Transaction Processing

Cash Check for Member

To cash a check for a member (either on-us or drawn off another financial institution), first display the
member in the Member Summary area. Enter the amount of the check in the Checks Received area.
See example below.

) AMY MICHELLE SMITH-APPLE {4658-1) - O X

File Go Tools Action Help ‘

fi | Search for member + |46581 Go SMITH-APPLE, AMY MICHELLE (4658-1)
]

(= AMY MICHELLE SMITH-APPLE (Rewards) x

Member

) Suffix Description |Ba|am:e ‘ Available |DE|\nquent ‘ Line of Credit | Limit ‘ Ownership Last Activity ‘Pa'ﬂnent ‘C\ub Type ‘ Next Payment | Holds ‘ Maturi
Accounting =) 00 Regular Shares $7,223.42  s5,168.84  (none) (none) (none) Joint Owner  07-18-16 {none) Share (none) (none) (none;
=1 02 Christmas Club £900,00 £500,00 {none) {none) {none) Joint Owner  06-22-16 {none) Christmas {none) (none) {none’
L5 03 Traditional IRA £5,494.55  §5,494.55  (none) (none) {none) Joint Owner  07-01-16 {none) IRA (none) (none) (none;
|7 04 Vacation Club $150.00 £150.00 (none) (none) {none) Joint Owner  07-18-16 {none) Vacation (none) (none) (none;

Other Tasks

I 06 InstallRev 5.15% 40,00 (none) £0.00 Closed {none) Individual 02-05-16 £229.44  (none) (none) (none) 0901
L7 07 Install/Rev 6.00% $2,039.58  (none) £0.00 (none) {none) Joint Owner  07-17-16 $132.95 {none) 08-17-16 (none) 11-17
.71 08 Install/Rev 4.95% £13,329.27  (none) £0.00 {none) {none) Joint Owner  07-05-16 £271.36 {none) 08-05-16 (none) 02-05
0 25 InstallRev 4.50% $5,973.62  (none) £0.00 (none) {none) Individual 07-01-16 5147.53  (none) 08-01-16 (none) 0301
$9,990.93  £9,990.93  (none) (none) {none) Joint Owner  06-30-16 {none) IRA (none) (none) (none;
% 59 CD-IRA 4.80% (80 £75,904.36 £75,904.36 (none) (none) {none) Individual (none) {none) Roth CD-IRA {none) (none) 03-10-
£ 69 Heloc 7.60% %6,152.25  $2,847.75  $0.00 $9,000.00 $2,847.75 JointOwner 07-01-16 $333.22  {none) 08-01-16 (none) 0901
=1 70 Draft Suffix £2,078.17  £2,078.17  (none) (none) {none) Joint Owner  07-18-16 {none) Share (none) (none) (none’
L) 80 CD 4.75% (50 Months) $11,387.24 $11,387.24 (none) (none) {none) Individual (none) {none) cD (none) (none) 04-15
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Figure 1

If the check is drawn off another financial institution either do Ctrl + S or click on Post to post the
transaction. The system will display a message of “Cash to member: $xx.xx”. Press enter or click on OK
to complete the transaction.

If the check is an on-us check (suffix 70-74, Line of Credit loan suffix or Health Savings Account suffix),
after entering the amount of the check either press enter or click on the magnifying glass.
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Transaction Processing

The system displays the Check Detail box.

Check Detail

Enter check amount and type.

Check amount: [$200.00] |

{*) Non-member check
Hold type: |[n-:une]| j

") Member check
Account: | |

Draft number: | |

oK | Cancel

Figure 2

Select the “Member Check” option and enter the Account Number (Account Base, Check Digit and
Suffix) and the Draft Number. See example below.

Check Detail

Enter check amount and type.

Check amount: |52|:||:|.|:||:| |

") Non-member check
Hold type: (none) J

{*) Member check
Account: |5 27-0-70 |

Draft number: |5;.r2 |

Cancel

Figure 3

Select OK. Post the transaction by doing a Ctrl + S or click on the Post icon.

The system displays a box that indicates the “Transaction Completed Successfully” and to give the
member $200.00. Select OK.
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Transaction Processing

**Note: The system will check for stop payments that match the information entered. See example
below.

Check Detail

Enter check amount and type.

Check amount: [£200.00] |

{_) Non-member check

Hold type: |::|'u:-|'|e} J
{*) Member check
Account: l627-0-70 |

Draft number: |5;.r4 |

K | Cancel

Figure 4

Select OK. The system displays.

VIEW >

l . Stop Payment in effect

Press enter then click on cancel at the Check Detail window to return to the Member Summary window.
With the check amount highlighted press the “delete” key to remove the amount from the Checks
Received box.
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