ADMINS Unified Community MB-130 Enter Payments
Miscellaneous Billing September 2021

This document describes how to create a batch, pay bills, and submit the batch within the Miscellaneous Billing (MB)
Collections module.

Create a Batch

Enter Receipts

*Edit Work in Progress on the Bill Entry or Detail Entry Screen

Submit the Batch

eRestore / Correct / Resubmit

Post the Batch
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ADMINS Unified Community MB-130 Enter Payments
Miscellaneous Billing September 2021

1. Create a Receipt Batch

All receipts are entered in batches. Even if a single receipt is to be entered, it must be in a batch. Before entering receipts,
create a batch. From the menu, select:

Misc Billing P Collections P Receipt Batch Entry

The system will display the collection batch entry screen, as shown below; the screen will be blank if there are no available
batches in progress.

= [AUC] 10300-Misc Bill Batch Entryl C“Ck [1 Add BatCh] to
Misc Bill Batch Entry Profil not restricted create a new batch. If
co Baich [ Batch Type Edtt Note desired, the batch ID
P Bank ERST (® Receipt No text available ifi i
. Partbnte AT Corment Cubide may be specified using
Deposit Date Toters N
1Add Batch sty up to ten alphanumeric
Sty e Entered Balance characters, including A -
2 Enter Receipts ——
= CashPap — , Z, 0-9 and underscores,
Bt Lst Other [ ™ Add New Batch X but
Totals ut no spaces.
e Enter Batch [Leave Blank for System-Generated Number] |
N [Toe= [Type
5 Restore Batn Fo. Trant Cancel Or leave the batch
ST number blank and allow
the system to assign the
9 Batch Listing .
next sequential number
0 Goto Last Beh
to the batch. Batch
.
numbers cannot be re-

used and must be

Active

unique.
Figure 1 Adding a batch to contain the receipts

[AUC] 10300-Misc Bill Batch Entry X

The system will display this prompt if invalid
characters are used. Enter the batch ID using only

9 P128-Invalid Characters. Only AthruZ 0thru 9 and Underscore _ are
valid characters.

valid

1.1. Buttons on the Batch Screen

Button How Used \
) This button presents a menu; click on:

Bill Payment Bill Payment to go to the payment entry screen

Edit List Edit List to produce an edit list for the current batch
Submit for Posting to submit the batch for posting (batch

Goto... Submit for Posting owners do not always have posting privileges)

Post Batches Post the batch to the Miscellaneous Billing subsidiary ledger and
put the batch in the General Ledger transactions to be posted

Exit Exit from the AUC system
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ADMINS Unified Community MB-130 Enter Payments

Miscellaneous Billing September 2021
Button How Used
Add Batch
Remove Batch
Actions Inactivate Record '
Edit List
Batch List
This button displays the Bill Payment screen for entering receipts. See section below for detailed
2 Enter Receipts | | _ playst ay g p
information on entering receipts.
3 Edit List Produce an edit list of the current batch. See below for details.
: Submit the batch for review and subsequent posting. Depending on each site’s business rules, the
4 Submit Batch .
batch owner may not be the one to post the batch. See below for details.
< Restore Batch Resthe a submljcted batch. Use this but_ton to retrieve a batch that was submitted prematurely or
requires correction. See below for details.
Post the batch to the subsidiary accounts and create a batch for subsequent posting to the general
& Post Batch ledger. This may be a restricted feature that is only available to selected users depending on the
site’s business rules. See below for details.
This is a very quick listing of all batches in process. The following prompt will be displayed allowing
the list to be filtered; all entries are optional; the report will list all batches by default:
B Task 10354: Batch Listing (All Batches) X
Quick List
Optional: Enter up to 9 User Baiches Edit | 0 values: |
Optional: Enter up to 9 Bank Codes Edit 0 values: ‘
Optional: Enter Pay Date Range From: To:
Optional: Enter Username | |
g Batch Listing Batch Type @® Al O Receipt O Adjustment
Select Status: @® all O open O Submitted O Posted
Run as @) preview O Print O PDF
If Printing use Duplex @ ves (O No
Lookup 0K Cancel Clear All

The filtering requires that all the entered criteria are met; if a “wrong” bank code is entered, the
report will not produce results. If no batches are dated within the specified Pay Date range, no
results; no batches by the specified user, no results.
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ADMINS Unified Community
Miscellaneous Billing

MB-130 Enter Payments
September 2021

Button How Used \

Enter up to 9
User Batches

Enter up to 9
Bank Codes

Enter Pay
Date Range

Enter
Username
Batch Type

Select Status

Run As

If Printing
User Duplex

Specify up to nine batches to be listed on the report. Batch numbers may be
entered directly or chosen from a lookup:

1
2: B | MB Batches by Username X
3| User TrxDate  Batch o Submitted Posted Tof
a [ 10-Aug-2021 10 Yecelp A
: | | RNTHER 29-Jun-2021 9 Receipt 29-Jun—2021
5: ANTHEA 25-Jun—2021 8 Receipt
. | ANTHER 25-Jun-2021 7 Receipt
6: 1 ANTHEA 24-Jun-2021 6 Receipt
" ANTHEA 24-Jun-2021 § Receipt
7 1 ANTHER 24-Jun-2021 4 Receipt 24-Jun-2021 24-Jun-2021
) | THERESA 11-Aug-2021 11 Receipt
8
9: |
Lookup 0K Can
v
0K Find Search  Cancel Help Eof

Specify up to nine Bank Codes to be listed on the report. Bank Codes may be
entered directly if known or chosen from a lookup.

Enter the date in the format MMDDYYYY or DD-MMM-YYYY. The “From” date
must be less than or equal to the “To” date. If the same date is entered in both
fields, only batches paid on that specific date will be listed.

Enter a single username to limit the list to batches owned by that user.

Restrict the batch type to one of these:

® All - List all batch types

® Receipt — List only Receipt batches

® Adjustment — List only Adjustment batches

Restrict the output to:
® All

® Open

© Submitted

® Posted

Select from Preview, Print, or PDF® output
There is a default setting for each site. Select ® Yes to print on both sides of

the page; select ® No to print on only one side of the page. See the example of
the report below.
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ADMINS Unified Community

MB-130 Enter Payments

Miscellaneous Billing

September 2021

Button How Used \
-4 TedRE - MB_User_Batches THERESA[11lis
File Edt Format Options
[[Courier New S [F < Blz|ufm-] =| =[5 =2 &
(10354 USRBAT.REP Printed 19-Aug-2021 at 16:09:00 by TEERESA Page 1
Batch Listing
Username: ANTHEA Anthea Dimond
Batch # Pay Date Batch Type Bank Code & Descripticn Amount Entered Amount Expected Batch Status
10 10-Aug-2021 Receipt EAST EASTERN BANK FOR A/P Open
4 24-Jun-2021 Receipt EAST EASTERN BANK FOR A/P 1,000.00 1,000.00 Posted
H] 24-Jun-2021 Adjustment EAST EASTERN BANK FOR A/P -970.00 Open
6 24-Jun-2021 Adjustment EAST EASTERN BANK FOR A/P Open
7 25-Jun-2021 Receipt EAST EASTERN BANK FOR A/P Open
] 25-Jun-2021 Receipt EAST EASTERN BANK FOR A/P 500.00 500.00 Open
9 29-Jun-2021 Receipt EAST EASTERN BANK FOR A/P 500.00 500.00 Submitted
*&+ Toral *ae 1,030.00 2,000.00
Username: THERESA Theresa
Batch # Pay Date Batch Type Bank Code & Description Amount Entered Amount Expected Batch Status
11 11-Aug-2021 Receipt EAST EASTERN BANK FOR A/P 8,533.42 8,533.42 Submitted
&% Total *** g,533.42 8,533.42
#++ Grand Total **+ 9,563.42 10,533.42
Selection Legend:
Batch Type: All
Batch Status: All
0 Goto Last Beh Display the most recently created batch for the current user.

2. Enter Receipts

Once the batch is established, enter payments. Click the

2 Enter Receipts

button on the left side of the screen:

Misc Bill Batch Entry Profile not restrictnd
Batch | Batch Type Edit Note | Current Batch
Actions Bank ERST ® Receipt No text available
Pay-Trx Date 11-Aug-2021 (O Adjustment Curbside
Deposit Date Toters
Misc Biling
1 Add Batch
Expected Entered Balance
2 EI'I‘BI' Recept: Cash(Coins)
Cash(Paper)
. Check
3 Edit List Other
Totals
4 Submit Batch

The system will display the Bill Payment screen:

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

MB-130 Enter Payments

Miscellaneous Billing

2.1. Add Bill Payments

September 2021

== [AUC] 10205-Bill Payment _6—
20 " &L Bill Payment Tendered
— Cash-Coin
: C 2o TEETEE ear 022 | XSearch.. CashPaper | | Aot Total
P T rovme— OF MABEL HOOVER P
4Svadr 742 DISTRIBUTION WAY Check
S Cust® 0000028 ﬁ
& Parcel = E Other
i Bil Payment I Detai Payment Transactions. Q Trx Summary 0 Attachment (1) Soc Inv Text
3 [P
|Bun Charges| Net Bill| Paid Refund| Adjustments| Balance| Pending
KMA TUITIONS 2d1.67 241.67 241.67
Bill Type
Reprint Bl
Emai Bil
Bill Totals 241.67 241.67 241.67 241.67 Bal
Service Address Current Mailing Address
KEEGAN HOOVER, PARENT OF MABEL HOOVER KEEGAH HOOVER, PARENT OF MABEL HOOVER Al Pending Pmis
2742 DISTRIBUTION WAY 2742 DISTRIBUTION WAY Pending Adiusts
BOSTON,. MA 02110-0000 BOSTON, MA 02110-0000
Counter receipt
Goto Batch
Cancel Payment
Payment Date [11-Aug-2021 Amount Due
Allow Overpayment =] $ 241.67

Figure 2 The MB Bill Payment Entry screen

1. Toadd payments to the batch, select the bill number and year to be paid.

2. Enter the amount in the appropriate fields (by Cash/Coin, Cash/Paper, Check, or “Other” method.

3. Once the amount is entered, click on [8 Aply] to apply the payment. This button uses the automatic features of the
system to fully disburse the tendered amounts and will apply the payment in the proper order.

2.1.1. Buttons on the Bill Payment Screen
Button Used for ‘
The button allows Exiting the AUC System.
Goto...
Bt

Change Type To... , | Select Curbside, Toters, or Miscellaneous Billing receipt types
A‘tf“te Activate the scanner (for sites using scanlines printed on bills)
Activate Manual Scan Activate a manual scan (for sites using scanlines printed on bills)

Actions Cancel Payment Cancel a Payment — see below for more information.
Reprint Bill Reset the validator here (for sites using optional validators).
Reset Validator Reprint a bill — see below for more information.
Reprint Receipt Reprint a receipt (for sites using optional receipt printers).

Bill Type Use the [Bill Type] button to choose from Curbside, Toters, or Miscellaneous Billing receipts.
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ADMINS Unified Community MB-130 Enter Payments
Miscellaneous Billing September 2021

Button Used for

it Fl Use the [Reprint Bill] button to reprint a bill as issued. Use the Spec Inv tab to make any
R corrections to the invoice text here (no changes to charged amounts can be made on the tab).
——— Use the [Email Bill] button to email a copy of the bill to any valid email address. To send to
multiple email addresses, separate each address with a comma.
Validate Validate a check at the counter (if implemented on site).
Receipt Issue a receipt from local receipt printer (if implemented on site).

s Advanced Payment Insufficient Funds
PR e Added Fees Lockbox Receipt
Counter receipt .
Counter Receipt Payments — Deputy

DEFERRAL PARTIAL PAYMENT

. EFERRAtiEeat phvesery DEFERRAL PARTIAL PAYMENT  REMOTE DEPOSIT

Counter receipt Insufficient Funds DEFERRAL FULL PAYMENT TESTING CODE IN SCREEN

Lockbox receipt
Payments - Deputy Select which transaction code to associate with the payment. This
REMOTE DEPOSIT feature is used on sites using a receipt printer.
TESTING CODE IN SCREEN

Goto Batch Return to the Batch Entry screen

Cancel all the current, pending payments in this transaction.

[AUC] 10210-Detail Payment
The system will prompt for confirmation:

- ?
Cancel Payment 0 P1050-Are You Sure?

Use the [Detail Payment] tab to manually apply the payment differently.
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2.2. Detail Payment Screen (Override Default Payment Rules)

ADMINS Unified Community

MB-130 Enter Payments

Miscellaneous Billing

[E= TAUCT 10210 Detail Payment]

The table below describes the buttons on the Detail Payment Screen:

September 2021

Check the box next to

the Pending field
to use the
available dollars
against that line.
The system will
“draw down”
from the
payment amount
entered at the
top of the
screen.

$2400 was tendered; if the
box is checked, the $2000 will
be applied on that line,
leaving $400 to apply. Check
the other box to apply the

2022 Misc Billing Detail Payment
e 2o | PooizE-o0 Year pozz | XSearch Tendered Applied Total
Actio 30wner [T0 THE PARENTS OF ; HAMNAH ANTINORT [7
ns 4SrvAdr [330 AARTFORD AVEMIE Cash-Coin
Scust# | 00000010 Cash-Paper
e C— Check 240000
Bill Payment Transactions Q Trx Summary Other
R [Desmption Charges] Neteil] | | A 1) Spe Inv Text
EECP FY21 Tuition 2000.00 | 2000.00
Ll ECP FY22 Tuition 2000.00 | 2000.00
B Aply
Repfint Bl
Paid| Refund| Adjustments B.llam:e[ Pendlngi
Email Bl zom .m
Valdate 2000,00
Fncebt Enter payments - either select the check box to apply the | |
amount, or type in the dollar amount in the pending field.
o Uncheck the box to remove a payment from the lineand ||
apply it in another way.
Goto Batch
1 T 1 1 1 I
ol | I | I I I
Pmt
Tolals  4000.00 4000.00  4000.00 Bal
Al Pes mes BillDate  O6-fAug-2021
p— Payment Date 11-Fug-2021 Due Date
ehiing A Allow Overpayment =]

remaining S.

2.2.1. Buttons on the Detail Payment Screen
Button Used for ‘
New Batch
Goto... Exit
The button allows creating a New Batch or Exiting the AUC System.
S Advanced Payment Insufficient Funds
oA Fees Added Fees Lockbox Receipt
Counter receipt N
Counter Receipt Payments — Deputy
DEFERRAL PARTIAL PAYMENT
DEFERRAL FULL PAYMENT DEFERRAL PARTIAL PAYMENT REMOTE DEPOSIT

Counter receipt

Insufficient Funds
Lockbox receipt

Payments - Deputy
REMOTE DEPOSIT
TESTING CODE IN SCREEN

DEFERRAL FULL PAYMENT

TESTING CODE IN SCREEN

Select which transaction code to associate with the payment. This

feature is used on sites using a receipt printer.

Bill Type

Use the [Bill Type] button to choose from Curbside, Toters, or Miscellaneous Billing receipts.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community MB-130 Enter Payments
Miscellaneous Billing September 2021

Button Used for

it Bl Use the [Reprint Bill] button to reprint a bill as issued. Use the Spec Inv tab to make any
p" corrections to the invoice text here (no changes to charged amounts can be made on the tab).
Email Bil Use the [Email Bill] button to email a copy of the bill to any valid email address. To send to
multiple email addresses, separate each address with a comma.
Validate Validate a check at the counter (if implemented on site).
Receipt Issue a receipt from local receipt printer (if implemented on site).
[Counter Receipt]
s T Select W.hICh transaf:tlon c.ode to assouat'e with the payment. This
A o feature is used on sites using a receipt printer.
Counter receipt
DEFERRAL PARTIAL PAYMENT
Counter receipt DEFERRAL FULL PAYMENT
Insufficient Funds
Lockbox receipt
Payments - Deputy
REMOTE DEPOSIT
TESTING CODE IN SCREEN
Goto Batch Return to the Batch Entry screen
Cancel all the current, pending payments in this transaction. [AUC] 10210-Detail Payment
The system will prompt for confirmation:
Cancel Payment o P1050-Are You Sure?

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 9 of 21



ADMINS Unified Community

MB-130 Enter Payments

Miscellaneous Billing

September 2021

Button Used for ‘
View all pending payments in all batches; including batches owned by other users.
Prevent duplicate data entry by checking this when entering payments.
W Payments Entered %
User Batch Date BillMum  Service Check#  CheckName Check Ant. Cash hack
ANTHEA 8 25-Jun-2021 000102-00 Quarterly In 500,00 500,00
THERESA 11 11-Aug-2021 000102-00 Quarterly In 484,34 484,34
- THERESA 11 11-Aug-2021 000102-00 Quarterly In 432,36 432.36
All Pending Pmts THERESA 11 11-Aug-2021 000103-00 Quarterly In 2416,70  2416,70
THERESA 11 11-Aug-2021 000131-00 Quarterly In 241,67 241,67
THERESA 11 11-Aug-2021 000134-00 Quarterly In 241,67 241,67
THERESA 11 11-Aug-2021 000135-00 Quarterly In 483,34 483,34
THERESA 11 11-Aug-2021 000136-00 Quarterly I 483,34 483,34
THERESA 11 11-Aug-2021 000132-00 PILOT AGREEM 3750,00  3750,00
w
B Adjustmentss Entered x
User Batch Date Billing Eat.egorg Charge Payment. Tof
A 3 2021 JC 320,00
ANTHER 5 24—Jun 2021 000102 00 ﬂuarterly In =1000,00
All Pending Pmts

OK | Find | [Search Help  Eof

2.2.2. Edit In-Progress Payments

Once entry is begun on a batch, the batch will remain available for data entry until it is submitted. The batch does not have
to be completed in the same session. When ready, continue entering payments. To get directly to the payment screen, from
the menu, select:

Misc Billing P Collections P Bill Payment or Detail Payment

Enter the Bill Number to continue entering data.

Misc Bill Batch Entry Brolke mot restiicied
Batch Batch Type Edit Note Current Batch
Bank EAST @ Receipt No text available
Pay-Trx Date 11-Aug-2021 O Adjustment Curbside
Deposit Date 19-Aug-2021 Toters
Misc Biling g
Expected Entered Balance Select any
Cash(Coins) . A
CashPapen [ transaction to edit
Check [ 5.4z 853342 from the Batch
Other
Totals 6533, 42 6533, 42 Entry screen
s |Typ: Year Bill= Description Cash
70 Misc Billing 2021 [000102-00
69 Misc Billing 2021 00103-00
68 Misc Billing 2021 [000102-00
67 Misc Billing 2022  [000136-00
63 Misc Billing 2022 00135-00
62 Misc Billing 2022  [000134-00
R [Ffisc Billing 2022 [000132-00
29 Misc Billing 2022  [000131-00

Or, select the payment from the Misc Bill Batch Entry screen by clicking on the [Edit] button on the line that needs work.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

MB-130 Enter Payments

Miscellaneous Billing

The system will display the Bill Payment screen for the selected transaction.

2.2.3. Cancel In-Progress Payments

2021 Misc Billing Bill Payment
S FETI 0010300 | Year B021 X Search Tendered  Cash Back Applied Total
gz 30wner FRAMINGHAM PUBLIC SCHOOLS Cash-Coin
4SrvAdr B0 HARPIN STREET Cash-Paper
Scusw | 50000005 Check 2416.70
6 Parcel ol s Other
B Payment Detail Pavment Transactions Q Trx Summary 0 Attachment (1) Soc Inv Text
8Apy
[Run Charges| Net Bill| Paid| Refund| Balance} Pending|
[KMA TUITIONS 2416.70 | 2416,70 2416,70 | 2416.70
B Type
Reprint Bill
Emai Bil
o Bill Totals 2416,70  2416.70 [AUC] 10205-Bill Payment jBal
Service Address Current Mailing Address
iy KEQUGH MEMORTAL ACADEMY FRAMINGHAM PUBLIC SCHOOLS
60 HARPIN STREET DIRECTOR OF SP EDUCATION LAURA
BELLINGHAM, MA 02019-0000 73 MT WAYTE AVENUE. STE. 2 P1050-Are You Sure?
ot recabt FRAMINGHAM. MA 01702-0000 >
Goto Batch
Ccancerpaymen ves
Payment Date [11-Aug-2021 Amount Due
Payment Pending by THERESA Allow Overpayment M s241670

2.3. Spcinv Text

2022 Misc Billing Special Invoice Text
Bill# 0013400 Year 022 X Search...

Owner WOONSOCKET PUBLIC SCHOOLS
Service Adr 50 HARPIN STREET

Balance as of 17-Aug-2021 ¥ 483,34

-
0 Attachments

— >

Customer DO000003
Parcel | - -
Bill Payment Detail Payment Transactions Q Trx Summary

Invoice T@DICE - INTERSTATE STUDENT SERVICES

Invoice Message

For Student: Wendy T.

Grade: Grade 5

I — —_—
Nermo: #AdninsPaunents
aying electronically? go to www.admins.com/payments

Remit Message

Central OFfice Accounts Receivable
kc/o M, Jones

P19 Lewis Wharf
Boston, MA 02110

September 2021

To cancel any payment, click
on the [Cancel Payment]
button from either the Bill
Payment or the Detail
Payment screen.

This will cancel all payments
for the selected bill number
in this batch only.

The system will prompt for
confirmation, to cancel the
payment, click [Yes]; to
return to the payment
screen to make corrections
or if the [Cancel Payment]
button was clicked in error,
click [No]. The default is
[No].

Use the [Spc Inv Text] tab
on the bill payment
screen to edit some of the
special invoice text when
processing a bill payment.
This allows updating the
Invoice Title, Message and
Remit fields.

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community

MB-130 Enter Payments

Miscellaneous Billing

September 2021

Note: if the word

2022 Misc Billing

Special Invoice Text

INQUIRY is displayed at

Cinquiy D

=51 /00 134-00 Year [022 X Search...
Owner WOONSOCKET PUBLIC SCHOOLS
Service Adrj0 HARPIM STREET
Customer DO000O003
parcel | = =
Bill Payment Detail Pay it Tr Q Trx Summary

Balance as of 17-Aug-2021 ¥ 453,34

0 Attachments | Soc Inv Text

the top the Invoice Title,
Message, and Remit
fields are not editable.
These values are editable
only with an open
payment batch.

TOWN OF ADMINS
Rachel Smith

A U@ Asst Supt for Student Savics
< 2 VH.
B

Description of Services Renderad

Quarterly invoice

For Stdert - Wendv T
o o 4
Iovoice = 000134 For Service Questions Contaxt -
Cusmmer = 00000003 Fachel Smith

Descrpson KOMA TUITION:

G )

484-3100
P IMENTS @ADMINS.COM

REMIT COPY
Nl Pryments & Make Pl to - |
TOWN OF ADMDSS

DETACH AND RETURN WITH YOUR PAYMENT

=~

'WOONSOCKET PUBLIC SCHOOLS
SPECIAL EDUCATION DIRECTOR JANET SULLIVA
108 HIGH STREET

TOWN OF ADMINS
Rachel Smith

for Student Sarvics
EWIS WHARF

AUC

2020 - 2021 Sckool Yar - Memorial Academy Tuiicn
Description of Services Rendered Qv Raw Amount Billd
Quarterly invoice 1 px 4 Pk
Total Due L)
For Smudent - Wendy T
Cr: G

Vermo - #AdmirsPavmens
Payig elecwcricaly 7 gotowww admirs com paymers

PRV Y SN Sy SRy YN NN

For Service Questions Contact : For Pavment Questions Contact
Rachel Smith [Treasurer /Collector
[MON - TH §30-430 PM
FR
® 617-404-3100 -
= PATMENTS@ADMINS.COM | = collecwr Bbelinghamma org

REMIT COPY
Mal Pavments & Make Pavable to -

TOWN OF ADMINS
Am: Direcax of Frarce
10 TENTS VHARE

WITH YOUR PAYMENT

Prease sead iz
Cearal Office Aczovgn Recemalie
‘: AL Joges

218 Lewis Wead
Bostoa, MA 02110

BOSTON, MaA 02110-0000

WOONSOCKET PUBLIC SCHOOLS

SPECIAL EDUCATION DIRECTOR JANET SULLIVA
108 HIGH STREET

WOONSOCKET , RI 02865 -0000

Figure 3 The Special Invoice Before and After the updates were made in the new tab

Use this if a bill needs to be re-issued with corrected text (not for changing amounts to be billed). To change the amounts
on a bill, do an adjustment or transfer as described in MB=210 Adjustments and Transfers in the Help Reference Library.
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Page 12 of 21



ADMINS Unified Community

MB-130 Enter Payments

Miscellaneous Billing

2.4. Print Edit List

To print a report of all the payments in the batch, return to the Batch Entry screen, using the

September 2021

Goto Batch

button.

Misc Bill Batch Entry

o Batch Batch Type Edt Note
Actions O EAST @ Receipt No text available
Pay-Trx Date 11-Aug-2021 (O Adjustment
Deposit Date 19-Aug-2021
1 Add Batch -
B! Task 10350: Receipt Edit List X
; Cas Receipt Edit List
2 Enter Receipts
] Fiint @) summary O Detail
3 Edit List
4 Submit Batch | Run as @ preview O Print O PDF
If Printing use Duplex @ ves (O No
5 Restore Batch 7:;# Lookup Cancel Clear All )
= ; 59 Misc Billing o021 [000103-00
i 8 Misc Billing 2021 |000102-00
67 Misc Billing o022 |000136-00
3 Edit List
From the Batch Entry screen, click on the [3 Edit List] button.
Run the Edit List in Summary or Detail format. An example of each is shown below.
10350-MBRECEDT .REP Printed 19-Aug-2021 at 14:25:16 by THERESA Page 1
City of ADMINS
Misc. Billing Receipt Edit List
Batch In Balance Will Post
Batché : 11 Pay Trx Date : 11-Aug-2021 Bank : EAST EASTERN BANK FOR A/P
GL Posting# : GL Effective Date: Entered By : THERESA
Entered : § 8,101.06 Deposit Date Batch Owner: THERESA
Expected : & 8,101.06 Batch Notes
Batché -;:;“ ;:: Date B1114 Service Address Prgram Type Bill Category ;; Cash Check Other Total ;::-
11 2742 DISTRIBUTION WAY KMA TUITIONS " 241.67 241.67 )
KEEGAN HOOVER, PARENT OF MAB
1 7 D ST PILOT-ANP 3750.00 3750.00
KILLION INDUSTRIES
1 0 60 HARPIN STREET KM TUITIONS 241.67 241.67
WOONSOCKET PUBLIC SCHOOLS
11 63 2022 11-Aug-, 0 60 HARPIN STREET KMA TUITIONS 483.34 483.34
Cust#: 00000005 FRAMINGHAM PUBLIC SCHOOLS
11 67 2022 11-Aug-202. 60 PIN STREET KMA TUITIONS 483.34 483.34
Custé FRAMINGHAM PUBLIC SCHOOLS
11 68 2021 11-Aug-202: 60 STREET KA TUITIONS 484,34 484.34
Custé: 0 05 FRAMINGHAM PUBLIC SCEOOLS
11 69 2021 11-Aug-2021 000103-00 60 HARPIN STREET KA TUITIONS 2416.70 2416.70
Custé#: 00000005 FRAMINGHAM PUBLIC SCHOOLS
*¢ Report Batch Total Ladd 2101.06 £101.06
Batch Ed|t List *+ Grand Totals ** Type Count  Net Cash Cash Check Other Total
Run in Summary Misc Billag j 8101.06 8101.06
E £101.06 £8101.06

y: User Batché
y: Trxd

Post By: Pay Date
Report In: Summary

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Miscellaneous Billing

September 2021

[Batch In Balance Will Post
[Batch# 11 Pay Trx Date : 11-Aug-2021 Bank : EAST EASTERN BANK FOR A/P
GL Posting# @ GL fective Date: Entered By : THERESA
[Entered : § 8,101.06 Deposit Date Batch Owner: THERESA
[Expected : § 8,101.06 Batch Notes
Batché ‘Irxl ;:: Date Billy Service Address Prgram Type Bill Category ;: Cash Check Other Total ;:;-
11 ““-;; ’:‘E;; 11-ARug-2021 000131-00 2742 DISTRIBUTION WAY KMA IUITIONS QRILY INV Quarterly Invoice --: 241.¢ 241.67 -
Cust#: 00000028 KEEGAN HOOVER, FARENT OF MAB
%4+ Total: Bill$ 000131-00 241.¥€ 241.67
Custé: 0OCOCOCS — FRAMINGHAM FUBLIC SCHOOLS Batch Edit List
R Detall
10350-MBRECEDT.REP rinted 19-Aug-2021 at 14:23:14 by THERESA Page 2
City of ADMINS
Misc. Billing Receipt Edit List
Batch In Balance Will Post
*# Grand Totals ** Type ﬁ:- Ket Cash Cash Check Other Total
Misc Billing ..-'.: 2101.06 8101.0&
77777 ; 2101.06 ) 8101.06
Sort By: User Batch#
Total By: Trx#
Post By: Pay Date
Report In: Detail
.
2.5. Submit Batch
Misc Bill Batch Entry Profile not restricted
Goto. ——
Batch T Batch Type Edit Note Current Batch
Bank EAST (@ Receipt No text available \ Entered not equal Expected
Actions . -
Pay-Trx Date
v s
1 Add Batch Expected and Entered
amounts must match
2 Enter Receipts Cash(Coins) h I b f
er Recei
Cash(Paper) on each line before
. Check 8533.42 submitting the batch
3 Edit List
Other
Totals 8533.42
4 Submit Batch

Figure 4 A batch with errors; no deposit date and the batch expected and entered amounts do not match

When data entry is complete, submit the batch to allow it to be posted. If a batch is submitted with errors, the system will

display an err

Oor message:

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community MB-130 Enter Payments
Miscellaneous Billing September 2021

[AUC] 10300-Misc Bill Batch Entry X [AUC] 10300-Misc Bill Batch Entry X

P4015-Batch Control Totals don't match, Please update . . .
| Expected/Entered Amounts. | P4027-Enter Deposit Date before you Submit the batch,

A batch must balance — the expected and entered amounts = If the deposit date was not entered, this message is
must match on all lines before submitting. displayed.

4 Submit Batch

Once the batch is error free, click on the button.
The system will display a Submit Batch Report prompt with a #71 Task 10361: Submit Batches x
® Yes or ® No to issue a Submit Batch Report. Submit Batches

Issue Submit Batch Report ® Yes O No

The report lists all the transactions in the batch, with a total

for each bill #, shows that the batch is in balance, will post, ,F,l:",i:z,f?f;:"[iﬁ,‘;,%"g;eso g:u

and shows the transaction and deposit dates. el Cancel | | Clear All

The report includes the Entry User, the Bank Code, and the
Current Batch Owner.

10361-MBREP:MBRECCLR.REF Printed 19-Aug-2021 at 16:02:13 by THERESA Page 1
Misc. Billing Submit Batches
atch In Balance Will Post
e :>
Emm 11 Pay Trx Date : 11-Rug-2021 Bank s EAST EASTERN BANK FOR A/P
GL Posting# : GL Effective Date: Entered By : THERESA
[Entered : § 8,533.42 Deposit Date : 19-Rug-2021 Batch Owner: THERESA
[Expected : 6 8,533.42 Batch Notes B
Batch# Trxé  Year Date Bill# Service Address Brgram Type Bill Category Run Cash Check Other Total Mag
11 38 2022 11-Aug-2021 000131-00 2742 DISTRIBUTION WAY HMA TUITIONS QRTLY INV Quarterly Inwoice 4 241.67 241.67
Custé: 00000028 KEEGAN HOOVER, FARENT OF MAB
&+ Total: Bill# 000131-00 bl 241.67 241.67
11 58 2022 11-Aug-2021 000132-00 7 W 32ND ST PILOT-ANP PILOT PILOT AGREEMENT 1 3750.00 3750.00
Cust#: 00000061 KILLION INDUSTRIES
#++ Total: Bill$ 000132-00 A 3750.00 3750.00
R PO N N R L R Y SR v iy = el o r o B
Batch In Balance Will Post
#+ Total: Billé 000102-00 b 432.36 432.36
#** Report Batch Total e £533.42 8533.42
** Grand Totals ** Type Net Cash Cash Check Other Total
Misc Billing 8533.42 8533.42
L] 8533.42 8533.42
Selection Legend:
Sort By: User Batch#
Total By: Irx#
Post By: Pay Date
Report In: Detail

Figure 5 A Miscellaneous Billing Submit Batches Report
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The following table describes the columns on the submit, restore, and posting reports. A total per bill # is provided as well
as a grand total for the entire batch.

Table 1 Columns on the reports

Column Header How used

Batch The current batch number assigned when the batch was created

Trx# A unique, sequential, system assigned number used to identify each transaction
Year The fiscal year the payment is applied

Date The transaction date

Bill # The bill number being paid

Service Address | The address for the customer being billed

Program Type The program type for the bill

Bill Category The description of the charge

Run For some programs, a bill run # is assigned — it is shown in this colum

Cash The amount tendered as cash (paper or coin)

Check The amount tendered via check

Other The amount tendered via credit card, online payment, venmo, etc.

Total The total amount tendered for the transaction

Msg Any error message that will be described in the legend at the bottom of each report

The system will also display this popup message:

AU UsUU-MIsC Batcn

o
m

try X

o P4050-Submit Batches complete

Click on [OK] to return to the Batch Entry screen.
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ADMINS Unified Community

MB-130 Enter Payments

Miscellaneous Billing

2.6. Restore Batch

B | Task 10364: Restore Batches x

Issue Restore Batch Report () ves @ No

Run as @ preview O Print
If Printing use Duplex @) ves

Restore Batches

O PDF
O No

Lookup Cancel Clear All

September 2021

Use this button to retrieve a batch that was
submitted prematurely or requires
correction. Only unposted, submitted
batches can be restored.

Select ® Yes or ® No to issue a Restore
Batch Report. A sample is shown in Figure 6.

10364 -MBREP: MBRECUCL

Batch In Balance

Printed 15-Aug-2021 at 16:12:02 by THERESA
City of ADMINS
Misc. Billing Restore Batches

Will Post

Selection Legend:

Sore By:
Tetal By:
Post By:
Reporc In:

User Batchi
Trx:

Pay Daze
Detail

10364-MBREP:MBRECUCL Printed 19-Aug-2021 at 16:12:02 by THERESA Page 1
Cizy of ADMII
isc. Billing Restore Batches
Bateh In Balance Will Post
Batch# 11 Pay Tzx Date 11-Aug-2021 Bank : EAST EASTERN BANK FOR A/P
GL Posting# : GL Effective Date: Entered By : THERESA
Entered $ B,533.42 Deposit Date 19-Aug=-2021 Batch Owner: THERESA
Expected  : 5 8,833.42 Batch Notes :
Batch$  Trx¢ Year  Date Billp Service Address Prgram Type Bill Catagory Run Cash Check Other Total Msg
11 39 2022 11-Aug-2021 000131-00 2742 DISTRIBUTION WAY FMA TUITIONS QRILY INV Quarterly Invoice 241.6€7 241.67
Cust#: 00000028 GAN HOOVER, PARENT OF MAB
¢+ Total: Billg 000131-00 241.€ 241.67
11 58 2022 11-Aug-2021 000132-00 7 W 32KD ST PILOT-AND PILOT PILOT AGREEMENT 1 3750.00 3750.00
Custe: 00000061  WILLIOR INDUSTRIZS
*+ Total: Billg 000132-00 37s0.00 3780.00
el Bty AT et 2y 00 MO ol e B N il A st it i, P P e T P
11 70 2021 1l-hug-2021 000102-00 €0 HARPIN STREET KA TUITIONS QRTLY INV Quarterly Invoice 432.36 432.36
Cuscé: 00000005  FRAMINGHAM PUBLIC SCHOOLS
++ Toval: Bill¢ 000102-00 432.36 432.36
*++ Report Batch Total 8533.42 £533.42
++ Grand Totals ** Type Count  Mat Cash Cash Chack Other Teral
Misc Billing 0533.42 8533.42
8 8533.42 8533.42

Page 3

Figure 6 Sample of a Restore Batch Report — see Table 1 for a description of the columns on the report

=== Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.

Page 17 of 21
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2.7. Post Batch

== [AUC] 10300-Misc Bill Batch Entry|
Misc Bill Batch Entry Profile not restricted
£ Batch Batch Type Edit Note
- Bank EAST Receipt No text available Submitted on 20-Aug-2021
ons Pay-Trx Date 11-Aug-2021 Adjustment Curbside
Deposit Date 19-Aug-2021 Toters
Misc Biling 8
1 Add Batch
Expected Entered Balance
e Cash(Coins)
- Cash(Paper)
i Check | 8533,42 8533,42
o Other
- Totals 8533 .42 8533,42
4 Submit Batch
e |Type [Year Bill# Description Cash Check Other
S Restore Batch 70 Misc Billing 2021 [000102-00 432.36 S
69 Misc Billing 2021 [000103-00 2416,70
6 Post Batch 68 Misc Billing 2021 [000102-00 484,34
67 Mizc Billing 2022 [000136-00 483,34
63 Misc Billing 2022  [000135-00 483,34
9 Batch Listing 62 Misc Billing 2022  [000134-00 241,67
59 [Misc Billing 2022 [000132-00 3750.00
0 Goto Last Beh 29 Misc Billing 2022 [000131-00 241,67
Active
Figure 7 This batch is balanced and has a deposit date
& Post Batch B | Task 10367: Post Batches. X
Post Batches
Use the button to post the batch to the ) )
. . Print Detail GL Report: @ Yes O No
subsidiary accounts (credit(s) to the revenue account(s)) and Pri :

. o rint Summary GL Report: @ Yes O No
prepare a batch for posting to the general ledger, debiting Print Batch Summary Report @ ves O No
Cash, Deferred Revenue, and crediting Accounts Receivable
and Revenue Control accounts. The GL Posting # will be Run as @ preview O Print O PDF

If Printing use Duplex @ ves () No

Lookup Cancel Clear All

shown on the Misc. Billing Post Batches Report.

There are three optional reports available; to run them,
select the ® Yes radio button. Select ® No to not run them.
Each site decides which, if any, of these optional reports should be run when posting MB Receipt Batches.

If the module is new and the implementation decisions are not final, select ® Yes to produce all the
optional posting reports. The reports will be created and available for retrieval. It is not necessary to
print the reports.

The first two reports shown here in Figure 8 and Figure 9 will be produced whenever a MB Receipt Batch is posted:
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ADMINS Unified Community
Miscellaneous Billing

MB-130 Enter Payments
September 2021

Page 1
Batch In Bal Will Post T
atc n alance i oS @Billing Post B@
Batch# : 11 Pay Trx Date 11-Aug-2021
GL Posting? : 8886636 GL Effective Date: Bank : EAST EASTERN BANK FOR 2/P
Entered : $ 8,533.42 Deposit Date 18-Aug-2021 Imeren B T
Expected : § B,533.42 Batch Notes H ’ )
Batchg Trxg ;::: Date Billg Service Rddress Prgram Type Bill Category ; Cash Check Other Total ﬁ
11 3s ;;: 11-Aug-2021 000131-00 2742 DISTRIBUTION WAY KMA TUITIONS QRTLY INV Quarterly Inveice _: 241.67 241.67 -
Custg: 00000028 KEEGAN HOOVER, PARENT OF MAB
4%+ Total: Billg 000131-00 - 241.¢7 241.¢€7
11 §8 2022 11-Aug-2021 000132-00 7 W 3ZND ST PILOT-ANP PILOT PILOT AGREEMENT 1 3750.00 3750.00
Cust§: 00000061 KILLION INDUSTRIES
44+ Total: Billg 000132-00 i 3750.00 3750.00
11 €2 2022 11-Aug-2021 000134-00 €0 HARPIN STREET KMA TUITIONS QRILY INV Quarterly Invoice 1 241.87 241.¢87
Cust§: 00000003 WOONSCCKET PUBLIC SCHCOLS
#++ Total: Billg 000134-00 R 241.€7 241.67
Figure 8 Always produced when posting MB Receipts
See Table 1 for a description of the columns on the report.
T
10334-MBRECPST_ STSUM.REP Printed 20-Aug-2021 at 12:13:50 by THERESA Page 1
City of ADMINS
Misc. Billing Post Receipt - Summary by Service Type
#4 Grand Totals ** Misec Billing
Category Net Cash Cash Check Other Total
PILOT PILOT AGREEMENT 3750.00 3750.00
QRTLY INV Quarterly Invoice 4783.42 4783.42
B533.42 8533.42

Figure 9 Summary by Service Type Report is always produced when posting MB Receipts

Print Summary GL Report: ® Yes () No

(Optional report will be produced if ® Yes is selected.)

10336-MBRECPSTGL_SUM.REP Printed 20-Aug-2021 at 12:13:50 by THERESA Page 1
City of ADMINS
Misc. Billing Posting Report - Summary by GLg
Posting$: BBEE63E
FY Date Batchg Account§ Description Debit Credit
2022 11-Aug-2021 11 1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 3750.00
2022 11-Aug-2021 11 1000-000-0000-000-00-00-13470 ACCTS REC-PILOT, POWER PLANTS 3750.00
2022 11-Aug-2021 11 1000-000-0000-000-00-00-26105 DEF REV-PILOT, POWER PLANTS 3750.00
2022 11-Rug-2021 11 1000-000-0000-000-00-00-39100 REVENUE, GENERAL FUND 3750.00
2022 11-Aug-2021 11 2250-000-0000-000-00-00-10400 CASH, SPED COLLABORATIVE, ALT HIGH 4783.42
2022 11-Aug-2021 11 2250-000-0000-000-00-00-13450 ACCTS REC-SCHOOL DEPARTMENTAL CHGS, S 4783.42
2022 11-Aug-2021 11 2250-000-0000-000-00-00-26930 DEF REV-SCHOOL DEPARTMENTAL CHGS, SPE 4783 .42
2022 11-Aug-2021 11 2290-000-0000-000-00-00-39100 REVENUE, SPED COLLABORATIVE, ALT HIGH 4783.42
BALANCE SHEET 17066.84 1706€.84
2022 11-Aug-2021 11 1000-000-0000-000-00-00-41450 ANP PILOT AGRMT - ATM 5/01 3750.00
2022 11-Aug-2021 11 2250-000-0000-000-00-00-42410 TUITION, SPED COLLABORATIVE 4783.42
SUBSIDIARY LEDGER 8533.42
#%* GRAND TOTAL *+%* Balance Sheet 17066.84 17066.84
Subsidiary Ledger 8533.42

Figure 10 Summary GL Report
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Print Detail GL Report: ® Yes () No

(Optional report will be produced if ® Yes is selected.)

10335-MBRECPSTGL.REP Printed 20-Rug-2Z021 at 12:13:50 by THERESA Page 1
City of ADMINS
Misec. Billing Posting Report - Detail by GL§
FY Date Ref/Billg Account# Description Debit Credic
2022 11-Aug-2021 13200 1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 3750.00
Total for 1000-000-0000-000-00-00-10400 3750.00
2022 11-Aug-2021 13200 1000-000-0000-000-00-00-13470 ACCTS REC-PILOT, POWER PLANTS 3750.00
Total for 1000-000-0000-000-00-00-13470 3750.00
2022 11-Aug-2021 13200 1000-000-0000-000-00-00-26105 DEF REV-PILOT, POWER PLANTS 3750.00
Total for 1000-000-0000-000-00-00-26105 3750.00
2022 11-Aug-2021 13200 1000-000-0000-000-00-00-35100 REVENUE, GENERAL FUND 3750.00
Total for 1000-000-0000-000-00-00-39100 3750.00
2022 11-RZug-2021 10200 2290-000-0000-000-00-00-10400 CASH, SPED COLLABORATIVE, ALT HIGH 432.3¢
2022 11-Aug-2021 13600 2250-000-0000-000-00-00-10400 CASH, SPED COLLABORATIVE, ALT HIGH 483 .34
2022 11-Rug-20Z1 13500 2250-000-0000-000-00-00-10400 CASH, SPED COLLABORATIVE, ALT HIGH 483.34
2022 11-Aug-2021 13100 2250-000-0000-000-00-00-10400 CASH, SPED COLLABORATIVE, ALT HIGH 241.87
2022 11-Aug-2021 10200 2250-000-0000-000-00-00-10400 CASH, SPED COLLABORATIVE, ALT HIGH 484.34
2022 11-Aug-2021 13400 2250-000-0000-000-00-00-10400 CASH, SPED COLLRBORATIVE, ALT HIGH 241.87
2022 11-Aug-2021 10300 2230-000-0000-000-00-00-10400 CASH, SPED COLLABORATIVE, ALT HIGH 2416.70
Total for 2290-000-0000-000-00-00-10400 4783.42
2022 11-Aug-2021 13500 2250-000-0000-000-00-00-13450 ACCTS REC-SCHOOL DEPARTMENTAL CHGS, S 483.34
2022 11-Aug-2021 13400 2250-000-0000-000-00-00-13450 ACCTS REC-SCHOCL DEPARTMENTAL CHGS, S 241.67
2022 11-Aug-2021 10300 2250-000-0000-000-00-00-13490 ACCTS REC-SCHOOL DEPARTMENTAL CHGS, S 2416.70
2022 11-Aug-2021 10200 2250-000-0000-000-00-00-13430 ACCTS REC-SCHOCL DEPARTMENTAL CHGS, S 424.34
2022 11-Aug-2021 10200 22350-000-0000-000-00-00-13490 ACCTS REC-SCHOOL DEPARTMENTAL CHGS, S 432.38
2022 11-AZug-2021 13600 22590-000-0000-000-00-00-13490 ACCTS REC-SCHOCL DEPARTMENTAL CHEGS, S 483.34
2022 11-Aug-2021 13100 2250-000-0000-000-00-00-13480 ACCTS REC-SCHOOL DEPARTMENTAL CHGS, S 241.¢€7
Total for 2250-000-0000-000-00-00-13430 4783.42

Figure 11 GL Detail Report

Print Batch Summary Report: @) ves () No

(Optional report will be produced if ® Yes is selected.)

10337-MBRECPSTSUM.REP Printed 20-Rug-2021 at 12:13:50 by THERESA Page 1
City of ADMINS
Misc. Billing Receipt Posting Summary Report

Posting$: BB8BE&636

User Batch$ Batch Total Original Owner Department Bank Deposit Date
11 8,533.42 THERESA ADM-TOWN ADMINISTRATOR 13-Aug-2021
*%* Grand Total *+ B,533.42

Figure 12 Misc Billing Receipt Posting Summary Report
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2.8. Posting Batches from the Menu

September 2021

B &G&& e & = I Maintenance
Billing
Post Batches Collections
Goto Processing
Select All DeselectAll Post Batches Reports

Actions
Tables

Sel Use S Batch 6 Bnk 7 Pay Date 8 Trx Date Expected| Er .
] E EAST [29-Jun—2021 [29-Jun-2021 500,00 B Elliere

Exports

Medule Maintenance

Interfaces/Imports

Site Specific

Help Reference Library

L

Ready

File Edit Ledgers Purchase Orders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help

>

Receipt Batch Entry
Bill Payment

Detail Payment
Receipt Edit List
Submit Batches
Restore Batches
Post Batches

Adjustment Batch Entry
Adjustment Entry
Transfer Entry

Users with the privilege to post can do so by selecting:
Misc Billing P Collections P Post Batches

The Post Batches screen will list all the batches available for posting.

3. Batch Available for Posting to the GL

Once the posting from section 2.7 is complete, the batch will be available for posting to the General Ledger. The GL Batch

number appears on the reports from the MB posting.

Post GL Transactions
Goto..

1 Select All 2 Deselect All 3 Edit List 4 Post to GL
Actions
el |year |GLBatch Bal Debits Credits]  Adjustments]  Encumbrance[Entered By Type Details |[Locked By ~
} 17066 .84 25600.26 THERESA Misc Bill Receipt [ Lines
8866636~

4. FAQ

Q. Can more than one person make entries in a single batch?

A. No —each user “owns” the batches they create.

Can the same batch number be re-used?

A. No, each batch must have a unique identifier—this is true for system-assigned and user-supplied batch numbers.

Q. Forgot to print the reports—can | get a copy?

A. Yes, use the Reports P Retrieve Output Files feature described in SY-160 in the Help Reference Library. This works
for reports produced during the Submit, Restore, Post, Edit List, and Batch Listing steps. See above for determining

which reports are produced during the posting step.
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