RECR / BECR

Review Electronic Cash Receipts / Browse Electronic Cash Receipts

The RECR function allows designated IBIS users to distribute settlement income to the correct IBIS account(s).
The RECR function will display only those settlements which require review & posting into IBIS. (Use BECR
to browse other settlements.) Any settlement shown which is NOT reviewed and posted within 7 days will
automatically be posted to the default account as an 'autoposted' (auto-neglected) settlement.

1. Onthe IBIS Main Menu screen, in the NEXT FUNCTION line, type: M2FN, press ENTER.

01/04/07 INTEGPATED EUSINESE INFOPMATION STSTEM MI1M1
1E:2E:2E.4 SVEL

Ay of the functions included in this systenm can be invoked by
entering the corresponding fanction code on the command line next

o 'NELT FUMCTIION:'. The following fimchions are awvailable:
FINCTION DESCEIPTION FTIMC TION DESCRIPT ION
FORM Help Zelecting HRS Forms MZFPI Property Irwentory
MraH IBIS Adhoc Fumctions MEPR Purchasing System
MEAE EAEY Elec. lppr. System META Vendor System
MR Budgeting System BAMM Budget Plarmirng: Budlato
M2FN Financial System M-TH Inwventory Marscersmert
MEFE Farilities S+ystem COLE Codeset Maint. System
MHE Humat Besources S+vrstem MENC Nat Comn. Applications
MEPA Payroll System M:ZTE Pay & Effort Functions
MEAR Accowrtts Paysble
ME{T FUMCTION: M2FM e PREV MEMIT: NONE
Enter-PFl---PFZ---FF3---PF4—--PF5-—-PF5—PF ?——-PF3-—PF3——-PF10--FF11--PF1lZ——-
HELF MENT CMPE EMD - - - - R EETS PENT .

2. Onthe Financial System screen, in the NEXT FUNCTION line, type: M3EC, press ENTER.

0l/04/507 INTECRATED BUSINEZS INFORMATION ETETEM MZFH
16:10:16.9 FIMANCIAL MATMTEMAMCE SYSTEM SWEL

Iy of the fimctions included in this system can be invoked by
entering the corresponding fanction code on the command line next

to 'ME{T FUNCTIOM:'. The following fimctions are awvailable:
FUMCTION DESCRIPTION FUMCTION DESCEIPTION
M2LF Apcounts and Fumds System MaCL Client/Server Functicns
MaAE Agency/ Subagency Systen M2FM EASY Forms
MaCT Cortract Info System M3FE Finsmcial Online Pept
M:MF Misc Finsmcial Functions MIF2 Fin Structure/Post
MIGE G frs /Endotrs and omrities M=MT Scruct Maint /Carryover
MIEP Special Projects System MIEC E-Cammarce
NE<T FUNCTION: M3EC e PEEY MENT: MIM1
Enter-PFl--—-PFZ---PF2---IF4—-PFE~—PF&—-PF7?-—--PFE---PF5—-FPF10--PFl1--PFl&——-
HELF MENTT CMPS END _ _ _ R _ EETS PENT
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3. Onthe E-COMMERCE screen, in the NEXT FUNCTION line, type: RECR, press ENTER:

aL/04,07 INTEGEATED BUSINESS INFORMATION SYSTEM M3EC
15:40:51. %9 E-COMMERCE SVELl

Ay of the functions included in this system can be inwvoked by

entering the corresponding fanction code on the command line next

to 'NEST FUMCTION:'. The following funmctions are awailahle:
FURCTION DESCTIPTION FUNCTION DESCRIPTION
IMTD 2dd Merchant ID BECE Beview Elec Beceipt
TMIL Thodar e Merchant I EECE. Browse Elec Beceipt
IoITn Tncpiry Merchawt ITr EECT Browse Error Elec Receip

ATTA Activate Terminal ID Acch
UTIA Thdate Terminal ID Acckt

NE<T FUMCTION: RECR DOEV MENU: MZFN
Enter-PFl---DPF2——-PF3---PF4---DFE-—-DF&——PF7---DF2-——-DPF3——-PF10--PF11--DPF12---
HELP MENU CMDS ED . . . . . KEY% TINT

TIP: Take the "fast-track" to the RECR screen:
On the IBIS Main MENU: type RECR in the NEXT FUNCTION line, press ENTER.

This brings you to the RECR screen:

You can browse electronic cash receipts by admin area, by account, by Merchant ID, by
ID, or by C-number (cash receipts number). (C-number: A number that is
IT one knows the C-

Terminal

sequentially assigned to each electronic commerce cash receipt.

number, the transaction can be retrieved by entering the C-number into the designated

field.)

4. select your preference to browse by entering the appropriate information in the
space provided. Only enter one:

(1) enter the admin area three digit number, or

(2) enter a valid account number, or

(3) enter a merchant id number (MID)(11 characters), or
(4) enter a terminal id number (TID) (16 characters), or
(5) enter a C-Number (cash receipts number)

Press ENTER.

ol/s05/07 INTEGEATED EUSINESS INFORMATION STYSTEM
14:06&:44_ 32 DEVIEW ELECTRONIC CASH LRECEIPTE

TLEAZE EMTEL CONE OF THE FOLLOWING:

(1) Adwin Area: 004

(Z) Roeowt: - 2 2- _ UOp

(3) Merchant ID (MID):

(4) Bank Processor Terminal ID (TID) : -
and (optional) Batch ID:

{8} C-Mmber: C

DATE BANGE (Optional) for (1), (Z), (3), or {4y, HNOT WALID for (5).

Batch dates from: 00 f 00 F 0000 to: 00 / 00/ Q000

RECE

NE-T FUNCTICN: {MENTT, ENL)

Enter-PF1-—PFZ—-PF3-—PF4—-PF5-——FPF5——PF7—-PF3-—PF3—-FF10-——-PF11--FF1Z——
HELP MENT CHPE EID - - - - - - PINT
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IT only one available settlement is found for your selection, it will be shown. If
multiple settlements are found, a browse screen is displayed, from which you may
select settlement(s).

Example: Resulting browse screen for Admin Area:

SELECT TRAMSACTIONS & PEESS ENTER, OR PRESE ENTER (OR PF2) FOR MEXT PAGE
oL/0&/07 INTEGEATED EUSINESS INFORMATION STYSTEM BECE
14:14:05_4 REVIEW ELECTROMIC CASH RECEIPTE SVE1
Page 1

EATCH DATE MERCHANT MAME CARD EBRAND LDEFAULT ACCT
STATUS TEPRMIHMAL /LOCATION AMOUNT C-NUMEER

_ 1. nEfozizonk MID:2 DIZC 00-00l-z1 TP 10010
HEW 0000000000-00001: £9.35 coooooools

_ 2. DEfozizonk MID:2 DIZC 00-00l-z1 TP 10010
HEW 0000000000-000010 £9.05 cooooooolsz

_ 3. DEfozizonk MERC? - Ad TE 48 AME 00-00l-42 TP 10010
HNEW 0000000 000-000007 £5.00 coooooooll

_ 4. 0170172005 MIDE DISC 00-00l-21 UF 10010
HEW 000000000 0-000018 Z5.35 coooooooos

_ & 0D1/01/zZ005 MIDE DISC 00-00l-21 UF 10010
HEW 0000000 000-000010 Z5.05 Coooooooosz

_ &, 0170172005 MERC? - AA T2 48 AME 00-00l-49 TP 10010
HEW 0000000 000-000007 Z5.00 cooooooool

'?_ —_ —_

NE<T FIMCTION: (MENUT,END )

Enter-PFl1---PFE——-PF3-——PF4—-PFE-—FF5———PF7-—-FF2--—-PF39——-PFF10--PF11--PF1lZ——

FIJEr HELF MENO CMPE EMD R _ TOP FWED EBTEM . PEMT

The browse screen sort order is:

1.
2.
3.
4.

Administrative Area, Account, MID #, terminal # (TID), or C-number.
Optional batch number, if selected, when browsing by TID.

Settlement Date (from recent to oldest).

Batch number if browsing by administrative area.

(Note that batch number is part of the sort order only when browsing
by TID with optional batch, or when browsing by administrative area.)

No matter which option you select, the browse will be in descending order
(i.e., oldest to newest dates, and highest to lowest numbers.)

Browse by "account® browses based on the DEFAULT account for the terminal as of
the time at which the settlements were loaded to IBIS.

Browses by account, MID, and C-number are limited to currently valid accounts.
IT a card®"s default account has been closed, browse by terminal ID instead.
Review & posting via RECR is STRONGLY recommended, rather than allowing a
transaction to post automatically. Auto-posting is also referred to as auto-
neglected. This is different from the automatic batch posting used only for
certain terminals which do not require RECR.

5. Select the transaction(s) to be settled by placing an X on the line provided and press ENTER.

SELECT TERANSACTIONS & PRESS ENTER, OR PRESS ENTER (OB PF8) FOR NEXT PAGE
als1z/07 INTEGCRATED ETTRINESE INFORMATIOM STETEM PECE
10:Z2:08.3 BEVIEW ELECTRONIC CASH RECEIPTS SVE L
Page 1
EATCH DATE  MERCHANT MAME CAFD ERAMD DEFAULT ACCT
STATUS TEDMIMAL /LOCATION AMOUNT C-NUMEER
e X 1. 0z/0Z/2008 MID:E DIZC 00-001-Z1 TP 10010
HNEW 0000000 000-00001& 29.35 cooo0000012
_ E. DEFDESEDOOG MIDs DISC 00-001-21 TP 10010
HNEW 0000000 000-000010 23.05 coo0000013
_ 3. DEFDESEDOOG MERCT - AA IS 48 AME 00-001-49 TP 10010
HNEW 0000000 000-000007 2300 Cooo0000011
_ 4. 01l/01/Z00% MIDE DISC 00-001-21 UP 10010
HNEW 0000000 000-00001& 2935 coo0000002
_ & 01l/01/Z00% MIDE DISC 00-001-21 UP 10010
HNEW 0000000 000-000010 23.05 Co00000003
_ & 0L/01/Z00% MERCT - AA IS 48 AME 00-001-49 UP 10010
HNEW 0000000 000-000007 2300 Coo000000L
- ?' - -
HNE<T FUMCTICOM: (MEMT, ENI )
Enter-PFl1-—-PF2---PF3-—PF4-——-PF5-—-PF5——PF7---PF3-—PF2-—-PF10—-PFl1--PFl2-—
FWEL HELF MENU CHMPS END R R TOP FWED» RTEN . PENT

Once a settlement is selected (e.g., by typing an "x" or other character by it
in the browse screen), you will see a screen which allows you to distribute
the settlement to the appropriate account(s).
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Up to 16 distributions are allowed.

IT part of the settlement is being posted to another system (e.g., NCRR or
IS1S), press PF6 to indicate the amount(s) that will be posted outside IBIS.
Note: that entering these amount(s) in the RECR PF6 window will NOT accomplish
this non-1BIS posting. You must ensure that these amount(s) are posted
correctly in the non-IBIS system according to its own normal procedure(s).

IT there are non-IBIS amounts, they must be entered into the (PF6) non-IBIS
partial distribution window prior to IBIS resolution (PF10). The non-IBIS and
IBIS totals MUST add up to the total amount of the settlement before
resolution can proceed.

IT the entire amount is non-1BIS, use PF6 to Fill out the partial distribution
window as above, but use PF12 instead of PF10 to process your update.

The Distribution screen:

[ENTEE. DATRA TO DISTEIEVUTE SETTLEMENT RAND PEESS PF10 FOR FANS

0ls1&8,/07 INTEGRATED EBUSINESS TNFORMATION STSTEM DECE
10:45:-14.0 BEVIEW ELECTRONIC CASH RECEIPTS SVEL
Clhwber:C 19 Aunt: 23,35 Sales Tax: 0.00
Trans Date: 0Z/02,/200E Fr: z00& [ Defer? N Status: NEW
Merchant Name: MIDE User ID: Ah: 004
Dartial Post Ameount Cutside TEIS (Press PFE to Discribace): 0000 6

Description: e
BEULGET DISTRIBUTION

Name Fimd kg Proj Amonat
oo - 00l - E1 UP 10010 £9.35

i Pres= PFS8 for more lines) Sub-total:

111188
z
&
"

TOTAL:
HE{T FURCTICN: (MENTT, EMI)
Enter-PFl---PFZ---PF3---DPFd——-PFE~--PFE——TF7?---PF2-—DPF3—--FF10--PFl11--PFlZ---
HELI' MENTT CMPZ END CLEZ PRTL . FWED MNE<T FANZ TPINT PPROC

6. DEFER?

The "DEFER" indicator is used to indicate that this settlement will be
deferred to the fiscal year following the year shown on the RECR.

Normally, this indicator should remain set to “N". If you are not sure
whether a settlement should be deferred, please check with your Financial
Officer.

7. PARTIAL POST

IT part of the settlement is being posted to another system (e.g., NCRR or
IS1S), press PF6 to indicate the amount(s) that will be posted outside IBIS.
Note: that entering these amount(s) in the RECR PF6 window will NOT accomplish
this non-1BIS posting. You must ensure that these amount(s) are posted
correctly in the non-IBIS system according to its own normal procedure(s).

If there are non-IBIS amounts, they must be entered into the (PF6) non-IBIS
partial distribution window prior to IBIS resolution (PF10). The non-IBIS and
IBIS totals MUST add up to the total amount of the settlement before
resolution can proceed.

IT the entire amount is non-1BIS, use PF6 to fill out the partial distribution
window as above, but use PF12 instead of PF10 to process your update.
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ENTER DAT

06/04/0 | PLEASE ENTER PARTIAL POST DATA RECR
11:23:21 Use this 'window' only to indicate amounts which SVB1
will be posted outside of IBIS. Amount(s) and
CNumber:C system(s) are required. Batch info is optional.
Trans Dat Running Total: 0.00 PAGE 1 of 3
Merchant OTHER  BATCH BATCH DATE AR: 0Od
Partial P AMOUNT SYSTEM (MM/DD/YYYY)
Descripti
1. / /
2. / /
3. / /
Refit/ 4. - / /i
Encn 5. - / fF_ Amount
B. - / /i __ P9.35
- 7. - / i
- 8. - / /i
9. / /
- e, _
CAUTION: Posting to non-IBIS systems is
automatic. You must take the appropriate steps
NEXT FUN to ensure that the amounts are posted properly. ,END)
Enter-PF1 § F7=BACK, FB=FORWARD, F3 or Fl2=Return to RECR 11--PF12---
HEL NT PPROC

Press F3 or PF12 to return to RECR screen.

8. DESCRIPTION: Enter a description for this action on the lines provided.

9. ACCOUNT information:

e Enter appropriate reference number or encumbrance number obtained from a
Planned (UPEN) or Ordinary (UENC) encumbrance, budget number, fund name,
object code, project, amount. If you are unsure of the object code number,
press PF1 on the object code line to see a list of object codes from which to
make a selection.

e |IT posting to a ledger account, enter in a “@” budget number.
Example: 20-000-9@ UP 06800

e After entering all the account information, press PF10 for FANS.

10. FANS Window

On the FANS SCREEN, enter information in the DEPT FREE SPACE and in the DETAIL
DESCRIPTION that is meaningful to you.

Financial Account Numbers (FANS)
Fiscal ——-- Accowt —--- Object /s Cost Amouvmt
Tear Budoget Fimud Sub—0Ob3j Cent ar Aot ivity Dept Space
Z00& /2007 00-001-49 UP 10010 00326 31TEE.VE
@ supplies
Letail Description Tichack
coooooo704  Misc supplies for dept £
'H' Excluding imt: F1T7EE.VE
'M' Matching imt 1: Matching Aect 1: TP 10010
Z: Z: TP 10010
a: 3 TP 10010
4 4: TP 10010_
5: 5 TP 10010_
ENTER-IPF1---PFz-—-PF2---PF4-—-PFE—-PF&——PFF7---PF3---PF3-—-PFl0—PF1l1--FFlZ
FREE CHNCL EACE FWEr RTEN RESV PENT ERMIE
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11. Add the dollar amount to the proper Cost Center(s). The Cost Center(s)
cumulative amount must equal the AMOUNT at the top. FREE SPACE can be changed as
desired. Press ENTER.

Finamcial Accoumt Mumbers (FAMS)

Fizcal ———— Apcowmt ———- Object/ Cost Amoimt
Tear Budoet Furd Sub-0b3 C etk ex Aot iwity Lept Space
Z00&/ 2007 00-001-43 T 10010 003E 272ERE

Detail Des
CO00000704 Amomt: 3172E_7E
ACCOUNT: Q000142 UP10010
Free Space
SUPPLIES
SUPPLIES

SUPPLIES

SUPPLIES
217022 .12 SUWPPLIES fi=
10000 00 SUWPPLIES offc

SUPPLIES

ENTER-PF1-—PFZ-—PF3-—PF4—PF5—-PF5——PFF?—-FF8-—PF3—PFL0-——-PF1l1--PFl:z
- - - BERE:Z CNCL BACE FWED RTEN RESW PREMT ERIS

Note:" If the dollar AMOUNT doesn®"t equal the amount above, an error message will
prompt you to fix it before you can move on.

Press PF12 to browse the details if desired.
Press PF9 to return to the previous screen. FANS resolution is complete.

Press PF9 returns you to the CASH RECEIPTS BROWSE screen. Select another transaction
to process or end the session with PF4.

PF KEYS: (PF1-PF4 are standard IBIS Function keys. Other PF key functions may vary).

RECR:

PF1 = HELP PF5 = CLEAR SCREEN PF9 = RETURN or NEXT
PF2 = MENU PF6 = PARTIAL PF10 = FANS

PF3 = CMPS PF7 = TOP PF11 = PRINT

PF4 = END PF8 = FORWARD PF12 = PROCESS

FANS:

PF5 = RERESOLVE PF8 = FORWARD PF11 = PRINT

PF6 = CANCEL PF9 = RETURN PF12 = BROWSE

PF7 = BACK PF10= RESOLVE
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BECR

Browse Electronic Cash Receipts

Use the BECR function to browse settlements that do not require review and posting to IBIS. The BECR function
allows users to browse electronic cash receipts by Admin Area, Account, MID, terminal ID or
C-Number and to select status(es) of New, Viewed and Posted, Autoposted (autoneglected), and/or Batch Posted.

o If only one electronic commerce transaction is available for your selection, it will be shown.

e If multiple electronic commerce transactions are found, a list is displayed, from which you may select
one or more transactions to view.

e Users without university-wide access (most people) will view only one Admin Area, Account, MID,
terminal, or C-Number at a time. Central users may view all transactions starting from a particular
account.

e Browse by 'account’ browses based on the DEFAULT acct for the terminal as of the time at which the

settlements were loaded into IBIS. It does NOT browse based on the various accounts to which the
details were resolved. To do that, use ICAG, FIT, or the data warehouse.

e Browses by account, MID, and C-Number are limited to currently valid accounts. If a terminal's default
account is now closed, browse by terminal ID instead.

1. Onthe NEXT FUNCTION line of any screen, enter BECR and press ENTER. The BROWSE ELECTRONIC
CASH RECEIPTS screen is displayed.

0l/s24 /07 INTEGEATED BUSINESE INFORMATION ZYVSTEHM EECL
10:z6:20 4 EROWSE ELECTRONIC CASH RECEIPTS SVEL

PLEASE ENTER ONE OF THE FOLLOWING:

(1) Admin Area:

(2) Account: 00 - 001 - 43 UP 10010

(3) Merchant IDv (MID):

{4) Bank Processor Terminal ID (TID): -
and (optional) Batch ID:

(5] C-Mmber: C

PLEASE SELECT STATUS (ES) -
HETT e _ AUTOPOSTED (AUTOMEGLECTEL)

X VIEWED,POSTED _ BATCH POSTED (AUTOMATICALLY)
_ A1l Etaruses

DATE PANGE (Optionsl) for (1), (2}, (3), or (4), HNOT VALTD» for 5.

Batch dstes from: 00 7 00 / 0000 to: 00 00 ¢ 0000

HE{T FUNCTION: { MENTT, ENLY)

Enter-PFl---PFZ—-PF3-—-PF4——-FF5——-PF6——PF7?—-PF5-—PF3—-PF10-—-PFF11--FF1lZ—-
HELP MEMNU CMPZ EMD - - - - - - DINT

2. Enter only one of the folllowing: Admin Area, Account, Merchant ID, Terminal ID, or C-Number in the
space provided.

3. Select the status(es) that you would like included by placing an X on the line(s) provided (more than one is
permitted). Press ENTER.

4. Select the transactions which you would like to view by placing an X in the space provided. PF8 to the next
page to view more transactions. Press ENTER after all selections have been made.

SELECT TRAMSACTIONS & PRESS ENTER, OR PRESS ENTER (OB PFS) FOR MEXT PAGE
01724707 TNTEGRATED EUSINESS INFORMATION STYSTEM EECE
10:-44:10.2 EROWSE ELECTRONIC CASH RECEIPTS SVEL
Page 1

BATCH DATE  MERCHANT NAME CAFD ERAMD DEFAITLT ACCT
STATUS TEPMIMAL /LOCATION AMOUMT C-NUMEEER.

X 1. 0770372006 DIsC 00-001-4% TP 10010
VIEWED ,POSTED 0000000000-0002Z40 10000 Coo0000&1s

_ 2. 07 0272006 AME 00-001-45 TP 10010
VIEWED ,POSTED 0000000000-000072 —Z00.00 Cooooo0s1?

_ 3. 03s03/E00e LISC 00-001-4% TP 10010
VIEWED ,POSTED 0000000000-000240 10000 Coo0000&8058

_ 4. 0370172006 AME 00-001-45 TP 10010
VIEWED ,POSTED 0000000000-000072 20000 Cooao00e0?

_ ko ools0zsz0oe LISC 00-001-4% TP 10010
VIEWED ,POSTED 0000000000-000240 10000 CO00000594

_ &, 0L/03/2008 DIsC 00-001-4% TP 10010
YIEWED ,POSTED 0000000000-000240 10000 CO00000583

_ 7. 0L/0zs2008 DIsC 00-001-4% TP 10010
YIEWED ,POSTED 0000000000-000240 10000 Coooo00572

NE<T FURMCTION: (MEMT, END )

Enter-PFl--—-PFZ—--PF3---PF4---PF5-—-PF5———PF7-—-FF3-——-PF3---PF10--FF11--PF1lZ-——

FWED HELP MENU CHMPS END . . TOP FUWED ETEN . PENT .
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0l/24 /07 INTECDATED EUSINESE INFORMATION STSTEM EBECL

10:-E52:44. 32 EROWSE ELECTRONIC CASH RECEIPTS SVEL
Clhmber:C &16 At c 10000 Sales Tax: -6.00 TID: ***000z240
Trans Date: 07/03/200& Fy: E00g / 2007 Defer?: N Status: WIEWED  FOSTED
Merchant MName: Distyr ID: EKZIL3 DetDate: 09712720058
Partial Post imnt (atside IBTIS (Press DPFE to wiewr): 0.00 Ab- 042

Description: THIZ IS FOR TESTING

Defg/ EUDCET DISTRIBUTION
Encm Budget Firwd Name Fimd kg Proj Amonmt
oo - 00l - 49 TP 10010 onzEs 100.00
{Press PFE for more lines) Sub-total: 100,00
TOTAL: 100.00
NE<T FUMCTION: { MENTT, KN}
Enter-PFl---PFZ---PF3---PFd---PFE-—-PF&-—PF7-—-FF3---PF3—--PF10--FPF11--PF1Z7——-
NEXT HELF MENT CHMPE END - DPRETL . FWEL ETREN . PENT .

Press PF8 to forward to the next screen. There are two screens of information per transaction.

Press PF9 to return to the previous screen.

Press ENTER to advance to the next transaction that you had selected (if more than one was selected).
Press PF6 to see Partial Post Data. This window displays the system(s) and amount(s) which the
reviewer indicated would be posted outside of IBIS (if any).

01240 PLEASE ENTER FARTIAT, POST DATAL EECE
11:04:34 Thiz 'window' displays the systemis) and EVEL
smourt (=) which the reviewsr indicated would be
CHumb er - C posted outside of IBIS {(if any). T FERO00Z240
Trans Dat Puarning Total: 0.00 PAGE 1 of 3 POSTED
Merchant OTHER  EBATCH BATCH DATE 09,18 /2008
Partial P AMATINT SYSTEM MNUMEER (MM/DD TV YY) Ab:- 042
Descripti e — e —————— — e
1. s s
Z. £
3. £ £
Defg/ 4. s /!
Encm E. s s Amoumnt
G ! ! 100.00
7. £ £
5. £ £
N £ £
o, _ 0 S
NOTE: Posting to non-IBIS systems is NOT 100,00
antomstic.  This window displays only the 100,00
NE<I FUN non-IEIS distribucions as cyped by the reviewsr. - ENL)
Enter-FFl F7=BACE, F2=FORWARD, F2 or FlE=Feturn to RECE. 11--PFlE-——-
HNEXT HEL NT .

e Press PF12 to return to the browse screen.

TIP: Itis very helpful to observe the:
e Messages at the top of the screen.

e PF KEY functions at the bottom of the screen as they can change from screen to screen.
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