8@ Wellspring
@ Software

Bank Accounts, or Bank Records, are typically setuprintBoss after the application is installed @etup to
work with your accounting software. Additional oeds can be added when needed.

PrintBoss provides a database of bank accounBarmk List, that stores information used to printcks.
Bank data is not usually pulled from the accounsinfiware's database. The information stored relnde the
Bank Name, Bank Address, Bank MICR information, &wnpany Information for the account. The MICR
information includes the bank routing number, actawmber, and check number. Since PrintBoss tta@a s
multiple bank accounts, there is normally some feayhe accounting software data to select thesobivank
record from the list when a check is printed thfo&gintBoss. Once the account is selected, PrsgBan use
any of the fields in the bank record as the sofoceommands. In particular, the #MICR commandsed to
print the MICR across the bottom of the check.

Initially, PrintBoss provides 10 bank records fouy convenience. More records can be added byhpsimg
and installing a Bank Module. Each module, orBEry, adds 5 blank bank records to the database in
PrintBoss. When the number of purchased bank dsaaaches 140 (28 modules), the number of availabl
records becomes unlimited. Contact Wellspring\8afé to purchase additional Bank Modules or visitweb
site.

SeeAppendix A at the end of the document for a more thorougbrig®son of the fields on the PrintBoss Bank
Edit window.

CREATE A BANK RECORD

Fill in the fields that will be used for printindnecks. Sample data is provided for many of tHedielf you do
not want to use or display a field, make sure ii&k.

1. Click on theEdit menu and sele&ank List from the main PrintBoss window. The PrintBoss IBan
List opens. Initially, thdank Coddor each record starts withnused
2. Select the first available record.
a. Select an Unused Bank if one is available.

b. Click the plus B button in the menu bar if you have unlimited baakd need to add a new
record or if you rebuilt your table after deletirggords.
3. Open thePrintBoss Bank Edit dialog.
a. Double-click on the record; OR
b. Click theEdit Bank button.
4. Enter data for the appropriate fields. The follogvsteps include recommendations.
a. Primary tab
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PrintBoss Bank Edit [ihy

MICR | Miscellaneous | Signatures Logos | Security | ACH Definition |
Bank Code  |CHECK PROPERTY MGMT Alias I

Bank Prompt |voucher Checks

Fractional Code |123/4567

Bank Information normally printed on check
Next Check Number

Mame |Commerce Bank P —
Address 1 [Chesterfield, MO Confirm Check # at start of batch

) Address 2 | | Auto.. Confirms if {BChkNo} or BBB in MICR |
Address 3 | Include bank on Popup Bank Request List
Company Information normally printed on check |Suppress if "Unused" in BankCode |
Name |Castle Rock Construction Password Required at start of batch...
2nd Name | when picking Popup Bank Request List [~

during Un-Matched Bank Selection o

Address 1 [123 Main Street
Address 2 |Anytown, MO 12345
Address 3 |

Address 4 |

every time bank is auto-picked o
|

Account Auto Select Options
Always Confirm Auto Selection [ ﬂ
Enable "Payroll" alias name r ﬂ

Bicopy | @ | & = | V' OK | XCancel‘

i. Bank Code— Required. This should match the checking accoode used in your

accounting software.

ii. Bank Prompt — PrintBoss will duplicate the Bank Code in thedd if it left blank.

iii. Bank Information — Typically the Name and Address 1 fields are uskue Address 1
field usually contains the city and state of thakbaThe other fields in this section are
often blank.

iv. Company Information

1. Name — The company name is entered when a |lagut issed.
2. 2""Name — This field is available for a second namé//a. This field is often
blank.

Address 1 — Enter the street address for the coynpan

Address 2 — Enter the city, state, and zip or pastde for the company.

Address 3 — Optional; may contain country, phoag, dbr email information.

Address 4 — Optional; may contain country, phoag, br email information.

V. FracUonaI Code - enter as provided by your bank. Use the sldgtsymbol to
represent the fraction symbol (-).

vi. Next Check Number— This field is ignored unless you are using abanting software,
such as QuickBooks, that does not pass a checketumiPrintBoss. If this is the case,
enter the next check number from the check registigu will have an opportunity to
confirm or change this value at the beginning @heeheck batch. This field will NOT
update the check registry in the accounting softwar

vii. Confirm Check # at start of batch— See thénstallationNotesyour printed for your
accounting software. Typically, this is setXoto...

viii. Include bank on Popup Bank Request List- Optional. Typically, the wordnusedis
left at the beginning of the Bank Code for unusadikorecords an8uppress if
"Unused" in Bank Code is selected from the drop down menu. This will oemall
unused bank records from the popup Bank Requesivhisn a Bank Code match is not
detected by PrintBoss.

ix. Password Required at start of batch- Optional. This feature provides the ability to
limit the use of this bank record.

X. Always Confirm Auto Bank Selection Options— Optional.
1. Always Confirm Auto Bank Selection —This feature is only available when the
Enforce Exact Bank Code MatchandAllow for Selection when multiple
Bank Codes matchoptions are selected at the bottom of the Options
Configuration / Internal tab in PrintBoss.
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2. Enable "Payroll" alias name — This feature is only available whé#iow bank
account to be AP and Payrolis selected at the bottom of the Options /
Configuration /Internal tab in PrintBoss.

b. MICR tab

C.

PrintBoss Bank Edit [z

Primary MICR‘ Miscellaneous ] Signatures _Logos l Securityl ACH Definition

#000 298" 150000000001 98 PwE S

Standard Format Fields Check Format Type

Routing Numnber (« Standard 8.5" Business Check
|000000000 ° Small 6" Wallet Size Check Type 1
T " Small 6" Wallet Size Check Type 2
|. 387-654 " Deposit Slip

Use a decimal to denote spaces " Custom (enter MICR line directly)
Check Number BBBBB" or "{BChkMo}' is normally ONLY

BEEEEE - | used for QuickBooks or Quicken
checking accts.

Check No. from PrintBoss Bank Record, Zero Filled

™ Include US Funds flag (45) on MICR line.
Custom Format

pobbbby [UUOUULDUYL Y& 7 -bad

{Sample MICR line from above fields

Bhcopy | @ | & B | W OK | XCancel‘

iv.
V.

Vi.
Miscellaneoustab (Optional)

Routing Number — Enter this value exactly as it is provided byrybank, including
dashes.

Account Number — Enter this value exactly as it is provided bwuiybank, including
dashes. Use periods to represent spaces. Spadast the periods, will display in the
MICR Line.

Check Number— Select the value indicated by tinstallation Notegrinted for your
accounting software. Most accounting packagesO@dekNo. QuickBooks and Quicken
use BBBBB or BChkNo.

Include US Funds flag (45) on MICR line- Select this option whent he US Funds flag
is required. This is typically for Canadian chewokgten on US Funds.

Custom Format — This field cannot be edited unless @estomradio button under the
Check Format Typsection is selected. This is not recommended.

Check Format Type— Choosestandard 8.5" Business Check$or most applications.
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i. Miscellaneous Information— Optional. These fields are available to accontsm®
special circumstances, such as adding a seconddagoheck. The Values field
contains the path for the logo or special valuee Description field can be edited to
describe the item in the Values field.

ii. Miscellaneous Flags
1. 2" Signature Line — Select this checkbox to add a second signaneed your

checks for this bank record.

2. Miscellaneous Flags- Optional. These fields are available to accoatat®
special circumstances and evaluate to True whetkedde The Description field
can be edited to describe the purpose of the flag.

iii. Canadian Style Date/Amount— Select this checkbox if you want the style & tlate
and amount on the check to follow the CBA format.
d. Signatures Logogab (Optional)
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i. File Name- Enter the name, including the extension, or beotwsselect a Logo or
Signature for the appropriate field. The graphesfassociated with these file names
should be stored in the Logos folder of the PrngBtisectory folder. These graphics are
bank specific and will only print when this bankoed is used.

ii. Position— Adjust theX (horizontal) andr (vertical) position of the graphic. These
measurements are in inches from the left and tge efithe page, respectively.

iii. Options — Enter an option to apply to the graphic. Famgle, /Watermark adds a
medium watermark to the graphic when the variab#®eiated with this option is added
to the form (see Appendix A).

iv. Range Condition— Add a high and low dollar amount to determineewi signature
should print on a check. Example: Enter 1000Génlto field and 9999999 in the Hi
fields of Signature 2 to only print the signatute &ssociated with this field when the
check amount is $10,000 or higher.

v. Size— Adjust the size of the Logo or Signature by eslVidth andHeight) or
Percent You cannot use both at the same time.

e. Security tab (Optional) — SeBank Securityater in this chapter.
5. Click OK to save the changes to the information.

NOTE:

Changes made to Logos or Signatures in a bankdecdy apply to that bank record. If more than one
bank record includes a logo or signature that reguan adjustment, the change needs to be madeho e
bank record.

CoPY/TAG/PASTE

Occasionally, it is beneficial to copy part or@fllithe information from one bank record to anothEhis is
accomplished using the Copy/Set Tags / Paste f Thegs buttons at the bottom of the Bank Edit djads
follows.

Copy
1. Select the Bank Record you want to copy and chelEdit Bank button to open the Bank Edit dialog.
2. Click theCopy button. Almost all of the fields from the curtdrank (on all tabs) will be stored in an
invisible clip board. These fields cannot be Pasthis point.
3. Proceed to Set Tags.

SETTAGS
Start with the instructions for Copy above.

1. Open the destination or new Bank Record.

2. Click theSet Tagsbutton to select all fields. Only fields that émgged will be filled from the clip
board. Tagged fields are displayed in yellow. iddoPrintBoss will not tag the Check Number, Check
Format Type, or Custom Format fields on the MICR tdhere are a couple of fields on the Primary
tab that are not highlighted as well.

3. Hold theCNTRL key andclick in a field to remove the tag. This will toggld ahd on.

4. Proceed to Paste.

PASTE
Start with the instructions for Set Tags above.

1. Click thePastebutton after you are finished removing or addimgstto the Bank Record fields.
2. Proceed with Clear Tags.
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CLEAR TAGS
This button will turn off the highlight on all fids.

1. Click theClear Tagsbutton after you finish pasting fields. This wilbt clear the data in the fields.
2. Hold theCTRL button anctlick on a field to clear that specific field.
3. Click OK when you are finished.

ADDING BANKS

PrintBoss initially has 10 bank records. Additibbank records can be added using a Bank Modutwjquisly
called aBank Key Each bank module adds 5 bank records. Contatispying Software to purchase a Bank
Module.

There are two ways to activate additional Bank ntegluThe computer must have internet access teitrsr
of the installation methods. Please contact WetigpSoftware if you do not have internet access.

Click UTILITIES from the main PrintBoss window asdlect INSTALL MODULES / BANK LIST
MODULES / INSTALL BANK MODULES. Enter the codesqgrided with the bank key purchase.
Or use the online installation method from any cotapthat has PrintBoss installed. Enter the
following URL into your web browsexsww.WellspringSoftware.com/downloads/demos.as@ick
on the link forPBBanks.exand selecRunor Save

BANK LIST MAINTENANCE

PrintBoss has the ability to Import/Export bankdibeginning in version 5.31.1. The user must firgin as
Supervisor (Administrator) before using this featur

IMPORT BANK LIST
PrintBoss can import an Excel file saved as a *fitsv

1. Open Excel.
2. Enter the column labels in Row 1.
a. The labels need to exactly match the name and ofdbe PrintBoss bank list.
b. You do not need to enter labels for columns if gon't have data. PrintBoss will enter default
values automatically.
3. Enter or import the Bank Records by row.
a. Do not leave blank rows.
b. You cannot import more bank records than licenederintBoss.
Save Excel as a *.csv file.
Open PrintBoss.
Login as administrator.
Click on theEdit menu and sele@&ank List.

No ok

8. Click on the Tools button to the left of thdBank Codelabel.
9. Selectimport.
10. Navigate to the location of the *.csv file.
11. Select the *.csv file.
12. Click Open.

PrintBoss will populate the Bank List with this dat

EXPORT BANK LIST
1. Open the PrintBog¥laster Application window.
2. Click on theEdit menu and sele&ank List.
3. Hold down the Shift or Ctrl key to select a ranfidank records.
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a. Shift allows you to select contiguous records.
b. Citrl allows you to select non-contiguous records.
Right-click on the selected records and chdéxggort.
Click Yesto continue.
Enter a name and destination for the file.
Click Save

No oA

DELETE BANK LIST RECORDS

Single Bank Records can be deleted by selectieg@d and clicking the minus  button in the menu bar or

by right-clicking on a file and selecting delefEhey selected record will always have the arrowin the left
column.

Multiple Bank Records can be deleted using thet®hiCtrl keys to select a range of records. Rarage
always highlighted in blue.

1. Open the PrintBoslaster Application window.
2. Click on theEdit menu and sele@ank List.
3. Select a range of Bank Records. Use one of thewislg methods:
a. Click on the first record in the range. Hold ®ieift key and click the last record in the range.
The range will be highlighted in blue. This methwairks for contiguous records.

b. Click on the first record in the group. Hold t8&RL key and click each record you want to
delete. The records in the rargge highlighted in blue. This method works fonno
contiguous records.

4. Right-click on one of the highlighted records aetéstDelete

NOTE:

Be sure to right-click on a blue highlighted recbedore selecting delete. Otherwise, the wrongnewill be
deleted. In the example below, the record withattew will be deleted instead of the blue highteghrecords.

REBUILD TABLE

The Bank List table will automatically try to Relliafter records are deleted. This can only td&egowhen
no other user is using PrintBoss. When the tabéss ¢hot rebuild, the total number of records inlidgtedoes

not update to reflect the true number of recordsu can Rebuild the table manually when everyoraitsof

PrintBoss.

1. Open the PrintBoglaster Application window.
2. Click on theEdit menu and sele@ank List.

3. Click on the Tools button to the left of thdBank Codelabel.

7
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4. Select Rebuild Table.

PrintBoss will provide a confirmation window befaebuilding the table.

SORT BANK LIST RECORDS
There are two ways to sort records in the Bank List

1. Click on the drop down menu in the men bar and sb@osort order.
a. Natural Order — The order the records were originally numbetdnused Bank011, Unused
Bank012, etc.) or imported.
Bank Code Order— This is an alpha-numeric field.
Bank Prompt Order — This is an alpha-numeric field.
Bank Name Order— This is an alpha-numeric field.
e. Company Name Order— This is an alpha numeric field.
2. Click on one of the darker gray labels to sortlmtiabel. These labels match the last three ekoic
the drop down menu.

ooo

The sort order will return to Natural Order whemyaose the Bank List and reopen it.

ADJUST MICR PLACEMENT

The location of the MICR line is calculated by PBiass based on the directives passed in the #MICR
command. Typically, this placement is proper fahack at the bottom of an 11" page. Sometimee tisex
small difference from printer to printer, so a sgpa adjustment can be made in the ConfiguratidPriotBoss.
Once this is made, it should not need to be changksss the printer, printer driver, or operatiggtem is
changed.

The MICR Offset Adjustment is set in PrintBoss.eTdudjustment can be both vertical and horizofitails
setting is global for all forms and is workstationspecific

Select OPTIONS / CONFIGURATION from the main Priot# screen to access the adjustment settings.

MICR ADJUST WIZARD

Click on theMICR Adjust Wizardutton to open a step by step adjustment wizatds wizard will prompt
you to print a sample on the Wellspring Softwareathstock, compare the alignment to the preprifitagsit
Character, and then prompt for adjustment direstidfollow the prompts to adjust the placement unti
satisfactory. Click on Finish to exit the Wizardpon completion, the MICR Offset Adjustment valuéh be
modified.

MANUAL MICR PLACEMENT ADJUSTMENT

An alternative method is to manually adjust theisgs$. Adjust the horizontal (Left/Right) and vesl
(Top/Bottom) alignments independently of each ofltethe laser printed "Transit Character” overlay I:
the Transit Character preprinted on the back otttexk stock. (Hold printed copy up to the light t

see if it is properly aligned.) This adjustment na@ycompleted with the help of the MICR Adjust Wdar by
manually adjusting the values.

These measurements are in thousandths of an iradlowofor very accurate placement.
Start with larger numbers such as increments @ab%® able to see the initial
adjustment, then fine tune with smaller valuescrBase the MICR offset to shift the
forms Left or Up (Top). Once the value reachede@yease into negative numbers.

MICR adjustment settings are saved locally on thekatation. Even if PrintBoss is running from asd
drive, each workstation can adjust as necessahpuiimpacting the other workstations.

MICR PLACEMENT RANGE
As each piece of paper runs through the printen glight variations, no two pages will print exgdthe same.
For this reason, a range of placement is accepéaislerding to the American Banking Association trel
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Canadian Payments Association. This range isatelitby the box around the transit symbol. As lasthe
MICR transit is within this box the placement slibbé acceptable.

BANK SECURITY

Security can be added to each Bank Record to difenasers who may access the Bank Record. Toieps
starts with enabling bank security.

SETUP GENERAL SECURITY (OPTIONAL)
Click on theOptions menu on the main screen in PrintBoss and chSesarity.
1. Enter youMaster Password The default Master Passworda@gmin. If this has been changed,
contact your Administrator. See chapter écurity Featuresor more information.

2. Click OK. The Security Settings window opens.

3. Click on theEnable User Securityin Bank button at the bottom of theéeneral Settingstab.

4. SelectEnable Bank User Securityand clickOK. The name of the bank security button changes to
Disable Bank Security.

5. Select theDisplay ONLY primary fields in bank list browse... option to hide sensitive information
on the Bank List and encrypt key fields.
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Click on theAdvanced User Rightstab.

Click on the Plus sign (+) to setup users. Onéldker Nameis required for bank security.
Click OK to exit the User Edit window.

Click OK to exit the Security Settings window.

Once the bank security is enabled, log into PristBas the Administrator.

LN

NOTE: |

It is not mandatory to create user accounts oistwirity Settings window. Bank records can bersechy
entering Windows Users names on the Bank &diuritytab as described below

LOG-IN AS ADMINISTRATOR
1. Click on theFile menu and chooddser Log-In.
2. Enter theOperator Name for the Administrator/Supervisor.
3. Enter theMaster Password The log-in window will close after a successag-in.

Next, add security to a Bank Record.

SETUP BANK SECURITY
1. Click on theEdit menu and choodgank List.
2. Select a bank and click ttelit Bank button. Notice the Bank Edit window has a rieecurity tab.
3. Select theSecurity tab.
4. Click theUsers Listed Hereradio button.

10
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6.

There are two methods for adding names to yourigdigt:
a. PrintBoss Defined Users
i. The far right column lists the users defined imfBBoss Security as described un8etup
General Securitgbove.
ii. Select one or more name(s) from the right colunthdick theAdd Selected PB Users
button. The name will move to the left column.
b. Windows Users
i. Click on theAdd Windows Usersbutton at the bottom of the right column. ThenEBDss
Windows User Addition window opens.
ii. Enter the WinUserName of the person who should hacess to this Bank Record.
iii. Click OK.
Click OK when you are finished to close the PrintBoss Bk window.

Only people in théJsers with Rights to this bank accolist will be able to open or edit this Bank Record

11



The following detail describes the fields on thiestaf the Bank List. Rarely will all of the fields a bank record be used.
Each field in the PrintBoss bank record can beregieed in the PrintBoss form as a variable. Tha ohea field will not

be used unless the PrintBoss Form references sioeiated variable. You only need to referencditids you want to
use. Place and hold you cursor over a field inthietBoss Bank Edit window to view a pop up indiicg the field's
variable name Variable names are NOT case sensitiveA #Textcommand is typically used to reference a variabke
form or the variable may be used as part of a Qmmdi

See Training Notes entitldebrm Filesfor more information.

One of the fields that are required is Benk Code Enter the exact name that is used for this audouwheaccounting
softwareif your accounting software can print data that ba used for a bank code (see the Installatioed\Nptinted
during the PrintBoss installation). This codesssito synchronize your accounting software withtBoss. Do not leave
the Bank Code field empty.

NOTE:

PrintBoss will prompt the user to select an accdiamh the list when printing checks from accountsudtware that can
print data used for a bank code when no entryarPthintBoss list matches the code from the accogrstbftware. A
check box in the lower right of the prompt indicakrintBoss should update the selected bank costatch the bank
code sent from the accounting software. This samhecked by default.

Follow these steps to view the tabs:

1. Click on theEdit menu on the main PrintBoss screen and s&ack List.
2. Select a Bank Record (any line in the list) andkdihe Edit Bank button.

The PrintBoss Bank Edit window opens on the Printaby

Primary

This tab contains the company and bank informatigmed on the checks. TiNext Check Numbdield is usually not
relevant. Please check the notes specific to¢beumting software to determine if this field stbbke used.

BANK CODE

This field is used to identify the desired bankawot. Either the accounting software or the Reguiss identifies the
appropriate bank account by matching this codéntBwss requires an exact match of the database witt the code
passed from the accounting software (though ibtscase sensitive) to automatically select the tzardount.

There is an option in PrintBoss to all®artial Matches This is not recommended, but is available facin cases —
usually legacy PrintBoss installs. To activate g@tting, navigate to the main PrintBoss screerchok on OPTIONS /
CONFIGURATION. Select thinternaltab. The name of the settingMegthod of matching a Bank Codad is found
near the bottom of the screen. Change the sdttiAiow Partial Match of Bank Code that follows colorOnce this is
selected, the Bank Code must match exactly upet@dlon, if a colon exists. The match is not csesasitive. Following
the colon, there must be a character-by-characdéchwith the PrintBoss Bank Code until all chagesin the Bank Code
are used. The following chart shows some examples:

Bank Code in PrintBoss Bank Code from Accounting System Match
Main Checking Main Checking Yes
Main Checking Main Checking:ABC Yes
Main Checking Main Checking:XYZ Yes
Main Checking Main Check No
Main Checking:A Main Checking No
Main Checking_;:A Main Checking:ABC Yes

12
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Main Checking:A Main Checking:XYZ No ‘

Notice the first three scenarios are all a matehPfintBoss. If there are bank codes that are senyjlar, select the
Configuration / Internal setting nforce Exact Code Match

There may be an instance where more than one aceaithrthe exact bank code is passed from the adaumysoftware,
such as multiple payroll accounts for the same @mithin Microsoft Dynamics GP. In this caseeck the box
labeledAllow for Selection when multiple Bank Codes maicthe Internal tab of the Configurations dialdgis box is
found in theBank Application Propertiesection. Enabling this check box alerts you tolidapes and possible mistakes
even if you do not expect to have identical bardoaats.

The variable associated with the Bank Code field is

Field Name Variable Name | Additional Description Length
Bank Code {BCode} Code used to define record_. This should match the 30-60
bank name in your accounting software.

ALIAS

PrintBoss can work with more than one accountirftyere package using the same bank account, badteunting
software may need different Bank Codes. Insteaghtdring all of the information twice, you may uke ALIAS option.
The Alias option allows two different Bank Codedmused with the same bank account. This optibromy work if
both accounting packages use the same variabtadaheck number (see thestallation Notegrinted during the
PrintBoss installation for each accounting softwaaekage). If the check number variable must Herént, two separate
bank list entries need to be created in the PrisgBrank list. An Alias will still use up one ent#thin the PrintBoss
Bank list. This is important when considering thechase of Bank Modules.

See theMICR Tabsection later in this chapter for more informatadrout the check number variable.

BANK PROMPT
The Bank Prompt is for user recognition of the airto This field is often used to give the accoumickname. It should
not be left blank, but it can be filled with thensavalue as the Bank Prompt field. The variabs®eisted with the Bank
Prompt field is:

Field Name Variable Name | Additional Description Length

Name given for user recognition. PrintBoss will
Bank Prompt {BPrompt} automatically copy the information entered in the 25
Bank Code field when this field is left blank

BANK INFORMATION NORMALLY PRINTED ON CHECK

Enter the bank information that should be printadhe check. This does not need to match thenmdtion in theHAS
database. Leave a field blank if it is not need€Here are some interfaces that do not use theib&rmation from the
bank list. See thmstallation Noteghat were printed during installation or tiemmentsab of the Form Files Editor for
more detail.

The variables associated with the fields in thekBlaformation section are:

Field Name Variable Name | Additional Description Length
Bank Name {BName} Name of bank 40
Bank Address 1 {BAds1} Address Line 1 of bank (Ubuaity, state) 40
Bank Address 2 {BAds2} Address Line 2 of bank (ofteft blank) 40
Bank Address 3 {BAds3} Address Line 3 of bank (aoffeft blank) 40

COMPANY INFORMATION NORMALLY PRINTED ON CHECK
Enter the company information you would like prohten the checks. This does not need to matcmtbemation in the
accounting software database. Leave a field bifaibks not needed. There are some interfacesdbaiot use the
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company information from this list. See timstallation Noteghat were printed during installation or tiemmentsab of
the Form File Editor for more detail.

The variables associated with the fields in the Gany Information section are:

Field Name Variable Name | Additional Description Length

Company Name {BCName} Company Name as it is to appe the checks 60

2nd Company Name as it is to appear on the checks.

This field is optional 60

Company Name 2 {BCName2}

Company Address 1| {BCAdsl1} Company Address Line 1 0 4

Company Address 2 {BCAds2} Company Address Line 2 0 4

Company Address Line 3. This may be used for a

Company Address 3 {BCAds3} telephone number, fax number, or email address

40

Company Address Line 4. This may be used for &

Company Address 4 {BCAds4} telephone number, fax number, or email address

40

FRACTIONAL CODE

The fractional code is the group of bank numbeas ihoften printed in a small font near the barfhimation on the

check or near the check number. Not all banksiredhis information. Often, this information ispresented as a number
over a second number, similar to a fraction. Biass places the first number next to the second avitlash (/) between.
This method is perfectly acceptable to the AmeriBanking Association and Canadian Payments Assoniat

Contact your bank if you do not know the fractionalcode. The variable associated with the Fractional Ciaeld is:

Field Name Variable Name | Additional Description Length
Fractional Code {BFrac} Fractional Code 20
NEXT CHECK NUMBER

This field is only relevant for accounting softwdbhat does not pass a check number to PrintBosh,asQuickBooks. It
is seldom used except for QuickBooks/Quicken. tBoss will increment this number by 1 for each dueut that is
processed by PrintBoss with this bank account, évis field is not used. PrintBoss will pop the check number for
the bank record during printing when tBenfirm Check # at start of batét set toAuto..and the Check Number on the
MICR tab is set to a value beginning with "B" oetBonfirm Check # at start of batéf set toYES.. If the pop up
number is edited, the PrintBoss bank record willipdated. Editing this field will not update thecaunting software.
The variable associated with the Check Number fild

Field Name Variable Name | Additional Description Length

Next Check Number Counter (only used if Check #

Next Check Numbern {BChkNo} is not sent fromHAS)

10

CONFIRM CHECK # AT START OF BATCH

Typically, this is set té\uto...Confirm For accounting software that passes the cheoiber to PrintBoss, setting this
field to Yes.is IRRELEVANT since editing the number in the PEiass Bank List will NOT impact the actual check
number used on the document. We recommend sétisigption toNo.. Rely on Chk# from host accountiog
accounting software that prints check numbers.

INCLUDE BANK ON POPUP BANK REQUEST LIST

For interfaces that use the PrintBoss Requestd.igstompt the user to select a bank, this optianreatrict an account
from appearing in the list. Often, this optiorused when adding a bank account prior to the astadl date for use. The
options are:

Suppress if "Unused" in BankCode — Suppressesdbid from theSelect Bank Accoupbpup list when the
word Unused appears in the Bank Code field. Thtke default.
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Suppress this bank — Suppress this record frorBéihect Bank Accoupbpup list. It will still appear on the Bank
List and on thdank Select for non-matched Bank Colilgsvhen a bank field is passed to PrintBossanthtch
is not found on the Bank List.

Include this bank always — This bank will alwaypegr in theSelect Bank Accoupopup list.
See Training Notes entitldebrm Bank / Request Ligtir more information.

PASSWORD REQUIRED AT START OF BATCH

A password may be added to a bank account eithaefrurity purposes or as an additional confirnmatiwat the correct
account has been selected. There are 3 optiomghtem to require a password (all unchecked meam=ssword
required).

When picking Popup Bank Request List
This option requires a password to be entered ahgamk is selected from tequest List

See Training Notes entitldebrm Bank / Request Ligtir more information.

During Un-Mlatched Bank Selection
This option requires a password to be entered WmgtBoss is prompting the user to select a matebnano match is
found from the Request List when it is in auto-pickde.

Everytime bank is auto-picked
This option requires a password to be enterediemg/d bank account is automatically selected bytBoss. This option
is primarily used for security purposes.

ALWAYS CONFIRM AUTO BANK SELECTION
This section contains options for PrintBoss whes &utomatically selecting a bank account.

Always Confim Auito Selection
This option requires the user to always confirmdbkected account when it is auto selected anslually selected when

two or more bank accounts have identical Bank Codéss setting is grayed out unless &iw for Selection when
multiple Bank Codes matdption is enabled at the bottom of the Internhlda the Configuration dialog. Once both
bank accounts exist and a request is made fohted Bank Code, a popup allows the operator teemaaelection. The
popup occurs even when only one bank is identifiedis allows the operator to select the singleoaint or cancel and
identify another account that will share the code.

Enable "Payroll" alias name
Some accounting software only prints the Companm&léor a bank code match in the Payroll modulejevAP typically
prints Bank ID and Company Name. The differencthébank code matching when only one bank acdsurged for
both AP and Payroll triggers PrintBoss to constarghame the Bank Code. Select this option toxaPointBoss to
"ignore" the Bank ID when looking for a match oRayroll account and only use the Company Name foah. The
Bank ID or checking account name is normally assigto "Payroll" in these situations. This optisroften selected for
QuickBooks users.

MICR

This tab holds the MICR information for the selecBank record. There are Routing Number, Accountnler, and
Check Number fields.

Obviously, it is important the MICR Line is accuwratEnter the Routing Number and Account Numbecixas they are
provided by the bank. Use periods to represertespand a single dash ( - ) to represent the tlaslke MICR symbol (see
Substitute Characters later in this section).

The PrintBoss variable {CChkNo} is normally usedcapture check numbers passed from accounting aatwr he
{BChkNo} variable is normally used for accountingftsvare that does not pass check numbers, suchiiakeép and
QuickBooks. The {BChkNo} variable will use theexdtk number from the PrintBoss bank record.
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STANDARD FORMAT FIELDS

Instead of entering the MICR line directly, eacimpmnent may be entered separately. One advant&gmiBoss will
automatically suggest proper placement of spebiatacters based on American Banking AssociationX)A&®andards.
These provide a starting suggestion and may stiidjusted.

At the very bottom of the MICR tab is the same MIli#e in the actual MICR font characters. Thigigisual
confirmation of the components entered above. MHI&R characters will update to reflect any changesle on the
MICR tab.

Routing Number
Enter the correct routing number for the bank antoilDo not use any substitute characters. Thiablarassociated with

the Routing Number field is:

Field Name Variable Name | Additional Description Length
Routing Number {BMICRRoutNo}| Routing Number fromitda 9
Account Number

Enter the account number. Use a period to designgpace. It is very common to have a leadingesfiaeriod). Use a
dash if there is a three dash character in theustaumber. The variable associated with the Antdlumber field is:

Field Name Variable Name | Additional Description Length
Account Number {BMICRACcctNo} | Account Number from bla 20
Check Number

One portion of the MICR line is the Check Numbérvariable needs to be entered since this valuaggmfrom check to
check. The available variables are:

{BChkNo} Check number pulled from bank record
{CChkNo} Check number passed fraAS

{DocNo}  Check number passed frofAS (Does not appear in drop down menu)

Often {DocNo} and {CChkNo} are interchangeable.

BBBBBB Check number pulled from bank record witke ttumber of digits specified by the number of hsttéeft
filled with zeros. You can choose 6 or 8 digits.

CCCCCC Check number passed frBfAS with the number of digits specified by the numbgletters. Left filled
with zeros. You can choose 6 or 8 digits.

Select the appropriate variable from the drop davemu. See thinstallation Notesspecific for the accounting software
for a recommendation.

Include US Fundsflag. ...
SeeCharacter 45below.

CHECK FORMAT TYPE
The check stylenly determines the order of the componentfor the MICR line on the check. This does not ictthe
actual style of the check form. Select the appadprstyle for the check stock that is going to edu

Standard 85 Business Check
Standard interfaces use this style. Usually thferis check between 7" and 8.5" wide.

Smal 6" Walket Size Type 1:
This option is for a wallet-sized check with theeck number on the far right of the MICR line.

Smal 6" Walket Size Type 2:
This option is for a wallet-sized check with theeck number in the middle of the MICR line.

This option is for printing deposit slips that dat nave a check/document number. Only the bantimgpuumber and
account number will appear.
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Custom (enter MICR line directiy):
The MICR line may be edited directly instead oftiedj the individual components. This allows angnfiatting required
by your bank. This option opens the "Custom Formatidow at the bottom of the screen. The MICR abters at the
bottom will adjust accordingly.

CUSTOM FORMAT

This section shows how the MICR line will appearewtprinted. The field updates to reflect changederin the
individual components. On rare occasions, it isdoeéo modify the line directly rather than use thdividual components.
This requires selecting tlgustomoption under Check Format Type.

Each character (including blank spaces) must bereshtexactly as it appears on an existing checkorAmon MICR
string would be similar to the following:

{BChkNo} [123456789[ 123-12345/

The variable associated with the MICR Line is:

Field Name Variable Name | Additional Description Length
MICR Line {BMICR} MICR Line (See #MICR in Chapter)8 --
SUBSTITUTE CHARACTERS

Whether the MICR line is entered directly or thrbube individual components, substitute characadscheck number
variables must be used. Substitute characteraagephe special MICR characters with keyboard ssoicheck number
variables are used to place the correct check nuogmeach check.

Four characters that may appear in the MICR lina cifieck cannot be reproduced with any computdvdaayl key.
Therefore, we have assigned replacement chardotettsee MICR line characters listed in the follogitable:

Symbol Description Represented By
1 : Transit [
" On Us /
m Dash }
III Amount $

MobuLUs 9

On occasion, a bank will request a modulus 9 chearaae follow the check number. PrintBoss will foem the modulus 9
calculation and insert the digit when it sees deresk ( * ) at the end of the check number. Td #e modulus 9
calculation to the MICR line, simply insert an aiste immediately following the check number var@bT'his can be done
by typing in the Check Number field or, if you hathe Custom check format type selected, directthénCustom Format
line.

CHARACTER 45

The new Canadian Payments Association regulatioggest a "Character 45" in the MICR line of acceyprinting
checks drawn on US Dollars. Please enter the redjmiumbers, as indicated by your bank, usingirgtomoption
described above.

Miscellaneous

This tab provides miscellaneous variables thatbeaoustomized for specific needs.

MISCELLANEOUS INFORMATION

TheMisc Fieldsare optional and may contain a string, numeriae/abr a logo file. The description for each afsh
fields is editable to use as a reminder of how treybeing used. Click in the Values field to vigne name of the
associated variable. The following table outlinghe variables in this section:
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Field Name Variable Name | Additional Description Length

2" Logo {BMisc1} Often used to place & 0go on a check 40
Misc Field 2 {BMisc2} Miscellaneous Field 2 40
Misc Field 3 {BMisc3} Miscellaneous Field 3 40
Misc Field 4 {BMisc4} Miscellaneous Field 4 40
Misc Field 5 {BMisc5} Miscellaneous Field 5 40

MISCELLANEOUS FLAGS
TheMiscellaneous Flagseturn a value of TRUE when checked. The fimgf{BFlagl}, is assigned to thé&“Signature
Lined. Check the flag to enable a second signditueeon checks for this specific bank record. dvk$ags 2 — 5 are user
definable and have description fields that maydited as a reminder of their purpose. Click in\taues field to view
the name of the associated variable. The followadde outlines all the variables in this section:

Field Name Variable Name | Additional Description Length
2" Signature Line {BFlag1} Use for a 2nd signatureeli- YES if checked --
Misc Flag 2 {BFlag2} Miscellaneous Flag 2 — retuRUE if checked --
Misc Flag 3 {BFlag3} Miscellaneous Flag 3 — retuRUE if checked --
Misc Flag 4 {BFlag4} Miscellaneous Flag 4 — retuRUE if checked --
Misc Flag 5 {BFlag5} Miscellaneous Flag 5 — retufRUE if checked --

Miscellaneous Information and Flags are independéaach other.

SPECIAL ITEMS

Check theCanadian Style Date/Amouhbx if this bank account requires the new CanaB@mat (often referred to as
the CPAO0G style). This activates conditional fotting in our standard forms. For additional infation regarding the
Canadian Formatting, please see our web site's SBFHFDOCUMENTS for Canadian customers.

Signatures_Logos

This tab allows the assignment of bank accountiipasignature and logos.

If unigue placement, resizing, or conditional ussdd on a required amount is needed, use the ajgteofields to assign
properties to the specified file. Only enterindues in these fields has no affect on the formem@ands must explicitly
reference the variables associated with thesesfieldrder to activate them in a form. Hold yoursor over a field to
view a hint pop up showing the variable name assediwith the field. The variable name can be usedform to

reference the field.

See Training Notes entitldebrm Filesfor further information.

LOGO PROPERTIES

PrintBoss can read logo files in BMP, PCX, and JiFormats. PrintBoss will assume the locatidradile entered in
this field is the LOGOS folder under the PrintB6ESME DIRECTORY. Otherwise, the full path and filame need to
be entered. Use the browse button (folder icomsetect a file and enter the correct path andrilermation. The variable
associated with the Logo Properties field is:

Field Name

Variable Name

Additional Description

Length

Logo Properties

{BLogoFile}

Logo file name, Ex: Mympany.jpg

40

NOTE:

Logos will not view or print when the file path andme exceeds 40 characters.
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SIGNATURE AND SIGNATURE 2 PROPERTIES

PrintBoss can read signature files in BMP, PCX, i@l JPG file formats. PrintBoss will assumeltivation of a file
entered in this field is the LOGOS folder under BratBoss HOME DIRECTORY. Otherwise, the full pand file
name need to be entered. Use the browse buttate(fadon) to select a file and enter the correth pad file information.

The variables associated with the Signature Prigsdields are:

Field Name Variable Name | Additional Description Length
Signature Properties  {BSigFile} Signature File Nantex: JohnSmith.sig 40
Slgnatu_re 2 {BSig2File} Second Signature Elle Name_; this signature will 20
Properties appear on the top signature line

NOTE: |

Signatures will not view or print when the file patnd name exceeds 40 characters.

POSITION

These coordinates are used to place files of ayai a form. Coordinates are measured from the efithe paper to the
top left corner of the file, not the graphic, byfaldt. A different justification can be set in thesociated command (i.e.

#PIC). The variables associated with the Posfirlds are:

Field Name Variable Name | Additional Description Length
Logo X {BLogoX} X Coordinate for logo --
Logo Y {BLogoY} Y Coordinate for logo --
Signature X {BSigX} X Coordinate for signature --
Signature Y {BSigY} Y Coordinate for signature --
Signature 2 X {BSig2Xx} X Coordinate for signature 2 --
Signature 2 Y {BSig2Y} Y Coordinate for signature 2 --
OPTIONS
These are for additional options for the partictila; such as size or watermark.

See Training Notes entitldebrm Filesfor further information on #PIC commands.
The variables associated with the Options fields ar
Field Name Variable Name | Additional Description Length
Logo Options {BLogoOp} Optional properties for logdjte --
Signature Options {BSigOp} Optional properties &gnature file --
Signature 2 Options| {BSig20p} Optional properties $ignature 2 --

RANGE CONDITION

Typically used for signatures, this option can éadié a low and high dollar amount to indicate wthensignature should

be printed. The variables associated with the R&@gndition fields are:

Field Name Variable Name | Additional Description Length
. . Maximum $ for AmountRange condition — typically _
Logo Hi {BLogoH} used only if the logo is an additional signature
Minimum $ for AmountRange condition — typically _
Logo Lo {BLogoLo} used only if the logo is an additional signature
Signature Hi {BSigHi} Maximum $ for AmountRange adition (optional) --
Signature Lo {BSigLo} Minimum $ for AmountRange ddition (optional) --
Signature 2 Hi {BSig2Hi} Maximum $ for AmountRangendition (optional) --
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Signature 2 Lo | {BSig2Lo} ‘ Minimum $ for AmountRangendition (optional) | --

Size

PrintBoss is able to resize a file down to 10% apdo 300% of the original size. These fields dadié a change in either
the specific size in inches using width (Wdt) aedght (Ht) or a percent. Either percent or inchlesuld be used — not
both. The variables associated with the Size diel:

Field Name Variable Name | Additional Description Length
Logo Width {BLogoWd} The Logo Width in inches --
Logo Height {BLogoHt} The Logo Height in inches --
Logo Percent {BLogoSize} Logo size adjusted by Ratdrom 10% - 300% --
Signature Width {BSigwd} The Signature Width in hnes --
Signature Height {BSigHt} The Signature Height nthes --
Signature Percent {BSigSize} Signature size adjlbtepercent from 10% - 300% --
Signhature 2 Width {BSig2wd} The Signature Width 8in inches --
Signature 2 Height {BSig2Ht} The Signature Heigl#esin inches --
Signature 2 Percent| {BSig2Size} Signature size stdj by percent from 10% - 300% --
Security

Security can be added to each Bank Record to défanasers who may access the Bank Record. Thiegs is outlined
in Chapter 8, Banlccountsand is separate from the Password section onrthay tab.

ACH Definition

The ACH Definition tab may be used to enter datadaised in creating an ACH file for this bank mecaccording to the
NACHA Operating Rules and Guidelines.

FILE HEADER RECORD FIELDS
These fields are used in the SignOn tab of the Aléland are defined in the bank record. Theywppkevery record in
the file.

Field Name Variable Name Additional Description

Contains a space followed by the 9 digit routinghber of
{bACHImdDstNo} the ACH Operator or receiving point where the iléeing
sent.

Immediate
Destination

Contains a space followed by the 9 digit routingnber of

Immediate Origin {bACHIMdOrgNo} the ACH Operator or sending point that is sendhefile.

Immediate {bACHImdDstName} Optional. The name of the ACH receiving point; 23

Destination Name characters.

Immediate Origin {bACHIMdOrgName} Optional. The name of the ACH sending point; 23

Name characters.

File Mode ID {bACHFileIDMode} Increments beginning at A for multiple files in aygl 1
character.

Global override of the PreNote setting. This sdautly be
used once, the first time an ACH batch is processed

Pre-Note Override | {ACHPreNote}

COMPANY BATCH RECORD FIELDS
These fields are used in the Header tab of the AldHand are defined in the bank record. Theywppevery record in a
batch.
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Field Name Variable Name Additional Description

Service Class {bACHSvcClassCode} Identifies type of ACH file; Baracters.

Codes

Company Name {bACHCompName} Name of the CompanRayee; 16 characters.
Optional. Allows Company to include codes of

Company

{bACHCompDisc} significance only to them to enable specializeddtiag

Discretionary Data of all entries in the batch; 20 characters.

Company
Identification

An alphanumeric code used to identify the Originat®

{bACHComplID} characters.

This field holds various predefined 3 character
{bACHStdENtryClsCod}| abbreviations representing standard descriptiéns.
CCD (Corporate Credit or Debit).

Standard Entry
Class

Company Entry Provides a description for the purpose of the aatisn.

Description {bACHCompEntry} Ex: Payroll; Water Bill; etc., up to 10 characters
Ongmgtmg DFI {bACHOrgDFIID} Bank r.outmg number plus ABA Number with no leading
Identification space; 8 characters total.

SAVED BANKS

Banks are saved in a file located at the root efRlintBoss Home directory. The main bank filBénks.pbb. You may
also see Banks.smt and Banks.nsx. A history ofigésis also kept at the root of the PrintBoss Hdirextory. There
files are numbered sequentially beginning with B#}@l0.pbb. It is prudent to keep a backup of thetroarrent version of
Banks.pbb in the event your server of computerhasss
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