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Automated Trust and Agency

Purpose:

This routine is used to automate disbursements for a
given payroll(s) from the Trust & Agency fund.
Disbursements such as payments for Federal,
FICA/Medicare and State withholdings in addition to
other employee related disbursements like Credit Union
deductions, Garnishments, TSA Contributions,
Organizational Dues, Retirement Loan payments, etc
can be included in the routine.
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Helpful Hints When Using the
Automated Trust and Agency Routine

Remember the following when using this routine:

1.  Enter the G/L Account and A/P Vendor for ALL deductions in
the maintenance area of Payroll Manager (See Next Slide). This
will help 1n 2 ways: First, this information will be printed on the
Payroll Transaction Journal where it can be referenced from.
Second, the Automated Trust and Agency Routine will default
these values for any new codes that are set up.

2. This routine will only work for payroll checks that have NOT
been distributed to Accounting Manager through the Payroll
Distribution routine. Therefore it MUST be run prior to
distributing the payroll to accounting.
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Enter Account and Vendor 1n
Payroll Deduction Maintenance

P Payioll Maintenance Menu =]

Deptz | Buildingsz |.f1'-.|:n::|:|unts | Ded Codes | Payp Fregs | Earn Codesz

Dezcription Code: CRED UM Dezcr: CREDIT UMWIOM
CRED UN |CREDIT UMION f

ERS  EMP'S RETIREMENT SvBefore Annuity: Mo Type: | | Flex: Mo
ERSAR  ERS ARREARS After Flex: J Bond: Mo Bond Amount: 0. 0o
ERS4R414 ERS ARREARS-414H  |Before
ERSEACKE ERS ADJUSTHENT Eefare Bank Acct: Mo E=clude From Calc: no Mandaton: Mo

ERSLM  ERS LOAM After s DEFAULT SETTIMGS ===

FL<-MED  FLE= MEDICAL Before Fay Freq: ALL Q Ded'ear | Amt/Pot:
GARM-A5C GARM-aLBANY SCU Before Ded Type: l__| Dollar Lin

Tz Telaps T
TRS TCH'S RETIREMENT 5% Befare eSS 1 aren

wes ACCOUMNTIMG INFORMATION ===

iIIIF!T STARTING :r’F'E S e Q| cREDIT UMIDN
* Code A Vend 2047 al CREDIT LUMION

(" Description " Before T ax
(" Mfter Tax Frint Poz; 0

‘ Last Update

Prezs for Exemptions.
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- Proceed to Data Entry Area of
-+ Accounting Manager

A Accounting Manager

=10] %]

Eile DataEntiy  Maintenance Output Beportz Cluem Info Ltlitiez  Help

A =l = = Gﬁ il e
= | IE= Ask| | ! SaEP
Fecpt Manfal | CompGen Check | Journal | wan Fo amp Eudoet Movint andor Report Ltilities Exit

Accounting
Manager

| 4
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Choose Trust and Agency
Payment Processing

A Accounting Manager
Eilz | Data Entry Maintenance  DOutput Beports Querp Info Utilties Help
Cash Receipt ol = =l = | wa | <=l
Cazh Disbursement Manual Checks

Journal Entries Computer Checls

Purchasze Orders 3 “oid Checks

Budaoet Tranzfers “Yalidate Checks
Frint Disbursement Checlks

Schedule Maintenance

Pavraoll to General Ledger Distribution
Trust and Agency Pavment Pro
Beimburzement Payments benu

=] E3

4
Lll:nlnl:ue-s Exit

ﬂﬁ

Accounting
Manager »
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Trust and Agency Initial Setup

A Trust and Agency Payment Processing _ O =]

File Mawigation

Surnr. Payroll Review Pymmnt Cazh Digbzmnt b aintenance

Trust and Agency Payment Generation Criteria

— Date Range — Payment Cycle ——

[+ Ewemny
Starting Payproll Check D ate: IDEIDZ;‘DJ.

M weekly
Ending Payrall Check Drate: IDE;’DZIDl ™ honthly

[T Quarterly

™ &nnually

Process |
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Setup Codes for Trust and
Agency Payments

A Trust and Agency Payment Processing _ O] x|
Choose the File Navigation

Maintenance tab
to proceed with
setup

Surnm. Paproll Review Pymnt Cazh Digbernnt b aintenance

Trust and Agency Payment Generation Criteria

— Date Range — Payment Cycle ——

V¥ Ewvery
Starting Payrall Check D ate; IDZ,-‘DZ,-’Dl

[T WwWeskly
Ending Payroll Check D ate: IDZHDZIDl ™ Monthly

[~ Quarterly

[~ &nnwaly

Process |
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System Detfault TA Codes

FICA-EMPL - Employees’ share of FICA
FICA-EMPR - Employer’s share of FICA

FWT - Employees’ Federal Tax Withholding
MEDI-EMPL - Employees’ share of Medicare
MEDI-EMPR - Employer’s share of Medicare

NET - Net Payroll to Disburse

SWT - Employees’ State Tax Withholding

Note: If you do not wish to automate any of these default codes, simply
change the Pay Cycle to Never on the Maintenance Tab.
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Update Detfault TA Codes for
Automation of Payments

® Enter Payment Method
= Check
= Wire Trans
= Electronic

® Enter Type of Payment

1. Consolidated -
Consolidates into one
check entry for all
employees with the
deduction

2. Singular — Will
create check entries
by employee, but
requires an additional
code entry for each
employee. Allows the
entry of a Ref# by
individual employee
which is printed as
the Invoice # on
checks.
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A Trust and Agency Payment Proceszing

Fil=  Mavigation

Surnm. Paproll | R eview Pymnt

| Cazh Dishemnt

=10] %]

Save Besetl i |Qelete|§ancel| Ep |

b aintenance

P/R Description
FICA-EMPL
FICAEMPR FICA-EMPLOYER'S SHE IRS
FuT FECERAL WwITHHOLDIIRS
MEDI-EMFL MEDI-EMPLOYEE'S SH, IRS
MEDI-EMFR MEDI-EMPLOYER'S SH IRS
MET MET PAYROLL

Check,
Check.
Check,
Check.

PaYROLL Al Check
ST STATE WITHHOLDING PROMPT T& Check

TYPES

& &) Consolidated © Singular

TA Code: FICAEMPL Q4
Descr. FICA-EMPLOYEE'S SHAR

Pay Melh:lEIectronic j Type:lEnnsnIidatedj
Ermployee: @ QI Ref:

Vendor #2051 Q) el

RS
Diehit dact; | TAZEFICA

FICA TAX
Credit Acct: | TA200

CASH IN CHECKING

Fay Cypcle: IEvery *I

|F‘ress to Run Report.




Update Detfault TA Codes for
Automation of Payments (Cont)

= Enter the Vendor #

= Will default from
deduction setup

m Enter the Debit
Account

= Will default from
deduction setup

= Enter the Credit
Account (ie, TA200)

= Only updateable for
Wire and Electronic
Transfers

= Will default to the
TA200 cash account
u Enter the Pay Cycle
(Every, Weekly,
Monthly, Quarterly,
Annually or Never)
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A Trust and Agency Payment Proceszing

Fil=  Mavigation

Surnm. Paproll | R eview Pymnt | Cash Dizbemnt

Save

=10] %]

Besetl i | Qeletelgancell Ep |

b aintenance

P/R Description

FICA-EMPL [FICA-EMPLOYEE'S SHE|IRS

FICAEMPR FICA-EMPLOYER'S SHE IRS Check
FuT FECERAL WwITHHOLDIIRS Check
MEDI-EMFL MEDI-EMPLOYEE'S SH, IRS Check
MEDI-EMFR MEDI-EMPLOYER'S SH IRS Check
MET MET PAYROLL P&YROLL Al Check
ST STATE WITHHOLDING PROMPT Ti Check

TYPES

& &) Consolidated © Singular

TA Code: FICAEMPL Q4
Descr. FICA-EMPLOYEE'S SHAR

Pay Melh:lEIectronic j Type:lEnnsnIidatedj
Ermployee: @ QI Ref:

Vendor #2051 Q) el

Diehit dact; | TAZEFICA

Credit Acct: | TA200

Fay Cypcle: IEvery *I

IRS

FICA, T

CASH [N CHECKING

|F‘ress to Run Report.




Adding Other TA Codes

There are 2 ways to add the TA Codes for deductions which are
not currently set-up:

1. Manually adding ALL deduction codes on the Maintenance tab

% Summarizing A Payroll — this will add any missing TA codes included
on the particular payroll being summarized. The user must then update
these codes on the Maintenance tab for their particular Payment
Method, Type, Vendor, Account, and Pay Cycle. Since the system
defaults the Pay Cycle to Every for these new codes, if there are NEW
code(s) created which do not need to be paid on this particular run, one
of the following two steps must be taken prior to creating the
disbursements:

1. The user must manually HOLD the code(s) on the Review Pymnt
tab.

_Or_

2. The new code(s) must be updated with their proper Payment Cycle
and the payroll dates summarized again.
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Manually Adding TA Codes

u Enter the TA Code (Same
as Deduction Code) or use
lookup by clicking on the
magnifying glass

u Enter Payment Method

= Check
= Wire Trans
= Electronic
u Enter Type of Payment

= Consolidated -
Consolidates into one
check detail entry for
all employees with the
deduction

= Singular — Will create
check entries by
employee, but requires
an additional code
entry for each
employee. Allows the
entry of a Ref# by
individual employee
which is printed as the
Invoice # on checks

A Trust and Agency Payment Proceszing

Fil=  Mavigation

[

Surnm. Paproll | R eview Pymnt | Cash Dizbemnt

=

Print

=10] %]

Save | Besetl i | [Elete | Eancell Ep |

b aintenance

P/R Description

FICA-EMPL

FICAEMPR FICA-EMPLOYER'S SHE IRS
FuT FECERAL WwITHHOLDIIRS
MEDI-EMFL MEDI-EMPLOYEE'S SH, IRS Check
MEDI-EMFR MEDI-EMPLOYER'S SH IRS Check
MET MET PAYROLL P&YROLL Al Check
ST STATE WITHHOLDING PROMPT Ti Check

Check
Check

T4 Code: [CREDUN QY]

Dezcr: CREDIT UKION

Pay b eth: IEheck

= MLULT] =

Vendor#:[2047 Q) el

CREQIT UMIOH

Diebit Act: [ TAG5

TPES
& &) Consolidated © Singular

CREDIT UMION

Credit Acct TA200
CASH IM CHECKIMG

Fay Cypcle: IEvery *I

- T}'DEZIEDnsnlidated B
ez QI Ref:

al

|F‘ress to Select an Account.

© Copyright - FINANCE MANAGER SOFTWARE -*- East Setauket, NY 11733



Manually Adding TA Codes

®= Enter the Vendor No.
= Will default from
deduction setup
® Enter the Debit Account
= Will default from
deduction setup
®m Enter the Credit Account
(ie, TA200)
= Only updateable for

Wire and Electronic
Transfers

= Will default to the
TA200 cash account
u Enter the Pay Cycle
(Every, Weekly, Monthly,
Quarterly, Annually or
Never)

(Cont)

A Trust and Agency Payment Proceszing

Fil=  Mavigation

[

Surnm. Paproll

| R eview Pymnt | Cash Dizbemnt

=

Print

=10] %]

Save | Besetl i | [Elete | Eancell Ep |

b aintenance

FICA-EMPL
FICAEMPR
Fud T
MEDI-EMPL
MEDI-EMPR
MET

ST

P/R Description

FICAEMPLOYER'S SHE IRS
FEDERAL WITHHOLDINIRS
MEDI-EMPLOYEE'S SH.IRS Check
MEDI-EMPLOYER'S SHIRS Check
MET P&YROLL PaYROLL Al Check
STATE WITHHOLDING PROMPT T& Check

Check
Check

T4 Code: [CREDUN QY]

Dezcr: CREDIT UKION

Pay b eth: IEheck

= MLULT] =

Vendor#:[2047 Q) el

CREQIT UMIOH

Diebit Act: [ TAG5

TPES
& &) Consolidated © Singular

CREDIT UMION

Credit Acct TA200
CASH IM CHECKIMG

Fay Cypcle: IEvery *I

- T}'DEZIEDnsnlidated B
ez QI Ref:

al

|F‘ress to Select an Account.

© Copyright - FINANCE MANAGER SOFTWARE -*- East Setauket, NY 11733



Reviewing TA Code
Maintenance

A Trust and Agency Payment Proceszing

m  Toreview TA Codes N [=] S

by type Fil=  Mavigation
(consolidated, 5
singular or All), click |_ Dl | 88 | S| sove|Beset| 2o | 0o | Concel] 2 |
on the appropriate
d. b tt f th ayrall | R eview Pymnt | Cazh Disbemnt b aintenance
radio button from the
’ P/R Description
left-bottom side of FICAEMPL [FICAEMPLOYEE'S SHAIRS TA CodeeJCRED N Q)
the browser FICA-EMPR FICA-EMPLOVER'S SHE IRS Check Descr. CREDIT UNION
FufT FEDERAL WITHHOLDII RS Check PapMeth [Check =] Type: |Consolidated 7
®  The codes may be MEDI-EMPL MEDI-EMPLOYEE'S SH,IRS Check Employee: O al  Ret

sorted by Code or MEDI-EMPR MEDI-EMPLOVER'S SH RS Check o« MULT] =

S NET NET PAYROLL PYROLL &l Check :

-|Z047 0

Description by ST STATE WITHHOLDING PROMPT Té Check Vender Q il

simply clicking on
the respective
column heading

m  To print the Trust

CREQIT UMIOH

Diebit Act: [ TAG5

TYPES

& &) Consolidated © Singular

CREDIT UMION

Credit Acct TA200
CASH IM CHECKIMG

al

Pay Cycle: [E \
and Agency Codes ay Cycle I wery I
report, click on the

pI'iIlt icon Press to Select an Accaunt.
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Creating the Disbursements

A Trust and Agency Payment Processing _ O =]

File Mawigation

Surnr. Payroll Review Pymmnt Cazh Digbzmnt b aintenance

Trust and Agency Payment Generation Criteria

— Date Range — Payment Cycle ——

[+ Ewemny
Starting Payproll Check D ate: IDEIDZ;‘DJ.

M weekly
Ending Payrall Check Drate: IDE;’DZIDl ™ honthly

[T Quarterly

™ &nnually

Process |
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Summarize Payroll Information

Enter the Startmg & A Twst and Agency Papment Processing =l E

Ending Dates for the £l Havigaien

Payroll data to be

summarized

Check Off the Surnrn, Payroll I Review Pomint Cazh Dighzrmnt Maintenance

appropriate Payment

Cycle(s) fOI' the Trust and Agency Payment Generation Critenia

Payroll information — Date Range — Payment Cycle ——
eing summarized

b g Starting Payroll Check Date: IEIJ.IZI:I,"I:IJ. o L

Click the Process v Weeky

Ending Paproll Check Date: IDZ!DZ!Dl

button to proceed ™ Monthly

with payment ™ Quatterly

calculations oy

Process
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Reviewing/Editing the
Disbursements

A Trust and Agency Payment Processing =] E3
File Mawigation

| > | >J | ik | % | Lpdate I

Frint

A 4

Surnr. Payroll | Review Pymmnt | Cazh Digbzmnt | b aintenance

Showe anly the following cycle: |.-5.II

P/R Description Y endor|kethod =
CRED UM |CREDIT UMIOM Check 100,00 0. Code:
ERS EMP'S RETIREMENT 5 547 Check  Manthly ES 94.75 . CRED UM
ERSLM ERS LOAM E47 Check  Monthly  WES 220.00
FICA-EMPL FICA-EMPLOYEE'S SHA 2051 Electionic Ewvery MO E47.79 . Arnount:
FICA-EMPR FICA-EMPLOYER'S SHE 2051 Electranic Ewvery MO B47.79 . e e
P T FEDERAL wITHHOLDI 2051 Electronic Every MO 1.626.16
GARM-A5C GARM-ALBAMY SCU 2052 Check  Ewery MO 35.00
MEDI-EMPL MEDI-EMPLOYEE'S SH. 2051 Electronic Every MO 151.51
MEDI-EMPR MEDI-EMPLOYER'S SH 2051 Electionic Every MO 151.51
MET MET PayROLL 1333 Check  Every  NO 0.00 . st [

Unpaid Balance
a_ano

Total Diztribution: 4 705.71

Click on Caolumn [Code.Desc \Wendor, Method. Cocle] ko Sort.
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Reviewing the Current
Disbursements

| To review payments A Trust and Agency Papment Processing
by Pay Cycle, click Elle Navigation
on the drop down list

and choose i | @ Update |

accordingly

Surnm. Payrall | Feview Pymnt | Cazh Dishzmint | b aintenance

m The payments may '
also be sorted by
Code, Description,

Shl:uwll:nnly the following cycle: |.f3.II

P/R Description Wendor|kethod
Vendor #, Method or CRED UM |CREDIT UNION .. 100,00 ¥ || Code
Cycle by simply ERS EMP'S RETIREMENT 5 547 Check  Marthly YES 9475 . CRED UN
s ERSLN  ERS LOAN B47 Check  Marthly YES 220,00
Cllelng on the FICAEMPL FICA-EMPLOYEE'S 5H 2051 Electoric Every  NO 547.79 . Ameurt
respective column FICA-EMPR FICAEMPLOYER'S SHY 2051 Electranic Every  NO E47.79 . 10060
Head; Fu/T FEDERAL WITHHOLDI 2051 Elechonic Every MO 1.826.16 Unpaid Balance
cading GARNASC GARMALBANY SCU | 2052Check  Evey  NO .00 o oo
= To print the Current MEDI-EMPL MEDIEMPLOYEE'S SH, 2051 Electionic Every  NO 15151 ;
MEDI-EMPR MEDIEMPLOYER'S SH 2051 Elechionic Every  NO 15151 .
Trust & Agency NET NET PAYROLL 1303 Check  Eveny  NO 0.00 . et ]
information that was Total Distribution: SRy
generated, click on
the pI'iIlt iCOI’l Click on Column [Code,Desc Vendor Method, Cycle] to Sort,
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Editing the Current
Disbursements

m Select the Code to update A Trust and Agency Payment Proceszing _ O] %
and click update Elle Navigation
m There are 3 items that
can be modified: Save | Beset | Cancel |
= Amount - The amount
currently set to be | Feview Pymnt
disbursed (When the '
ayroll is first
PR : . Show only the following cucle: |.f3.II
summarized, this
includes any Unpald P/R Description Yendar|Method
Balance) CRED UM |CREDIT UNION \ 100.00 X || Cod
1 ERS EMP'S RETIREMENT 5 547 Check  Morthly YES 94.75 . CRED UN
U}?pald Balal;ce i ERSLN  ERS LOAN B47Check  Monthly VES 220,00
T ¢ amount of money FICA-EMPL FICA-EMPLOYEE'S SHE 2051 Electroric Every MO £47.79 . Ameurt
which was held from FICAEMPR FICAEMPLOYER' SHY 2051 Electioric Every  NO 673 0 100.00
previous payroll(s) FwiT FEDERALWITHHOLDI 2051 Electionic Every  NO 182616

Unpaid Balance

= Hold = A check box GARM-ASC GARM-SLBANY SCU 2052 Check. Ewery MO 35.00 . ’T
which allows the user MEDI-EMPL MEDI-EMPLOYEE'S SH, 2051 Electronic Every (WO 151.51

X 1 . MEDI-EMPR MEDI-EMPLOYER'S SH 2051 Elechioric Every MO 15151
SRTAAUIRSE ALK @ NET NET PAYROLL 1333Check  Every  NO 0.00
deduction to be held

from the current

disbursements and
carried forward as an Hald?
unpaid balance

Hold: [

Total Distribution: IRy
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Creating the Current
Disbursements

A Trust and Agency Payment Processing Mi=] E3
File  Mawigation

N I [k [ b | BUN Checks| RUM Wwires |

Summ. Payrall | Rewview Pumnt I Cazh Dizbzrmnt l h aintenance I

Schedule D escription

A FUMD RREAMT-FEE 210201 A I
Dake: [O2,01,01
Ta PAYROLL 2/0 T.-'l‘-. 10201401
Ref: o
|} I [Eanme] I

|55Iect an Open Cazh Dizbursement Schedule
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Creating the Current Disbursements -
Checks

u Select the Schedule the Al Trust and Agency Payment Processing M [=] 3
disbursements should be  File Mavigation

recorded on

= Enter the date you wish Ml 4| > | 3 | a4 | BUN Checks| RUN Wires |
to have the
disbursements be
entered as of — For
checks, this may not

necessarily be the same Open Cash Disbursement 5chedule

as the check date since Schedule Dfscription |Fund|Schit|Dt Opened| =
that will be assigned A FUMD wWARRAMT-FER Ta 2 02014 Date: [0z/02/01 €T

Ta, PAYROLL 2/01 02401401

upon printing Reftt. 0
®  Click the Run Checks ol
button to create
Computer Generated
checks (Waiting to
print) for any payments

marked as Payment
Method Checks

Summ, Payrall | Review Pumnt I Cazh Dishemnt I Maintenance |
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Creating the Current Disbursements
— Wire/Electronic Transfers

Select the Schedule the A Truzt and Agency Payment Proceszing _ O] x|
File  Mavigation

disbursements should be
recorded on

Enter the date you wish
to have the disbursements
be entered as of Summ, Payrall | Rewview Pymnt I Caszh Disbemnt l Maintenance |

Click the Run Wires

button to create
c Open (lath Disburzement Schedule Payment Parameters
disbursements for any

¢ B Schedule Dedenption Fund|Schi| Dt Opened|=

ayments marked as >

pay AFUND WANRANTFER T4 | 202/01/01 Date: [o2/02/01 %
Reflt: 0

Payment Method Wires T4 PAYROLL 2/01 02/01/01
or Electronic
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Creating the Current Disbursements

— Wire/Electronic Transfers (Cont)
Upon clicking the Run

Wires button, the Refy it Havigafion

window will open and a

reference number must W | | A | RUN Checks| RUN wires |
be entered to proceed.
The reference number

Summ, Payrall | Rewview Pymnt | Cazh Dizhzmnt | baintenance |
will serve as a starting !
number for the
disbursements that are
created. Once this Schedule Description |Funn:||5::h1¢|Dt Dpened|
routine has been run, the & FUND WARRAMT-FER | TA 202/0.01 Date: [0z /0201

T4 PAYROLL 2/01 02401 /01

Ref# will default to the Reftt: [290001 €

next number the next
time it is run

After entering the Ref#,
click OK to proceed or
Cancel to exit the routine

ak | Cancel ‘

Enter a Starting '#iref.
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Finishing Up

Once the Run Checks routine has been completed, any
computer checks that were created can be printed through
the Print Disbursement Checks routine. To confirm the
utility has worked properly, a Checks Waiting to Print
report can be run to confirm check amounts prior to
printing them.

Once the Run Wires routine has been completed,
disbursements are created for wires/electronic transfers.
To confirm this and their amounts, either a Warrant report
or Cash Disbursement Schedule report can be run. These
disbursements will NOT appear in either the Computer or
Manual Checks routines.
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