
the data is displayed.  If you do not clear reconciled items
regularly then with time there will be a noticeable delay for all
transactions to be retrieved and displayed.  If you don't want this
delay, you could turn this option off.

When Auto Retrieve is off, blank screens are displayed.  If you
want to see data you click the Retrieve button.  But you could
specify the criteria for the data you want first, by performing a
query, so that not everything is displayed.
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Reconcile

Automatic Reconciliation

To perform a reconciliation, you specify a report format and an
account, then click OK.  After a successful reconciliation
operation, the Report button is enabled so you can access the
generated report.

The period is as specified with the Begin Cycle command, or
the Options command of the Bank Accounts screen.
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Report formats
The result of the reconciliation is presented in any of the
following formats.

Simplified:  The unreconciled items are listed in two sections
titled BANK ITEMS NOT FOUND IN CASHBOOK DATA
and CASHBOOK ITEMS NOT IN BANK STATEMENT
DATA.  The amounts are listed under DEBIT and CREDIT
columns.  There are no subtotals or balances.

Comprehensive:  This begins with the bank statement balance.
Unreconciled account debits follow with their total and the
subtotal after adding the total to the bank balance.  Unreconciled
account credits follow with their total and the subtotal after
subtracting the total from the previous subtotal.  This is the
expected cashbook balance.  The closing balance as per the
cashbook is presented, together with the difference between this
and the expected balance.

Grouped Comprehensive:  This comes in two or more pages.
The first page is similar to the Comprehensive format except the
items are summarized into four categories, such as follows:

a) Debit Items in B/S not in C/B
b) Debit Items in C/B not in B/S
c) Credit Items in B/S not in C/B
d) Credit Items in C/B not in B/S

The remaining pages present the actual unreconciled items
grouped and totalled as above.
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The reconciliation process
Reconciliation may be based on Amount and Reference or
Amount only.  The first method relies on both amount and
check number matching:  The check numbers are the same and
one amount is a debit while the other is a corresponding credit.
The second method is not as restrictive, as only the amounts are
checked.  However both could be combined; the first method
could be used, followed by the second.

Bank statement and cashbook items whose value dates are
specified and are later than the ending reconciliation period date
are automatically deemed unreconciled.
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Manual Reconciliation

This facility is designed to handle two types of problems.  The
first is where several checks are entered separately in one place
(cash book or bank records) but collectively as one totalized
item in another.  In this case the amount on one side will not
correspond to any amount on the other side.

The second type of problem involves erroneous date entry.
Normally reconciliation doesn't take place if the transaction date
used by the bank is earlier than the date used by the user.
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To solve the problems all you do is specify the one or more
items on one side that should be matched with one or more
items on the other side.  Each row has a checkbox at the
beginning.  Click the checkbox to select or deselect the row.
You may select any number of rows provided they all have the
same date and are of the same type, and there is not more than
one selection on the other side.  That is, you may select one or
many cashbook items to match with one bank item, and vice
versa.  On the cashbook side, you may not select a mix of debits
and credits at the same time.  Of course, if you select debits on
the cashbook side, you can only select credits on the bank item
side.

Once the totals of the items selected are the same, the
Reconcile button is enabled.  Click it and the selected items
are reconciled and taken off the screen.

If you want to regenerate the full reconciliation report
afterwards, perform a partial automatic reconciliation from the
Reconciliation window.  This will remove the manually
reconciled items from the report.
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Reports

Report Selection

If a report requires reconciliation to be performed first, as most
do, then the OK button will not be enabled, unless a successful
reconciliation has been done.
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Report Window

This window is displayed after a successful reconciliation report
generation.  It has buttons for printing and scrolling through a
report, among other things.

Print:  Sends the report to the default Windows printer.

Preview:  Displays the report with page layout formatting, as it
would look when printed.  The comprehensive report formats
automatically display in page preview mode.
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Page:  Displays the next or prior page if there are more than
one.
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User List

User List

This is where the list of users is set up.  For each user, specify an
ID of not more than 10 characters, the name of the user and the
Supervisor status.  If you plan to sort the list by surname, then
the user name should be typed surname first, followed by a
comma and the forename.  Reconciler assigns each new user a
default password, which they may change after logging in.   A
Supervisor has unristricted access.  For other users, you need to
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click Form to specify what the user can do, after updating the
row.

Importing users
The user list may be imported from a text file or dBASE III file
contain only three columns as shown on the list.

User Security Detail Form
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Here, you specify the data management and other rights that a
non-Supervisor user should have.  Data management rights exist
for the following actions: display, add, delete, zap, update, print,
export and import.  These activities are specified for any of the
following tables:  bank account, cashbook transaction, bank
statement and audit trail.

Other rights include access to the following commands on the
main screen:  Begin Cycle, Reconcile, Options, Reports and
Bank Charges.
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