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Overview

The Canadian Payments Association (CPA) has published new specifications for Canadian cheques in
preparation for the transition to image-based clearing.

As of June 30™, 2007 all cheques images will need to conform to new specifications and standards to ensure
efficient capture of data for image-based clearing system. Additional information on the new specifications
can be found at:

http://www.cdnpay.ca/news/new_cheque_specs.asp.

MEW! Deadline for Adopting New Cheque Specifications Extended

As of May 12, 2006, the deadline for adopting the new cheque specifications has been
extended to June 30, 2007 in order to allow businesses more time to make the
necessary changes to their chegues and modify or update their softwares involved in
cheque production.

This timeline will continue to ensure that chegues are "image-friendly” in preparation for
the transition to image-based clearing.

Part I: Ordering New Cheques:

Some Financials Institutions have mandated the 3.2 'recommendation' below to place the cheque at the
bottom of the page, therefore rendering the popular "Check with Stub on Top and Bottom" format as no
longer compliant.

You should verify the new formats with your financial institution.

If your bank will no longer be supporting this cheque format and you wish to
maintain a 2 stub cheque format, you must upgrade to version 8 in order to
utilize the stub/stub/cheque format which is not available in version 7.5.

Please Contact Momentum Support to review the upgrade process.

CPA Reference: Section 3.2 of Overview of Changes

Any detachable statements should be placed at the top or left of the cheque.

Detachable statements on the bottom or right increase the incidence of damaged MICR lines
or Convenience Amount Fields on cheques due to irreqular tears when they are removed.
Therefore, it is strongly recommended that they be placed at the top or left of the cheque.
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Part ll: System Generated Field Formatting:

There should typically be only two system generated fields that are suspect to a format change in the
Great Plains system:

Check Date

CPA Reference: Section 1.6 of Overview of Changes

Adoption of a numeric date field in one of three specified formats (YYYYMMDD,
MMDDYYYY or DDMMYYYY). Field indicators must be printed below the date field to
indicate which format is being used. Bilingual date field indicators are accommodated for
cheques using the ISO date format (YYYYMMDD),

Spaces or dashes are allowed between the elements making up the date (e.g. 2005 08 25,
or 2005-08-25). However slashes (i.e. /") are not permitted as they may hinder Intelligent
Character Recognition (ICR) software from capturing the date effectively.

Check Amount

CPA Reference: Section 1.7 of Overview of Changes

The pre-printed dollar symbol ($) may be placed either to the left or the right of the
Convenience Amount Rectangle (i.e. the amount in figures).

Reference: Sections 5.4.2 and 5.4.3
The placement of the dollar symbol generally varies between English and French Canada.
ICR engines can be programmed to recognize either one.

Review the following 3 options to determine what best suits your facility.
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Part lll: Modifications to your new cheque format:

Option #1: Change Regional Settings

The easiest way to make these date format change is to simply change the computer’s regional
settings “Short Date Format” and the “Date Separator” on the PC where the cheques are generated.
This new Date format will be used for the check dates.

Note: This will impact all of the reports and other applications on you PC.

1. (Control Panel->Regional Settings and Languages Options->Customize->Date)

Customize Regional Options @@
| Mumbers | Currency | Time Date |

Calendar
When a bwo-digit year iz entered, interpret it a3 a year bebween:

1 and m :

Shixt date
Shart Nate sample: | 04-27-2006

Short date formgl: iMM-dd-yyyy bt
D ate zeparator: I >

Long date
Long date zample: | Thursday, &pril 27, 2006

Long date format: | dddd, MMMM dd, v

2. If your facilities’ cheques have this pre-printed dollar sign ($) then you’ll need to modify your
cheque in the Report Writer to remove the $ sign.

BUSINESS CHEQUE — FRONT (not to scale

E YOURGOPANYNAME  younsasci wermmon 0001
YOUR TOWN, PROVINCE A1B 2G3 YOURTOWN, PROVINGE A48 405
PAY $
T0
THE
ORDER
©OF
! XYZ COMPANY
875 MAIN STREET WEST
YOUR TCWN, PROVINGE A4B 5C6
L ) en
»0D0 4" 1l23iL5=000m L23L5E7RS0
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e.
f.

Backup your Reports.dic

Launch the Report Writer for the Dynamics Product and select the modified cheque
report format you are currently using.

Click on the Layout Button.

Locate (typically in the F2 Section of the report) and double-click on the Check_Total
field to assign the new DLR11_U2 format by clicking on the ellipse button (...)

I Report Field Options Q|§|g]
Field Name: Check Total
Table Marne:
Display Options: | Wisible w
Format DLR11_UZ kd

Field Type:

Average ~
Contral Count

Count Address 1 -~
Data Address 2

First tern in Group Address 3

Ammount in Words

Format Field
[PM Pavment WORK |

Amount in Words and Murmbers
Applied Amaunt

Minirnurn Batch Number

Previous Occurrence Batch Source v

Save and close report.

Test and verify that the changes are successful

g. Congratulations, you have now completed the changes required.

Option #2: Import new Modified Report

For what ever reason if changing the System Regional Settings is not possible, then you’ll need to
implement a brand new modified report.

1. Backup your existing Reports.dic

2. Import the new check format:

MBS-Great Plains Version 7.5 Clients: Report Writer Import using the “Check with
Stub on Top and Bottom" from v7.5 Reports.dic

** Download CPA Check Formats.exe from http.//support. nomentumhealthware.com

Dynamics GP 8.0 & 9.0 Clients: Import new report customization package from the
Customization Maintenance window.

** Download CPA V8 & V9.zip from http://support. momentumhealthware.com
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3. Replace the “Calc Date” field (located in the F2 Section of the report) with one of the
appropriate calculated fields based on the physical layout on your new cheque.

a. CPA_Date MMDDYYYY BUSINESS CHEQUE — FRONT (not to scale}
b. CPA_Date_ DDMMYYYY
C. CPA_Da te_ YYYYMMDD b YOUR COMPANY NAME 1OUR FANGAL mSTTUTION

123 MAIN STREET
YOUR TOWIN, PROVINGE A18 263 TOWN, PROVINGE 448405

DATE v\ v v u

X¥Z COMPANY
875 MAIN STREET WEST
YOUR TOWN, PROVINCE A48 5C5

L I ren

"000 4 wi2iL5m000n L23L5678500

4. Depending whether the new cheque has a pre-printing currency symbol you may need to
replace the Check_Total field (includes $ sign) with the new CPA_Check_Total calculated

field which does not include a $ sign. e — A
i. Double click on the CPA_Check_Total Field Name: |CPA_Check Total
to assign the DLR11_U2 format. Tevleame
\ Display Options: | Visible v
Fon DLR11_UZ E]
Field Type Format Field
o, .
Count Address 1 ~
Data Address 2
First ltem in Group Address 3
First Occurrance Qnly AmauntinWords
AmountinWords and Numbers
Waximurm Applied Amount
Winimum Batch Mumber
Previous Occurrence | Batch Source v

5. Align the layout to your physical cheque and
printer drivers. The entire check will likely require re-alignment.

6. If you've made any other changes (e.g. Facility Logo, signatures, etc) you’ll need to recreate
those changes as well.

7. In a Test Company Process at least two cheques in a batch to ensure the page breaks are
resetting properly.

8. Congratulations, you have now completed the changes required.

Option #3:

If you are unable to modify your own cheque format using the Great Plains Report Writer module,
then please contact Momentum Support to schedule some customization services.
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