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INSTALLATION

Facta Vera provides a license of ChequePoint that can be installed locally or on the
LAN.

The default location will always be pointing to:
Local_Drive:\CPoint32.

Installing ChequePoint 4.0

¢ Insert the ChequePoint installation CD-ROM in the drive (D:\).

e Click on Windows Start menu button and select Run.

e Type D:\ChequePoint 4.0\Setup32.exe and hit Enter key or press Ok button.
e The default installation path suggested by the application is often appropriate.

.53 Choose Destination Location

Setup will inztall ChequePoint 4.0 in the following folder.

To inztall into a different folder, click Browse, and zelect
another falder.

“'ou can choose not bo ingtall CheguePoint 4.0 by clicking
Cancel to exit Setup.

Deztination Faolder

CACPOIMT 32 Browsze. ..

¢ Back Cancel |

o If the directory is correct, hit Next> to proceed. If you wish to install
ChequePoint on the LAN to be shared with multiple users, simple change the
above directory to point to a network drive letter or UNC path:

Example 1: X:\CPOINT32
Example 2: \myserver\Factavera\CPOINT32

e The following screen will display the subfolders used by ChequePoint. The
should always be left unchanged, unless a specific setup requires a distributed
install
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elect Destination Directories

Flease zelect the directaries where ChequePaint 4.0
components are to be installed.

DataPath:  |CACPOINT32\DATA

Setup Path:  |C:ACPOINT324SETUR

Device Path: |C:A\CPOINT 325DEVICE

User Pathy  |C:ACPOINT32

bl

Local Pathy  |C:ACPOINT 32

< Back Cancel |

e Hit Next> to proceed to the next step.

ackup Replaced Files

Thiz inzstallation program can create backup copies of all files
replaced during the installation. These files will be used when
the software iz uninztalled and a rollback iz requested. |f
backup copies are not created, you will only be able to uninstall
the zoftware and not roll the spstem back to a previous state.
Do you want to create backups of the replaced files?

i+ Yes
(" Mo

Pleaze select the directony where the replaced files will be
copied.

Backup File Destination Directary

CACPOIMT 325BACKLP Browse...

¢ Back

Cancel |

e ChequePoint can make backup copies of any files changed during the
installation. Leave the default selection of Yes and continue. Once you hit
Next> the installation will begin.

e The last screen will simply notify you that the license file has been created and
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the installation is complete.

ChequePoint 4.0 E|

Q License file created!

First Login to ChequePoint

ChequePoint includes a default login id, with administrator privileges, that can be
used to setup new users.

User

admin

Password

password

Note: This user should be removed from the system once a new Administrator has been setup to

prevent security breaches.
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GETTING STARTED Creating Users

To create a user in ChequePoint go to Administration | User Accounts.

o ChequePoint v4.0 E| E| PX|

File Edit | Administration Help

O = [ (2] Change Password n
Title

lename
cpvershoptestbcbhsetuph iy - guide. cps

Transackion Files *

2 view sudit Trail  Crrla

bruno (Bruno Mackay) on STRIDER Session: 1162 Cnline

Once you are in the User Administration screen, you can perform the following

operations:
Add User Creates new user in the system. The information created in this

screen will be used for all Facta Vera Ltd. applications, including
DataBank, Chess and ChequePoint.

Edit Profile Edit information of existing user, including permissions, full name
and password validity.

Force Password If a user forgets their password, the administrator will use this

feature to change a password.

Delete User Remove user from the database. This will affect all Facta Vera Ltd.
systems that this user has access to.

Refresh List Perform a refresh to the users database.

User Privileges
ChequePoint allows for different privileges to be setup for each user.
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Modify User

dzer D admin

Date Created:  18/11/2004
Created Buy:

Lazt Madified:  18/11/2004
Madified By:  admin

Last Pazaward Change:  18/11/2004
Paszward Changed By

Firzt M arne:

Last Mame:  [Sdminiztrator

Comment:

Pazsword Yalid: |0 days.

v Active v Administrator
[w [DrataBank v Design
[ Double Login Req'd? v Print
v Data Entry
0k | Cancel
Active The user is setup and active on the system
DataBank This user will be allowed to access DataBank. In this case, extra

privileges are setup in DataBank for this user

Double Login Req’d If this option is select, this user will not be allowed to sign in to
ChequePoint on it's own. In this case, a second user will have to
also login to start the application

Administrator This user is setup as the system administrator and has full
access to the system, including setting up new users and
changing existing privileges

Design The user is allowed to do design changes to the system but has
some restrictions compared to administrator

Print The user is allowed to print any payments from the system.

Data Entry When Data Entry is selected, the user is allowed to create
manual payments directly from ChequePoint.

Changing Password
Each user is allowed to changes it's own password at any time. To do this, select
Administration | Change Password and fill out the information.
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Change Password

Current Paszword: |

Mew Pagzwaord: |

Werify Mew Pagzword: |

Ok | Cancel

Forcing User Password

The administrator of the system is allowed to change the password for any use in
the system. This is a useful feature if a user forgets his/her password and needs to

be reset.
To do this, login as the administrator and select Administration | User Accounts.

Highlight the user that you want to change the password for and select Force
Password from the right side. Just type in the new password and hit OK.

Force Password Change

Hger D admin

Mew Pazzswaord: |

| Cancel

ChequePoint User Guide

Getting Started



USER FUNCTIONS Data File Report

@ This feature allows the user to get a summarized view of the payments before
printing the cheques.

To access the Data File Report, click on the Generate Data File Report (CTRL+R).
The following screen will be displayed.

Data Report

HE-&- - s

Data File Report

Total Number of Chedques:
138681 - 138758

Cheogue Nuwber Range:

Payment Listing

138739
133721
138717
133720
138722
133753
1387068
1358740
133704
135692
1337Za
138725
133691
138755
1338735
138744
135696
138685
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73
26
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40
29
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WORLD OF WATER

WINDSOR FIRE EQUIPMENT LTD
WESTOWHN EUILDERS

WE3STEFN GENERAL CONTRACTOR
WATER BLAZST MANUFACTURING 1920
WITRERIE LALONDE JACOQE INC
VYETEMENTS PAUL THNC.

TOP NOTCH WINDOW CLEANING
TIGERDIRECT.CL

THOFMCEREST SHERWAY INC.
STPERICE GLOWVE WORKE3 LTD.
ATEER-RITE LIMITED

3PINL'S STEEL WOREERS Co. ,LTD.
SPHERICH WOREFORCE ARCHITECTS
SERVICE DE CHARIOTS ELEVATEURS
SERIGRAPHIE GEM3ICREEN

RT33EL METALS INC

ROBERT BEOSWELL GRAPHICS b’

This report can be printed or exported to a text file.
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Printing Cheques From a Data File

The most common way to print cheques is via the data file created by your
accounting system.

To do this, select the printer icon from the navigation bar (CTRL+P). This will open
a screen where you will be able to select the file to print.

Look in: |lf} DATA ﬂ Ifii EH-

CHEQUEFORMAT, dat

—
Files of type: | Custom Pattern | Cancel

The progress dialog box will run through all the cheques as it is printing. Once this
dialog closes, ChequePoint has completed the printing.

Printing Cheques Using Auto Print Mode

For some applications, it may be desirable for printing to start without user
intervention, as soon as the input data file is downloaded. In Auto Print Mode,
ChequePoint scans data directory for files and starts printing as soon as file
appears. In order for Auto Print Mode to work, the user has to specify the path and
filename that ChequePoint is searching for (see Default Data Source in Setting Print
Options).

e Select the menu option File|Print|Auto Print Mode.

ChequePoint's main screen will minimize to an icon on the Windows screen. To
cancel Auto Print Mode, right-click on the ChequePoint icon and click on “Cancel
Auto-Print Mode” when the following dialog box appears.

Cancel Auko-Print Made

Exxit Chrl+

Note: Before you begin printing, ensure that the printer is ready (on-line), using a MICR toner
cartridge, and has enough cheque stock for your cheque run.
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Printing Cheques Using Manual Keyboard Entry (Manual Cheques)

Occasionally, a user may need to produce a manual cheque. Provided the user has
been given the access privilege to print manual cheques, the user can select
Eile|Print|Keyboard Input and the following screen will appear:

Manual Data Entry
File Edit Maowve

Field Value S
4 FPage
TotalPages
Chequeto
YendorMo
ChequeDate
Chequedmaotint
CL_TranzitMao
CL_Accountto
YendorM ame
Yendordddreszs1
Yendordddress2
Wendordddress3
Yendordddressd
Yendordddressh
A Calculations £/
LIZEl_hame
adrnin_priv
vaorkstation

TEEZI0N_NO
job_no v

This screen allows the user to enter any number of manual cheques, save them,
retrieve them, and/or print them. The cheques are stored in a temporary buffer until
the cheques are printed or the user exits the Input dialog.

To enter a manual cheque, click on Add (+) and simply fill in the fields with the data
that is to be printed on the cheque. White data entry areas are for user input, while
gray areas denote fields that are auto-calculated.

Note: The field names listed in the previous diagram will vary depending on the fields listed in the
Record Format pertaining to each setup file.

The user has any of the following options (most common used):

Add Once a record is completed, selecting this button will add a new
blank record to the temporary buffer. The user can then enter data
for this additional record.

Delete Deletes the current record from the temporary buffer.
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Delete All Deletes all records from the temporary buffer.

Go To Allows the user to specify the number of the record in the
temporary buffer to go to.

<< Moves to the previous record in the temporary buffer.

>> Moves to the next record in the temporary buffer.

File|Save Data File Saves the data in the temporary buffer to a file for later use.

File|Open Data File Restores data from a file to the temporary buffer for editing or
printing. Note that any information in the temporary buffer at the
time will be lost if it has not yet been saved.

File|Print Prints all the records currently in the temporary buffer.

Note: Before you begin printing, ensure that the printer is ready (on-line), using a MICR toner
cartridge, and has enough cheque stock for your cheque run.

Manual Data Entry
File Edit Mowve

= -BEE 0 m «r» m + .= ¢ ##H  RecodZas

Field Value [l
4 Page E1
TatalPages |1
Chequeto | 00022063
Wendoro | 63280
ChequeDate | 094242002
Chequedmount | $======107 70
CL_Transitho | 002 30007
CL_Accountto | 00001-16 CAD
Yendortame | Air Canada
Wendordddress1 |P.0. Box 966
Yendordddrezs? [ 'Winnipeg, MB R3C 2406
Yendordddress3
Wendordddressd
Yendordddressh
A Calculations A4
uzer_name | admin
adrmin_priv | admin
vaorkstation | STRIDER
zeszion_no | 1187
job_ro |1 w

When all the information has been typed in, go to File | Print to print your cheques.

Re-printing Cheques

ChequePoint allows for cheques to be re-printed under certain conditions. If the
user logged in is an Administrator, when printing the cheques, the following screen
will be displayed.
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File Reader Options

From Recard: ToRecord: 0 Condition
Ok | Cancel |

This allows the user to create several conditions to control the printing of the
cheques. If the intention is to re-print a cheque, the following steps are common:
1. Click on Condition to start
2. Right click in the new window and select Add Clause (CTRL+INS)

EditClauseForm

|| -

|.¢.Ipha j |is equal to

El

L

[ o |

Cancel |

3. From the first field click on the browse field icon (...) and select ChequeNo
4. On the following available field type in the cheque number to print. Your
complete condition should look like the following screen.

EditClauseForm

|[EhequeN | J
|Numeri|: ﬂ |is equal o ﬂ
12345 ]

o

Cancel |

5. Hit Ok until you are back to File Reader Options and hit Ok to start
printing the selected cheque.
The above conditions can be combined to print a range of cheques instead of a
cheque. Just repeat steps 2 to 5 and use the correct conditional operators from the
drop-down list. The image above represents a condition to print all cheques
between two ranges:
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Edit Conditions

[ChequeMa] iz greater than 12345
[ChequeMa] iz legs than 12350

| Ok I Cancel |I

Restoring Data File

This ChequePoint function is provided to allow the Administrator with a way of
restoring the data file, if possible. After the cheque file has been printed, and if the
Delete Data File option is enabled, the only way to reprint that file is to restore it to
its original location and name.

e From File menu, select Print|Restore Data File.

Restore Data File

Onginal Data Filename: W:ACPYers\CPT estBCBdatahbackupchegues. bt
Backup Data Filename: M/AA

Proceszed By: bruno on 6/20/2005 4:57.071 P

Statuz
Backup data filename iz unavailable. Restore procedure cannot be performed! Howewer, the anginal file iz
accesible and can be uzed for reprinting!

Original Data Indicates what was the name of the original filename that the user
Filename printed.

Backup Data Indicates what is the name of the backup file. If no backup copy was
Filename created after the cheques have been printed, N/A will be displayed in

this line. In this case, the Restoring of the data file will not be possible.

Processed by Displays the user ID that printed/processed the original data file.
On Indicates the date and time when the user processed the original data
file.
Status This section will give the user a status summary of the restoring

process. It will indicate if the Backup data file is available and if the
restoring operation can be performed.
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@

If the OK button is not available, this is because the restore operation cannot be
performed.

Note: Please note that this functionality will only be available to the Administrator of ChequePoint.

Audit Trail View

The Audit Trail of ChequePoint provides the user with a permanent repository of all
printed cheques. This report cannot be modified by any user of the system,
including the administrator.

To access the Audit Trail, go to Administration | View Audit Trail (CTRL+A)

View Audit Trail

M HEES 44 4« Page |G of B n

Audit Trail Id: 561 s
Uszer:  admin
Job Date:  5/19/2005 17:04:50 A
Workstation:  shaun
Seszion Ho: 1155
Job Mo: 1
Audit Traill Hame: Daily Detail Additional International Account
Setup File: fv - quide.cps

Setup Title: FactaVera Ltd - Payment Processing (v
check number [ vendor name [ amount
oooooo?y LAWSON 30FTWARE TNC 173,732, 46

This report can be viewed, exported to a text file or printed. Another powerful
feature of this report is that allows the user to search for any printed information.
To search the Audit Trail, click on the lookup button at the top and fill out your
search information.

Audit Trail Search

Search Far:
138663 |
Search Type Search Options
o Text [w Search Header

[w Search Detail
[ lgnore Caze
" Mumeric: [ Match Partial Test

Cloze |

You can search the current report or any of the previous or next runs.

" Regular Expression Match
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Transaction Files (Bank Files)
Generating Transaction Files

ChequePoint can be configured to create many different kinds of transaction files.
Transaction file types include positive pay, direct deposit, electronic funds transfer,
financial EDI, and others, including user-defined files generated for updating
customer’s accounting system. Transaction files are updated transparently to the
user, while cheque printing is in process. Multiple cheque-runs can be
concatenated into a single transaction file, so that, for example, at the end of the
day you only have to transfer one positive pay file for all transactions, rather than
one for each individual cheque run.

Once all the processing is complete and you are ready to process transaction file(s),
you must go through the process of generating transaction files. At this stage,
ChequePoint goes through the selected transaction files and generates necessary
totals and sub-totals, check digits and hash values, creates headers and footers (as
defined by the transaction file) and groups (concatenates) related transaction files (if
applicable). Although it sounds complicated, from the user standpoint it's only a
couple of clicks with a mouse. To generate transaction files:

#: e Fromthe Eile menu, select Generate Transaction File(s)

Generate Transaction File Objects

Objects l File T_I,Jpes]
[ DObject | File Types | Records | Status |J
b [ v Positive Pay 3 7 Feady
| Macha 1 3 Feady
F
i
3
| F
i
3
| F
i
[ |
Select Al | DeselectAII| Generate | Cloze |

e If you have several transaction files setup, you will be able to select any or
all to be generated.
NOTE: Transaction files in gray have no payments to be generated and
therefore cannot be selected.

e Once you have checked the file you wish to create hit the Generate button.

e At this point you will get a confirmation with the status of the file, including
the number of records (payments) that were generated into the file:
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Generate Transaction File Objects

Objects l File T_I,Jpes]
[ Object | File Types | Records | Status [ -]
b| ¥ Pasitive Pay 1 1 Success
| | F
| | | Cloze |

¢ And that completes the creation of Transaction Files from ChequePoint. If
you select Generate Transaction File(s) and the screen comes up with all
inactive values, as shown below, you have to payments pending to be

generated.
Generate Transaction File Objects
Obijects l
[ Object | File Types | Records | Status |J
|
&
| Cloge |

Regenerating Transaction Files

Transaction files can also be regenerated if the data is still available on the system.
To regenerate a file follow these steps.

e From the Administration menu, select Transaction Files | Regenerate Job

43
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Regenerate Transaction File Job

|F'ositive Pay ﬂ [ AnyObject [ Anw Setup File Close
User [Job Date | Workstation |Claim Info [Prev. Claim [File[s) |[Rec(s) |Available
|| admin 8/3/2005 4:54:28 PM strider 11882 11532 1 3 3
|| admin 8/3/2008 4:30:49 PM strider 11881 7681 1 12 12
|| admin 8/3/2005 40357 PM strider 11871 1 1 1
| | admin 5/19/2005 11:05:11 A shaun 11551 £) 7 0
| | admin 5/18/2005 12:08:15 P zhaun 11522 7882 1 3 0
< >
[ File Type | Filename | Records |- |
ﬂ all_trangactions_report_do W:\CPWers\CPT estBCB \test 3. tut [}
User The user who generated the transaction file job.
Job Date The generated date for the transaction file(s).

Workstation

The workstation that was used to generate the transaction file(s).

Claim Info The session number plus an incremental digit(s) to provide a unique
number for the generated transaction file.

Prev. Claim Previous Claim Information number.

File(s) The number of files the transaction files object generated during the
current process.

Rec(s) Number of records generated by the Object.

Available Number of available records to be generated.

e Select the job that you want to recreate and select Generate. At the bottom
of the window you will see the file name and location of the regenerated

data.

Sending Files to Support

When any changes are required to ChequePoint, Facta Vera provides an easy way
to send any files to the support team. To do this, go to File | Send Files to Support
and select if you want to send the current setup (cheque type in the main screen) or

all setups.
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Send Files to Facta Vera Support

Send Filez
[v SetupFile [CPS] v DataLinks [UDL) [ [ata File
[v MAP File [v Device File [DDF, etc] v Script Files [05C]

v [MI File

Attention; |Sup|:u:urt [zer Mame

Comment:

Here are the filez to change the
Tharksz.

gighature an.

Ok | Cancel |I

The screen above allows you to chose which files to send Facta Vera. By default all

files are selected which can be left u

nchanged.
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