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ADMINS Unified Community

RC-1320 Treasury Receipts

Revenue Collections—Treasury Receipts

1 OVERVIEW

Collections

This document explains how to enter and

process a batch of Treasury Receipts (also Payments

known as “Departmental Turnovers”). :::“Szme”“
unds

Each step can be found on the ADMINS
Unified Community for Windows
Collections P Treasury Receipts menu.

If this menu is not available,
please contact ADMINS
Support
(support@admins.com).

2 CHECKLIST

Uncollectables
Treasury Receipts
Municipal Lien Certificates
Partial Payment Letters
Mortgage Lenders

Tax Title

Deferrals

Reports

Tables

Cueries

Maodule Maintenance
Interfaces/Imports

Site Specific

Help Reference Library

September 2024

Batch Entry
Treasury Receipts
Receipt Edit List
Submit Batches
Restore Batches

Post Batches

Treasurers Receipt Cover Sheet (Submitted Batches)
Treasurers Receipt Cover Sheet (Posted Batches)

Treasury Receipt Codes
Treasury Receipt Code Category Table

Bill Type
Bill Category

Batch Query

Treasury Receipt History

Treasury Receipt History Print List
Treasury Receipts History Deposit List
Weekly TR by Category

Menthly TR by Column

Weekend TR Collections

Transfer (unsubmitted) Batches
Transfer and Restore Submitted Batches
Removed Unused RC Batches

COTT Treasury Receipt Upload
Import Treasury Receipts
Treasury Receipt Import History

Apply TR# to Posted batches

These are the steps to entering and processing a Batch of Treasury Receipts. Each step is explained in more

detail below.

[1 Create a Batch
[1 Enter Receipts
= Enter Notes (Optional)
= Attach supporting documents (optional)
[J Verify Control Totals
[]  Print Edit List
[J Submit Batch(es)
[J Post Batch(es)

3 PREPARATION

Before entering receipts, set up the Treasury Receipt Codes to use and the accounting that will occur.

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted.
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ADMINS Unified Community RC-1320 Treasury Receipts
Revenue Collections—Treasury Receipts September 2024

3.1 Treasury Receipt Codes Table — Summary Screen

Setup codes for specific years and apply default Account Numbers and amounts in this screen. To access this
screen, go to CollectionsP Treasury Receipts PTreasury Receipt Codes.

== [AUC] 4008-Treasury Receipt Codes [theresa] — >
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Human Resources Budget Collections Tax  Motor Excise  Misc Billing  Systemn Favorites  Help
G & e > EH QN @ F L
Treasury Receipt Codes
Goto
. Cash Account: ESE0-000-0000-000-00-00- 10400
ons Override Cash Account:
& 1Add Code iy 2 Delete Cud° 3 Edit List @@y 9 Error List ewew Accounuiew TR HistuoExnurt Codes
Categories, __ Columns____ Add

4 ea 5 Code & Description 7 Revenue Account# Cat 1 Cat2 1 (12 |13 |4 [5 |6 [Ad| A

“39315“ 111FREIME (111 FIRE REIMB 1000-000-0000-000-00-00-43236 Ooopoppopf

=020 1250EPOTPE |125 DEPOT ST PLAMMIMG ED  [E580-000-0000-000-00-00-48655 N

2020 1BMMAINFIR 15 MO MAIN 5T - FIRE REVIEGEE0-000-0000-000-00-00-43508 Ooopoppopp

2020 LBOHIGHEON [160 HIGH ST - CON COMM REMBSEO-DO0-0000-000-00-00-48592 Ooopoppopf

2020 1E0HIGHDPK (160 HIGH ST - DPW REVWIEL &6580-000-0000-000-00-00-48623 [ E S S I W

2020 160HIGHPE (160 HIGH 5T - PLAMMING BOAGSE0-000-0000-000-00-00-48591 Ooopoppopf

2020 1BOHIGHRR 160 HIGH ST = TFW ROAD INSESE0-D00-0000-000-00-00-d8H23 oo poppQg

1ROHIGHSS  [160.47 T ETERE0-000- 0000 | = no0p

LA —u FPEAEL D1 PN Wt Y l r

-- Added 05-Jul-2019 By THERESA Changed 30-Aug-2019 by THERESA Active Lkup up

Figure 1 Treasury Receipt Codes (summary) screen)

The screen columns are described in the table below. Any column shown in [Bold] surrounded by [ ]is a
button; click on the button to activate the field for sorting, searching, and selecting.

Column Description

[4 Year] The Fiscal Year for which this code applies. Codes are based by year and may not apply
to all years.
[5 Code] Enter code up to 10 characters long that is descriptive and meaningful. Codes can

include letters, numbers, or symbols but should not include spaces.
[6 Description] Enter up to 30 characters of description for the code.

[7 Revenue Account] The default revenue account number that will be applied when this code is used. This
GL Number can be blank for use with a “misc” code. If the checkbox shows that this
code can be overwritten, the option will be available to overwrite the account number
on the receipt.

[Cat 1] Category fields are used by the weekly Treasury Receipt by Category report and the

[Cat 2] Monthly Treasury Receipt by Column Reports.

Columns1-6 Check the box in the column that the amount should appear in on the Treasury Receipt
report.

Add If there are asterisks in the column, it indicates that there are additional account

number pairs used for the code

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 16 September 2024 Page 4 of 67



ADMINS Unified Community

RC-1320 Treasury Receipts

Revenue Collections—Treasury Receipts

September 2024

The screen buttons are described in the table below; the key colum refers to the 0 flags shown in Figure 1.

Key
a

b

C

Button
[1 Add Code]

[2 Delete Code]

[3 Edit List]

Description

Add a new treasury receipt code — the fiscal year and new code are required:

B 7 [AUC] 4009-Treasury Receipt Codes [theresa] e

Add Treasury Receipt Code

Required: Enter Fiscal Year D
Required: Enter Treasury Receipt Code I:I

Lookup Cancel Clear All

Delete the selected code — the system will prompt for a confirmation:

[AUC] 4009-Treasury Receipt Codes

e Do you really want to remove code 1618169 M for 20217

Produce an edit list of the Treasury Receipt codes. If no filtering is used, all codes

for all years will be listed.

B Task 4402: Treasury Receipt Code Edit List

Treasury Receipt Code Table

Optional: Enter Fiscal Year D

Optional: Enter up to 9 Departments Edit 0 values:

Optional: Enter Fund Edit 0 values:

Sort Report By: @® Code O Department#t O Fund O Account#t O Category 1 O Category 2

Run as @ preview O Print - OPDF O Excel

If Printing use Duplex @ ves (O No
Lookup Cancel Clear All

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 16 September 2024
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ADMINS Unified Community

RC-1320 Treasury Receipts

Revenue Collections—Treasury Receipts

Button
[4 Error List]

[View Account]

Description
Produce a list of treasury receipt codes with errors.

B ' Task 4404: Treasury Codes Error List X

Treasury Codes Error List

Optional: Enter Bill Year

Run 25 O preview O Print - O PDF @ Excel
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

September 2024

The error list will show the year, code, code description, account number, the
account description, and the error code. The report shows an error code legend
at the bottom describing the error codes and the action to take to resolve the

error.
A B Cc D E B
1 Year Code Description Account Number Description Error Code
2 2021 12STEP 0000-000-0000-000-00-00-00000 "
3 2021 1R 26 PEARL ST RENTAL-METR 0000-000-0000-000-00-00-00000 1
4 2021 41600 0000-000-0000-000-00-00-00000 1
5 2021 ATL FENCE ATLANTIC FENCE SUPPLY 6580-000-0000-000-00-00-48659 ‘4
6 2021 EXPVENADJ EXPENSE (VENDOR ADJUST/REF/REIM  0000-000-0000-000-00-00-00000 "
7 2021 PEARLEPA PEARL ST MILL BROWNFIELD EPA GRT  0000-000-0000-000-00-00-00000 1
8 2021 PLANAPPFEEPLANNING BOARD APPLICATION FEED  0000-000-0000-000-00-00-00000 1
9 2021 REEDRENT M.J. REED RENTAL 0000-000-0000-000-00-00-00000 1
10 2021 RELEAF MASS RE-LEAF TREE GRANT 0000-000-0000-000-00-00-00000 1
112021 SETB-GRANTSETB (POL EMERG TRN GR) 0000-000-0000-000-00-00-00000 1
12
13 Error Code Legend: Action:
14
15 1 Warning: Account# is blank on TR code  Update account# on TR code, as needed
16 2 Warning: Status is not Active on TR code Click Actions > Activate record on TR Code
17 3 Error: Bill Category is invalid. Contact ADMINS Support for assistance.
18 4 Account number not a valid GL account#  Update Chart of Accounts ~ OR ~ change acct# on TR Code

Displays the Account Balance Inquiry screen for the selected code’s primary

account.
Account Balance Inquiry - Period Breakdown Type Reverie
Goto. Sub Type Posting
= Status Active
Acti FY  Account Number Description Fund Status  fctive
ons PR [1000-000-0000-000-00-00-43236 111F REIMBURSEMENTS Last Trxin FY
Appropriation Appropriation Adj Encumbrance Debits Credts  Remaining Balance
Actuals | [ [ [ [ [ 1 Txn History
Work In Progress | [ I I [ [ 2 In Process
3 SumAccts

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted.
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ADMINS Unified Community RC-1320 Treasury Receipts

Revenue Collections—Treasury Receipts September 2024
Key Button Description
f [View TR Displays the treasury receipt history for the selected code and fiscal year.
History]
Treasury Receipt History
Actens ‘ Year HE] Code |[TIIFRELFE 111 FIRE REIMB Page
==
0-Excel
1-Year 2-Batch 3-Receipt 4-Pay Date 5-Code 6-Trx Number 7-TR#
[P3-Sep-2019 1859683 [1000—-000-0000-000-00-00-43236 219 50,00 [required note ATTACH
[30-Aug—2019 1655681 [1000-000-0000-000-00-00-43236 518 47.50 [Sample line note that holds a maxi | ATTACH
Total Record(s) 2 Total for this Year & Code 97.50
8-Batch Info. Cash Check 50.00 Dther Code CK TR# #Attachnments Mone
Check# Card# ExpDate 0000 Receipt 46346 Note: required note
Ready

g [Export Codes] The [Export Codes] button produces an Excel® spreadsheet. The export may be
limited to a single fiscal year, or codes for all fiscal years will be included on the
spreadsheet.

B Task 4413: Export Treasury Receipt Codes X

Export Treasury Receipt Codes
Optional: Enter Fiscal Year l:l

Run as @) Excel

Lookup Cancel Clear All

h [8 Detail] Displays the detail screen for the selected TR code — see section 3.2.

3.2 Treasury Receipt Codes Table-Detail Screen

Treasury Receipt Codes
Goto..
atione Cash Account EBE0-000-0000-000-00-00-10400
‘Override Cash Account
aYear P20 DoMNotPost? []  Require Line Note? Default
gcme FRTEES0eN [111 FIRE REIMB llow Override? é vAmount
U=y Accounts Description Amount
2 eat Lt om Debit  GEB0-000-0000-000-00-00-10400 CASH, TOKWM EMGIMEERING SERVICES
stCredit  [1000-000-0000-000-00-00-43236 111F REIMEURSEMENTS
3 Error List Wnd Debit  [000-000-0000-000-00-00-00000
2nd Credit  [D000-000-0000-000-00-00-00000
3rd Debit  [O0O-000-0000-000-00-00-00000
3rd Credit  [3000-000-0000-000-00-00-00000
Ath Debit  [0000-000-0000-000-00-00-00000
4th Credit  [0000-000-0000-000-00-00-00000
-- Added 05-Jul-2019 By THERESA Changed 03-Sep-2019 by THERESA Lku
y 9 P ¥ P

Figure 2 The Treasury Receipt Codes Detail Screen

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 16 September 2024 Page 7 of 67
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Selecting the [Detail] button for a TR code displays the Detail Screen. The components are described in the
table below.

Key Field Label Description / How Used
a Year The Fiscal Year for which this code applies. Codes are based by year; some
apply to one year and not another

b Code & Description Enter up to a 10 character code that is descriptive and meaningful. Codes can
include letters, numbers, or symbols but should not include spaces. The
description may have up to thirty alphanumeric characters and may include
spaces.

c Do Not Post? This flag is used to indicate that when this code is used, this receipt will not
post to the General Ledger. An example of this would be employees are
allowed to cash a check, these transactions net to zero so the transactions
should not post.

d Allow Override? M This flag is used to indicate that if a default account number is automatically
loaded, it can be overwritten if needed. Check this box to permit the user of
the code to enter in a different account number from the default account

number.
e Require Line Note? ¥ Check this box to require that users of this code provide a line note.
f Default Amount Every time this code is used, this default amount will be automatically loaded

into the receipt. This amount may be overridden on the receipt.

g 1st Account Pair The default revenue account numbers that will be populated when this code is
used. This GL Number can be blank for use with a “miscellaneous” code.

h 2" Account Pair The second pair of account number s to be used for the receipt code. An
example that would use a second pair of account number is if an additional
fee is always collected as part of a receipt; it may be accounted for here.

i 3 Account Pair Like the above; another example may be if a deferred revenue account is
used.
j 4t Account Pair Like the above.

3.2.1 Treasury Receipt Code Edit List

To run the edit list, from the menu, select:

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 16 September 2024 Page 8 of 67



ADMINS Unified Community

RC-1320 Treasury Receipts

Revenue Collections—Treasury Receipts

September 2024

Collections P Treasury Receipts P Treasury Receipt Codes P [Edit List] » Run as ® Excel®

E [AUC] 4009- Treasury Receipt Codes

Treasury Receipt Codes

Goto.

Cash Account:
Override Cash Account:

25— (00— 0000 -000—-00-00—10400
Actions.

2 Delete Code

3 Coov Cod ror List || | View Account | View TR History|

Categories.

Export Codes

Columns___

Add

1Add Code
5 Code 6 Description 7 Revenue Account# Cat 1 Cat2

[act

111FRETME %NT 1000-000-0000-000-00-00-43236

& Detail

118 REMOTE LEARNING TECH E2717-000-0000-000-00-00-43300

121 DEPOT FIRE SPRINKLER RESS0-000-0000-000-00-00-48676

125 DEPOT ST PLANNING BD |BS80-000-0000-000-00-00-48655

DDDEIEI*‘
o
[

15 NO MAIN ST — FIRE REWIEGSE0-000-0000-000-00-00-48508

[ )

[ 1m)
] o o gy

-- Added 01-Jun-2022 By MUPDEV4 Changed 18-Oct-2022 by WENDY

Figure 3 The edit list can be run using the [4 Edit List] pushbutton on the multi-record Treasury Receipt Codes

Screen

[AUC] 4009- Treasury Receipt Codes|

Treasury Receipt Codes

Goto
e Cash Account #%5-000-0000-000-00-00-10400
ons Override Cash Account

Year [2023 DoNotPost? []  Require Line Note? Default
Code [TERTETEN RERT Allow Override? [] Amount [

Iy Accounts Description Amount

o 1stDebit  1000-000-0000-000-00-00=10400 CASH, GENERAL FUND
2 Edit List 1stCredit  [I000-000-0000-000-00-00-43236
2nd Debit  [G00-G00-0000-000-G0-00-00000
2nd Credit  O00-000-0000-000-00-00-00000
3rd Debit  [0000-000-0000-000-00-00-00000
3rd Credit  [000-000-0000-000-00-00-00000
4th Debit  [000-000-0000-000-00-00-00000
4th Credit  [000-000-0000-000-00-00-00000
Create Supplement Appropriation JE [
Mapped SA Account  0000~000-0000-000-00-00-00000

Figure 4 The Edit List can be run using the [2 Edit List] pushbutton on the Treasury Receipt code detail screen

& TedRE - DeptCode_4402_ THERESA[2] lis
File Edit Format Options

E]

[ovietin <[ [+ BI7[u[m] =]
|

4402-RCDEFCODEDT .RER Printed 25-Sep-2019 at 14:56:45 by THERESA
Town of Admins

Treasury Receipt Code Edit List

Sorted By: TR Code

FY  Code Description Default Account Nurber & Description

111FREIMB
125DEFOTEB

111
125

15 NO MAIN ST

FIRE REIMB
DEPOT ST PLANNING BD

: 1000-000-0000-000-00-00-43236
: 6580-000-0000-000-00-00-48655
: 6580-000-0000-000-00-00-48508

111F
125

REIMBURSEMENTS
DEPOT ST PLANNI
15 NORTH MAIN

Department

000
000
000

¥
¥
¥
160 HIGH ST - : 6580-000-0000-000-00-00-4 160 HIGH ST 000 ¥
W 160 HIGH ST : §580-000-0000-000-00-00-4; 160 HIGH ST - DPW 000 ¥
160 HIGH ST : 6580-000-0000-000-00-00-4 160 HIGH ST - PLANN 000 ¥
160 HIGH ST : §580-000-0000-000-00-00-4; 160 HIGH ST - DFW R 000 ¥
2020 160HIGHSS 160 HIGH ST : §580-000-0000-000-00-00-4; 160 HIGH ST LOTS 1 000 ¥
2020 161s169 M 161 & 169 MAPLE ST : 6580-000-0000-000-00-00-48628 161 & 169 MAPLE STR 000 ¥
2020 300 HARTFD 300 HERTFORD FB & : 6580-000-0000-000-00-00-48629 300 HARTFORD EB & C o000 ¥
2020 300 SLFSTG 300 HARTFORD AVE SELF STORA 1st Credit: 6580-000-0000-000-00-00-48662 300 HARTFORD AVE SE - - 000 ¥ M
g >
N . e 1 ®
Figure 5 Treasury Receipt Code Edit List —=PDF® output format
DeptCode_4402_THERESA[6].xm| - Excel £ Search (Alt+Q) Theresa Campbell  TC =B - a
File Home  Insert  Pagelayout  Formulas  Data  Review  View  Help & sh.
R26 - Fe
A B c D E F G HIJKLM N (o] P Q R
1 Year Code Description Default_Account Number Account_Description Cat1 Cat 212345 '8 DefPayment DontPost Override Department Description 2nd Debit
2 2023 111FREMB RENT 1000-000-0000-000-00-00-43236 CLERKMLC Y - - - -
3 %023 118RLTE 118 REMOTE LEARNING TECH ESSEN 2717-000-0000-000-00-00-43300 OTHER STATE REVENUE 118 RLTE GRAN BOND - Y - - -
4 2023 125DEPOTPB 125 DEPOT ST PLANNING BD '6580-000-0000-000-00-00-48655 125 DEPOT ST PLANNING BD PEER REV - - - -
5 (3023 15NMAINFIR 15 NO MAIN ST - FIRE REVIEW 6580-000-0000-000-00-00-48508 BOND - - - -
6 2023 160HIGHCON 160 HIGH ST - CON COMM REVIEW 6580-000-0000-000-00-00-48592 160 HIGH ST - CON COMM REVIEW BOND - - Y -
7 2023 160HIGHDPW 160 HIGH ST - DPW REVIEW & INS 6580-000-0000-000-00-00-48622 160 HIGH ST - DPW REVIEW & INSPEC BOND - - Y- - -
8 9023 160HIGHPB 160 HIGH ST - PLANNING BOARD /6580-000-0000-000-00-00-48591 160 HIGH ST - PLANNING BD BOND - - - - - -
9 [5023 180HIGHRR 160 HIGH ST - DPW ROAD INSPECT ~ 6580-000-0000-000-00-00-48623 160 HIGH ST - DPW ROAD INSPECTION BOND - - - - - -
10 2023 160HIGHSS 160 HIGH ST LOTS 1 & 2 SOUND S 6580-000-0000-000-00-00-48601 160 HIGH STLOTS1&2SOUNDSTUD - - - - - -
. . et P . .
Figure 6 Treasury Receipt Codes Edit List — run as Excel® will provide additional columns
Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 16 September 2024 Page 9 of 67



ADMINS Unified Community RC-1320 Treasury Receipts
Revenue Collections—Treasury Receipts September 2024

Table 1 Columns on the Edit List

Column

A

A m

Z2rx-—=x

o

XE<C—|U’W

Header Description
Year The year for the code; codes can exist for multiple years, and each year can
have different attributes

Code The alphanumeric code for the treasury receipt
Description A description of what the code is used to represent

Default_Account_Number This is the “first credit account” as shown on the summary and detail screens.
(The first debit account is always the cash account)

[ (AUC] 2095 Tremsny Receipt Codes [heres]
Treasury Receipt Codes

Cash Account = eee-000-D000-000-0-00-10400
Override Cash Account

|y
Code (SRR (70 TEF0T FIFE GPRLTFLER FEVIER ABow Overrid

1 Sumeary Accounts Description

T 1st Debit £580-000-0000-000-00-00-10400 CASH, TOWH EMGIMEERING SERVICES
st Credit  [E580-000-0000-000-00-00-48676 121 DEPOT ST FIRE SPRINKLER REVIEW

ekt 2nd Dabit

" ot -0 -

Ird Debit  [3000-000-0000-000-00-00-D0000
3rd Cradit  [¥00-000-0000—00-00-00- 00000,

vear DoNotPost? [] RequreLine Note? [  Defauit
e [ amount

th Debit  F500-000-0000-000-00-D0-D0000
4 Credit f500-000-0000-000-00-00-D0000

Create Supplement Appropriation JE 7]
Mapped SA ACCOUt  0000-D00-0000-000-00-00-00000

- Acided O1-Jun-2022 By MUPDEVA Changed 26-Oct-2022 by THERESA.

Account_Description The description of the first Credit account, taken from the chart of accounts
Cat_1 Not all sites use Treasury Receipt Code categories.

Cat_2

1 When checked, the amount will appear in the designated column on the TR

2 report.

3

4

5

6

DefPayment Default amount for the TR code (e.g., if this TR is for a dog license, and they are

always $25.00.)

DontPost If the value is “N”, do not post the transaction to Accounts Receivable in the
General Ledger

Override If set to “Y”, the default payment account can be typed over with a different
account.

Department_Description The department is the Department element description in the account number.
If the department element is all zeroes, then no department is listed on the
report.

2nd_Debit The second debit account number; not all TR codes use multiple accounts

2nd_Debit_Description The second debit account description, if used

2DebitAmt The default second debit amount, if used

2nd_Credit The second credit account number, if used

2nd_Credit_Description The second credit account description, if used

2CreditAmt The default second credit amount, if used

3rd_Debit The third debit account number; not all TR codes use multiple accounts

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 16 September 2024 Page 10 of 67



ADMINS Unified Community RC-1320 Treasury Receipts

Revenue Collections—Treasury Receipts September 2024
Column Header Description
Y 3rd_Debit_Description The third debit account description, if used
z 3DebitAmt The default third debit amount, if used
AA 3rd_Credit The third credit account number, if used
BB 3rd_Credit_Description The third credit account description, if used
cC 3CreditAmt The default third credit amount, if used
DD 4th_Debit The fourth debit account number; not all TR codes use multiple accounts
EE 4th_Debit_Description The fourth debit account description, if used
FF 4DebitAmt The default fourth debit amount, if used
GG 4th_Credit The fourth credit account number, if used
HH 4th_Credit_Description The fourth credit account description, if used
1l 4CreditAmt The default fourth credit amount, if used
J) Post_SA_JE If there is a value in the column, the code is flagged to create a supplemental
appropriation journal entry.
Treasury Receipt Codes
Cash Account e =00 0= 000 0= 000-00-00- 10400
Override Cash Account
EEE] DoNotPost? []  Require Line Note? Default
Code FEDFIRE  JAED GRANT (FIRE) FROGRAM  Allow Override? [] Amount [
Accounts Description Amount
1st Debit 4385-000-0000-000-00-00- 10400 CASH. AED GRAMNT PROGRAM
1stCredit  {385-000-0000-000-00-00-43300 OTHER STATE REVENUE. AED GRANT PROG
2nd Debit  O00-000-0000-000-00-00—00000 —
2nd Credit  BO00-000-0000-000-00-00-D0000 |
3rd Debit  [BO00-000-0000-000-00-00-00600 —
3rd Credit  000-000-0000-006-00-00— 00000 | I
AthDebit  [000-000-0000-000-00-00-00000 —
4th Credit  0000-000-0000-000—00-00-00000 | I
[ [create Supplement Appropriation JE
Mapped SA Account _ 4385-000-0000-000-00-00-54240 |- DEFIBRILLATRS
KK SA_JE_Description This describes the account used for the supplemental journal entry; the

account description is taken from the chart of accounts description and cannot

be changed on this screen.

Treasury Receipt Codes
CashAccount  sxwn— 000-0006-000-00-00-10400
Override Cash Account
Year ERECEEN DoNotPost? [] Require Line Note? Default

Code REDFIRE  ED GRANT (FIRE) FROGRAM Allow Override? []

Amount

Accounts
1stDebit  4385-000-0000-000-00-00-10400

stCredit  H385-000-0000-000-00-00-43300

Description Amount
CASH, FED GRANT PROGRAM
OTHER STATE REVENUE, AED GRANT PROG

2nd Debit  {3000-000-000-000-00-00-00000
2nd Credit  [0000-000-0000-000-00-00-00000
3rd Debit  {3006-000-0000-000-00-00-00000
3rd Credit  {3000-000-0000-000-00-00-00000
4thDebit  [3000-000-0000-000-00-00-00000
4th Credit  [H000-000-0000-000-00-00-00000

Create Supplement Appropriation JE
Mapped SA Account  4385-000-0000-000-00-00-54240

OTHER EQUIPMENT - DEFIERILLATORS

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted.
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ADMINS Unified Community RC-1320 Treasury Receipts

Revenue Collections—Treasury Receipts September 2024
Column Header Description
LL LineNote If “Y”, a line note is required when using the code to record a treasury receipt.

== [AUC] 4006-Tressury Receipts theress]

Treasury Receipts

2Eatiiots Tendered  CashBack Applied Total
Usemame  THERESA [Notext available

Acten Batch 1207 Cash

Pay-Trx Date 26-0ct-2022 Check 500,00

Deposit Date Other

Gato.

1-Bateh

Enter Receipts

e
023 P6-0ct~2022 PEDFIRE  [385-000-0000~000-00-00-43300

Accepted Receipis  s-Apoy TR 6Ada Batch Atiachments

[Vear o Date [Cade [ccount Number [Note. Ja AmeuntlPmt Typ To#[Cancel _[Aftach
[o000 [0000-000-0000-000-00-00-00000 12073748

MM Entry_User The username of the person who entered the data (this can be the
“CopyTables” indicating that the code was created when the Copy Tables to
New Year command was run.)

NN Entry_Date The date the code was created
(0]0) Change_User The username of the person who made the most recent change to the code
PP Change_Date The date of the most recent change

3.2.2 Require Line Note?

To require that notes be entered on treasury receipts, the Treasury Receipt Codes table includes a “Require
Line Note? M” optional checkbox.

Treasury Receipt Codes
Goto.
Ack ‘Cash Account H580-000-0000-000-00-00- 10400
ons Override Cash Account
Year 020 Do NotPost? [ equire Line Note? Default
Code [EETHTST0M [111 FIRE REIMB Allow Override? T Amount
require user to
enter a line note on
Dept receipt screen.

Figure 7 The Require Line Note Checkbox

If the code has the Require Line Note? M Box checked, a line note is required each time the code is used. In the
example, the 111FREIMB Require Line Note? M Box was checked. Any time the code is used, a line note
(maximum of eighty characters) will be required.

3.3 Importing Treasury Receipt Codes from a Spreadsheet

Collections
Treasury Receipts ¥
Tables ¥
Cueries >
Module Maintenance N Use this process to upload treasury receipt
Interfaces/Imports 8 Treasury Receipt Code Upload codes from an Excel® spreadsheet. There

are five steps on the menu.
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ADMINS Unified Community RC-1320 Treasury Receipts
Revenue Collections—Treasury Receipts September 2024

3.3.1 [Email Template to User]

The first step allows emailing the template to any username on the system for whom there is an email address.

Treasury Receipt Cade Upload Once the template is received, save it as a
Date Start End .csv format.

30-Aug—2013 16:16:14,63 16116321 ,62
¥ 205-Sep-2019 12:320:34 17 13:20:137,19

Lo otian
Email Template to User

Populate the template using either
original entries from scratch or by
exporting the existing codes, editing
them, and pasting the results into the
template using standard Windows" copy
and paste.

B Task 4281: Email Template to User

Email Template to User

Required: Enter Username |[[I[a5159 ‘ ‘Iheresa@admins.cum

Lookup OKE Cancel Clear All

RCCODUPLOAD-Single User up

Save the .csv file in a location that may be
accessed from the AUC server.

3.3.2 [Restart Upload Process]

Treasury Receipt Code Upload

Golo...

Description Date Start End Success
P — Emsil Tempiate to User 30-Aug-2019 16:16:14.63 16:16:21.62
B UDIoad Eleiin 25-Sep-2019 13:20:37 .97 12:26:46.55 .
=0 Most AUC step menus offer this step as an
opportunity to clear out any existing work files

R o and start fresh. This is an optional step if using
Restart Upload Process the process for the first time.

Restart Steps Process? @ ves O No |

Click on © Yes to restart the steps process; click

et Cancel | [ Clear Al on ® No to continue wih the previous attempt.

RCCODUPLOAD-Single User

3.3.3 [Upload Treasury Receipt Codes]
After selecting the file saved in step 3.3.1, choose from among the three options:

@© Initialize File — selecting this option will tell the system to discard any existing treasury receipt codes
and create a brand new file containing only the codes supplied in the .CSV file.

® Replace imported duplicates — selecting this option tells the system to check for existing codes that
match codes in the .CSV file and replace the existing codes with the data from the .CSV file.

® Do not import duplicates — select this option to only import new codes and ignore any pre-existing
codes that are duplicates of the codes in the .CSV file.
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ADMINS Unified Community

RC-1320 Treasury Receipts

Revenue Collections—Treasury Receipts

September 2024

Upload Treasury Rece! Codes

‘Buccess

Treasury Receipt Code Upload
Description Date Start
Email Template to User 25-5ep—2019 13:47136.25 13:47:46.21

mope—2019 13130134 .17 13:30137,19

Upload Treasury Receipt Codes

Required: Enter Filename (FILENAME.CSY) [DAAUC_DEVELOPMENTWADMHOMEYTRANSFER{UPLOADTRCODES2021 .C5Y

Run as @ preview O Print -~ O PDF
If Printing use Duplex @ vyes (O MNo

Options ® Initialize File O Replace imported duplicates O Do not import duplicates

Lookup Cancel Clear All

If there are transactions in the work file from a previous attempt, this message will be shown:

Upload Treasury Receipt Codes

f ) , Waork file already has uploaded transactions
' Click YES to discard transactions and continue Upload
Click NO to cancel Upload and keep current transactions

Yes

Click on [Yes] to discard any existing transactions and
continue uploadeing the new transactions; click on
[No] to cancel the upload.

If there are errors, an error report will be displayed;

the error column will show a code for each line with an error; the legend at the bottom of the report explains
each error code and the action to take to correct the error. After correcting errors, restart the process (step

3.3.2) and try the upload again:
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ADMINS Unified Community
Revenue Collections—Treasury Receipts

RC-1320 Treasury Receipts
September 2024

& TedRE - RCCodUpload 4275 THERESA[1].lis
File Edit Format Options

[Guietier | [»_+] BI7|um] = el
|

4269-RCCODUBLOADERR . RER Printed 25-Sep-2019 at 15:05:52 by THERESA Page 1
Town of Admins
Upload Tressury Receipts Error Report
Replace Imporsed Duplicates
BillY¥ear Code Description Default Account Number i Description Def Amt Type SType Status PstFlg Ovr? Cac#l  Cat#2  Message Erzoz
2021 ATL FENCE ATLANTIC FENCE SUBPLY Default: €530-000-0000-000-00-00-48€58 625.00 Replacement Record H
2021 MEDRECREIM MEDICAL RECORDS REIMBURSEME Default: 1000-000-0000-000-00-00-43233 3,105.00 ® 1 2 Replacement Record 2
2021 VICTORYENG VICTORY WHSE ENGINEERING RE Default: 6580-000-0000-000-00-00-48587 5,135.00 ® 1 2 Replacement Record 2

444 Toral Cedes for FY 2021 - 3

“#% Grand Total #%+ # Records: 3

Selection Legend:

Error Message Retion

1 Department Code Blank. Delete the record or enver the deparment code.

H Default CL Account Errex. Check Account Descripticn, posting type and status in the Chazt of Aecounts
Correct the Chart of Accounts or the imput record.

3 Default GL Account $3 Errer. Check Account Descripticn, posting type and status in the Chart of Accounts

Correc t the Chart of Accounts or the inmput =

4 Check Account Descrij ption, posting type and

Default GL Account $4 Error.

Correc t the Chart of Accounts or the imput record.
B Default GL Account $5 Errer. Check Account Description, posting type and status in the Chart of Accounts
Correct the Chart of Accounts or the imput record.
6 Defsult GL Account $6 Error. Check Account Description, posting type and status in the Chart of Accounts
Correct the Chart of Accounts or the imput record.
7 Default GL Account $7 Error. Check Account Description, posting type and stetus in the Chart of Accounts
Correct the Chart of Accounts or the imput record.
8 Defzult GL Account #8 Exror. Check Account Description, posting type and status in the Chart of Accounts
Correct the Chart of Accounts or the imput record.
9 Amount #3 entered without an Account £3. Znter sccount #3 or remove amount 3.
2 Bmount $4 entered without an Account #4. Znter account §4 or remove amount 4.
B count §5 or mount 5.
c = count 6 or mount £6.
D Amount $7 entered without an Account $7. Enter account $7 or remove amount 7.
H Amount #8 entered without an Account $8. Enter account $8 or remove amount $8.
] Duplicate Bill Year/Department Code Record in the input file. Delete one racord.
3 Treasury Receipt Category #1 Error. Correct Category #1 or Correct Treasury Receipt Category Teble for description or status
B Treasury Receipt Category $2 Error. Correct Category #2 or Correct Treasury Receipt Category Teble for description or status

Message

Delete the record from the .CSV file or enter a
department code for the treasury receipt code

1 Department Code Blank

Default GL Account Error( # through #8) Check Account Description, posting type and status in the
chart of accounts; correct the account in the chart of

accounts or use another valid account in the .CSV file

Enter an account or remove the amount. The columns in
the spreadsheet can hold amounts and account #s — there
should not be an amount without an account number
(although account numbers are allowed without
amounts).

9 Amount entered without an Account #

H

Amount entered without an Account #
Duplicate Bill Year/Department Code
Record in the Input File

Treasury Receipt Category #1 error

Treasury Receipt Category #3 error

Enter an account or remove the amount
Delete one of the duplicate records

Correct Category #1 or Correct Treasury Receipt Category
Table for description or status
Correct Category #2 or Correct Treasury Receipt Category
Table for description or status

If the file is error free, the system will display a report of the treasury receipt codes that are going to be
uploaded:
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ADMINS Unified Community

RC-1320 Treasury Receipts

Revenue Collections—Treasury Receipts

September 2024

File Edit Format Options

=l [e

|Cuur|ErNew

- TedRE - RCCodUpload_4275_THERESA[2].lis

<] Blz[ufus =]

4275-RCCODUPLOADCONV . REP

Printed 25-Sep-2013 at 15:26:10 by THERESA

Town of Admins

Upload Treasury Receipt Codes

Replace Imported Duplicates

“+% Total Codes for FY 2021

“+% Grand Total *** § Records: 360

00 =

BillYear Code Description Defzult Account Number & Description Def Amt
2021 WORKFORCE DPARTNERSHIDS FOR A SKILLED Default: 2270-000-0000-000-00-00-432300 OTHER STATE REVENUE 5, 375.

2021 WRECMPINS WORKERS COMP INS REIMB Default: 7040-000-0000-000-00-00-428006 WORKERS COMP INSUR T §,380.00
20zl WSENGINEER W 5 (SHOP@BELL)ENGR RV Defsult: §580-000-0000-000-00-00-48521 W 5 (SHOP@BELL) ENGI 5,385.00
2021 WSTRAFFIC W S (SHOPEBELL)TRAFFIC Default: §580-000-0000-000-00-00-48515 W S (SHOPPES @ BELLI 5,330.00
zo0z1 WIRCAPIMP WATER CAPITAL IMPROVEMENT F Defsult: 0200-000-0000-000-00-00-42052 WATER CAPITAL IMPROV 5,335.00
zoz1 WIRENTMISC WATER ENTERPRISE MISC Defzult: 0200-000-0000-000-00-00-48400 MISCELLANEGUS REVENU 5, 400.00
2021 WTRINT WATER ENTERPRISE INTERS Default: 0200-000-0000-000-00-00-45001 EARNINGS ON INVESTME §,405.00
zo0z1 WWGIFT WATER/WASTE INCOME Defzult: §640-000-0000-000-00-00-45001 EARNINGS ON INVESIME §,410.00
2021 YELLOW BIC YELLOW BUS EXPENSE Default: 4080-000-0000-000-00-00-43307 BIC YELLOW BUS GRANT §,415.00
zo0z1 YOUTHGIFTS YOUTH CENTER GIFT ACCOUNT Default: 6130-000-0000-000-00-00-48300 GIFIS/DONATIONS 5,420.00
zo0z1 ZBA40BAFFL ZBA - 40B APFLICATION FEZS Default: §740-000-0000-000-00-00-42166 ZBA - 408 APFLICATIO 5,425.00
2021 ZBR40BLECL ZER - 40B LEGAL FEES Default: §740-000-0000-000-00-00-42167 ZBAX - 408 LEGAL FEES §,430.00
zo0z1 ZBAFIES ZBA SPECIAL PERMIT FEZ§ Defzult: §740-000-0000-000-00-00-42001 FEES 5,435.00
2021 ZBATAFT ZBA-TAFT ESTATES PROJECT 2E Default: 6580-000-0000-000-00-00-48465 ZBA-TAFT ESTATES DRO §,440.00
z0z1 ZONING ZONING BOARD OF AFPEALS Defzult: 1000-000-0000-000-00-00-42165 ZONING BOARD OF APFE 5,445.00

Page 1§

Message

Type SType Status PstFlg Ovr? Note Catél Catz
P
=3 P A Y

E) B Y ¥

=3 P A Y

E) B Y

ES B Y b4

=3 P A Y

E) B Y ¥

=3 P A Y

E) B Y

E) B Y

=3 P A

E) B Y ¥

=3 P A

2 3 Y ¥

Beplacement Record
Replacement Record
Replacement Record
Replacement Record
Replacement Record
Replacement Record
Replacement Record
Replacement Record
Replacement Record
Replacement Record
Replacement Record
Replacement Record
Replacement Record
Replacement Record

Replacement Record

Figure 8 Upload Treasury Receipt Code Report

3.3.4 [Reprint Verification Report]

This step is an opportunity to reprint the reports produced during the upload step as shown in Figure 8. Review
the reports to verify that the codes are correct.

3.3.5 [Upload Treasury Receipt Codes]

This final step in the process uploads the codes. A Treasury Receipt Code Conversion report is produced that
shows the total number of codes uploaded for each fiscal year along with a grand total of the number of codes
uploaded for all years.
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ADMINS Unified Community

RC-1320 Treasury Receipts

Revenue Collections—Treasury Receipts

September 2024

& TedRE - RCDepCodCony_4271_THERESA[1]lis
File Edit Format Options

oo =I[c < Blz[ufws] =

4271-RCDEBCODCONY.

RER

Printed 25-Sep-201%

at 16:10:08 by THER:

Town of Admins
Treasury Receipt Code Conversion Report

Entered or Changed 25-Sep-2019 by THERESA

Page 16

Bill¥ear Code

Deseription

Defaulc

Account Number & Description

2270-000-0000-000-00-00-£3300

7040-000-0000-000-00-00-4800&

CTHER STATE REVENUE

MIORKERS COMP INSUR T 5,

s21

£530-000-0000-000-00-00-48515

WSt E:

W 5 (SHOPPES @ BELLI 5,

WATER CAPITAL IMEROV 5,

0200-000-0000-000-00-00-25001

£640-000-0000-000-00-00-£5001

4020-000-0000-000-00-00-43307

£130-000-0000-000-00-00-28300

£740-000-0000-000-00-00-42166

£740-000-0000-000-00-00-42167

£740-000-0000-000-00-00-22001

£580-000-0000-000-00-00-48465

2021 WORKFORCE DPARTNEZRSHIRS FOR A SKILLED Default
2021 WRKCMDINGS IORKERS COMD INS RETME Defaulc
2021 WSINCINZZR W § (SHOPEBILL)INGR RV Defaulc: &
2021 WSTRAFFIC W § (SHOPEBILL)TRAFFIC Defauls:
2021 WIRCAPIMP WATER CAPITAL L T F Default
2021 WIRENTMISC WATER ENTERDRISE MISC Defaulc: 02
2021 WIRINT WATER ENTERPRISE INTERS Default:
2021 WHGIFT WATER/MASTE INCOME Default
2021 YELLOW BIC YELLOW BUS EXDENSE Default:
2021 YOUTHGIFTS YOUTH CENTER GIFT ACCOUNT  Default:
2021 ZBA4OBAPEL ZBA - 40B APPLICATION ¥EES Default
2021 ZBA40BLECL ZBA - 40B LEGAL FEES Default:
2021 ZBAFEES  2BA SPECIAL PERMIT FEES Default:
2021 ZBATAFT  ZBA-TAFT ESTATES PROJECT RE Default
2021 ZONING ZONING BOARD OF APPEALS Default:

1000-000-0000-000-00-00-42165

MISCELLANEOUS REVENU 5,400.00

EARNINGS ON INVESTME &,

EARNINGS ON INVESTME 5,

BIC YELLOW BUS GRANT §,

GIFTS/DONATIGNS

ZBA - 40B APELICATIO 5

ZBA - 40B LEGAL FEES §,430.00
FEzs 5,235.00
ZBA-TAFT ESTATES PRO 5,440.00

ZONING BOARD OF APPE §,445.00

Amc  PstFlg Ovr? MNove Cas g1

Category #1 Descripsion

Cat 22

Category $2 Description

“++ Total Codes for FY 2021

#%% Crand Tecal *** ¢ Records: 360

Figure 9 Treasury Receipt Code Conversion Report Excerpt

3.4 Bill Category Table

This allows setting up the cash account to be used when posting receipts. See the end of the document for
more information on setting up posting accounts.

4 Entering Batches

To create a new batch, from the menu, select Collections P Treasury Receipts P Batch Entry.

Enter a Batch number or

Leave Blank and let the
system assign the next
available number.

Batch numbers can be made
up of numbers, letters,
special characters but cannot
include spaces.

In addition, batch numbers
can never be re-used.

Collection Batch Entry

Profile not restricted

ol
oL Batch Batch Type Edit Note Current Baich
P Bank @ Recaipt [No text available
Pay-Trx Date PE-Auz-2014 O Adjustment Real Estate 2
sit Date j0E-Aug-2014 Qaors Tax Deferral
f Motor Excise
1Add Batch. Personal Property
Expected Entered Balance Tax Tt
CM(C: [ 700.00 T Receipt:
2 Enter Receipts (Coins) 700,00 T00.00 reasury Receipts
CasMPaper)
3 Cover Sheet Ched
over Sheet Other ——
Totals
4 Submit Batch 700,00 700.00
S
[T [fype [Vear [BiIIE/TR Code  [Desaription Cash Check Other
1859615 [Real Mgtate 2019 [001005-00 200,00 Edit
(659612 [Real € 2019 [001002-00

7 Edit List

8 TR Edtt List

B Add New Batch

Enter Batch [Leave Blank for System-Generated Number]

0K E Cancel

[

X TRExcel Trx

9 Batch Listing

0 Goto Last Bch

Active

Lkup up
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4.1 Batch Dates, Type and Notes

September 2024

Collection Batch Entry

Batch Y30614TRAN Batch Type Edit Note
Bank ALLY ® Receipt No text available
Pay-Trx Date PE-AL=—2014 O Adjustment

Deposit Date DE—ALz—201d O AIDIS

TR# [

Figure 10 Collection Bath Entry Screen Header Fields

The Collection Batch Entry required fields are Batch, Bank, Pay-Trx Date, and Deposit Date. The Batch Type for
treasury receipt batches is always © Receipt. The remaining fields shown in Figure 10 are optional; all fields are

described in the table below.

Field Description

Batch The Batch number assigned (either user defined or system-assigned) when the batch was
created
Bank Represents the Bank into which this deposit was made. This will default to the:

1. User’s default bank as specified on the User Profile P Collection screen, or

Goto.

Username

HERESA

Actions

User Profile Screen

07-Sep-2009 MUPDEYL
06-Sep-2019 THERESA

[Theresa

1 General 2 Account Security 3PO/AP 4 Human Resources

25-Sep-2019 13:04:09.94 Live

I & Collections I 7 Misc Biling

$ Budget Y Loain Hist

O Yes @®No
@ submit O Send To
@ Yes ONo

Restrict User to process their own batches ONLY
Batch Entry screen - Set button to
Include in the List of SEND TO names

Validator - Receipt Printer B350

Collection Defaults

Default Bank

Background Color

LIGHT STEEL BLUE ~

9 Change Password

BAdd User 0 Menu Listing for User

Status: Active

Reset Default Color

OYes @No

Lkup up
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Field Description
2. Department’s default bank as specified on the Department Profile » Collection
Screen, or

Pay-Trx Date

Deposit Date

Transaction #

Batch Type

Department Group Profile

Dept Group Description [T DWN

1 General 2P0 /AP 3 Collections

Collection Defaults

Treasury Receipts Import Defaults

Bank for Cash/Checks ITZ CITIZENS BANK Bank GL Account  Q000-000-0000-000-00-00-00000
Bank for Credit Cards EAST EASTERN BANK FOR A/P Bank GL Account  Q0O0-000-0000-000-00-00-00000

Bank for Online Payments CSE  CAMBRIDGE SAVINGS BANK  Bank GL Account  QOO0-000-0000-000-00-00-00000

Split Refund/Credits into Separate Batch @ Yes (O Mo

Status: Active

3. Default Bank code specified in sequence #4003 in the Module Control Table. The
AUC system contains cash management tools to reconcile activity by Bank thus
entering that data here is required. This value can be changed if another bank is
required.

System Module Control

mne{-‘ault Fank Code 5 |

This date defaults to today’s date but may be changed. This date will default on every
transaction entered in the batch. The date may be overridden on the individual
transactions.

This date is the date that the funds were physically deposited into the bank account and
credits were given on the bank statement. This date must be entered prior to submitting

the batch.

This is an optional treasury receipt number — some sites stamp each receipt with a date or
validating stamp and use this number to correlate AUC transactions with paper documents.

For Treasury Receipt batches, the ® Receipt button is selected.
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Field Description
Edit Note This note pertains to the entire batch. Click on [Edit Note] to display an editor and enter in
a note for the batch.
AT04735a8.0tf - AdmTed O *
File Edit View Insert Format Help
D|cv || Sia| 4] o [%0[@[o] B
|Cl:|urier New (Westem) ﬂ |1|} ﬂ B |! | u |@| E = | E| =
SRR L L T S S L S S

_Z---.---1---.---2

This batch was entered on Wednesday and represents receipts taken at the
transfer station on the previous Tuesday.

Ln2, Col 44 M

For Help, press F1

e C(lick the Ml button to open the Text Editor.

e Enter a note (see example above)
e Click the “X” in the upper right-hand corner to exit.

e The system will display a prompt to save the entry:

AdmTed b

I_\ Save changes to AT04735a8.rt7

Yes Mo | Cancel |

e Once saved, the note will appear in the window

Collection Batch Entry

Batch Type Edit Note

(®) Receipt This batch was -

() Adjustment entered on

(;)NO."S Wednesday and
represents 4

4.2 Notes

There are two types of Notes:
1. Anoverall note, as shown in the table above, that applies to the entire batch and posts to every line in
the batch (if the line does not already have Line Notes present)

2. Anindividual note on each entry in the batch. See instructions on Entering Line Notes below.
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4.2.1 Entering Line Notes (Required or Optional)

Treasury Receipts When entering a

Goto 2-Edit Note Tendered Cash Back Applied Total treasury recelptl If the
Username THERESA No text available Cash-Coin H
actors | [azem I e —— code requires a Note,
et PayTrxDate  30-fug-201% Check 247500 25,00 25,00 .
DepositDate  30-flug—2019 Other the screen will
Enter Receipts . . .
indicate so with a
Year TrxDate  Code Account Number Note * Mote Requ\red * Qty Amount Received )
020 [E0-Aug-2019 [LLLFRELNE  |L000-000-0000-000-00-00-43236 Banple Line rote that holds (L * Note Required *
Sample line note that holds a maximum of eighty characters
Accepted Receipts 5-Apply TR# 4-Copy Note message in red a bove

the line note field.
The note field holds a maximum of eighty characters. If a note is required, the [3 Accept] button will not be
clickable until the note is entered.

3-Accent : Before note is entered )
I Eotiuer | : After note is entered )

Figure 11 Treasury Receipt entry screen with a code that requires a line note

Treasury Receipts
Goto... 2-Edit Note Tendered  Cash Back Applied Total
Actions Username THERESA No text available Cash-Coin
Batch 818 Cash-Paper
1-Batch Pay-TrxDate  30-Aug-2019 Check 2000, 00 500,00 500,00
- DepositDate  20-Aug-2019 Other
Enter Receipts
Year TrxDate Code Account Number Note Qty Amount Received
Fozo Bo-Auz—2019 | 0000000000000 00-00- 00000 [ | 3-Accept
Accepted Receipts S-Apply TR# 4-Copy Note
Year |[Trx Date Code Account Mumber |Note |Oiy Amount|Pmt Typ Tre#|Cancel Attach
2020 [30-Aug-201% [WSTRAFFIC |6580-000-0000-000-00-00-48515 Sample line note |1 427,50 Check 18559682 | CANCEL | ATTACH
2020 [20-Aug-2019 |111FREIME  |1000-000-0000-000-00-00-43236 Fample line note BN 47,50 Check 1859681 | CANCEL | ATTACH
2020 [20-Aug-2019 |ABANDON 2140-000-0000-000-00-00-25200 Sample line note that holds a imum of sighty ch 209680 | CANCEL | ATTACH
up

Figure 12 To view the full line note, click in the field to reveal the hover text

To copy a note from one line to the next, use the [4-Copy Note] button. Treasury receipts that do not require a
line note may have a note or not — it is optional.
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4.3 Control Totals

September 2024

Enter the Total amount of the batch in the payment method boxes. The Totals at the bottom will accumulate
automatically. If entering Cash and Checks separately, tally up the amounts and enter them in the spaces
provided. If not reconciling by payment method enter the entire batch total in the box “Cash (Paper)”

CashiCains)
CashiPaper)
Check

COther

Totals

Expected Entered
123125 1231,25
3675.95 3675.95
4307 .20 4907 ,20

Balance

Before the batch can be submitted, the Expected Amounts must be equal to the Entered Amounts. In other
words, the batch must be in balance. These amounts can be negative amounts if adjustments to prior payments
are being made. The Expected Amounts can be changed at any time prior to submitting the batch.

For example: There are three receipts to process. One is a check payment totaling 3675.95, the 2" is a cash
payment of 1231.25 and the 3™ is an adjustment to a prior payment of $100.00 because of a bad check. The
Expected Amounts would be entered as follows:

CashiCoing)
CashiFPaper)
Check

Other

Totals

A

Expected Entered

1231.,25
A675,90
—100,00
4307 ,20

Balance

1221.250
3675 .90
=100 ,00
4307 20

Enter control totals before or after entering the receipts in the batch. The totals must exist and be

in balance to successfully submit a batch for processing.
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5 Entering Receipt
Access the Receipts screen by clicking:
Collection Batch Entry Profile not restricted
Goto...
ot Batch GoEE2019TR Batch Type Edit Note
Actions Bank EDH @® Receipt This batch was A
Pay-Trx Date PE-Sep-2019 O Adjustment entered on Real Estate
Deposit Date (@)1 Wednesday and Tax Deferral
TR# _ represents hd Motor Excize
IRziEzEr Personal Property
‘ Expected Entered Balance Tax Title
ash({Cuoins) Treasury Receipts
Enter ReceiptsjjshPapern
1eck
. wdher
Bill Payment
Treasury Receipt Vear |Gill=/R Code  |Description Cash Check Other
Tax Title Payment
Deferral Payment
—
N
7 Edit List
8 TR Edit List \\
X TR Excel Trx \\
9 Batch Listing
0 Goto Last Bch \\
\\ .
Active up
/ Tendered Amount must be
Treasury Receipts k entered first.
Goto... . o
2-Edit Note Tendered ash Back Applied Total
P Username THERESA This batch was entered on | | Cash-Coin i 1050, 00 1090, 00
Batch 09252019TR Wednesday and represents Cash-Paper
Pay-Trx Date - Sep—2019 receipts taken at the Check 5430, 00 B4 30,00
. transfer station on the v Other —335 00 —385,00
Enter receipt code here
Notes are entered here
Year Trx Date Code’ Account Number Note ? Qty Amount Received
020 P5-Sep—2019 [000—-000-0000-000—-00—-00—-00000 [ | Accept
Accepted Receipts 5-Apply TR# 4-Copy Note
Year |[Trx Date Code (Account Mumber Mote |Qnr Amaount|Pmt Typ Tre#|Cancel Attach
2020 [25-5ep—2019 [CHILD 1000-000-0000-000-00-00—21500 1 1090,00 [Cash 18663608 | CANCEL | ATTACH
2020 [25-5ep—2019 [125DEPOTFE |6580-000-0000-000-00-00-48655 zample online payl 10,00 [Online 1886367 | CANCEL | ATTACH
2020 [25-Sep—2019 [ZOMING 1000-000-0000-000-00-00-42 165 1 -85,00 [Adjustme | 1886366 | CANCEL | ATTACH
2020 [25-5ep—2019 (249BFITUP  |6580-000-0000-000-00-00-43605 1 85,00 [Adjustme | 1886365 | CANCEL | ATTACH
2020 [25-5ep—2019 [ZOMING 1000-000-0000-000-00-00-42165 1 -525,00 [Bad Chec | 1886364 | CANCEL | ATTACH
2020 [25-5ep—2019 [179MECH 6580-000-0000-000-00-00-48513 1 55,00 [Hire 1886363 | CANCEL | ATTACH
2020 [25-Sep—2019 (176HMECEN SO-000-0000-000-00-00-48455 1 50,00 |Pre-Depo | 1886352 | CANCEL | ATTACH
2020 [25-Sep—2019 [160HIGHOPK \L—.O00_0000_000_00_00_48622 Thiz hatch was Sa.i 25,00 [Credit C| 1886351 | CANCEL | ATTACH
2020 [25-5ep—2019 [Z1ESITE ld\ ‘QQ—OOOO—OOO—OO—OO—42110 20 1500,00 Check 1886357 | CANCEL | ATTACH
r —=afch was SE1 45930,00 [Check 18386356 | CANCEL | ATTACH
Receipt in Batch - as entries are accepted, they \l
are displayed here with the newest receipt on top. J
g
up
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5.1 Tendered Amounts

September 2024

Enter the Amount Tendered first. The system needs to know how much money of each type was received to
apply it to the Treasury Codes used.

Enter the Amount Tendered next to the appropriate heading:

Cash-Paper

Tendered

Cash-Coin

Check

Other

Cash Back

Applied

Total

Keep payment methods separate. Any combination of these are acceptable entries:

Tanalered Tendered Tenderad Tendered
Cash-Paper| [ =22,.70 Cash-Paper| [ 150,00 Cagh-Faper| [ Camh-Faper| [
Cash-Coin | | Cash-Coin .03 Cash-Coin | [ Cash-Coin | [
Check || Check || Cheek  |[ ==00,00 Check |[
gther | | Other | | oher | [T credit | [ 19000

5.1.1 Check Tendered

When entering an amount in the [Check] field, the system displays the following prompt if clicking the [Check]
button; this is the only method that will allow a Cash Back amount.

B Check Mumber *

Check Number || |

Check Name |

Cash Back |75_|]|] |

Cancel

This is optional. It may be left blank; click the [OK] Button.

A\

Any check number entered will display on Edit Lists and Posting Reports. If entering a Tendered Amount that
contains more than one check, this prompt can be skipped.

The cash back field is used to indicate if a check was written for more than the payment amount. (For example,
if an employee is making a payment and would like cash back.)

Click [OK] when finished
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. . . . Check Error X
If an amount is entered in the “Amount Received” field

that exceeds the ”Tendered Amount", the SyStem WI” o EdDEQI-A.mnunt being entered cannot exceed Tendered Amount
display an error message. Enter the correct amount. Remaining

5.1.2 Other Tendered
Tendered When entering an amount in [Other], the system displays the
Cash-Coin following prompt. Select which type of [Other] receipts being
Cazh-Paper entered. Entering an amount here and not selecting an option
Check from the resulting menu will leave the button label as [Other].

Other FE0, 00

The options are:

Pre Deposit :
Credit Card * Pre Deposit

_ o Credit Card
LT . Wire Transfer
Bad Check ° Bad Check
Adjustment . Adjustment
Online J Online

Figure 13 Options available when selecting tendered amount in the “Other” field

Selecting Pre-Deposit, Wire Transfer, Bad Check, or Adjustment will change the heading and require no
additional information.

Tendered If entering a receipt because of a bad check, the Tendered Amount should be
Cash-Coin . L .
Cashpaper| | entered as a negative amount: in the Other field, and Bad Check would be
Check selected.
BadCk

Selecting Credit Card will change the [Other] heading to Credit and will prompt for the entry of an optional
Credit Card Number and Expiration Date.

Tendered B OPTIOMAL: Credit Card Details *

Cash-Coin | | Card Number ||
Cash-Paper | Expiration Date o000
Check [
p— Cancel

Credit

i ! 5 If desired, leave this blank and click OK.
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5.1.3 Tendered Amount Examples

Each payment method can encompass several different receipts. For example:

Tendered Amount:

Tendered Cash Back Applied Total
Cash-Paper m
Cazh-Coin
Check
Other

Is made up of these three receipts:

2008 16-Aug-2007 FINMISC 1000-135-0000-000-00-00-48000For Stan 1 310.30 Cash
2008 16-Aug-2007 FINMISC 1000-135-0000-000-00-00-48000For Mary 1 300.25 Cash
2008 16-Aug-2007 FINMISC 0200-135-0000-000-00-00-48000For John 1 621.20 Cash

5.2 Receipt Entry

Year This field defaults to the current fiscal year as specified in Module Control. This is the fiscal
year to which the transaction will post. Type over the year to change it.

Date Type over the date to change it. This is the date to which the receipt will post in the General
and Revenue Ledgers.

Code Type the code directly into the field, or click Q or [RIGHT CLICK] on the Code field and
select how to look up the code:

: Treasury Receipt Codes by Code For 2003
: Treasury Receipt Codes by Description For 2005
: Treasury Receipt Codes by Account# For 2008

1 I =

Account Number If the code allows an override of the default account number then click the oy to see a list
of available account numbers or if known enter the account number directly
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Field Label How Used
Note - may be Optional. Enter up to 80 characters for this individual receipt.
required depending
on the code used if Year TrxzDate Code Account Humber HNote Amount Recened
the box is checked EotE B2-Aog-2007 | PO00-000-0000-000—00-00-00000 [ | Thceept |

when the Treasury
Receipt code table  When hovering over this field, it will display the full text available.

e

Wear  Trs Dl Crtl (e Rurmer L Oty A Fegpied
ﬁﬁm l;ﬁﬂn?‘;‘ﬁ--?Inx--n.*a,*-r.ﬂ-\x---:&xf.- @ LS
Qty Typing in a quantity will calculate the Amount Received if a Default Amount is present on

the code. This field is required; every receipt must have a minimum quantity of 1.

Amount Received Code has Default Amount: If a default amount is present on the code then it will display
here. If the quantity is subsequently changed, the system will re-compute the amount
received as Qty * Default Amount.

Code has no Default Amount: If no default amount is present on the code then enter an
amount here.

Default amounts my be set to allow or not allow override.

Type in the amount
OR

Press <spacebar>+<enter> to default the remaining tendered amount

3-Accept | Once data entry is complete for this receipt, either click [Accept] or press Alt|3 to accept
the transaction into the batch. It will then display in the bottom portion of the screen under
“Accepted Receipts”.

CANCEL | If any of the receipts are cancelled, the amount tendered will be added back into the
Tendered Amount and the receipt will be removed from the lower portion of the screen.
Either enter 1 or more receipts to equal that amount or bring the amount tendered to zero.
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5.3 Attaching One or More Files to a Treasury Receipt

Attachments may be included on any treasury receipt. Once a receipt is entered and accepted, the [ATTACH]
button will be available to the right of the recorded receipt. Click on [ATTACH] to display the Attach Documents
to Departmental Receipt Screen. Up to 200 attachments are allowed for each receipt.

Attach Documents to Treasury Receipt

Goto...
. Year 2020  Tr-Date 03-Sep—2019 Code 111FREIME 111 FIRE REIME
P Account 1000-000-0000-000-00-00-43236
- Line Note reimbursement 12 mill lane
Seq# |Description Filename Buttons A
zample attackment file 16255_20181101133543_20190807 144933, cav TV\EW& 8 Email &Remnve

° 0 Entry ° 6 Add Attachment

Ready EQF UP

Figure 14 The [6 Add Attachment] Button Allows Supporting Documents to be Attached

This screen is captive to the specific receipt that was selected when the [ATTACH] button was clicked on the
Treasury Receipt Entry screen. Moving to another receipt requires returning to the [0 Entry] screen and
selecting the receipt, then clicking on the [ATTACH] button. All buttons on this screen are described below; the
letters in the first column correspond to the letters in Error! Reference source not found.:

Ke Button Label How Used
a [0 Entry] To return to the treasury receipt entry screen
b [6 Add Add an attachment to a treasury receipt. The file to be attached should be
Attachment] located on a network drive that is always available; consult the local system

administrator.

(@)

[7 View] To view existing attachments, in whatever format is associated with the file
type (for example, .CSV will open in Excel®, PDF® will open in Adobe
Acrobat® )

d [8 Email] To email an existing attachment, with notes, to any email address; a copy of
the email will be sent to the person initiating the email if they have an email
set up on their user profile

e [9 Remove] To remove attachments that were added in error or are no longer needed
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6 Verify Control Totals

Once data entry is complete for all receipts, click the [1 Batch] button to return to the Collection Batch Entry

September 2024

screen.
Treasury Receipts
Goto... 2-Edit Note Tendered  Cash Back Applied Total
Actions Username THERESA This batch was entered on | | Cash-Coin —150,00 1090, 00 1090,00
Batch 092520159TR Wednesday and represents Cash-Paper
x Date  25-Sep-2019 receipts taken at the Check 210,00 75,00 5430,00 B430,00
1-Batch k it Date 25-Sep-2019 transfer station on the v Other —385,00 —-385,00
Year Trx Date  Code Account Number Note Qty Amount Received
020 PE5-Sep—2015 [N 000-000-0000-000-00-00-00000 [ |
Accepted Receipts 5-Apohy TR# 4-Copv Note
Year |Trx Date Code [Account Number Mote Oty Amount|Pmt Typ Tre#|Cancel Attach
2020 [25-Sep—2019 [CHILD 1000-000-0000-000-00-00-215900 1 1080,00 [Cash 1886368 | CANCEL | ATTACH
2020 [25-5ep-2019 [125DEPOTPE [6580-000-0000-000-00-00-48655 zample online padl 10,00 [Online 1886367 | CANCEL | ATTACH
2020 [25-5ep—2019 [ZOMING 1000-000-0000-000-00-00-42165 1 —-85.,00 [Adjustme | 1886366 | CANCEL | ATTACH
2020 [25-5ep—2019 [249BFITUP  |6580-000-0000-000-00-00-48605 1 85,00 [Adjustme | 1836365 | CANCEL | ATTACH
2020 [25-Sep—2019 [ZOMING 1000-000-0000-000-00-00-42165 1 -525,00 [Bad Chec | 1886354 | CANCEL | ATTACH
2020 [25-Sep—2019 [179MECHFIR |6580-000-0000-000-00-00-48513 1 55,00 |dire 1886363 | CANCEL | ATTACH
2020 [25-Sep—2019 [176MECENGR (6580-000-0000-000-00-00-48455 1 50,00 [Pre-Depo | 1886352 | CANCEL | ATTACH
2020 [25-5ep—2019 [160HIGHDPW [6580-000-0000-000-00-00-48622 Thiz batch was sg1 25,00 [Credit C| 1886351 | CANCEL | ATTACH
2020 [25-5ep—2019 [21ESITE 1000-000-0000-000-00-00-42110 20 1500,00 Check 18386357 | CANCEL | ATTACH
2020 [25-5ep—2019 [TRAHSTA 1000-000-0000-000-00-00-42030 This batch was SH1 45930,00 [Check 1886356 | CANCEL | ATTACH
Lkup uUp
== [AUC] 4000-Collection Batch Entry [theresa] — x
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help
B Sg e m - I F
Collection Batch Entry Profile not restricted
Goto...
o0 Batch 9252019TR Batch Type Edit Note Current Batch
Actions Bank [B0A (® Receipt This batch was ~
Pay-Trx Date P5-Sep-2013 (O Adjustment encered on Real Estate
Deposit Date [@F.sT Wednesday and Tax Deferral
TR# represents v Motor Excise
AT Personal Property
Expected Entered Balance i
. Cash(Coins) 1050 ,00 100,00 Treasury Receipts
2 Enter Receipts
Cash({Paper)
Check 5430, 00 5430,00
3 Cover Sheet Other ~305.00 ~385.00
Total
AE—— otals F135,00 7135,00
[
TrvE Type Year |Bill#/TR Code Description Cash Check Other
Treazury Receipts 2020 |CHILD CHILD SUPPORT W/H PA 1090, 00 Edit
~ 1886367 |Treasury Receipts  |2020 |125TEPOTPE 125 DEPOT ST PLANMNIM 10,00 | Edt
. 1886366 (Treasury Receipts  [2020 [ZONIMG ZOMIMNG BOARD OF APPE —85,00 | Edt
1886365 |Treasury Receipts (2020 [249BFITUP ULTA BEAUTY FIT UP R 85,00 | Edit
1886364  [Treasury Receipts  [2020 [ZONIMG ZOMIMNG BOARD OF AFPFPE -526,00 | Edt
- - 1886363 |Treasury Receipts  |2020 |L79MECHFIR 179 MECHAMIC ST - FI 95,00 | Edit
§ 1886362 |Treasury Receipts  |2020 |176MECENGR 176 MECHAMIC ST-ENGI 50,00 | Edit
VgL TE06361 [Treasury Receipts  |2020 |LGOHIGHIPW  |160 HIGH ST - DPH FE .00 || eat
. 1886357 |Treasury Receipts  |2020 21ESITE 21E SITE ASSESSMENT 1500, 00 Edit
BIEEL TO0RI5E [Treasury Receipt=  [P020 [TRAMETA TRANSFER STARTON FEE 4520,00 =
X TR Excel Trx
9 Batch Listing
0 Goto Last Bch
Active up
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1. Expected Amounts must equal Entered Amounts (for all fields, not just the total field) and the Balance
column should be blank. If not, the batch is not ready to submit for processing.

2. The number of treasury receipts entered into the batch is shown — confirm that it matches the number
entered.

Ensure the Expected Amounts match the Entered Amounts. If not, check all receipts in the batch for accuracy

and correct them if necessary. If everything is correct, adjust the Expected Amounts to align with what has been
entered.

7 Edit List

The Edit List helps ensure receipts are entered correctly. You can run it for a single batch from the batch screen
or for multiple batches from the menu.

7.1 Single Batch Edit List

To run the Edit List for the currently selected batch, from the
Collection Batch Entry Screen, click [7 Edit List].

Collection Batch Entry (Hie e il el
coto Batch [aE52013TR Batch Type Edit Note Current Batch
Actions Bank EoR ©Receipt Tnis baton was &
PayTrxDate  [5-Gep-2013 O Adjustment entersd on Real Estate:
Deposit Date Qnaos v and Tax Deferral
TR# represents e Motor Excise
UAAHEZED Personal Property
Expected Entered Balance Tax Tt
Cash(Coins) 10%0,00 1090,00 Treasury Receipts 10
2 Enter Receipts| L 1020
Cash(Paper)
Check 6430, 00 430,00
3 Cover Sheet Otner —386.00 -385.00
4 Submi Batch Totals 7135,00 7135,00
T
o fiype [Vear_[Bill=/TR Code __[Description Cash Check Other
[Treasury Receipts  [2020 [CHILD, [EFILD SUPFORT W/H PR 090,00 Eait
1886367 [Treasury Receipts [2020 [1S5DEPOTPE 165 DEPOT 5T PLANNIN 16,00 | eat
696366 _[Treasury Receirts [2020 [Z0NING [Z0NING BOPRD OF APFE 65,00 | cat
[[886765 [Treasury Receipts [2020 Pd9BFITLP _ |ULTA BEADTY FIT UF R B5.00 | eat
686364 _[Treasury Receipts  [2020 [Z0NING [Z0NING BOPRD OF APFE 526,00 | Edit
6363 [Treasury Feceipts [F020 [I7OMECHFIR _ [175 MECHRNIC ST - FI 55.00 | eat
_n G362 [Treasury Receipts [P020 [I7GHECENGR  |176 MECHANIC ST-EMGI 50.00 | eat
7 Edit List Eajsai [Treasury Receipts  [7020 |IGOHLGHOPH _ [160 HIGH ST - DPH RE T5.00 | et
G367 [Treasury Receipts [P020 [ZIESITE [21E SITE ASSESSMENT 1500.60 Edit
0 .
BB _[Treasury Receipts [P020 [TRANGTA [TRANEFER STARTON FEE 4530.00 £t Task 4008: Receipt Edit List =
8 TR Edit List Receipt Edit List
Total BY @ Fund O Fund and Dept O Trcit
X TR Excel Trx n
Print O Summary @ Detail
h ini a a
9 Batch Listing Run 2¢ @) preview O Print O PDF
If Printing use Duplex @ ves () No
0 Goto Last Beh Lookup Cancel Clear All
Active up

Select the reporting options and click [OK]. Verify the report against the entered receipts.
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BANK 0F MERICA

1080.00

7.2 Multiple Batch Edit List

To run the edit list for more

Collections
Payments
Adjustments
Refunds

Uncollectables

Vv v v w

Treasury Receipts Batch Entry
Municipal Lien Certificates

Partial Payment Letters

Treasury Receipts
Receipt Edit List

than one batch at a time, select Collections »

Treasury Receipts P Receipt Edit List.

All available batches will be presented for selection. Batches owned by the user

running the command will be indicated with a
check M. Deselect any batches to exclude

and click the | 3PrntEditList | hytton.
Receipt Edit List
1 Select All 2 Deselect All 3 Print Edit List 4 Print TR Edit List
el 5 Use & Batch 7 Bnk & Pay Date 9 GL Date Expected Entered|
o 745 BOR  |15-Jan—-2019 |16-Jan—2019 150000 150000
[0 |ANTHERA 7EE BOR  [2=—Feb—2019 [22—Feb—2019 1000, 00 842,63
[0 [AHTHEA E11 CRE  |10-Jul-2019 [10-Jul-2019 500,00
0 |LUANH 754 BOR  [17-Apr-2019 [17-Apr-2019 £500,00 B500, 00
0 [Pall 754 CRE  |15-Mau-2019 |15-May—=2019 250,00 197,94
O [FALL 75 CRE  |15-Mau-2019 |15-Mag-2019 2000.00 1264.75
0 [Pall 7O5 CRE  |15-Mau-2019 |15-May—=2019 2000, 00 2000,00
THERESA DEOELATRAN [ALLY  |[06-Aug-201d [0F-Aug-201d 700,00 700,00
THERESA D9252019TR [BOA  |[25-Gep—2019 [25-Sep—2019 7135,00 7135,00
THERESA 75 CRE  [07-Feb-2019 [07-Fekb-2019 B392.41
THERESA 509 ALLY  [05-Jul-2019 [05-Jul-2019 ZE220.00 2522000
THERESA 515 BOR  [23-Jul-2019 |[23-Jul-2019 2000,00 200,00
THERESA ] EOR  [03-Sep-2019 [03-Sep-2019 Z35.00
O [WENDY 7d4 BOR  [0B—Jar—2019 [05—Jam—2019 100,00 100,00
[0 [WENDY 745 CRE  [0E-Jan-2019 [08-Jan-2019 500,00 500,00
[0 [WENDY TEG CRE  [0l-Apr—2019 [01-Apr—=2019 100,00 100,00 | v
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8 Submit Batch(es)

Submit receipt batches once they are ready to be posted. After submission, you cannot edit them without
restoring. Depending on the procedures at each site, batches might only be posted once a day. To prevent

accidental alterations, ensure that you submit each batch for posting only when it is fully complete.

8.1 Submit for Single Batch

To submit the batch being viewed, click the [4 Submit Batch] button.

Collection Batch Entry

Profile not restricted

Goto

Batch 73 Batch Type Edit Note Current Batch
Actions Bank [E0 (®) Receipt This batch was P
Pay-Trx Date E5-Sep-2015 () Adjustment entered on Real Estate
Deposit Date E5-Sep-2013 O AOIS Wednesday and Tax Deferral
TR# represents & Motor Excise
[ Personal Property
Expected Entered Balance Tax Title
: Cash{Cains) 1030,00 1090,00 Treasury Receipts 10
2 Enter Receipts Cash(Paper) ,7
Check £420.00 430,00
2 Cover Sheet Qlher 355,00 385,00
7135,00 7135.00
4 Submit Batch
‘ Type Year [Bill#/TR Code Description Cash Check Other
1886368 [T reasury Receipts  [2020 [CHILD [FATLD SUPFORT H/H PR 109000 Edi
1006367 [Tresury Receipts  [2020 |[[2SDEFOTFE  |125 DEPOT ST FLAWNIN 10,00 | eqt
1006366 [Tressury Receipts  [2020 [ONING [FONTHG BOARD OF APFE 05,00 | Eat
1006365 [Tressury Receipts  [2020 [ZAOBFITUP  JULTA BEALTY FIT P R B5.00 | edt
- 1006564 [Tressury Receipts  [2020 [EONING [FONTHG BOARD OF APFE 525,00 | Edt
uekls 1006563 [Tressury Receipts  [2020 [[7OMECITIR |17 MECHANIC ST — FI 55,00 | eat
i 1006562 [Tressury Receipts  [2020 [[7GMECEMGR  |176 MECHANIC ST ENGL 50,00 | at
7 Edit List 1006561 [Tressury Receipts  [2020 [IGOMIGHDPH  |160 MIGH ST — DPW RE 25,00 | eat
— 1006357 [Tremsury Receipts  [2020 PIESITE [F1E SITE ASECSMENT 150000 Eat
8 TR Edit List 1906356 [T remsury Receipts | |2020 [TRANGTA [TRAMEFER STARLON FEE 453000 Eat
X TR Excel Trx.
9 Batch Listing
0 Goto Last Bch!
Artiue I kin 1P
Select the reporting options and click [OK].
B Task 4014: Submit Batches *

Total By

Run as @ preview O Print
If Printing use Duplex @ veg

Lookup

Submit Balanced Receipts

O PDF

O No

Cancel

(O Fund @ Fund and Dept O Trxif
Issue Submit Batch Report @) ves (O No

Clear All

The Submit Batches report is displayed. Verify all the receipts.

September 2024
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2014-RCRER:RC Printed 26-Sep-2015 at 11:57:42 by TH Page 1
Town of Admins
Submit Batches
Batch In Balance Will Post
Batent Deposit Date sank : BANK OF AMERICA 1
GL Postings : Pay Trx Date -Sep-2013 Entered By -
$ 7,135.00 GL Effective Date: 25-Sep-2013 Batch Owner:
Expected $ 7,185.00 Batch Notes
This batch was entered on Wednesday and represents
receipts taken at the transfer station on the previous
Tuesday
Batch§ Trx# Year Date Code Account$ Note Check# Cash Cash Back Check Cther Total
2 25-Sep-2013 TRANSTA 1000-000-0000-000-00-00-42030 AND INTER This batch was SENIOR 4330.00 43530.00
2020 25-Sep-2019 Z1ZSITE  1000-000-0000-000-00-00-42110 2 ASSESSMENT 1500-00 1500_00
2020 25-Sep-2015 ZONING  1000-000-0000-000-00-00-42165 ZONING BOBRD OF APE -s25_00
1886366 2020 25-Sep-2013 ZONING  1000-000-0000-000-00-00-42165 ZONING BOARD OF APR -8s_00
03252019TR 1886388 2 25-Sep-2013 CHILD 1000-000-0000-000-00-00-21300 CHILD SUPORT WITHHO 10%0.00 1090.00
*¥# Total: Dept hhad 1050.00 €430.00 -€10.00 €510.00
“e+ Toral: Fund 1000 e 1080.00 6430.00 ~s10.00 6310_00
1886361 2020 25-Sep-2019 160HIGHDEW &580-000-0000-000-00-00-48622 160 HIGH ST - DFW This batch was sample 25.00 25.00
18863 2020 25-Sep-201% 1 E 5 00-000- 55 17€ MECHANIC ST - 50.00 50.00
1886363 2020 25-Sep-201% 173MECHFIR 6580-000-0000-000-00-00-48513 179 MECHANIC ST - F 55.00 55.00
1886365 2020 25-Sep-2015 245BFITUP 6580-000-0000-000-00-00-48605 ULTA BEAUTY FIT UP 85.00 85.00
05252013TR 1886367 2020 25-Sep-2013 125DEPOTEB 6580-000-0000-000-00-00-38655 POT ST PLANNI sample ocnline payment 1000 10_00
“44 Total: Dept P 22500 225_00
*%* Total: Fund €580 hhad 225.00 225.00
“e+ Repors Grand Tocal =+« 1080.00 6430.00 -385.00 7135_00
Printed Z&-Sep-2018 at 11:57:42 by T Page 2
Town of Admins
Submit Batches
Batch In Balance Will zast
“* Grand Totals **
Type Count Net Cash Cash Cash Back Check Other Total
Tressury Receipts 10 1090_00 1080.00 6430.00 -385.00 7135_00
10 1090_00 1080.00 6430.00 -385_00 7135_00
Selection Legend:
Sort By: User Batchf
Total By: Fund & Dept
Post By: Deposit Date
Report In: Detail
Messzge Legend
D-Batch Date & Trx Date Mismatch
- TedRE - SubmitBeh_Error_THERESA[T].lis - o x
File Edit Format Options
Courier New S[[e = B|lz|u[m-] =
k115 ~
4067-RCRECCL] Printed 26-Sep-201% at 11 Page 1
Town of Admins
Submit Batch Erzor Report
Following batches have not been submitted for posting as they contain errors
No Records Selected
v
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File Edit Format Optiens

1253607 2020 05-Jul-201)

[Gomier =15~ Bl7|u[wz] =] =3
|

4067-RCRECCIRERR.RED

Princed 08-7ul-201% at 05:05:3% by THERISA

Town of
Submit Bateh T

Following batehes have not been submitted for

posting =s they contain errors

Code foce = e

Cash Baek Check Other Exrox Codels)

. Foo-2000-000-00-00-10400
1&0HIGHCCH 400-0000-000-00-00-48622
Foo-2000-000-00-00-10400

. s Jo0-0000-000-00-00-48551
1&0HIGHDEW 400-0000-000-00-00-10400
Foo-000-000-00-00-42622
Foo-2000-000-00-00-10400
Foo-2000-000-00-00-42601
Foo-2000-000-00-00-10400

L&0HIGHEE

1&0HIGHRR
++ Total Batch 803

1&0HIGHSS

, TOWN ENGINST

i
"
b

W
B
&
o
g

100000 sT
SSING SZRVIC
24000.00 sT
SSING SZRVIC
20.00 sT
SSING SZRVIC

120.00 sT
RING SERVIC

20.00 sT
RING SERVIC

Figure 16 Sample of a submitted batch error report

Possible errors and the steps to resolve the errors are listed in the table below:

Description / How to fix

Revenue Collections—Treasury Receipts September 2024
The following is a sample batch error report:
¥ TedRE - SubmitBch_Error_THERESA[17].lis — [m] X

Control totals do not match. Fix this by either adjusting the
Expected Amounts to equal the Entered Amounts, or adjusting

one or more of the receipts in the batch.

No expected amounts were entered. Correct this situation by
entering Expected Amounts equal to Entered Amounts. If there
are no entered amounts, either there are no receipts in this

batch or the receipts net to zero.
The account number on the Category Code is blank.

The revenue account is not present on the batch

The cash account for the transaction is not present (check that

the account is active in the chart of accounts.)

Revenue Account Invalid or Check that the account is active in the chart of accounts for the

Error Code Legend Message

A Batch is out of Balance.

B Expected Amounts are not
Entered

C Missing Account Number.

D Revenue Account Not
Entered

E Cash Account Invalid or
Inactive

F
Inactive

G Deferred Revenue Account
Not Entered

H Accounts Receivable

Account Not Entered

fiscal year of the batch.
Enter a valid revenue account

Enter a valid accounts receivable account
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Error Code Legend Message Description / How to fix
I Deferred Revenue account Check that the account is active in the chart of accounts for the
invalid/inactive fiscal year of the batch.
J Accounts Receivable Check that the account is active in the chart of accounts for the

Account invalid / inactive  fiscal year of the batch.

K G/L Account for treasury Enter a valid general ledger account for the transaction
receipt not entered

L GL Account for treasury Check that the account is active in the chart of accounts for the
receipt invalid / inactive fiscal year of the batch.

M Fiscal period for cash Open the fiscal period or change to an account that is open in
account closed / invalid the fiscal period

N Fiscal period for revenue Open the fiscal period or change to an account that is open in
account closed / invalid the fiscal period

(0] Fiscal period for deferred  Open the fiscal period or change to an account that is open in
revenue account closed /  the fiscal period
invalid

P Fiscal period for accounts  Open the fiscal period or change to an account that is open in
receivable account closed / the fiscal period
invalid

Q Fiscal period for treasury Open the fiscal period or change to an account that is open in
receipt account closed / the fiscal period
invalid

R Invalid Bank Code ABAH. The selected bank code does not have an ABA #. *

S Invalid Bank Code Account. The selected bank code does not have a Bank Account #.

T Invalid Bank Type. The selected bank code does not have a Bank Type.

U Supervisor is not set or Change the supervisor
invalid

W Deposit Date missing on Set a deposit date on the batch entry screen
batch

X Supervisor has duplicate Ask the supervisor for assistance
batch #
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Error Code Legend Message Description / How to fix
Z Bank Code on the Batchis  This could mean one of three things:
Blank or Inactive. e The bank code is blank. Enter a valid bank code.

e The bank code used no longer exists in the Bank Table*
e The bank code used is no longer active in the Bank Table*

*To correct these, verify the bank codes in Ledgers P Account

Maintenance » Bank Codes and make any necessary
adjustments.

8.2 Submit Multiple Batches

To submit more than one batch at a time, select Collections » Treasury Receipts P Submit Batches.

Collections
Payments >
Adjustments >
Refunds b
Uncollectables »
Treasury Receipts > Batch Entry
Municipal Lien Certificates > Treasury Receipts
Partial Payment Letters Receipt Edit List
Mortgage Lenders > Submit Batches

The available batches will be presented for selection.

Select the batches and Submit Receipt Batches

click en
[3 Submit Batches] 1 Select Al 2 Deselect Al 3 Submit Batches

S Batch 6 Bnk 7 Pay Date & Trx Date  |Deposit Date Expected Entered|Message -
[1 (3 ﬂ;us EOF |15-Jan-2019 |15-Jan-2019 |15-May-2019 1500, 00 1500,00
VatRESH OB0614TRAM |ALLY  [06—Aug-2014 [06—-Aug-2014 [D6—-Aug-2014 700,00 700,00
THERESA 775 CRE  [08-Fpr-2019 [08-Aer-2019 [08-Aer-2019 1381,02 1381.02
THERESA 776 ALLY  [12-Apr-2019 [12-Apr-2019 [12-Apr-2019 8740976 8740976
THERESA 751 CRE  [16-Apr-2019 |18-Apr-2019 [15-May-2019 500,00 500,00
1 [THERESA 785 BOA  [17-Fpr-2019 |[17-Apr-2019 85000, 00 85000 ,00 [Deposit Date Missing
THERESA = BOA  [17-Fer-2019 |[17-Aer-2019 [17-Aer-2019 4750,00
1 |THERESA 787 BOA 17-FBpr-2019 |[17-Apr-2019 4500,00 [Depozit Date Mizsing
1 [THERESA BE=E CRE  [18-Apr-2019 |18-Aor-2019 200,00 200,00 Deposit Date Missing
1 [HEMDY 7dd BOA  [08-Jan-2019 [08-Jan-2019 [08-Jan-2019 100,00 100,00
1 [HEMDY 745 CRE  [08-Jan-2019 [08-Jan—-2019 [08-Jan-2019 500,00 500,00
1 [WEHDY 756 CRE  [01-Apr-2019 01-Apr-2019 100,00 100,00 [Deposit Date Missing
1 [HEMDY 513 ALLY  [16-Jul-2019 |[16-Jul-2019 [16-Jul-2019 350,00 260,00

Ready

Figure 17 The Submit Receipt Batches Screen

Check M to include batches or clear the boxes [ to exclude the batches and click the | 2 Submit Batches | hytton.
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8.3 Submit Batch Results

September 2024

== [AUC] 4000-Collection Batch Entry [theresa] — *®
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites  Help
BEE W+ +m R Q = F L
Collection Batch Entry Profile not restricted
Cillo Batch J Batch Type {ote
- Bank [BoA ecei This batch was A Submitted on 26-Sep-2019
Pay-Trx Date [EE-Sep-2019 ljustment entered on eal Cstate
Deposit Date PE-Sep-2019 AIDIS Wednesday and Tax Deferral
TR# represents e Motor Excise
1 Add Batch Personal Property
Expected Entered Balance Tax Title
. Cash(Coins) 10590, 00 1090,00 Treasury Reg 10
2Ente
CashiPaper)
Check £430,00 6430.00 I
. Other “ZE.00 285,00 Status indicates the batch has
_ Totals 7135,00 7135,00 been submitted for posting
4 submit Batc
Tres Type Year |Bill#/TR Code Description Cash Check Other
BEEoEnE 1656368 [T reasury Receipts 2020 [CHILD [CHILD SUPPORT H/H PA 109000
1886367 [Ireasury Receipts  [2020 |12GDEFQTPB  [125 DEFOT 51 PLANMIN 10,00
B TBBE366 [Treasury Receipts 2020 |Z0MING [ZOMING DOARD OF APFE 85,00
E365 |Ireasury Receipts  |2020 [249BFITUP OCTA BERUTY FIT UP R 85,00
i RE4_[Treasury Receipts  [2020 |ZO0NING [FONING BOARD OF APFE 525,00
e 1 Treasury Receipts  |2020 |179MECHFIR  |179 MECHAMIC ST - FI 55,00
L 165 ssury Receipts  |2020 [I7EMECENGR  |L76 MECHAMIC ST-ENGL 50,00
e 18563 Sy Receipts  [2020 [IG0HIGHDPW _ [160 HIGH S1 - IPW RE 25,00
- 158 N Ezceint: 020 [AESITE, 1E_CITE_ASSESSMENL 150000
& TR Edit List ;’m
EE Once submitted, the batch may no longer be edited. If changes
o are needed, first [5 Restore Batch] to make it available to edit.
0 Goto Last Beh e
Active Lkup up

9 Optionally Restore Batch

Once the batch is submitted for posting, if there are corrections to make or additional receipts to add,

the batch using the [5 Restore Batch] button to allow for changes.

9.1 Restore a Single Batch

restore

To restore the batch
currently on the screen, click

Collection Batch Entry

Goto...

Batch ] Batch Type t Mot
[5 Restore Batch]. e Bank This pacon was
Pay-Trx Date entered on
Deposit Date Wednesday and
TR# D i
1Add Batch =SSR

B Task 4061: Restore Submitted Receipts

Restore Submitted Receipts

Tota

® Fund O Fund and Dept O Trcit
Othell 1ssue Restore Batch Report @) yeg (O No

i Run as @ preview O Print O PDF
If Printing use Duplex @ ves (O No jsh
T hiE 90, 00
s R % Lookup Cancel Clear All
- - 86 1 1 1 1 1
[1886365 |Treasury Receipts  [2020 [249BFLTUP  |ULTA BEAUTY FLT UP R |
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Select the reporting options and click

September 2024

[OK]. A progress bar will briefly = Restore Submitted Receipts
appear, followed by the Restore File Help

. Starting step 21
Batches report. Verify the totals and Sta,ﬁng steﬂ 22

proceed with editing the batch. [TIITIT[I]]

=| el [¥ %3] &)

Tewn of Admins
Restors Submitted Receipts

Figure 18 Restore Submitted Receipts report

9.2 Restore Multiple Batches

Collections To restore multiple batches simultaneously, select Collections P Treasury Receipts »

Payments
Adjustments
Refunds
Uncollectables

B

Treasury Receipts

Municipal Lien Certificates Treasury Receipts
Partial Payment Letters Receipt Edit List
Mortgage Lenders > Submit Batches
Tax Title > Restore Batches

Restore Batches. This will display all the batches eligible for restoration.

Begin by selecting the batches you want to restore
Batch Entry by M checking or (1 unchecking the boxes in the
Sel column. Click on the | 3Restore Batches | hytton.
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Restore Submitted Receipts
1 Select Al 2 Deselect Al 3 Restore Batches

& Bnk 7 Pay Date 8 GL Date Expected Enterad| »
BOA |25 Gep—2019 [25-Sep—2019 7135,00 7135,00

THERESA 775 CRE  [02-Apr-2019 [0B-Apr—2013 1381.02 1381.02

THERESA 781 CRE  |16-Apr—2019 [16-Apr—2019 500,00 500,00

up

Figure 19 The Restore Submitted Receipts (multiples) Selection Screen

Select the options for the Restore Submitted Receipts report and click on [OK].

B Task 4061: Restore Submitted Receipts
Restore Submitted Receipts

Total By

Issue Restore Batch Report @ ves O No

Run as @ preview O Print O PDF

® Fund O Fund and Dept O Trxl

X

10 Post Batch(es)

Refunds
Uncollectables
Treasury Receipts Batch Entry
Municipal Lien Certificates

Partial Payment Letters

Treasury Receipts
Receipt Edit List

Mortgage Lenders Submit Batches
Tax Title b

Deferrals »

Restore Batches

Post Batches

Once the batches are restored, the Restore
Submitted Receipts report will be displayed, as
shown in the previous section. The batches will be
available for editing. All the same functions will be
available as were prior to running the Submit. Once

processing.

If Printing use Duplex @ ves (O No
Lookup cancel | | Clear Al the changes are made, again Submit the batch(es) for

To Post Batches to the General Ledger Unposted file, select
Collections P Treasury Receipts P Post Batches. All the available batches that

have been submitted will be processed and presented for
selection in the Post Receipt Batches screen. Select
[Post Batches] to post the checked M batches. This
will move the batches to Finance and make them
available for updating the General Ledger.
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Post Receipt Batches
Select All Dezselect All Post Batches
Sel & Use 5 Batch G Bnk | 7 Pay Date 8 Trx Date Expected Entered| » | Total Selected
09252019TR |BOA 25—Sep-2019 (25-5ep—2019 F135,00 F1358,00 94216 ,02
THERESA 775 CRE O8—-FApr-2019 [08—Apr-2019 1381,02 1381.02
THERESA Fa1 CRE 16-Apr—2019 |18-Apr—-2019 500, 00 GO0, 00
THERESA Ei=is) BOA 17-Apr—2019 |26-Sep—2019 BR000, 00 85000 , 00
THERESA G CRE 18-Apr-2019 |26-Sep—2019 200,00 200,00
W
up
Figure 20 Post Receipt Batches screen
Check M or uncheck [ the batches to include
x Post Batches

B " Task 4012: Post Receipts

Post Receipts

Total By ® Fund O Fund and Dept C Trx#t
Print Detail GL Report: @ ves O No
Print Summary GL Report: @ Yes O No

Print Batch Summary Report @ ves O No

Run as @ preview O Print O PDF

It Printing use Duplex @ves (O No
Lookup Cancel Clear All

10.1 Error Report

and click the

button. Select the

reporting options and click [OK].

The selected reports will print; if there are errors
found, the system will display the report shown
in Figure 22. The error report will indicate in an
error column what is preventing the batch from

posting.

If there are no errors, the “No Records Selected” message will be shown on the Receipt Posting Error Report.

4066-RCREDP:RCRECPSTERR.RED

Printed 26-Sep-201% at 14:33:21 by THERESA

Town of Admins

Receipt Posting Error Report

4% TedRE - Receipt_Posting_Errors_THERESA[4].lis — [m] x
File Edit Format Options

|CUurierNew j|8 j B|f‘g|-' jg |’§§‘EE|@

! Page 1 =

¥o Records Selected

Receipts not posted because Receipt Billing Category Account invalid
single error in batch will cause whole batch not to post

Figure 21 Receipt Posting Error Report — No Records Selected
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GL Posting Error Report = N

Null Zccount #
No Matching COA

. Inactive Account
Please Review Report

| Batch Did Mot Post

No User Rccess

Lecountf Fund Closed

Fiscal Period Closed

Invalid Period Date for FY and Fund
Summary Account

Unbalanced Batch

*Note: If Unbalanced Batch check Treasury Receipt Codes
0K | Cancel Cne or more of the Balance Sheet Accounts Missing

gwmoholEHRS

Correct the errors based on the legend at the bottom of the report.

% TedRE - Receipt_GLPosting_Errors_THERESA[1].lis
File Edit Format Options

|Cour|ErNaw j |8 j B|J7 Q,._L| j

115
4103-RC_GLTRMPSTERR.REP Printed 26-Sep-2019 at 14:08 Town of Admins Page 1
Treasury HReceipt GL Posting Error Report
The following Batches were not posted. A single error in a batch causes the whole batch not to post.
FY UserBatchi Date Refer § Code Account / Hotes Description Budget/BegBal Debit Credit Encurbrance Budget 2dj Err
2020 8863780  25-Sep-2019 1886356 DPO1 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED C 4330.00
This batch was SENIOR FEES
2020 8863780  25-Sep-2019 1886357 DPO1 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED C 150000
This batch was entersd on Wednesday
2020 8863780  25-Sep-2019 1886384 DPO1 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED C 525.00
This batch was entered on Wednesday
2020 8663780  25-Sep-2019 1886366 DPO1 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED C 85.00
This batch was entersd on Wednesday
2020 BBE978B0 25-Sep-2019 1886368 DP01 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED C 10%0.00 o
This batch was entered on Wednesday
2020 8663780  25-Sep-2019 1886364 DPO1 1000-000-0000-000-00-00-39100 Revenues 525.00
This batch was entered on Wednesday
2020 BBE9780 25-Sep-2019 1886366 DPO1 1000-000-0000-000-00-00-39100 Rewvenues B85.00
This batch was entersd on Wednesday
2020 8663780  25-Sep-2019 1886361 DPO1 §580-000-0000-000-00-00-10400 CASH, TOWN ENGINEZRI 25.00
This batch was sample credit card
2020 2863720  235-Sep-2015 1836382 DPO1 §580-000-0000-000-00-00-10400 CASH, TOWN ENGINEZRIL
Tt e e e P ————
2020 8¢ CRSH, TOWN ENGINEZRI
hesday
2020 B3¢ Description CASH, TOWN ENCINZERT &85.00
””” hesday
2020 28¢ u Null Account # , TOWN ENGINEER 10.00
T Mo Matching COR
T Inactive Account
S No User Accass 8355.00 &10.00
c Account# Fund Closed
3 Fiseal Period Closed
z0z0 sse| 2 Invalid Fericd Date for FY and Fund ZONING BORRD OF ADDE 525.00
5 Summary Account
z0z0 sse| U Ehlhelene=d] aEh ZONING BORRD OF APPE 85.00
hesday
*Note: If Unbalanced Batch check Treasury Receipt Codes
One or more of the Balance Sheet Accounts Missing SUBSIDIARY LEDEER £10.00
Unbalanced Batch #4% Togtal **% User Basch: 09252018TR 836500 £10.00

Figure 22 Treasury Receipts GL Posting Error Report; explanation of the errors codes is below

Error Code Description

A No user access to the account — ask the finance office to grant access to the account or use an
account with access

C Account # Fund Closed — ask the finance office to open the period for the fund or select a valid
account
D Invalid Period Date for FY and Fund — The account is not valid for the date or fiscal year — ask

the finance office to open the period for the fiscal year and fund
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Error Code Description

F No Matching CoA — no current account exists in the chart — correct the account number by
restoring the batch, editing the entry, and re-submitting the batch

| Inactive account — ask the finance office to activate the account or select an active, valid
account

N Null account number — no account number was supplied for the receipt - — correct this by
restoring the batch, editing the entry, and re-submitting the batch

P Fiscal Period Closed — ask Finance to re-open the fiscal period or restore the batch and change
the date to an open fiscal period

S Summary Account — an account was used that is a summary account — restore the batch and
select a valid account

u Unbalanced Batch — Check the Treasury Receipt codes in use — one or more of the balance
sheet accounts is missing
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10.2 Post Receipts Report

September 2024

- TedRE - RectPst 4012_THERESA[2].lis

Selection Legend:

Sors By:
Total By:

Dost By:
Report in:

Fund
Deposis
Detail

Message Legend

User Batchi

Date

D-Bztch Date &

Trx Date Mismatch

File Edit Formst Options
[ Courier New - - BlZ|U|m~| =
Batch# : 785 Deposit Date 26-Sep-2013% Bank BANK OF AMERICA 1
GL Postingf : B86378Z 17 Entered By
Entered § 85,000.00 2 Batch Cwner:
Expected $ 85,000.00 Batch Notes
Batch# Yeax Date Code Account$ Hote Check$ Cash Cash Back Check Other Total Msg
785 2013 26-Sep-2Z015 ATTACHM 1000-000-0000-000-00-00-21510 OTHER PA¥ROLL ATTAC 700.00 700.00
785 1845810 2019 Sep-201% AUCTION 1000-000-0000-000-00-00-44130 SELECTMEN-AUCTIONEE 75.00 75.00
785 1lB45€l4e 2019 Sep-Z01l9 BANFP 1000-710-0000-007-00-00-57€00 LONG-TERM DEBI/PRIN 10000.00 10000.00
785 1845615 2015 26-Sep-2015 BATHING 1000-000-0000-000-00-00-44253 BATHING BEACH PERMI 40000.00 40000.00
%%+ Total: Fund 1000 ik 50775.00 50775.00
785 1845605 2019 26-Sep-20135 ATFGZ01& 4155-000-0000-000-00-00-43110 FEDERAL GRANT VEN B50.00 B850.00
*%+ Total: Fund 4135 bk B850.00 B850.00
785 2013 Z6-Sep-2Z0l3% ATHGATIE 5100-000-0000-000-00-00-42009 ATHLETIC GAIE 4150.00 4150.00
785 2018 ep-2015% ATHMISC 5100-000-0000-000-00-00-48400 donations 400.00 400.00
785 1845608 2019 26-Sep-2019% ATHREV 5100-000-0000-000-00-00-42001 9600.00 5€00.00
%%+ Total: Fund 5100 - 14150.00 14150.00
785 1845€13 2019 26-Sep-201% BANFLDFIRE &580-000-0000-000-00-00-48482 BANFIELD FIRE 10000.00 10000.00
*#«% Total: Fund €580 ik 10000.00 10000.00
785 1845612 2019 26-Sep-201% BAINSTORM 75%0-000-0000-000-00-00-45014 BAINBRIDGE RD STORM 89%89.27 B8899.27
4012-RCREP:RCRECPST .REP Printed 26-5ep—-2019 at 14:33:23 by THERESA Page 2
Town of Admins
Post Receipts
Batch In Balance Will Post
#«% Total: Fund 75390 ik 8989.27 B8893.27
785 1845611 2019 26-Sep-201% BAINBRINT 7&00-000-0000-000-00-00-45028 BAINBRIDGE ROAD INT 225.73 225.73
*#«% Total: Fund 7600 ik 225.73 225.73
%% Report Grand Total ik 85000.00 85000.00
** Grand Totals **
Type Count Net Cash Cash Cash Back Check Other Total
Reszl Estate 1 1381.0z2 1381.0z2
Treasury Receipts 11 85000.00 85000.00
B86381.02 B86381.02

If the batch was error free, this report will show the receipts that have been

Unposted File.

posted to the General Ledger
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10.3 Posted Receipts — Summary by GL# Report

September 2024

4084-RCRECPSTGL _SUM_REP Printed Z&-Sep- Page 1
Town of Admins
Posting Report - Summary by GLE
Posting$: 88837382
FY Date Batchi Account# Description Debit Credit
2013 08-Apr-Z013 775 0200-000-0000-000-00-00-10400 CLSH, UMRESTRICTED, WATER 387.52
2013 08-4pr-Z013% 775 0200-000-0000-000-00-00-2&720 DEFERRED REVENUE-WATER LIENS 287.52
201% 08-2Apr-2013% 775 0200-000-0000-000-00-00-33100 REVENUE 287.82
201% 08-2pr-Z013 775 0200-000-0000-000-00-38-15000 2018 WATER LIENS ARDDED TO REAL ESTATE 387.52
201% 08-2pr-z013 775 1000-000-0000-000-00-00-10400 CRSH, UNRESTRICIED CHECEING 333.50
2013 08-Apr-2013 775 1000-000-0000-000-00-00-25100 DEFERRED REVENUE-RERL ESTATE/PP TRXES 833.21
2013 08-Apr-2013 775 1000-000-0000-000-00-00-35100 Revenues 953.50
2013 08-Apr-2013 775 1000-000-0000-000-00-38-12200 2018 RERL ESTATE TAXES RECEIVABLE 833.21
BALANCE SHEET 2861.75 2681 _75
o1 an-42040 387.52
2020 Z&-Sep-2013 1000-000-0000-000-00-00-44130 SELECTMEN-AUCTIONEER LICENSES 75.00
2020 2 1000-000-0000-000-00-00-44233 BATHING BEACH PERMITS 40000.00
2020 2 1000-710-0000-007-00-00-57€00 LONG-TERM DEBT/PRINCIPAL 10000.00
2020 2 4135-000-0000-000-00-00-43110 FEDERRL GRRENT REVENUE - DIRECT RID 850.00
2020 2 5100-000-0000-000-00-00-42001 USER FEES 5&00.00
20Z0 2 5100-000-0000-000-00-00-4200%9 ATHLETIC GATE E 4150 _00
20Z0 2 5100-000-0000-000-00-00-42400 MISCELLANEOUS E 400.00
2020 2 €580-000-0000-000-00-00-48482 BANFIELD FIRE REVIEW 10000.00
2020 2 7550-000-0000-000-00-00-45014 STORMWATER BOND 8333.27
2020 2 7€00-000-0000-000-00-00-45028 225.73
4084-RCRECPSTGL_SUM.REP Printed Z&-Sep-201% at 14:33:25 by THERESR Page 2
Admins
Posting Report — Summary by GLE
Posting§: 8B69782
FY Date Batch§ Accountd Descripticon Debit Credit
SUBSIDIRRY LEDGER 84300.00
#wd CRAND TOTAL #%% Bzlznce Sheet 87881.75 87881.75
Subsidiary Ledger 85&81.02

This report will show all the transactions that will be posted to the General Ledger Unposted File.
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10.4 Posted Receipts — Detail by GL Report

September 2024

4095-RCRECPSTGL.REP Printed Z&6-Sep - . Page 1
Town of Admins
Posting Report - Detail by GL§
Postingf: BB6978Z
Batch#: 775
FY Date Ref/Bill§ Account§ Description Debit Credit
2015 08-Zpr-Z01% 35530 0Z200-000-0000-000-00-00-10400 CRSH, UNRESTRICTIED, WATER 339.83
2015 08-Zpr-Z01% 35530 0Z200-000-0000-000-00-00-10400 CRSH, UNRESTRICTIED, WATER 47.59
Total for 0Z00-000-0000-000-00-00-10400 387.52
2015 08-Zpr-Z01% 35530 0200-000-0000-000-00-00- 20
2015 08-Zpr-Z01% 35530 0200-000-0000-000-00-00- 20
Total 387.52
2015 08-Zpr-Z01% 35530 0Z200-000-0000-000-00-00-353100 339.83
2015 08-Zpr-Z01% 35530 0Z200-000-0000-000-00-00-353100 47.59
Total for 0Z00-000-0000-000-00-00-35100 387.52
2015 08-Zpr-Z01% 35530 0Z200-000-0000-000-00-38-15000 2018 WATER LIENS AD TO REAL ESTRTE 339.83
2015 08-Zpr-Z01% 35530 0Z200-000-0000-000-00-38-15000 2018 WATER LIENS RDDED TO REAL ESTRTE 47.59
Total for 0Z00-000-0000-000-00-38-15000 387.52
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-10400
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-10400
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-10400 5
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-10400 E 23z
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECEING ge0.z28
Total for 1000-000-0000-000-00-00-10400 553.50
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-2&100 ESTRATE/PP TRXES ge0.z28
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-2&100 ESTRATE/PP TRXES 23z.93
Total for 1000-000-0000-000-00-00-Z&100 853.21
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-353100 Revenues ge0.z28
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-353100 Revenues 5.00
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-353100 Revenues 17.33
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-353100 Revenues 77.96
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-00-353100 Revenues 23z.93
Total for 1000-000-0000-000-00-00-35100 553.50
2015 08-Zpr-Z01% 35530 1000-000-0000-000-00-38-12200 2018 RERL ESTATE TAXES RECEIVRELE ge0.z28
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10.5 Post Batch Results

September 2024

== [AUC] 4000-Cellection Batch Entry [theresa]
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources  Budget

S E me +m Q = A

Collecti i isc Billi i Help
‘ Status - the batch is posted ’

Collection Batch Entry

X

Nﬁile not restricted

Ci= Batch 118 Batch Type Edit Note
Actions Bank B0 Receipt No text available Posted on 03-Sep-2019
Pay-Trx Date [E0-Aug-2019 istment Real Estate
Deposit Date [E0-ALz—2019 AIDIS Tax Deferral
TR# EE7E203 Motor Excise
el T Personal Property
Expected Entered Balance Tax Title
T Cash(Coins) Treasury Receipts z
et Cash(Paper)
L Check 500,00 500,00
- Other —
- o Totals 00,00 S00,00
L s Type Year |Bill#/TR Code Description Cash Check Other
e 1859682 |Treasury Receipts (2020 WSTRAFFIC W S {SHOPEBELL :TRAFF 427 .50
1859681 |Treasury Receipts (2020 (111FREIMB 111 FIRE REIME 47,50
1853680 |Treasury Receipts (2020 ABANDON AEAMDONED PROP-LNCL 25,00
__\\
This batch may not be edited. Changes may
be made by the Finance office using an Audit
X TR Excel Tr Change of Unposted Transactions prior to
posting to the General Ledger.
9 Batch Listing /
_—
0 Goto Last Beh
Active Lkup

uUp

11 General Ledger Work in Progress

Users with access to the General Ledger Module may display Work in Progress transactions by selecting Ledgers
P Queries P Review Work in Progress Transactions:

| edgers
Account Maintenance
Journal Entry Processing
Posting Control
Audit Overrides
Clueries
Reports
OpenGov Dashboard
Year-End Processing
Unpost Processing
Module Maintenance
Interfaces/Impaorts

Site Snecific

Account Balance Inquiry
Account Balance Listing

Chart of Accounts Inguiry

Transaction History
Journal History
Transaction Detail History

Review Work In Pregress Transactions
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12 Batch Query

Collections

Payments

Adjustments
Refunds

Uncollectables

Treasury Receipts

Y

Batch Entry

Treasury Receipts
Receipt Edit List
Submit Batches

Restore Batches

Post Batches

Treasurers Receipt Cover Sheet (Submitted Batches)

Treasurers Receipt Cover Sheet (Posted Batches)

Treasury Receipt Codes

Treasury Receipt Code Category Table

Bill Type

Bill Category

Batch Query

Revenue Collections-Treasury Receipts September 2024
P e i D T Eris Work in Progress Transactions
Goto FY  Account Number
J— [LOO0-G00-0000-000-00-00-10d00 Type Asset Status Active
CASH. UNRESTRICTED CHECKING Sub-Type Control Fund Status  Active
View By Opening Balance Opening Bal Adj Encumbrance Debits Credits. Remaining Balance
Actuals | 3599723,59 | | 23499646 | 201969.70 | 363275035
t# wip | | | 170881,89 | 74121977 | -570337 .88
2 Reference# TrxCodg Trx Date[User Batch Reference®| Line| GL#=| Amount{Type Display - Entered By
DPOL | 26-5ep-2019 1845609 120 10 700,00 (DR THERESA
3 Trx Date OPOL | 26-Sep—2019 1845610 140 10 75,00 IR THERESA
OPO1 | 26-Sep—2019 1845614 180 10 1000000 (DR THERESA
Goto DPOL | 26-Sep—2019 1845615 190 10 4000000 [IR THERESA
up

This screen displays all the Treasury Receipt batches in
the system. To access this screen, from the menu,

select:

Collections P Treasury Receipts P Batch Query.

1.

The [1 Actions] button
applies to the selected

Transfer To...

batch; depending on

the batch

status, there

Goto Batch
Restore Batch

Print Edit List

Print Cover Sheet

are different actions

available.

Submit this Batch

Post this Batch

The [2 Batch] button
sorts the list of batches by batch number; a
batch number may be entered directly into the
field to bring the display to the batch number

The [3 Batch Owner] button is used to sort the
display by batch owner; a username may be
entered directly to find batches owned by the

user.

4. The [4 Original] button is used to sort the screen by the originator of the batch; a username may be
entered directly to find batches originated by the user.

The [5 Batch Report] will prompt the user to enter up to nine batches and produce a user batch
report. Only batches owned by the user will be available for reporting.

@ All Batches will display all batches in the system; ® In Process will display only those batches in
entry or submitted status; ® Submitted will show only batches submitted and waiting to be posted;

® Posted will show only posted batches.
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Batch Query
G (®) All Batches () In Process () Submitted () Posted
1 Typ Deposit Date Submit Date Post Date #Trx Expected Amt Entered Amt  Locked
i [THERESA R [26-Sep—2019 1 235,00 235,00 "
E15  [THERESA THERESA R [30-Fug-2015 [30-Aug—2013 [03-Sep—2013 | 3 500,00 500,00
815 THERESA [THERESA (& 1 2000, 00 200,00
ERE] [THERESA [THERESA R 05-Jul-2019 5 25220,00 25220,00
757 [THERESA HENDY A |1d-Feb—2013 1 5,00 5,00
ILLANM R 110 £992.41
747 [THERESA [THERESA R |15-Jan-2019 |[15-Jan—2019 [15-Jan-2019 4 3900, 00 3900,00
7d3 [THERESA AMTHEA A 0d-Jan-2019 |0d-Jan—2019 [0d-Jan-2019
742 ITHERESA ITHERESA A 04-Jan—2019 |04-Jan—2019 [17-Apr—2019 2 W
Ready Lkup up

September 2024

13 Treasury Receipt History

The history screen has seven different tabs that will display history. Each is described in the sections below. The

items common to all screens are identified by the purple lettered flags 0 through 3

Treasury Receipt History
Goto...
REETD ‘@ Year I Cods@ B4SEFTTUR Page
S-Edit List
0-Excel
I | | | | 1
eiotal Record(s) 2 oTotal for this Year & Code 700,00
&-Batch Info Cash Check 500,00 Other Code CK TR# #Attachnments Mone
Check# Card# Explate (0000 Receipt 46265 Mote: BoH License
Lkup up

Key Description

A Year (the primary key field for this tab of the screen)

B Code (the secondary key field for this tab of the screen)
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Key Description
[9 Edit List] — will produce an edit list using the following prompts. The list is available in
Print/Preview/PDF® format as well as Excel®.

B Task 4625: Treasury Receipt History Print List s

Treasury Receipt History Print List

Optional: Enter Bill Year D

Optional: Enter Treasury Receipt Code Edit ‘u values: |
Optional: Post Date Range (mmddyyyy) From: | |Tu: ‘ |
Optional: Deposit Date Range [mmddyyyy] From: | |Tu: ‘ |

C Optional: Enter up to 9 User Batches Edit ‘u values: |

Optional: Include only Batches by this user | ‘ |

Optional: Enter up to 9 Department Edit 0 values:

Optional: Enter up to 9 Bank Codes Edit 0 values:

Print Report as: ® Detail © Summary

Sort Report By: O Batch O Department @ Deposit Date () Treasury Receipt O Payment Date
Optional: Enter Pay-Trx Date Range [mmddyyyy] From: | |Tu:| |

Run as @ preview O Print - OPDF O Excel
If Printing use Duplex @ ves () No

Lookup Cancel Clear All

[0 Excel] — will produce an instant list of the data currently shown on the query screen

(&] Microsoft Excel - TR_History_ByVear_THERESA[1]xml - o x
18 - £ v
A B c D E F E H i 1 K L " [ o |
D 1 Year de Pay Date Deposit Date Trx # Account Number Account Description User Batch Pay Amount Trx Note User Bank Category 1 Category 2 TR¥
2 "2019 249BFMTUP 05-Jun-2013 05-Jun-2019 1,859,585 1000-510-0000-000-00-00-40004 GENERA-LICENSES/PERMIT 799 500.00 BoH License THERESA BOA
3 2019 2495FITUP 06-May-2019 06-May-2013 1,859,561 6530-000-0000-000-00-00-48505 ULTA BEAUTY FIT UP REVEW - 2438 HART 790 200.00 this s another long note to see whatdi ANTHEA CRB
4 # Records 2 700.00
5
7
-
44> | Rchisexcel 73 7 Chl i ] »
Ready | |[EmEm 100% (= [} (F)

Total Record(s) shows the total number of records on the current query

E
E Total Dollars shows the total dollars for the current query
Batch Info is a toggle button. It shows what types of payment (cash, checks, card), any attachments and
any notes.
8-Batch Info Caszh Check GO0,00 Other  Code CK TRE# #Attachrment=s Mone
Check # Card# Explate 0000 Feceipt 46265 Mote: BoH License
G &-Pay Info Batch 799 Entered by THERESA on 05—Jun—2019 Trwx# 1859585 Trw,Code CEC Counter re
Dates—lepo=zit 05—Jun-2019 Revenue Posted 05-Jun—2019

Pay Information toggles with batch info; it shows the batch number, entry user, date of entry, deposit
date and revenue date
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13.1 TR History by Year

The screen will show each different code used during the year; the data always shows the Pay Date, Transaction
Number (Trx#), Account Number, Batch Number, Payment Amount, Transaction Note (if supplied), and an
[ATTACH] button to display the attachments screen for that transaction.

Treasury Receipt History

Goto....

Actions ‘ D vear I coddEp FaTEFITIP Page

S-Edit List
0-Excel
-'ea % 2-Batch 6 3-Receiot 6 4-Pay Date 6 s-Code 6 8-Trx Number 6 7-TR# ]
Pay Date Tre#|Account Number Batch Payment Amt[Transaction Note |attach
05-Jun-2019 1859585 [1000-510-0000-000-00-00-40004 EE 500,00 [BoH Licerse ATTACH
06-Hay-2019 1859561 [6580-000-0000-000-00-00-43605 790 200,00 [this iz another long note to see w | ATTACH
eTotal Record(s) 2 eTolaIforlllis\‘ear&Code FO0 00
8-Batch Info Cash Check 500,00 Other  Code CK TR# #Attachrments Mone

Check# Card# Explate Q000 Receipt 46265 Mote: BoH License

Lkup up

13.2 TR History by Batch

Each batch includes a record for each transaction within the batch. The records are sorted in TR code order, as
on all screens. Year, Code, Pay Date, Transaction Number (Trx#), Account Number, Payment Amount, and
Transaction Note are the columns on this screen.

Treasury Receipt History by Batch
Goto...
CEETS ‘ Batch ENE] Page
9-Edit List
0-Excel
1-Year I 2-Batc I 3-Receipt 4-Pay Date 5-Code 8-Trx Number 7-TR#
Year |Code Pay Date Tre#|Account Number Payment Amt[Transactions Note Attach
2020 |111FREIME [30-Aug-2019 (1859681 |1000-000-0000-000-00-00-43235 47,50 [Sample line note that holds & m | ATTACH
2020 |ABANDON E0-Aug-2019 (1859680 [3140-000-0000-000-00-00-25200 25,00 Mote required ATTACH
2020 WSTRAFFIC [30-Aug-2019 (1853652 [B530-000-0000-000-00-00-48515 427,50 [Sanple line note that holds & m | ATTACH
Total Record(s) = Total for this Batch 500,00
8-Batch Info Cazh Check 47.50 Other Code CK TR# BE75309  #Attachrments 1
Check# Card# Explate 0000 Receipt 46339 Notei Sample line note that holds
Ready Lkup up
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13.3 Treasury Receipt History by [3 Receipt]

September 2024

Each batch includes a record for each transaction using that receipt number. The data is presented in TR code
order. Year, Code, Pay Date, Transaction Number (Trx#), Account Number, Payment Amount, and Transaction
Note are the columns on this screen

Treasury Receipts History by Receipts
Goto....
Actions. Page
8-Edit List
S-Excel
1-vear 2-Batch 4-Pay Date 5-Code 6-Trx Number 7-TRa#
Year |Code Pay Date Tre#|Account Number Payment Amt(Transaction Mote Attach
2020 |111FREIME [30-Aug-2019 (1859681 |1000-000-0000-000-00-00-43236 47,50 |Sample line note that holds a [ ATTACH
2020 WSTRAFFIC [30-Aug-2019 (1859682 |RES0-000-0000-000-00-00-45515 427 80 [Sanple line note that holds & | ATTACH
Total Record(s) z Total for this Receipt 475,00
8-Batch Info Cazh Check 47,50 Other Code CK TR# B675309 #Attachrments 1
Check# Card# Explate 0000 Receipt 46339 Motei Sample line note that holds
Ready Lkup up

13.4 TR Receipt History by [4 Pay Date]

Year, Code, Transaction Number (Trx#), Account Number, Payment Amount, and Transaction Note are the
columns on this screen

Treasury Receipt History by Date

Goto

CEEED Pay Date Page

9-Edit List

0-Excel

1-Year 2 Batch 3 Receipt 5 Code 8-Trx Number 7-TRE
[Vear [Code Tre[Batch [Eccount Humber Fayment Amt[Transaction Note [Ettach
2019 |ALTFRINT  |1844624 [1204135509 [5020-000-0000-000-00-00-42001 58,93 ATTACH
[2019 |ATHREV 1844623 (1204185509  [5100-000-0000-000-00-00-42001 120000 ATTACH
[2019 BUILDING  [1844351 |120318MN03  |L000-000-0000-000-00-00-dd250 1040 .00 ATTACH
2019 [BYLAWFEE  [1844630 [1204185509  |5350-000-0000-000-00-00-42001 1473.80 ATTACH
[2019 DEMTALRET (1844383 |120318MNO2  |1000-000-0000-000-00-00-21940 40,97 ATTACH
[2019 DISPOSAL (1844631 |1204185509  |1000-000-0000-000-00-00-44286 100,00 ATTACH
[2019 DISPOSAL (1844632 |1204185509  |1000-000-0000-000-00-00-44286 100,00 ATTACH
(2019 [ELEC 1844371 [120318MNO3  [1000-000-0000-000-00-00-44254 150,00 ATTACH
[2019 ELEC 1844373 [120318MNO3 [1000-000-0000-000-00-00-44254 6360.00 ATTACH
[2019 [LSDOTUTIT (1844625 |1204185509  [§170-000-0000-000-00-00-42412 480,00 ATTACH
[2019 [LSOOTUIT (1844628 |1204185509  [5170-000-0000-000-00-00-42412 480,00 ATTACH
[2019 MISCELLREY [1844377 |120318MN03  [1000-000-0000-000-00-00-48400 2678 ,6d4 ATTACH
(2019 POETAIL 1844375 [120318MN03  [1000-000-0000-000-00-00-42150 155.20 ATTACH
[2019 |PLUMB 1844373 [L20318MN03  [1000-000-0000-000-00-00-44251 170.00 ATTACH
Total Record(s) 27 Total for this Date 442717 .81
8-Batch Info Cash Check 1,000,00 Other Code CK TR# #Attachnnents Mone
Check# Carc# ExpDate 0000 Receipt 46091 Mote:
Lkup

up

The data is sorted by
TR code; as shown,
there are multiple
batches for this one
date.
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13.5 TR Receipt History by [5 Code]

Treasury Receipt History by Code

Goto...

Actions Code Page

9-Edit List

0-Excel

1-Year 2-Batch 3-Receipt 4-Pay Date 5-Code 6-Trx Number T-TR#*
[Vear |Pay Date Tne#[Batch |Account Number Payment AmiJTransaction Note |Attach
2019 [03-Dec-2018 1844525 (1204185509  [5170-000-0000-000-00-00-42412 480,00 ATTACH
(2019 [03-Dec-2018 1844628 (1204185509  [5170-000-0000-000-00-00-42412 480,00 ATTACH
(2019 [19-Hov-2018 (1843215 [111918MNOL  [5170-000-0000-000-00-00-42412 240,00 ATTACH
(2019 [1d-Hov-2018 1842204 [111418F501  [5170-000-0000-000-00-00~-42412 750,00 ATTACH
(2019 [1d-Hov-2018 (1842208 (1114186501  [5170-000-0000-000-00-00-42412 60,00 ATTACH
(2019 |07 -Hov-2018 (1841650 [L10718ES21  [5170-000-0000-000-00-00-42412 360,00 ATTACH
(2019 |07-Nov-2018 (1841699 [110718ES21  [5170-000-0000-000-00-00-42412 700,00 ATTACH
2019 31-0ct-2018 (1839901 [103118MN07  [5170-000-0000-000-00-00-42412 360,00 ATTACH
(2019 [31-0ct.-2018 1839903 [103118MN07  [5170-000-0000-000-00-00—42412 360,00 ATTACH
(2019 [29-0ct-2018 [1835600 [L02518MNO3  [5170-000-0000-000-00-00-42412 300,00 ATTACH
(2019 [2d4-0ct-2018 1835676 [102418MNO3  [5170-000-0000-000-00-00~-42412 300,00 ATTACH
(2019 [23-0ct.-2018 (1835486 [102318MN03  [5170-000-0000-000-00-00—42412 1500,00 ATTACH
(2019 [15-0ct-2018 (1822823 [L01518MN04  [5170-000-0000-000-00-00-42412 300,00 ATTACH
[E0T3 |57 —5ep-2018 1532696 1004 1EPN03_[5170-000-0000-000-00-00-424 12 120,00 ATTACH
2019 |05-5ep-2018 (1826705 (0305186501 [5170-000-0000-000-00-00-42412 18000,00 ATTACH
(2018 [15-May-2019 1792371 [051518MNOL  [5170-000-0000-000-00-00-42412 60,00 ATTACH
(2018 |01-May-2018 [1789926 [0S0118MNOZ  [5170-000-0000-000-00-00-42412 60,00 ATTACH
2018 [01-May-2018 1789928 [050118MNO2  [5170-000-0000-000-00-00-42412 B0,00 ATTACH
(2018 [20-Apr-2018 1792307 [051418E501  [5170-000-0000-000-00-00-42412 30,00 [UNIPAY ATTACH
(2018 [27-Mar-2018 (1774891 [0 18MNOS  [5170-000-0000-000-00-00-42412 135,00 ATTACH
Total Record(s) 271 Total for this Code 391135.58
&-Batch nfo Cash  Cheok 480,00 Other Code CK TR#  #fittachrments Mone
Check# Carc# ExpDate 0000 Receipt 46030 Note:
Lkup up

13.6 TR Receipt History by [6 Trx Number]

September 2024

Year, Pay Date,
Transaction Number
(Trx#), Batch #, Account
Number, Payment
Amount, and
Transaction Note are
the columns on this
screen

Since the screen shows
the transactions by
Code, there is no need
for a Code column.

Year, Account Number, Pay Date, Code, Batch #, Payment Amount, and Transaction Note are the columns on

this screen.

Treasury Receipt History by Trx#

Goto...
REETS Transaction# Page
S-Edit List
0-Excel
1-Year 2-Batch 3-Receipt 4-Pay Date 5-Code §-Trx Numbe: T-TR#
Year |Account Number Pay Date Code Batch Payment Amt|Transaction Mote [Attach
2019 |2020-000-0000-000-00-00-42520 13-How-2018 |LLUNCH [MEAL111315 10,00 [M¥SCHOOLBUCKS ATTACH
Total Record(s) 1 Total for this Code 10, 00
2-Batch Info Cash 10,00  Check Other  Code CS5 TR# #Attachnnents Mone
Check# Card# Explate 0000 Receipt 46120 Mote: MYSCHOOLBIUCKS
Lkup up

Since the screen shows the transactions by Transaction Number, there is no need for a Transaction Number

column.

13.7 Treasury Receipt History Attachments Screen

This screen pertains to the receipt chosen when the [ATTACH] button was clicked on the Treasury Receipt
History screen. To switch to a different receipt, return to the [0 History] screen, select the new receipt, and click
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the [ATTACH] button. The buttons on this screen are detailed below; the letters in the first column correspond
to those in Figure 23.

Treasury Receipt Attachments

Goto...
— Year 2020 TreDate  20-Aug-2019  Code WSTRAFFIC W S ¢SHOPEBELL »TRAFFIC

Account E5B0-000-0000-000-00-00-48515
Line Mote Sample line note that holds & maximum of eighty characters

Seq¥ |Description Filename Buttons ~
Corrected and onitted szample 1099 1099MiscCorrectAndOnitted , pof TVIewﬁ sﬁma\e 9 Remove
2

Actions

Tax delinquent list Tax_Delinguent ,csv

[ 1 |
o 0 History ©  6addatachment

Ready

Figure 23 The Treasury Receipt Attachments History screen
Ke Button Label How Used

. To return to the treasury receipt entry screen
a [0 History] ¥ P ¥

Add an attachment to a treasury receipt. The file to be attached should be

located on a network drive that is always available; consult the local system

b [6Add Attachment] e y y
administrator.

To view existing attachments, in whatever format is associated with the file

. . ® ® .
c [7 View] type (for example, .CSV will open in Excel®, PDF® will open in Adobe

Acrobat® )
To email an existing attachment, with notes, to any email address; a copy of
q [8 Email] the email will be sent to the person initiating the email if they have an email
set up on their user profile
To remove attachments that were added in error or are no longer needed
e [9 Remove]

13.8 Treasury Receipts Batch Attachments

Some sites use decentralized data entry for Treasury Receipts. These sites allow departments to send multiple
receipts on the same “cover sheet” or “turnover report”.

| &Add Batch Attachments _
Use the button to attach document(s) to a batch. When the batch is posted, any

documents attached to the batch will have a link to individual transactions.

This allows attaching a document once to be linked to all transactions. Attach documents to individual
transactions that require detailed information and attach a document at the batch level to connect to all
transactions in the batch. A maximum of 200 batch attachments is allowed per batch.
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Treasury Receipts
G 2-Edt Note Tendered Cash Back Applied Total
Actons s g THERESA No text available cash-con | |
Batch 871 CashpPaper | [
Pay-TrxDate  05-Mar-2020 Check
o) Deposit Date Other
Enter Receipts

Account Number

Qty Amount Received

Year TrxDate Code Note
p5-Mar-2020 [0000-000-0000-000-00-0 0 I |

Click on

[4 Add Batch
Attachments]
(the number in (#)
parenthesis is the

Accepted Receipts  S-acoy TR# 6 Add Batch Attachments (4) 4-Copy Note number of
!ﬁi e % }m - 140737@1m attachments
L e ] ] ——1 L
- a—— E— Click the [6 Add
C— | j—— P — , Attachment]
\ button and select
\‘ the attachment in
Treasury Receipt Batch Attachments the Windows
= Bl Explorer
Wﬁ:“m&" RPASR Fesioe (@ uﬂ:-:;w 8 Email 9 Remove CIiCk- to
e e —— 7 Viewl
mail], or
L ——— T T, [9 Remove]
,—|—9 —'—9 attachments
w &6 Add Attachment__D
QReturn to the

Figure 24 After — New Treasury Receipt Batch Attachments screen

[0 Entry] screen
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13.8.1 Transaction History » View Attachments after Posting

Once the batch is posted, all attachments (both individual and batch) are shown on the Treasury Receipt History
screen. The history screen presents information by Treasury Receipt Code. Click on:

Collections P Treasury Receipts P Treasury Receipt History P [2 Batch]

The example in Figure 25 shows the treasury receipt history for Batch 1008, code 160HPAVING — click on the
[ATTACH] button to view the Treasury Receipt Attachments screen.

|E [AUC] 4085-Treasury Receipt History by Batch |
Treasury Receipt History by Batch

Goto.

Actons ‘ Batch [TEECHNN Page

9-Edit List
0-Excel
1-Year 2-Batc! 3-Receipt 4-Pay Date 5-Code 6-Trx Number 7-TR#
[Year |Code Pay Date Tre#|Account Number PaymemAmﬂ?ransactions Note /|At‘lach |
2021 [160HPAVING [28-May-2021 [2134810 [6580-000-0000-000-00-00-46877 25,00 ] arrach 1
Attach
ATTACH
Total Record(s) 1 Total for this Batch 25,00

8-Batch info Cash Check 25,00 Other Code CK TR# #Attachrments 1

Check# Card# ExpDate 0000 Receipt 83774 Note:

== [AUC] 4108-Treasury Receipt Attachmentsl v
Treasury Receipt Attachments
Goto.
e Year 2021 TreDate 28-May-2021 Code 160HPAVING 160 HIGH STREET PAVING T 2134810 Batch 1008
Account E580-000-0000-000-00-00-d6877
Actions
Line Note
Seq# [Description |Filename /Tpuﬂons
test 01122021-test , txt l i Seamais i il
Buttons
L] I 7 view 8 Email 9 Remove

| 0 History N, [\ &Addattachment N

| 0 History | \[ 6AddAttachment |

Figure 25 The Treasury Receipt History Attachments screen

Attachments may be [7 Viewed], [8 Emailed], [9 Removed] and [6 Added] from this screen. Click on the
[0 History] button to return to the TR History screen.

This screen holds attachments created during the TR batch entry and those attached to the posted batch en-
masse as described in section 13.9.
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13.9 Add Attachments to Transactions in a

This feature allows attaching a document to all the transactions
be used if all the paperwork for a batch was scanned to a single
that batch.
,‘Eﬂ;l This does not create multiple instances of

@, £ links to the attachment.

September 2024

Posted Batch

in a posted Treasury Receipt Batch. This might
PDF® file to be attached to each transaction in

the attachment, just multiple

This will allow “reaching back” to batches created prior to the availability of the new feature described in

Section 13.8 above in this document.

Add Posted
Batch to
Screen

Post

Attachments

Attachments
to Batch

View/Email
Attachments

Begin by adding the

Add Attach ts to Posted Batch
oo o m— o—— batch to the attachment
aetons Par T bt DepositDate screen.
[Seq# [Description [Filename yd [Buttans ry
Add Batch for A 1) Click on
Required: Enter User Batch I 7 Add Batch | and

either 2.) enter the batch

number or 3.) select the

] RC Batches by Batch
I~

15-J 2019 Receipt
17-Jan-2019 Receipt
21-Jan-2013 Receipt
28-Mar—2019 Receipt
05-Apr-2019 Receipt
08~Apr-2019 Receipt
08-Apr—2019 Receipt
08-Apr-2019 Receipt
17-fpr-2019 Receipt
06-Hay-2019 Receipt

739 THERESA 05-Jun-2013 Receipt
818 THERESA 30-Aug-2019 Receipt.
819 FHTHER 03-Sep-2019 Receipt
331 THERESA 11-Hov-2019 Receipt
944 THERESA 11-Hov-2019 Receipt
845 THERESH 11-Hov-2019 Receipt
856 THER 05-Dec—2019 Receipt
6 Add Attachment 0 Post Attachments to Batch a57 RHTHER 05-Dec-2019 Receipt
860 THERESA 06-Dec-2013 Receipt

P ookip 2 ok Cancel  Clear Al
\
e~ X

batch from the lookup.

-2019]
2019

15-Ja 019
17-Jan-2018 17-.
21-Jan-2019 21-Jarn-2013
-Mar-2019 28-Har-2019
05-Apr-2019 05-APr-2019
08-Aer-2019 08-fer-2019
08-Apr-2019 08-fpr-2019
26-Sep-2019 26-Sep-2019
26-Sep-2019 26-Sep-2019
06-May-2019 06-Hay-2019
05-Jun-2019 05-Jur-2013
30-Aug-2019 03-5ep-2019
03-Sep-2019 03-Sep-2019
11-Nou-2018 11-Now-2013

Only posted batches with
at least one Treasury
Receipt will be eligible to
be added to the screen.

11-Now-2019 11-How-2019
11-Now=2019 11-Now-2019
05-Dec-2019 05-Dec-2019
05-Dec-2019 05-Dec-2019
06-Dec-2013 06-Dec-2019

PE or x)

Find

Search  Cancel  Help Eof

Figure 26 The Add Attachments to Posted Batch Screen
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\ f'r Note — check that the USERNAME is correct on the selected batch to ensure
Wg.;__&ﬂ that the correct batch is chosen.

d Attachments to Posted Batch

7 Add Batch

Batch 72
Username THERESA 8 Delete Batch

it Date 02-Mar-2020

Pay-Trx Date 05-Mar-2020

6 Add Attachment

Next, click on the I button to select the attachment file to be added to the batch. The
standard Windows File Explorer screen will be displayed allowing selection of the file to be attached.

== Open %
« v <« admhome > auc > RCMOD > Mis » Lis v Do Search Lis P C“Ck on the f||e to be
Crenie I hiowfosier o ‘j © attached and click on
- * Name Date modified Type ~| [Open].
Hip

) RCUnpBatchLstxml
Obj L) 20_VIEWPOINT.CSV

3 30 VEWPOINT.CSV As with any attachment in

B Thi 3
.Thls - &) 10_VIEWPOINT.CSV the AUC system, the files
Desktop )
=P Ssnddonimsesadill must be continually
n =] COMBBILRPT_THERESA.TXT I b/ C I h l I
¥ Downloads 35} Combined_Bill_Statement 4644 THERES... sisbesons | Gvallable. Consult the loca
)l Music Combined_Bill_Statement_4644_THERES... Adobe System administrator to
&= Pictures @ Combfned_BfII_Statement_4644_THERES,.. ensure that theflle /Ocation
; Videos B Combined_Bill_Statement_4644_THERES... . i
& Local Disk (C) [£) Combined_Bill_Statement_4644_THERES... is appropriate.

@ Combined_Bill_Statement_4644 THERES...
s pluto_data (D:) =

oy >

File name: | Combined_Bill_Statement_4644_THERESA([8].pdf v| |Allfiles ** v
< Open g |v Cancel

Add Attachments to Posted Batch
Batch Bas ] 7 Add Batch
U af
e nts owostome  terors The Add Attachments to

Futtons - Posted Batch screen will be
TR J re-displayed with the
“ selected attachment. Enter

UPVONOUIN WpwerI

T = o description text.
Click on the EE— button to add another attachment to the batch.

0 Post Attachments to Batch

To complete the process, click on

Prior to posting attachments to the batch, if an error is discovered, click on I 8 Delete Batch to remove

the batch from the screen and start fresh. See section 13.8.1 for viewing posted batch attachments.

Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Updated 16 September 2024 Page 57 of 67



ADMINS Unified Community

RC-1320 Treasury Receipts

Revenue Collections-Treasury

14 Accounting Cycle

A typical treasury receipt will post as follows:

General Ledger
DR Cash

CR Revenue Control

Receipts

Subsidiary Revenue Ledger
Revenue Account

CR

September 2024

This section contains instructions on how and where to set up the account numbers used when processing

Treasury Receipts.

The account numbers used in the Treasury Receipts transactions need to be defined in 3 places:

To set up the...

Cash Account

Revenue Control Account
Up to 4 Debit/Credit Accts

14.1 Defining the Cash Account

Go to this screen...
Collections » Treasury Receipts P Bill Category. See Accounting Tab
Ledgers P Account Maintenance » General Ledger Controls. See Line 2.
Collections » Treasury Receipts P Treasury Receipt Codes

Set up which Cash Accounts are to be updated when receipts are processed on the Bill Category P Accounting

Tab. In this example:

== [AUC] 4004-Bill Category [theresa]

- [m] X
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets  Human Resources  Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help
B S E e » 0 U4 LS T H
Bill Category

Goto Year Type Description
Actions mew 32 Treasury Receipts

Categories 1 Accounting 2 Associations 3 Groups 4 Sub-Cateaory 5 Flags G

Category Description ___Adjustment Allowed this Category___
o Treasury Receipts Mone Charge Payment Both
Account Number G/L Account Description Summarize Posting?
1 Cash - #¢2-000-0000-000-00-00-10400 ——1 Cash ® No O Yes
y

8 Delete Category

3 Deferred Revenue K000-000-0000-000-00-00-00000

——3 Deferred Revenus

—d AR

——6 Abatensnts

Clear Order 4 AR J000-000-0000-000-00-00-00000
Clear Akt Order

§ Abate/Exempt Overlay 000-000-0000-000-00-00—-00000

Copy Bill Year 6 Tax Title J000-000-0000-000-00-00-00000
Copy Bill Type

—=8 Tax Title

7 Revenue Writs-Off K000-000-0000-000-00-00-00000

—10 Revenus Hrite-0ff

9 Edit List 8 F Balreserved Overlay 0000—-000—-0000—-000-00—-00—-00000
0 Bill Tvpe Table

D Excel Post Order
U Excel Account Rule

——=7 F Bal reserved Overlay

Active

The “****” represent wildcards to be used during posting. This means that the FUND number for the Cash
account will be replaced with the FUND number from the individual receipts to determine which cash account to

update during the posting.
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14.2 Defining the Revenue Control Account

Ledgers

Account Maintenance

Journal Entry Processing

Posting Contral
Cueries

Reports

‘fear-End Processing
Unpost Processing
Madule Maintenance
Interfaces

Site Specific

B it i s, T, G SEEEE SEEE o W

Ledgers Help

Chart of Accounts
Account Elements
Fiscal Periods

General Ledger Controls

DT/DF Accounts
Summary Accounts
Allocation Codes
Account Security
Subclass Codes
Entity Table
Maintain Crosswalk
Budget Groups
Revenue Types
Element Category 1
Element Category 2
Element Category 3
Element Category ¢

September 2024

Control Accounts are the Balance Sheet offset accounts that are

Bark Codes

[ AL ] L0 S-Plalntain General Ledger Controls [katbyc]

used during posting procedures to keep the Balance Sheet in
balance. Control accounts are defined by “Fund” to keep each
Fund within the Balance Sheet in balance.

Fle Edt Ledgets Purchads Orders  Afoounts Paysbls Humaeh Pesources Bucget Collsctions  Properly Tax  Mober Exiise  Systen  Favorlles  Help
Ro|@ @] ol =]+ || &5 o
Maintain General Ledger Controls
G
Actions F Fuimnd Dhxserigtion Funi Sisfus
B oo Gerwral Fureed OFEH
1Sl Lbt Ling Account Humbar Dwpscripion Symmarize Postings?
T —1 Cath r
B LA =y = == O == A D) Feyerwes =
pl
r
Fevenus E [0 = M= 0 =0 = (= 01= 3310 Revernes [+
TR Gy T e e e i ) eI D FLURD BLMLE T
Suspansy o - - - - - - ——10 Sutperas r
Dnstt T I e v ] Suspense r
o From 12 === (=)= =BBERE Suspense r
Dyscourts 13 =00 =C000-000=00=00=-20200 FCCOUMTS Py RBLE r
Accned Payrod - - - - - - —14 fccrued Pagroll r
Pavyr ol Expnune Contiod = | - - - - - - =15 Payrell Experditure Contrel r
Expenciturg Appr Fevdd Bty T - = - = =16 Expenditure Pppr Forvard Equity [
Othaw Firancing Lises 17 ==17 Dther Financing Usss r
COther Francing Sources 1B - - - = ==18 Dther Financing Sources =
Ready Stabus: Control Accounts Adhe
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For Treasury Receipts, the REVENUE CONTROL Account number must be supplied. Ifitis not present for each
fund against which receipts are processed, then those receipts will not be posted. The system will not allow
posting to a Fund unless their control accounts have been supplied here.

Use wildcards if needed. In the example below, the Department Number is a wildcard. This means that when
the system tries to post receipts, it will look for a Cash account for each department it is processing.

| Revenue E |LO00—#2—-0000—-000-00-00-10400 Revenues |

14.3 Defining the Account Codes

The individual revenue accounts that are to be used on the Treasury Receipts are defined by setting up a
Treasury Receipt Code. By using codes, the system allows normalizing the data and performing analytics on the
type of revenue being collected. RC-1340 Managing Treasury Receipt Codes — Add, Delete & Edit provides
detailed information and instructions for defining the accounts for Treasury Receipt codes. See also section 3.2
in this document.

14.4How It All Works During Posting

This section explains how everything gets posted to the Ledgers based on the different setup option.

14.4.1 All Receipts to One Fund

Suppose the following 4 receipts were being posted:

Accepted Receipts
2008  20-Aug-2007 PERMGAS 1000-000-0000-000-00-00-44252 5 425.00 Cash
2008  19-Aug-2007 PERMELEC 1000-000-0000-000-00-00-44254 5 375.00 Cash
2008  20-Aug-2007 PERMBLDG 1000-000-0000-000-00-00-44250 New Subdivision 5 625.00 Cash
2008  20-Aug-2007 MARRIAGE 1000-000-0000-000-00-00-42540 3 30.00 Cash

And the Cash account was set up as follows:

Account Number

GL Account Description Summarize Posting?
Cash = =-000-0000-000-00-00-10400 -—-1 Cash T Mo Yes
And the Revenue Control Account was set up as follows:
Revenus B [0 = a0~ 0N =0 = =)= 32100 Reverwes [+
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Then these receipts would be posted as follows:

General Ledger
Description Account# Debit Credit
Cash 1000-000-0000-000-00-00-10400 30.00
Revenue Control 1000-000-0000-000-00-00-39100 30.00
Cash 1000-000-0000-000-00-00-10400 625.00
Revenue Control 1000-000-0000-000-00-00-39100 625.00
Cash 1000-000-0000-000-00-00-10400 375.00
Revenue Control 1000-000-0000-000-00-00-39100 375.00
Cash 1000-000-0000-000-00-00-10400 425.00
Revenue Control 1000-000-0000-000-00-00-39100 425.00
Total: Balance Sheet 1,455.00 1,455.00
Revenue Subsidiary Ledger
Description Account# Credit
Marriage Certificates 1000-000-0000-000-00-00-42940 30.00
Building Permits 1000-000-0000-000-00-00-44250 625.00
Electrical Permits 1000-000-0000-000-00-00-44254 375.00
Gas Permits 1000-000-0000-000-00-00-44252 425.00
Total: Revenue Ledger 1,455.00

14.4.2 Receipts to Multiple Funds

Suppose the following 4 receipts were being posted:

Accepted Receipts
2008 20-Aug-2007 PERMGAS 0100-000-0000-000-00-00-44252 5 425.00 Cash
2008 19-Aug-2007 PERMELEC 0300-000-0000-000-00-00-44254 5 375.00 Cash
2008 20-Aug-2007 PERMBLDG 1000-000-0000-000-00-00-44250 New Subdivision 5 625.00 Cash
2008 20-Aug-2007 MARRIAGE 1000-000-0000-000-00-00-42540 3 30.00 Cash
And the Cash account was set up as follows:
Account Nurl_iher GIL Account Description Summarize Posting?
Cash [ == 000-0000-000-00-00-10400 -—-1 Cash N0 € Yes
And the Revenue Control Accounts were set up as follows:
Maintain General Ledger Controls
G, .
Fr Furud T Fund Siaf
Ackons [zoee [oLee Wﬁ-#TPn':!ﬂ 31 ] CFEH "
1.5 Lint | Ling Account Mymbar Description Summatize Postings®
Cnzh B0 ===1 Cash r
Rierwsras L_ T2 =0 =D == =05 = 30 L 001 PEVEMLE r
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Maintain General Ledger Controls
G T e T

Fr Fund i Fund S1sus.
|zoee fezeE MER-OFERATTHG FLUKD OPEH

—

Ling Account Mumbar Cescriphion Summarize Postings
Lagh 'l._ I - - - - - - ===1 Cash r
Rrrwera E DE=00 =000 -000-00—00- 50100 REVEMLE r
Maintain General Ledger Controls
G | ———————
Achons Izﬁ % ﬂr'n'..:::xl :::wm
iR E Ling Account Mumbar Descriphion Summarize Postings ™
Lazh ||__| - . - - ===i Cath r
Rrrwera =000 -000-C0—0- 50100 Revenues F
Then these receipts would be posted as follows:
General Ledger
Description Accounti# Debit Credit
Cash 0100-000-0000-000-00-00-10400 75.00
Revenue 0100-000-0000-000-00-00-39100 75.00
Control
Cash 0300-000-0000-000-00-00-10400 250.00
Revenue 0300-000-0000-000-00-00-39100 250.00
Control
Cash 1000-000-0000-000-00-00-10400 625.00
Revenue 1000-000-0000-000-00-00-39100 625.00
Control
Cash 1000-000-0000-000-00-00-10400 30.00
Revenue 1000-000-0000-000-00-00-39100 30.00
Control
Total: Balance Sheet 980.00 980.00
Revenue Subsidiary Ledger
Description Account# Debit Credit |
Trash Penalty/Interest | 0100-000-0000-000-00-00-42030 75.00
Sewer Applic Fees 0300-000-0000-000-00-00-42301 250.00
Building Permits 1000-000-0000-000-00-00-44250 625.00
Marriage Certificates 1000-000-0000-000-00-00-42940 30.00
Total: Revenue Ledger 980.00
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14.4.3 Receipts to Multiple Funds, Multiple Accounts

Suppose the following 2 receipts were being posted:

Accepted Receipts
2008 0©5-Mar-2008 AMUSE 1000-000-0000-000-00-00-44112
2008 0©5-Mar-2008 LLUNCH 2020-000-0000-000-00-00-42920

And the Cash account was set up as follows:

1 325.00 Check
1 100.00 Cash

Account Number GIL Account Description
Cash e *=000-0000-000-00-00- 10400 e

Summarize Posting?
= Mo [ Yes

And the Revenue and Expenditure Control Accounts were set up as follows:

Maintain General Ledger Controls

Goto...
Actions FY Description Fund Status
1000 GEMERAL FUMD OPEM
1-Edit List |
I Line Account Mumber Description Summarize Postings?
Revenue E 1000-000—-0000-000-00-00-39100 Revenues I3
Expenciture E 1000-000-0000-000-00-00-39300 Expenditures r

K_\ Maintain General Ledger Controls
Goto...

- FY d Description Fund Status
Actions
EOQO SCHOOL LUMCH OPEM

A-Edit List |

I Line Account Mumber Description Summarize Postings?
Revenue E PO20-000-0000-000-00-00-33100 REVENHUE r
Expenditure _E PO20-000-0000-000-00-00-39200 EXPENDITURES r

And the Additional Debit/Credit Accounts that are set up for the Treasury Receipt Code LLUNCH are:
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Treasury Receipt Codes

Year EOOEI Do Hot Post? [~
Code JNIE JSCHOOL LUNCH-CAF REC Allow Override? [~ Default Amount |
Accounts Description Amount

1st Dehit O20-000-0000-000-00-00-10400 CASH, SCHOOL LUMCH

st Credit  P0O20-000-0000-000-00-00-42920 ECHDDL LUNCH. CAFETERIA RECEIPTS

2nd Debit |3 100-000—-0000—-000—-00-00-39100 REVENUE |
2nd Credit  PO20-000-3400-000-05-00-52400 LUMCH PROGRAM SERVICES |

3rdDebit  ROOO—-000-0000-000-00-00-00000 | |
drd Credit  ROO0-000-0000-000-00-00-00000 | |

4thDebit  PO00-000-0000-000-00-00-00000 I [
4th Credit  |PO00—000-0000-000—00—00-00000 I I

Then these receipts would be posted as follows:

General Ledger
Description Account# Debit Credit
Cash 1000-000-0000-000-00-00-10400 325.00
Revenue Control 1000-000-0000-000-00-00-39100 325.00
Cash 2020-000-0000-000-00-00-10400 100.00
Revenue Control 2020-000-0000-000-00-00-39100 100.00
Revenue Control 0100-000-0000-000-00-00-39100 100.00
Expenditure Control 2020-000-0000-000-00-00-39300 100.00
Total: Balance Sheet 525.00 525.00
Subsidiary Ledger
Description ' Accounti Debit | Credit
Automatic Amusement License 1000-000-0000-000-00-00-44112 325.00
School Lunch Cafeteria Receipts 2020-000-0000-000-00-00-42920 100.00
Lunch Program Services 2020-000-0000-000-00-00-52400 100.00
Total: Subsidiary Ledger 525.00

14.5 How to Summarize Postings to the Balance Sheet

In the previous illustrations, all the postings were shown in detail. This means that for every receipt posted to
the subsidiary ledger, two transactions were created in the Balance sheet. Reduce the number of transactions
posting to the Balance Sheet by using the Summarize Posting feature.
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14.5.1Summarizing to the Cash Account

On the Bill Category screen, Collections PTreasury Receipts P Bill Category, set the Summarize Posting radio
button to ® Yes to summarize postings of Treasury Receipts the Cash Accounts. In the example below, the FUND
element is wild carded. This means that postings to Cash accounts in all Funds will be summarized.

Bill Catagory

BoE 2| fireasury Recelpts

Categories 1 | - ot | Assocktions ] | L s | Growps s |

Category  Discriphion . Allgwsred] this Category
I Treaswry Peceipts i i~ = T

Accourd Number G Accow Descripbion Surmmarine Posting?
Cash o= G == == C0= 100 ===1 Cash C Ho  Yes

Firvens R R e U o i —--2 Reverie

14.5.2Summarizing to the Revenue Control Account

On the Maintain General Ledger Controls screen, Ledgers P Account Maintenance P General Ledger Controls,
set the Summarization checkbox in order to summarize postings to this Control Account for this Fund.

Maintain General Ledger Controls

Goin..
A Fr Fund De-srrighion Fund Status
B [ Genaral Fund OFEN
150 Liwl. E Ling AccountMymbar Descriphon Summarze Postings?

Cazh B0 - - =—=1 Cash r
v E (L= =00 ==l =00 = 30 100 By s =]

14.5.3No Summarizing to the Revenue Subsidiary Ledger Accounts

As this ledger must contain a complete and explicit audit trail of every transaction processed, this ledger cannot
summarize to the Revenue Subsidiary Ledger Accounts.
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14.5.4 Posting to One Fund

Suppose the following 4 receipts were being posted:

Accepted Receipts
2008 20-Aug-2007 PERMGAS 1000-000-0000-000-00-00-44252
2008 19-Aug-2007 PERMELEC 1000-000-0000-000-00-00-44254
2008 20-Aug-2007 PERMBLDG 1000-000-0000-000-00-00-44250
2008 20-Aug-2007 MARRIAGE 1000-000-0000-000-00-00-42540

Revenue Collections—Treasury Receipts

Then these receipts would be posted as follows:

General Ledger

New Subdivision

September 2024
5 425.00 Cash
5 375.00 Cash
5 625.00 Cash
3 30.00 Cash

Description Account# Credit
Cash 1000-000-0000-000-00-00-10400 1,455.00
Revenue Control | 1000-000-0000-000-00-00-39100 1,455.00
Total: Balance Sheet 1,455.00 1,455.00
Revenue Subsidiary Ledger
Description Account# Debit Credit
Marriage Certificates 1000-000-0000-000-00-00-42940 30.00
Building Permits 1000-000-0000-000-00-00-44250 625.00
Electrical Permits 1000-000-0000-000-00-00-44254 375.00
Gas Permits 1000-000-0000-000-00-00-44252 425.00
Total: Revenue Ledger 1,455.00
14.5.5Posting to Multiple Funds
Suppose the following 4 receipts were being posted:
Accepted Receipts
2008 20-Aug-2007 PERMGAS 0100-000-0000-000-00-00-44252 5
2008 19-Aug-2007 PERMELEC 0300-000-0000-000-00-00-44254 5
2008 20-Aug-2007 PERMBLDG 1000-000-0000-000-00-00-44250  New Subdivision 5
2008 20-Aug-2007 MARRIAGE 1000-000-0000-000-00-00-42540 3

425.00
375.00
625.00

30.00

Cash
Cash
Cash
Cash
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Then these receipts would be posted as follows:

General Ledger

Description Account# Debit Credit

Cash 0100-000-0000-000-00-00-10400 75.00
Revenue Control | 0100-000-0000-000-00-00-39100 75.00

Cash 0300-000-0000-000-00-00-10400 250.00
Revenue Control | 0300-000-0000-000-00-00-39100 250.00

Cash 1000-000-0000-000-00-00-10400 655.00
Revenue Control | 1000-000-0000-000-00-00-39100 655.00
Total: Balance Sheet 980.00 980.00

Revenue Subsidiary Ledger

Description Account#

Trash Penalty/Interest 0100-000-0000-000-00-00-42030 75.00

Sewer Applic Fees 0300-000-0000-000-00-00-42301 250.00

Building Permits 1000-000-0000-000-00-00-44250 625.00

Marriage Certificates 1000-000-0000-000-00-00-42940 30.00
Total: Revenue Ledger 980.00

15 Frequently Asked Questions

Here are some of the most asked questions:

15.1 What about Reversing a Posted Batch?

Yes, a posted batch can be reversed without needing ADMINS assistance. For detailed steps on how to reverse a
posted batch, refer to RC-205 Reversing a Posted Batch in the Revenue Collections Help Reference Library. Be
aware that reversing will affect the entire batch. For changes to specific bills, please carry out manual
adjustments.

15.2 How do | process a Bad Check?

A. BATCH CONTROL TOTAL -- Enter the amount of B. ENTER RECEIPTS — Enter the tendered amount in

the bad check(s) in the OTHER field. the other field and specify it as a Bad Check.

Expected M Pre Deposit

Cash{Coins) Cash-Paper Credit Card

Cashi{FPaper) S50, 00 DAL Wire Transfer

Check —Check | Bad Check

Other —150 ,mk/ __Other | Adjustment

Totals 830,00

Year Trx Date Code Account Humber Hote Oty Amount Received

Eo0g Eo-Aug-2007 HISC [L000-000-0000-000-00-00-48400 [ [ 3-Accept |
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