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Your Back Office Conversion to CU*BASE

Introduction

A conversion can be a very exciting, yet very challenging period of time for your credit union staff. Your
credit union will be utilizing existing core systems on a daily basis while at the same time learning about the
CU*BASE functionality that will soon be deployed throughout your organization. This can be especially true
for your Back Office staff since they must continue to perform critical daily balancing tasks using existing
tools and processes right up until the moment of conversion,

Because we recognize the unique challenges faced by your Back Office support teams, CU*Answers has
developed our Accounting Implementation Methodology (called AIM for short) in order to ensure that your
conversion to CU*BASE goes as smoothly as possible. AIM utilizes a process that has been developed by
our conversion experts over several years, and we are confident it will help “guarantee the difference” for a
successful Back Office conversion.

The information contained in this document should help
your staff prepare for the upcoming conversion to
CU*BASE. It is important to remember that CU*Answers
and our team of specialists will be there with you every
step of the way. Welcome to the CU*Answers family!

Your Team of Experts

Our promise to you, (and our #1 goal during the
transition of your Back Office to CU*BASE), is our
commitment to help lead your team through a smooth
conversion process. In order to deliver on this promise,
CU*Answers will dedicate a team of experts that will be
working hand-in-hand with your staff. Let’s take a quick
look at this Back Office support team:

Conversion Coordinator A Conversion Coordinator from CU*Answers will be assigned to lead the
project. Since our Coordinators have many years of CU*BASE experience and have managed dozens of
similar projects, they will be your main point of contact during the conversion process. Their main focus is
to exceed your expectations as you move to CU*BASE.

CU*Expert  This important role is filled by someone on the credit union staff. They will be specially
trained (using our CU*Expert Program) to be the “go to” person at the credit union

during the conversion process. The CU*Expert will work closely with both the

Conversion Coordinator and the SRS Bookkeeping Expert to help facilitate a smooth

transition for your Back Office team. feng | L e

Xtend SRS Bookkeeping Expert SRS (Shared Resources and Staff) is a shandhesom s
service provided by Xtend, Inc., a sister CUSO of CU*Answers that specializes in
execution services. SRS provides bookkeeping services for dozens of CU*BASE
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he AnswerBook Team

credit unions on a daily basis, and has been contracted by
CU*Answers to provide this valuable service. The SRS Expert
will work closely with the Conversion Coordinator and CU*Expert
during all three phases of your conversion.

TR AnswerBook

This strong team of specialists is also complemented by two
extensive digital knowledge bases that you will become more
familiar with over time: AnswerBook and CU*BASE Online Help.

AnswerBook While at the CU*Answers web site, locate the
“What is AnswerBook?” link. This is a digital knowledge tool

allowing you to ask questions or review answers to questions S ST G il
previously asked by clients. Within AnswerBook, a category | 5= i 1 m———
dedicated to both Xtend and SRS Bookkeeping Services will ()
provide additional answers and links to other common
questions about CU*Answers and the CU*BASE processing
system.

0 Stared > Using Help (Wek)

al hlp topics, organized by CU"BASE Manu name, then by a logical “sub-tite or grouping vithin each menu. For example,

1 phrase and press Entar or click GO,

Online Help  CU*BASE contains an extensive library of E
online help information pertaining to bookkeeping and other &

“Balancing Made Easy”

accounting functions. This can be accessed in a variety of manners and will be covered in detail during the
pre-conversion training process.

It is very likely that one of the important factors in your decision to partner
with CU*Answers is the wealth of printed and online education available
to CU*BASE clients. This documentation has been developed in a
collaborative manner over many years, and continues to be refreshed as
both the software and your business processes evolve. A key source of
information that we have developed for your back office staff based on
years of successful conversion projects is the “Balancing Made Easy”
booklet.

This booklet serves not only as an educational guide for your team as
they prepare for your CU*BASE conversion, but also as a roadmap
utilized by our bookkeeping experts during the project. The guide will be
provided to you by your Conversion Coordinator well in advance of your
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conversion. Since it is important for all members of your back office
team to learn about these exciting CU*BASE tools, we recommend
that additional copies of the booklet be viewed and/or downloaded
from our web site at
http://www.cuanswers.com/pdf/cb_ref/BalancingMadeEasy.pdf

The Process

Beginning as early as six months prior to your CU*BASE conversion,

our team will begin to move forward with the project as described in “The CU*BASE Conversion Promise”.
Our AIM process for your Back Office is incorporated into the overall execution of the conversion project in
three distinct phases:

Phase One — Preparation (tasks done with assistance from your CU*Expert)

[ SRS facilitates a pre-site conference call to review a task list in preparation for your Back Office
implementation phase

SRS loads your Chart of Accounts
SRS configures board financial statements

SRS loads G/L balances for YTD quarter plus and 1- 3 monthly balances prior to conversion

OO O d

SRS prepares daily bookkeeping procedures and run sheet documents

Phase Two — Implementation
[ SRS executes daily balancing tasks (see “CUSO Responsibilities”)

[ Credit union Back Office staff performs designated assignments (see “Credit Union
Responsibilities”)

Phase Three — Post-Conversion

[ SRS contacts credit union prior to 2nd end of month to determine if SRS Bookkeeping Service
will continue service following initial 60-90 day period



A Collaboration of CU*Answers and Xtend Page 5

[ SRS contract signed (if service will continue) OR transition project plan/timeline established (if
credit union bringing in-house)

AIM Responsibilities:

Since the Accounting function covers such a wide area of daily, monthly, and annual tasks within your
credit union, it is important that both sides understand each other’s responsibilities. The following list
contains the functions that are generally handled by CU*Answers and/or the Xtend SRS Bookkeeping
specialist as part of our Accounting Implementation Methodology:

[ Create Chart of Accounts based on a 1 Session 0 CU*BASE GOLD Edition - ABC TESTING CREDIT UNION E=S = o
File Edit Tools Help
spreadsheet ||St|ng old and new GL numbers ACH/Payroll Processing Search for I
. ACH Processing Payroll Processing
° C reate f inancial statements ﬁ,ﬁ:‘;‘f‘,’,‘z;:::g | 1 = WorkWith ACH Members/Companies 16 « Process/Post Member Payrolls
:::m::"w°"‘ i 2 « ACH Member Inquiry 17 « Batch Post Warehoused Payrolls
. Check Processing 3 = Fed Transmission Summary Ing 18 « Process Payroll Checks/MR
L4 Load YTD GL balances for the quarter prior to S 4 = Work Daily ACH Exceptions 19« Work With Member PR Detail
. Configuration Functions ACH Print Functions 20 « Work With PR Employer Groups
conversion 23 xz: :‘;,x;"u,d , § = Print Warehoused Transactions Payroll Inquiries
6 = PrintACH Master File Audit 21 « Payroll Member Inquiry
7 » PrintACH Master Listing 22 « PR Employer Group History
[ ]
Loa d MTD G L ba |a nces for u p to 2 mo nths Of 8 =« PrintFed Transmission Summary Payroll Print Functions
the current qua rter et smen 9 = Print Submitted ReturnsINOCs 23 « Fr?nl PR Employer Grc‘iup Listing
ATM Check Digit Calc 10 = Print PACHSU-Suspense Report 24 « Print Member PR Detail
Calc Number of Days ACH Special Processing 25 « Print Pre-post Balancing List
. Calculate Check Digit N " =
° Load current month GL balances conversion Change rintr Ougueue 11 = Enter Manual ACH Transaction 26 = PrintPosted PR Detail
g:i‘:‘x:"b:l::'mz‘: 12 = Add Manual ACH File to Warehouse
weekend Cotecton Prcesing
* Reconcile LGLACT1 after conversion (with : m
€M nE 2 2@ MNACHP

assistance of Coordinator)
* Share draft exceptions, settlement, and related journal entries

* ACH exceptions, settlement, and related journal entries

) ATM recon Ci | |at| on 1 Session 0 CU*BASE GOLD Edition - ABC TESTING CREDIT UNION [(Elo] = =d

File Edit Tools Help

Back Office Search for T

° . .
Natlonal Shared bra nChIng network My Menz Back Office Processing Menus Custom Reports/Inquiries
reconciliation it s =] 1 % ceneral Ledger Processing 16 % CU"BASE Report Builder Menu

Auditing Functions | 2 % Accounts Payable/Check Functions
Back Office
Check Processing 3 % Investment Processing User/Device Control
. . Check/ATH Processing -

) C h an ge f un d b a | ancin g f i rst wee k o 4 % Subsidiary Processing (FA/AEIPE) 19 « ResetUser Password / Device

Configus 5 % ACH/Payroll Processing 20 « GOLD Release/Hardware Inquiry
o i Report Bullder 1 6 5% Member Check/ATM Processing
* Corporate draft reconciliation cUBAsEReportBuider2 -] 7 CU Marketing Functions
My Shortcuts 8 3% Member Communication Processing

Account Maintenance i 9 % Member Tracker Processing

¢ Online CU*BASE Credit card balancing e et || 10 % iscetansous Procesing

Add Club Members

oot 1 % Head Teller/Vault Control Additional Menus
° S t . | . t Calc Number of Days. 27 % Member Inquiry Functions
uspense account reconciliation o Gk Filsiraenerisei
Close Memberships/Accts 29 % Report Functions

Collateral - VIN# Lookup

* ACH exceptions (PACHSU report) for debits L
only for 1st 30 days. After 30 days, we will do
debits and credits

St s it | siis

€5 n el a MNBACK (6501306013

* End of Month reconciliation package

* Xtend shared branching configuration, if applicable
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Credit Union Responsibilities

As previously mentioned, the Accounting function covers such a
wide area of daily, monthly, and annual tasks. Although the Xtend
SRS Bookkeeping team will be handling a significant number of
tasks during your early transition to CU*BASE, your credit union
staff is generally responsible for the following (beginning
immediately at conversion):

Verify Daily, Monthly, and Annual Board financials

Fixed asset, prepaid, accrued expense subsidiaries loading and
balancing; monthly tasks

Investment subsidiary loading and balancing; monthly tasks
OTB Credit Card Balancing

Accounts Payable, loading vendors, invoice processing

ALM - downloads

Payroll posting and balancing
Participation lending

Corporate settlement reconciliation
EOM entries and Board reports

ACH distributions for 1st month (credits) (or until
auto-post is implemented) and as new ones are
added

Cash letter verification

Balance TCDs (Teller Cash Dispensers) and ATM
machines

FR2900 Financial Statement configuration
5300 Call Report

Xtend shared branching settlement, if applicable
Dormancy monitoring

Post conversion Member Contacts and questions
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Additional Resources

Other Helpful Tools O P — o
www.cuanswers.Ccom - There are two g8

separate sections of our web site: click “I Am A CJANSWERS
Visitor” to learn more about CU*Answers and S . — e ——
our products and services. Click “I Am A Client” e

resources available to any CU*BASE client.

(no password is required!) to get a taste of the N oy 3 E‘ g sty

CU*Answers

Newsstand

www.xtendcu.com - Additional information

£~ B0 X xen x|

regarding our CUSO partner, including a list of Q”
services, Leadership profiles, ownership
information, and links to other strategic
partners of Xtend. Click on the “Execute” tab
for more information regarding their SRS
Bookkeeping Services.

x @icon

Increasing Member Securty
‘Member Facing Services

Resources fo help you and your members withthe transion

Xtend SRS Bookkeeping Product

Brochures - This brochure describes the SRS
Bookkeeping services in detail. It can be
downloaded from the Xtend web site or provided by
your CU*Answers Sales Representative.

* Torequest any of the documents mentioned
above, please contact our Sales Team at
800-327-3478 x 103 or
spage@cuanswers.com.




6000 28th Street SE
Suite 100
Grand Rapids, Michigan 49546

Phone: 800-327-3478

Fax: 616-285-5735

E-mail: spage@cuanswers.com or scollins@xtendcu.com
WWWw.cuanswers.com
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