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Bank Account Overview
It is recommended that a bank account card is created for each bank account, not each bank. This makes it possible to easily mirror your actual bank transactions within the system as well reconcile each account based on separate bank statements. 
There are multiple steps to setting up a bank account
1. Create a new chart of accounts number if needed. (See the Chart of Accounts document.)
2. Set up a bank account card.
3. Create a bank posting group and assign it to the bank card.
Setting up the Bank Account Card
1. In the Search box, enter Bank Accounts, and then choose the related link.
2. In the Bank Accounts window, on the Home tab, in the New group, choose New to create a new bank account card.
3. Fill in the General FastTab information. The bank institution number is the bank’s routing number. Print company address on check would be used only if using blank check stock. For help on any other field, click on Help with that field selected. 
4. Fill in the Communications FastTab as needed.
5. Fill in the Postings FastTab as needed. Instructions for setting up the Bank Posting Group are found later in this document. 
6. Fill in the Transfers FastTa as needed. This tab is used for accounts that have electronic bank transfers associated with them (ie. Payroll). Please contact Vertex Support for assistance. 
Bank Posting Group
1. In the Search box, enter Bank Account Posting Groups and then choose the related link.
2. Select a relevant bank account posting group. On the Home tab, choose Edit.
3. Enter the code for the group that you want to set up in the Code field. The code should be descriptive. You can use both numbers and letters.
4. In the G/L Bank Account No. field, enter the desired account.
Assigning a Bank Posting Group to a Bank Account Card
1. In the Search box, enter Bank Accounts, and then choose the related link.
2. On the Bank Account Card, on the Posting FastTab, enter the desired posting group in the Bank Acc. Posting Group field.
3. Repeat the procedure for all the bank accounts to which you want to assign a posting group code.
How to View Bank Account Ledger Entries
1. In the Search box, enter Bank Account, and then choose the related link.
2. Open the card for the bank account whose ledger entries you want to see.
3. On the Navigate tab, in the Bank Acc. group, choose Ledger Entries.
Posting Same Currency Transfers between Bank Accounts
1. In the Search box, enter General Journal, and then choose the related link.
2. On a journal line, fill in the Posting Date and Document No. fields.
3. In the Account Type field, select Bank Account.
4. In the Account No. field, select a bank account. Fill in the Amount and Description.
5. Fill in the balancing account Bal. Account Type and Bal. Account No. fields.
6. Post the journal.
Reconciling Bank Statements
Creating a Bank Reconciliation-Manually
1. In the Search box, enter Bank Account Reconciliation, and then choose the related link.
2. Create a new bank account reconciliation.
3. In the Bank Account No. field, select the correct bank account code. 
4. Statement No. will automatically fill in if your system is set that way. Otherwise enter a Statement No. 
5. In the Statement Date field, enter the date of the statement from the bank.
6. In the Ending G/L Balance field, enter the balance from the bank’s statement.
7. In the Balance On Statement field, enter the balance from the bank’s statement.
8. On the Actions tab, in the Functions group, choose Suggest Lines.
1. Record type to process: Both
2. Replace existing lines: check only if you are re-running the suggest lines function and actually need to replace lines. If re-running the function to include new lines that may have just been processed, then leave the check box blank. 
9. Choose the OK button to generate the lines based on expected payments for outstanding invoices.
10. In the Checks FastTab, click on the Cleared check box to mark the line cleared. 
11. Enter bank fees that have not already been recorded in the Adjustments FastTab. These will show as an adjustment in the header and will be included in the cleared amount of the statement. Adjustments are posted to the GL when the statement is posted.
12. On the reconciliation lines, verify that all the fields in the Difference column are now 0.00, and the Total Difference field at the bottom is also 0.00.
13. On the Actions tab, in the Posting group, choose Post.
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1. In the Search box, enter Bank Account Reconciliation, and then choose the related link.
2. Open the relevant bank account reconciliation.
3. On the reconciliation lines, verify that all the fields in the Difference column are now 0.00, and the Total Difference field at the bottom is also 0.00.
4. On the Actions tab, in the Posting group, choose Post.

All bank account ledger entries are modified to reflect that they have been applied to by a bank statement transaction. The Open field is cleared and the bank statement number is registered on the entries.

After the bank reconciliation has been posted, a bank account statement is created. To view the bank account statement, open the relevant bank account card, and from the Navigate tab, in the Bank Acc. group, choose Statements.

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Bank Accounts” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh168851(v=nav.71).aspx or http://msdn.microsoft.com/en-us/library/hh168981(v=nav.71).aspx (Setting up Bank Accounts) or http://msdn.microsoft.com/en-us/library/hh930137(v=nav.71).aspx (Electronic Bank Payments) or http://msdn.microsoft.com/en-us/library/hh168956(v=nav.71).aspx (Bank Account Reconciliation)
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