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PERFORM RECONCILIATION UPDATE (CR0107) 
This option records all cleared entries in your bank account files to reconciled entries and updates the last statement 
date and balance. This is a “housekeeping” task of freeing up disk space which is no longer needed. The system 
will process the currently selected bank account, and flags as “reconciled” all entries that have been recorded as 
cleared. It updates the Bank Account Master File with the date of last statement assumed from the system date.  

If you do not have enough disk space available to perform this function, an error will be generated at the time the 
system runs out of disk space. This, however, could be some time later depending on the size of your bank account 
detail file. If your Checking Detail data file is 1MB, you may need as much as 1.2MB in additional free space 
before proceeding with this option.  

When you select this option, you may <click> on the “Update” button to begin the process or the “Cancel” button 
to exit. Once begun, all “cleared” check entry records will be changed to “reconciled” entries. To remove 
reconciled entries from the system, use the option in the “Set Up and Maintenance” section for “Remove 
Reconciled Entries.” 

Results:  

coCR1.dbf - Check Reconciliation Master File 
- Date of Last Statement updated 
- Last Statement Balance updated  

coCR2.dbf - Check Reconciliation Detail File 
- Cleared Check Entries changed to reconciled  

Chapter 3          Enter Transactions     Page 3-11 



Check Reconciliation User Manual 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page intentionally left blank. 
 

Page 3-12      Enter Transactions  Chapter 3 



Check Reconciliation User Manual 

CHAPTER  4     PRINT REPORTS 
This section includes a description and sample of each report generated by the Check Reconciliation module. 
Reports illustrate the results of transactions from the options within this module or from another integrated module. 
Reports do not update the actual files.   

The reports included here reflect sample information input into the sample company “INS - Infinity POWER 
Sample Company” and only reflect an example of the way a company may utilize certain features within this 
module. All modules are designed to be extremely flexible in the way you may organize data and print the 
corresponding reports.   

DO NOT assume that these reports reflect the only way in which this module's reports may be structured and/or 
printed. These reports may be used as a cross-reference to determine which reports you should be using in your daily 
activities or when trying to locate specific types of information.  

STANDARD FEATURES FOR REPORTS 
Here is a listing of some standard features, which can be utilized with all reports:  

CTRL+O  (Output Options) 
Destination - Printer Choice, E-Mail or Display 
Report Titles 
E-mail Settings - Recipient and Subject 
Font Attributes 
Report Print Options 
Displayed Report Options 
Range of Accounts 
Data Record Retrieval 
Report Sorting Preference 
Masking (Wildcards) 
Period to Report On 
Cancel the Print Job 

CTRL + O (Output Options) 
You are able to change your Output Options (printing preference) at any time when you are within the Infinity 
POWER programs. By Pressing CTRL O, an overlay screen will appear with your available output options. You 
may choose to print to a Printer, send the report as an e-mail, or display the report on the screen. 

If you select “Printer,” this will cause the output to be generated to whichever printer device you currently have as 
“active” in the Windows operating system. You may choose to change printers by <clicking> on the “Print 
Options” button and select another printer that you have set up in your Windows program. Also, by choosing 
“Printer,” you have the capability of changing the title of the report you will be printing. The standard report name 
will be shown, however, if you wish to overwrite it with another title, you may do so. 

If you select “E-Mail,” this will cause the output to generate an e-mail to a specific recipient. On the Output 
Options screen, you will need to define the recipient of the e-mail in the “To” field. Make sure to enter their e-mail 
address and not just their name. The “Subject” field is automatically assigned the name of the report you will be 
generating, however, if you wish to overwrite it with another subject, you may do so. 

NOTE 
Be sure you have defined your “E-Mail Host” in the Output section of the 
Configuration Settings, otherwise, this feature will not be operational.  Your 
name should be your e-mail address, not your actual name. 
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If you select “Display,” this will cause the output to generate the report to the screen. All reports are generally 
created in an 80 or 132 column format.  You may size your output window both larger and smaller to allow you to 
view as much of the report on the screen at once as possible. 

If you are used to using the Windows Character-based or UNIX version of Infinity POWER, you realize that you 
may also send reports to a “text” file for a myriad of uses.  You may do the same in Windows, however, you must 
set up a “printer” type in Windows that will direct the output to the file.  Once this is done, any time you want to 
direct reports to a file, you simply select the new printer definition under Windows. 

The principal applies if you want to print any report or form as a FAX document.  Define the FAX software as a 
printer in Windows and simply redirect your output to that specific printer. 

Font Attributes 
Within the Output Options window, you can modify font attributes such as color, size, and styles for each report.  
This allows you to be creative in your report styles whether formal, informal, or classic professional, depending on 
the purpose of the report. You may choose a more informal style for internal reports, but select a more elegant style 
for a customer.  Selecting a font in the Printer Settings section affects printed reports only.  If you select Print as the 
output destination, this is the font that will be applied to the printed report. 

You can also select a font style for the display destination, independent of the Print Settings font selection. In the 
Display Settings section of the screen, <click> on the Fonts… button to open the Font window. From this window  
select different fonts, add special effects such as underlining, change the color, font style (bold, italics, bold italic, 
etc), and the font size.   When a report is selected in display output, this is the font that will be applied when the 
report is displayed on the screen. 

NOTE 
If you send a report to print directly from the displayed output screen, (Send 
menu option or the Send to another output destination toolbar options) the 
font selected in the Printer Settings will be the font that is applied to the 
printed report, regardless of what font settings are selected for the Display 
Settings.  Font attributes are unique for Printer Settings and Display settings 
due to the fact that your printer and the Infinity POWER system may not 
support all of the same fonts. 

After selecting font attributes for either the Printer Settings or Display 
Settings, <clicking> the corresponding Save button will make those current 
selections the default settings. If you select different attributes between 
displaying/printing reports, you must <click> the Apply button for the new 
font attributes to be applied. Otherwise, the selections made for the previous 
report (within the same session), will be applied to the current report. Once 
you log out of the system, the last saved printer and display settings will be 
applied to the reports when you log back into the system.  

If E-Mail is selected as the report output destination,  the actual report will be embedded within the e-mail message 
as an HTML display in a fixed Courier font so that columns will automatically adjust to align properly. 

Report Print Options  
In the Printer Settings section, <click> on the Options… button to open the Print window.  You can select the 
entire report, the current page, or a range of pages, or a specific page to be printed.    You can also custom adjust 
form sizes by increasing or decreasing the horizontal and vertical offsets. The horizontal offset adjusts the 
alignment in fractions of an inch.  The default offset value is set to 0.00. A positive increase will adjust alignment to 
the right, a negative value will adjust alignment to the left.  The vertical offset adjusts the alignment in fractions of 
an inch.  The default offset value is set to 0.00. A positive increase will adjust alignment down, a negative value will 
adjust alignment up. 
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Displayed Report Options 
If the report output is Display, you can also use the navigation toolbar buttons to jump to another page within the 
displayed report, or <click> the # toolbar button to specify a particular page. This comes in handy to view specific 
information in a long report, without having to navigate page by page.  

From within a displayed report, you can also send the report (current page or all pages) to print or change the output 
destination for the current page or the entire report without leaving the screen.   

By <clicking> the search toolbar button, you can also search for specified text within the displayed report.  This 
allows you to search for any text, amounts, dates, etc, contained within the report.   

Range of Accounts  
When asked to define the range of account numbers to report on, place your cursor on the “Beginning Account #” 
field and <click> the Down Arrow (F2 by default) to gain access to the account listing. You may choose to search 
for accounts by account number or description. Once you have selected the Beginning Account Number, <click> on 
the Ending Account Number field and then <click> the Down Arrow (F2 by default) to gain access to the account 
listing to choose your ending number. 

Data Record Retrieval 
This function can be done on any indexed field in the currently active system or a field the current system is 
integrated with. When the right mouse button is <clicked> in the field, the system will display the choices of data 
record retrieval.  

This feature is available in most options throughout the Infinity POWER system. It will simplify your retrieval of 
records when printing reports. The data record retrieval choices are listed below. 

First Record This option will allow you to select the first record in the requested file. 
Next Record This option will allow you to retrieve the next sequential record in the file, 

assuming you have already selected a record.  
Current Record This option will allow you to select the last record that was accessed. 
Scroll View This option will display a scrolling screen with all records in the accessed 

file. You may scroll through the records and select the one of your choice. 
You may also change the sorting preference and search for the record in a 
variety of ways. 

Previous Record This option will allow you to retrieve the previous sequential record in the 
file, assuming you have already selected a record.  

Last Record This option will allow you to select the last record in the requested file. 

Report Sorting Preference  
This is the order in which items will print on reports. This is handled through the method in which you choose the 
beginning and ending account range. For example, you will be given two choices when you select your beginning 
and ending account number when <clicking> the Down Arrow (F2 by default):  

Customer Number 
Customer Name 
Description 

Instead of printing all reports in order of the account number, you may elect to print them in alphabetical order by 
the description of the account number by selecting your account range by “Description.”  
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Masking (Wildcards)  
The account number mask is a field which gives you the ability to set up a specific search and have the system only 
retrieves those items defined within the parameters of that search. This is very beneficial if you want to print all 
reports for a particular department or location.  

Your account number is the key to how specific information may be searched on. The account number length will be 
reflected in the mask field on your screen.  

The bank account number mask field would appear on your screen as:  

[          ] 
*12345  

Assuming that you were utilizing a five digit bank account number with the last two digits representing the 
department or location number (e.g., “03”), to print a report that would mask for a department or location you would 
enter the following:  

[      03   ] 
*12345*  

The areas not being masked can either be spaces or question marks. Question marks are the standard wildcard 
format.  

Period to Report On  
If a report is a summary type report, the information contained in the report will be inclusive of all data input during 
the date range specified at the time of selection of the report. This provides you the ability to do historical period 
reporting as well as current period reporting.  

Cancel the Print Job  
<Clicking>on the “Cancel” button during the printing of a report will cancel the print job. However, keep in mind, 
some of the report may still be in the printer buffer at the time of cancellation.  
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PRINT CHECK REGISTER REPORT (CR0201) 
This option provides a complete register of all Bank Account entries recorded for the selected bank account. The 
report also provides the beginning balance, a running account balance, the ending balance, and also calculates the 
current bank balance from those entries that are NOT marked as cleared.  

When you select this option, you will be prompted for a date range of items to include. By <click> the Down Arrow 
(F2 by default) at the beginning and ending date range fields, a calendar will appear for you to choose a date. The 
left arrow will move the months backward and the right arrow will move the months forward. There is also a 
“Today's Date” button that will take you directly to the current computer system date. Once you have selected a 
date, <click> on the “Accept” button. You will also have the capability of choosing a sort for the report by “Check 
Number” or “Date/Check Number” order.  

 
Heading Information: 
- Bank Account Number and Description    
- Starting Balance     
- Date of Last Statement     
- Last Statement Balance     
 Summary Information:     
- Total Checks     
- Total Deposits  
- Ending Balance 
- Outstanding Checks  
- Outstanding Deposits  
- Bank Balance 
- Reconciled “X” 
- Cleared “X” 
- Amount  
- Balance 

Detail Information: 
- Check Number 
- Date 
- Transaction Type  
- Origin 
- Description 
- Transaction Number 
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PRINT RECONCILIATION REPORT (CR0202) 
This option provides a Check Reconciliation report which may be used as a worksheet to reconcile your bank 
account. When you select this option, you will be prompted for an ending date, which is used as a cut off date for 
items to be considered in the book balance total at the end of the report. By <clicking> the Down Arrow (F2 by 
default) for the ending date range field, a calendar will appear for you to choose a date.  

The left arrow will move the months backward and the right arrow will move the months forward. There is also a 
“Today's Date” button that will take you directly to the current computer system date. Once you have selected a 
date, <click> on the “Accept” button. You will also have the capability of choosing a sort for the report by “Check 
Number” or “Date/Check Number” order. This report includes a total count of checks and deposits. 

Field Names:  

Heading Information: 
- Bank Account Number and Description 
- Starting Balance 
- Date of Last Statement 
- Last Statement Balance 
Detail Information: 
- Check Number 
- Date 
- Transaction Type 
- Origin 
- Description 
- Transaction Number 
- Cleared “X” 
- Amount 
- Adjustment Column 
Summary Information: 
- Total Checks 
- Total Deposits 
- Ending Balance 
- Outstanding Checks 
- Outstanding Deposits 
- Bank Balance  
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Check Reconciliation Report  
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BANK ACCOUNT LISTING (CR0203) 
This option prints a maintenance listing of all of your bank accounts in either a detailed or non-detailed format. This 
report prints a listing of the bank accounts that you have entered into the system. It may be printed as either a “Non-
detailed Listing” or a “Detailed Listing.” 

This report is very useful in verifying the information that has been keyed into the system. Simply specify the range 
of accounts that you would like to print. The Non-detailed List may be used as a quick reference listing of accounts 
and their descriptions while the Detailed Listing will print all information input into the system for the bank 
accounts.  

Field Names:  

- Number 
- Description 
- Bank Account Number 
- Bank Route Number 
- GL Cash Account 
- GL Accounts Payable Account 
- GL Discount Account 
- Journal Number 
- Check Form 
- Check Number 
- Prenumbered Checks 
- Starting Balance 
- Last Statement Balance  
- Last Statement Date 
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Bank Account Listing (Non-Detailed)  
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Bank Account Listing (Detailed)  
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