REVENUE COLLECTION
RC-1375 UPLOAD TREASURY RECEIPTS VIA A TEMPLATE

This document explains how to upload Treasury Receipt Transactions Vvia a template, creating batches in AUC.
These batches will then be available for processing as normal Treasury Receipt batches with all the inherent
error checking and required approvals.
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1 INITIAL SETUP

Prior to uploading transactions into AUC, specify the default Bank to be used for each Department Group.

1.1 Specify Banks for Each Department

Click System » Department Group Menu » Department Group Profile:

System
User Menu ¥
Department Group Menu > Department Group Profile

Set up a Department Group in this table for each department that will be uploading transactions. See the AP-
840 Department Groups document found in the Accounts Payable Help Reference Library for more
information on setting up department groups.

f\(I The Department Group may already exist; if so, define the Collection
' Default banking rules.

Setup the default banks for different payment types on the Collections Tab of the Department Group Profile. If
different banks are set for each payment type, this process will create separate batches for Cash/Check vs.Credit
Cards vs.Online Payments. If all payment types go to the same bank, the process will combine all the payment
types into the same batch. Select the ® Yes radio button if refunds or credits should be split into a separate
batch.

== [AUC] 5-Department Group Profile [theresa] — n
File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

B SE e+ U Q = A8 N

Department Group Profile

Goto

Dept Group Description  [TOWM ADMINISTRATOR

1 General 2POJAP 3 Collections.

Collection Defaults

Actions

4 Add Dept

DE Treasury Receipts Import Defaults

6 User List

Bank for Cash/Checks CITE CITIZEMS EANK 000-000-00-00-00000
. IO00=000-00-00-00000
Bank for Credit Cards CAP1 CAPITAL OME 000-000-00-00-00000

Bank for Online Payments CSE  CAMERIDGE SAVINGS BANK

Split Refund/Credits into Separate Batch @ Yes (O No

Status: Active Lkup up

Figure 1 Department Group Profile P Collections Tab
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All users in AUC belong to a Department Group, specified on the User Profile table for each user. At least one
bank must be set up in the Department Group Profile P Collections tab for each department group using this
upload process.

Bank Type HowUsed

Bank for Cash/Checks Bank code to be used for Cash, Checks and any other payment type that
is not Credit Cards or Online Payments.

If all payment types use the same bank, put the bank code here.

Bank for Credit Cards Bank code for Credit Cards if different to Cash/Checks

Bank for Online Payments Bank code for Online Payments if different to Cash/Checks

Split Refunds/Credit If the municipality requires that Refunds/Credits be separated from
into Separate Batches regular payments set the radio button to ® Yes.

If Refunds/Credits and Payments can co-exist in the same batch, set this
to ® No.

For information on setting up Bank Codes, please refer to GL-260 Bank Table & RC-1510
Implementing a New Bank Account in the Help Reference Library.

1.2 Location of Upload File

This system-wide parameter controls where the system looks for the file to upload. This applies to all users who
run this process. If multiple users are to run this process, verify that the users have proper access to the path and
folder specified here.

To access this table, click Collections » Module Maintenance » Module Control » 4038. Consult the local
system administrator for assistance in determining the proper path and folder.

= [AUC] 4025-Medule Control Table [theresa] - *
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help

B SE e »m Q = 8 N

Module Control Table

Goto...

fanswer Buttons -

Seq# |Description
dctons $NALC_Development wadnhone F ilesTolestUploa T
:

4038 |[[TR IMPORT] Location of CSY files for TR Import

BT [AUC] 4025-Module Control Table [theresa] > Lkup up

[TR IMPORT] Location of C5V files for TR Import

NNV INAAUC DevelopmentiadmhomelFilesToTestUploads\TR

Lookup Cancel Clear All
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2 UPLOAD TREASURY RECEIPTS VIA A TEMPLATE

This steps menu process will

Upload Treasury Receipts from Template

Description Date Start
Email Template

Restart Upload Process
Upload Template CSV File

22-0ct-2019 15:48:47 .78 15:45:51,49

23-0ct-2019 11:12:39,380 11:12:42 .42
23-0ct-2019 11:12:59,14/ 11:132:22 .58

upload a file, verify the data, and
create batches in Treasury
Receipts. The number of batches
created during this process is
based on the bank information
specified on the Department
Group Profile P Collections tab

End Success

Each of the steps in the menu is described below.

2.1 Email Template

"

Message

4 # = [AUC] Upload Treasury Receipts Tem... |5|E|é]
v @

From: theresa@admins.com Sent: Tue 10/22/2019 3:49 PM
To: Theresa Campbell
Ce:
Subject: [A1LIC] Linlnad Treasurs Receints Temnlate
= MessageFj Upload_TR_Template.xls
[ 2

Save the attachment as a *.csv file in a folder
that will be available to the AUC server

File Attachment Included

** Do not reply to this email message as It was system generate
via the ADMINS Unified Community (AUC) System **

(see Figure 1).

Email Template

First, email the template to yourself or to any
user who has an email specified on the
System P User Profile Tab.

S A sample email message with an attachment is
h shown.

Save the Excel® attachment to a folder. Open the
saved attachment in Excel® and save it as a .CSV
file in a folder that is accessible from the
ADMINS server.

2.1.1 Enter the Data in the Spreadsheet Template

Upload_TR_TemplateNew.xls [Compatibility Mode] 'Mlcrcscﬂ B(cel—
Home  Insert  Page layout  Formulas  Data  Review  View  Add-ns See the Ta ble 1 for a
H16 - = description of the
A B c D E F -
columns in the
REQUIRED: REQUIRED: REQUIRED: REQUIRED: S readsheet
Transaction Date TR Code REQUIRED: Quantity Amount Payment p .
1 [MM/DD/YYYY] [10 Characters] Line Note [80 Characters] [Optional] |[0.00 No$or,] |Type
2
3
4 A B € D E F
5
6 REQUIRED: REQUIRED: REQUIRED: REQUIRED:
7 Transaction Date TR Code REQUIRED: Quantity ~ |Amount Payment
8 1 [MM/DD/YYYY] [10 Characters] Line Note [80 Characters] [Optional] |[0.00 No$or,] Type
2 10/21/2019 1R this is a note that can be 80 characters in length 60 CA
3} 10/21/2019 300GALA ticket sale 145 CC
4 10/21/2019 300MISC misc sale 150 CC
5 10/22/2019 AUCTION 923 auction sale 187 CK
6 10/22/2019 BEACH beach sticker - 8 smith street 350 CK
7 10/22/2019 BEACH beach sticker - 90 main street 350 CK
8 10/22/2019 BEACH beach sticker - 90 main street -50 DC
9 10/17/2019 LLUNCH SCHOOL LUNCH-CAFETERIA RECEIPTS 140 CA
10 10/18/2019 LLUNCH SCHOOL LUNCH-CAFETERIA RECEIPTS 45 CA
16 10/17/2019 LSDOTUIT L.5.D.0. TUTIONS - JONES JOHN 150 CK
17 10/17/2019 LSDOTUIT L.5.D.0. TUTIONS - SMITH ABLE 150 CK
18

Figure 2 Template for data entry
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Table 1 Spreadsheet Template Fields

Excel Label (Requred in | Description/How used
Column | Bold)

A Transaction Date the money was received for this transaction — must be in the format
Date MM/DD/YYYY
B TR Code The Treasury Receipt code to be used — this must be a valid treasury receipt code;

for a list of valid codes, go to Collections P Treasury Receipts P Treasury Receipt
Codes P [Edit List] and fill in the prompts.

B " Task 4402: Treasury Receipt Code Edit List X

Treasury Receipt Code Table

Optional: Enter Fiscal Year 2|]2|] ’
—
Optional: Enter up to 9 Departments dit 0 values:
Optional: Enter Fund Edit 0 values:
Sort Report By: @® Code C Department? O Fund O Account# O Category 1 O Category 2

Run as O preview O Print O PDF

If Printing use Duplex @ ves (O No
Lookup 0K kl Cancel Clear All

C Line Note Treasury receipt codes have an option to require a line note.
[80 Characters]
D Quantity If the quantity is left blank, the default of “1” will be used
E Amount The dollar amount of the transaction — no dollar signs or commas are to be

[0.00 No $ or,] entered. Negative amounts, e.g., bad checks, refunds, and discounts, should be
entered with a negative sign — a $25.00 reversal would be entered as -25.00

F Payment Type Only valid payment types may be uploaded; no blanks are allowed. The valid
payment types are:

CA Cash WT Wire Transfer

CcC Credit Card BC Bad Check

CK Check ON ONLINE

PR Pre Deposit CR Credit Card Refund

DC Discount

2.1.2 Save the Data as a .CSV file

@ Save As ﬁ
AE & ibraries ocuments - earch Documents P | H H
(O[5> Lioraries » Documents » EE When data entry is complete, click
File name: Upload TR TemplateNew.csv - .
¢ve T E——— - File|Save as to save the template as a
Authors: Anthea Dimoni Title: Add a title 4 file Of type 'CSV; remember to Save it
oo fee b Sy esbe in a folder that is available to the AUC
~ Browse Folders Tools ~ Server
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2.2 Restart Upload Process

Restart Upload Process
The restart upload process will present a prompt — click ® Yes to allow the process to restart; click ® No to
continue; ® No is the default. If there is work in progress, the system will display a message and require a [Yes]
to discard the receipts in progress, or a [No] to keep the current receipts. One way this might be used is if the

optional note was omitted on the first attempt, and was needed, or if the information in the verification report
was incorrect.

B Task 4392: Restart Upload Process * Upload Treasury Receipts from Template-Restart
Restart Upload Process

Restart Steps Process? ® Yes ) No

Y Click VES to discard Receipts
Click MO to cancel Reset and keep current Receipts

Lookup Cancel Clear All = | Ho |

Figure 3 The Restart Upload Process prompts

2.3 Upload Template CSV File

Click Upload Template CSV File to display the prompt shown in Figure 4. Fill in the Department
Group, Date, and select the File to be uploaded (as saved in stepl above). Enter a note if desired.

B a@g — .M.. - g._‘;. “;, uman Resources  Budget  Col

Upload Treasury Receipts from Template
== Descripbon Date Start End  Success
Ackhes Emai Tempiate 22-0et~2019115 4847, 78115 ;dB:51 ,49.

poad procass 22-0ct-2019) 1623015660 16:30:53,62

22-0ct-2019 1633133012 16:31:38,44

B Task 4553: Uplosd Template CSV File -
Upload Template CSV File

Require nter Department Group ADM TOWN ADMINISTRATOR

Requircd: Enter Deposit Date [mmddyyyy] [23-0ct2019

Enter Import Path and File DAUC_DEVELOPMENTADMHOMEVFILESTOTESTUPLOADS\TRIUPLOAD_TR_XERRORS.CSV

Optional: Enter Batch Note ||

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

Lookup Cancel Clear All

Figure 4 The Upload Template .CSV File prompt

RCTRUPLOAD-Single User v

Parameter (required areinBold) | HowUsed

Required: Department Group This is the Department Group to which these transactions belong. It
will be used to set the Bank Code on the batches according to the
payment type of the transactions.

Required: Enter Deposit Date This will be used as the Deposit Date on the batches created via the
(mmddyyyy) upload process — the date entered must be within 90 days plus or
minus of the current date.
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Parameter (required are inBold) | HowUsed

Enter Upload Path and File The file location and name of the CSV file to be uploaded

Optional: Enter Batch Note This is the overall batch note that will be included on any batch created
by this process.

File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing System Favorites Help
B &g we s 2 U

Upload Treasury Receipts from Template

Goto,

Description Date Start End Success
Email Template 22-0ct-2019 15:48:47 .78 15:48:51 .49
Actions
Restart Upload Process 23-0ct-2019 10:05:09,64 10:05:12 .66
Upload Template CSV File
Print Verification Edit List
Create Receipt Batches
0
Upload Template CEY File
Required: Enter Department Group I r
Required: Enter Deposit Date [mmddyyyy] !
Enter Import Path and File " Department Group Listing X
Optional: Enter Batch Note ]]Epartment Dlescription Status Csh Bank CC Bark OM Bark | Tof
i E _u_ ] ~
REC2 A
A N AES RES RECREATION DEPT I 0001 Q001 Q001
Run as @ preview O Print O PDF DM TOHN ADMINISTRATCR A EITE CAPL 0SB
If Printing use Duplex @ ves (O MNo ATMIH TOWH ADMINISTRATOR A CITZ ESTR AH
AOUSER TOWH ADMINISTRATOR A
Lookul AFFORD AFFORDABLE HOUSING A
ANIMAL AHIMAL CONTROL I
ARCAND ARCAND PARK A coM CoM CoM —
ARTS ARTS COUNCIL A CSE
ASSESSMENT ASSESSMENT A
ASSESSORS ASSESSORS A
ASUSER ASSESSORS A
AUXPOLICE AUXTLIARY POLICE A
ELDMNT TEII-IN HQLL HATNTENAND A
BUUSER A
CAPTNY EFIPITF}L THVEST TRUST A
CEMETERY CEMETERY A
CLERKC TOWH CLERK I R
Find | Search| |Cancel | Help = Eof

RCTRUPLOAD-Single User up

Figure 5 Using the lookup to select a valid department group

The lookup on Department group shows the Department Code, Description, Status, the Cash Bank, the Credit
Card Bank, and the Online bank. In Figure 5, only ADM, ADMIN, ARCAND and ARTS are Status “A” for Active
and have at least one bank listed. These are the only valid department groups. If another department group is
needed, follow the instructions in section 1.1.
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& TedRE - TR Upload_Receipts 4594 THERESAL10Lis
File Edit Format Options

[t S0 <] BIZ[um=] =] 3
|

If the step finishes with
no errors, the Print

4594-RCREP:RCTRUPLODRET . RER Printed 23-0ct-2019 at 11:44:54 by THERESA
Town of Adming

Print Verification Edit List

AmM

: 23-0ct-2019

: Batch of receipts from third party software for the week ending October 13, 2019
D:\AUC_Developrent\admhore'FilesToTestlploads\ TR\Upload TR xerrors Lcav

Department Group
Deposit Date
Bateh Note
Upload File

TR Code  Line Hote

-2019 300GALA  ticket sale
-2019 300MISC  misc sale

#+% Batch Total
23-0ct-2019 BEACH

#*#* Batch Total

2 R this iz a note that can be 20 characters in length 1
5 019 AUCTION sale 1
€ 019 BEACH & smith street 1
7 019 BEACH 90 main street 1
E 019 LLUNCH CH-CAFETERTA RECEIETS 1
10 019 LLUNCH AFETERIA RECEIETS 1
11 019 LLUNCH AFETERIA RECEIFTS 1
1 019 LLUNCH LFETERIA RECEIETS 1
13 019 LLUNCH AFETERIA RECEIETS 1
12 019 LSDOTUIT SMITH JOHN 1
15 019 LSDOTUIT SMITH MARY 1
18 019 LSDOTUIT JONES JOHN 1

1

17 17-0et

-2019 LSDOTUIT - SMITH RELE

#*+* Batch Total

#+% Grand Total 3,495.00

2 Verification Edit List
report will be produced.

The header for the report
includes the Department
Group, Deposit Date, a
Batch Note (if one was
supplied during the
upload), and the full path
and filename of the file
that was selected for
upload.

CITB
cI18
CcITB
CITB
cI18
CITB
CITB
cI18
CITB
CITB
cITB
CITB
cI1B

The transactions are
listed in Bank order; the

v

transaction date, Treasury

Receipt Code, Line Note, Quantity (which defaults to one if no quantity is supplied), Amount, Payment Type

and Bank are shown.

2.3.2 Error Conditions

The Upload from a Template Process will identify and trap a number of error conditions. The errors are

described below; samples are shown.

2.3.2.1 No Bank Codes Set Up for Department

Upload Treasury Receipts from Template x

The Follow Errors have been detected and need to be corrected
l . before the Upload can continue

Mo Bank Codes setup on Dept Group ASUSER for Upload
Goto System-> Dept Group Menu->Dept Group Profile. Click
COLLECTIOMS Tab and

Setup the Bank Codes and run Upload again

Go to System P Department Group Menu
Department Group Profile » Collections to add
the bank codes.

The Upload from a Template Process will stop
to allow for the correction and no batches will
be created.

To try again, click on the

Restart Uplead Process

button.

&=Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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2.3.2.2 Department Group is Inactive
If an inactive department is selected, either

Upload Treasury Receipts from Template X select an active department or go to System »
Department Group
! _ The Fellow Errors have beeq detected and need to be corrected Menu } Department Department Group Profile
% before the Upload can continue Group Profile to cot oo o
Department Group ABS is inactive activate the | —
Goto Systemn Dept Group Mens ept Group Prafle to sctivate department. .
ollect partment Email Address  fthers
The Upload Process | o
will stop to allow for
the correction and no batches will be created. To try again, click on the

Restart Upload Process button.

2.3.2.3 Deposit Date outside of 90 day range

If the Deposit Date error is detected, the Upload
from a Template process will stop to allow for
the correction and no batches will be created.

Upload Treasury Receipts from Template X

The Follow Errors have been detected and need to be corrected
l % before the Upload can continue

Depaosit Date 01-Jan-2021 is outside +/- 90 days from today
Review Deposit Date entered

To try again, click on the
Restart Upload Process button_

Run the upload again and enter a correct deposit

oK | date.

2.3.2.4 Incorrect Department and Date (combination Message)
If both the department group and date are in

Upload Treasury Receipts from Template X error, the message will point out the errors and
give instructions on how to take corrective
The Fellow Errors have been detected and need te be corrected aCtion.
! % before the Upload can continue

No Bank Codes setup on Dept Group ANIMAL for Upload The Upload from a Template process will stop
Goto System-=Dept Group Menu->Dept Group Profile. Click - .
COLLECTIONS Tab and to allow for the correction and no batches will be
Setup the Bank Codes and run Upload again created. To try again’ click on the

Deposit Date 01-Jan-2021 is outside +/- 90 days from today FESEL ATt button.

Review Deposit Date entered

&=Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Rev 13-Nov-19 [TC] Page 9 of 22
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2.3.2.5 Previously Uploaded File

If [Yes] is selected, the upload will continue, and create a
treasury receipt batch. If it is customary to name the file
the same each time, take care to ensure that duplicate
9 The Follow File has already been loaded transactions are not created.

Upload Treasury Receipts from Template

" File Upload_TR_xerrors.csv

Department. ADM When the upload completes successfully, an Edit List will

Deposit Date: 23-Oct-2019 be displayed showing the transactions to be created during

, o this process. See Figure 7 Verification Edit List for an

Do you want to Continue with this file?
example.

If there are any data errors, a message will be displayed in

Yes ‘ Mo | the last column on the Edit List. See section 2.3.3 below.

Edit the batch and correct the errors before submitting the

batch for processing.

2.3.3 Error Report — Missing or Incorrect Values

Once the file is uploaded, if there are errors, a report will be produced showing the 1.) row number of the
spreadsheet with the error, 2.) an error code for each row (there may be multiple errors for a single row),
and 3.) a legend that explains each error code and recommends the action to take to resolve the error.

4596-RCTRUFLODERR.REP Printed 22-0Oct-2019 at 16:28:54 by THERESA Page 1
Town of Rdmina
Uplcad TR Error Report

Row Trx Date TR Code Line Note Qty Amount Pay Type Error

2 24-0ct-2019 ENERGYRRRA 12345678901234567890123456789012345678901234567890123456789012345678901234567890 1 267.93 11 5

3 23-0ct-2019 EMPSLFHLTH 1 500.00 ZX 5

4 22-0ct-2019 EMPLIFE Life insurance contribution 1 37.50 FP 5

5 24-0ct-2019 EMPIRE TEL Empire Telethon proceeds 1 155.85 5,5 o
9 DWYERENG Engineering fees 1 1,000.00 WT 1

11 DRUGFREE Bottle Drive 1 65.75 CK 1

13 o Council on Aging Win Gift 1 CK 1,3,4

Selection Legend:

Error Message Action

:==== Payment Date is missing Enter Payment date in Uplacd File

2 Payment Date outside +/- 90 Days from Today Enter walid Payment date in Upload File

3 Invalid Treasury Receipt Code If TR Code blank - Enter Valid TR Code in upload file

If TR Cede not blank - check if walid code in TR Code Table for current FY

4 No Payment Amount Payment Amount cannot be Zero. Must be a Positive or Negative number. Update Upload file
e.g 1.00 or -1.00

5 Invalid Payment Type These are the only Valid Payment Types allowed, update to valid code in upload file
Ch - Cash
CC - Credit Card
CK - Check
FR - Pre Deposit
WI - Wire Transfer
BC - Bad Check
ON - ONLINE
CR - Credit Card Refund
DC - Discount

[ Line note Required The TR code used required a line note to be entered, and its missing. Add line note

Figure 6 Upload TR Error Report

In the example, row 13 has three errors - #1, the Payment date is missing, #3, the treasury receipt code is invalid,
and #4, there is no payment amount.
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2.4 Print Verification Edit List (Optional Step)

File Edit Format Options

-8 TedRE - TR_Upload_Receipts 4394 THERESA[10].lis

El

4594-RCRER: RCTRUFLODRET .RER

Department Group
Deposit Date
Batch Note
Upload File

Courier New <[¢ < Blz|ujm~] =]
|

f receipts from third party software for the week ending October 13,
: D:\RUC_Development\admheme\FilesIcTestUploads\IR\Upload TR Nerrors.csv

Printed 23-Oct-2019 at 11:44:54 by THERESA
Town of Adming
Print Verification Edit List

2018

i
&
i

BEACH

LSDOTUIT

TR Code  Line Note
300GALE  ticket sale
300MISC  misc sale 1

#*+ Batch Total

beach sticker - 90 main street

#*+ Batch Total

this is a note that can be 20 characters in length
923 auction sale

beach sticker - & smith street

beach sticker - 90 main street

AFETERTA RECEIFTS

AFETERIA RECEIFTS

AFETERTA RECEIFTS

AFETERIA RECEIFTS

"AFFTERTA RECEIPTS

NS - SMITH JCHN

. TUTIONS - SMITH ABLE

##% Batch Total

Grand Total

3,495.00

Page 1

To produce a report of the
receipts to be uploaded, click

CcITB

CITB
€118

Print Werification Edit List

cin The report will be identical to
o the one produced on successful

completion of the Upload
Template CSV File step.

Figure 7 Verification Edit List

2.5 Create Receipt Batches

Create Receipt Batches

Click on

; this is the final step in the menu that creates the receipt batches.
A report will be produced with the batch numbers. The original upload file name and full path is shown. In
Figure 8, there are three batches shown that were created by the upload process. All created batches will begin
with the letters “TU” to signify that the batch was created via the Treasury Receipt Upload process.

4595-RCREP:RCTRUPLODEST .REP Printed 23-Oct-2019 at 11:45:56 by THERESA
Town of Rdmina
Create Receipt Batches
Upload Fneu D:\AUC_Development\adwhome\FilesToTestUploads\TR\Upload TR xerrors.csv
Trx Date  Trx# Year TR Code  Account Cash Check Other Line Note
User Batch : TU10231965 Deposit Date : 23-0Oct-2019 Bank : CAP1 Department Group : ADM o
21-0ct-2019 1902831 2020 300GAIR  171-000-0000-000-00-00-48338 145.00 ticket sale
21-0ct-2019 1902832 2020 300MISC  §171-000-0000-000-00-00-48£00 150.00 misc sale
**+ Total for Batch TU10231965 295.00 Batch Toral 295.00
User Batch : TU10231966 Deposit Date : 23-Oct-2019 Bank : CITB  Department Group : EDM 9
d)et-2019 1902833 2020 BERCH 1000-000-0000-000-00-00-44293 -50.00 beach sticker - 90 main street
**+ Total for Batch TU10231966 -50.00 Batch Total -50.00
User Batch : TU10231967 Deposit Date : 23-Oct-2019 Bank : CITB  Department Group : EDM
17-0ct-2019 1902838 2020 LLUNCH 2020-000-0000-000-00-00-42920 140.00 CHOOL LUNCH-CAFETERTA RECEIFTS
1902843 2020 LSDOTUIT  2020-000-0000-000-00-00-42920 150.00 ). TUTIONS - SMITH JOHN
1902844 2020 LSDOTUIT 2020-000-0000-000-00-00-42920 150.00 TUTIO! - SMITH MARY
1902845 2020 LSDOTUIT -000-0000-000-00-00-42920 150.00 TUTIO! - JONES JCHN
1902846 2020 LSDOTUIT -000-0000-000-00-00-42920 150.00 .0. TUTIONS - SMITH RELE
1902839 2020 LLUNCH -000-0000-000-00-00-42920 45.00 LUNCH-CAFETERIA RECEIETS
8 1902840 2020 LLUNCH 2020-000-0000-000-00-00-42920 345.00 OL LUNCH-CAFETERIA RECEIETS
20 1902841 2020 LLUNCH 2020-000-0000-000-00-00-42920 225.00 SCHOOL LUNCH-CAFETERIA RECEIPTS
21 1902834 2020 1R 0000-000-0000-000-00-00-00000 §0.00 this is & note that can be 80 characters in length
21 1902842 2020 LLUNCH 2020-000-0000-000-00-00-42920 84z.00 SCHOOL LUNCH-CAFETERIE RECEIFTS
22 1902835 2020 AUCTION  1000-000-0000-000-00-00-44130 187.00 923 auction sale
22 1902836 2020 BEACH 1000-000-0000-000-00-00-44283 350.00 beach sticker - 8 smith street

Figure 8 Create Receipt Batches report
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Rev 13-Nov-19 [TC] Page 11 of 22



ADMINS Unified Community

Treasury Receipts

Revenue Collections

WHAT’S NEXT ?

Now that the upload process has been completed:

o Review the Edit List issued during the upload process.
e Click Collections » Treasury Receipts » Batch Entry
e Type in the user batch number as shown in Figure 8; the turnovers for that batch will be available to be
edited. Correct any errors identified in the Edit list.
o If atreasury receipt code is missing an account number or the account number is invalid, the
transaction must be cancelled in the Treasury Receipt Entry screen, the code assigned an
account number, and the receipt entered with the correct data.

RC-1375 Upload Treasury Receipts Via a Template

The batches will be created for the user that ran the upload process. If another user needs to error check
and submit these batches, transfer the batches to that user.

Once changes are complete, follow the customary municipal business practices as with any other receipts

entered into AUC.

3 Cash Accounts Used on Uploaded Receipts

The Treasury Receipt upload process allows for control over which General Ledger Cash accounts are used as
departmental turnovers are uploaded.

When uploading a .CSV file of receipts, the system requires the Department Group to which these receipts

belong be specified. The Department Group then controls which BANK(S) are used on the batch(es).

B Task 4393: Upload Template CSV File
Upload Template CS¥ File

Required: Enter Department Group

Enter Import Path and File
Optional: Enter Batch Note

Run as @ preview O Print O PDF
If Printing use Duplex @ ves (O No

ADM [l TOWN ADMINISTRATOR

Required: Enter Deposit Date (mmddyyyy] [23-0ct-2019

| DXAUC_DEVELO PMENNHOME\FILESTOTE STUPLOADS\TRAUPLOAD_TR_XERRORS.CSY |

|E|al[:h of receipts from third pMuﬂwarE for the week ending October 19, 2019|

Goto...

Actions

1 General

Dept Group

2PO AP

Department Grouj

4 Add Dept

Description

OWH AL

3 Collections

Collection Defaults

5 Edit List

6 User List Bank for Cash/Checks

Bank for Credit Cards

Bank for Online Payments

Treasury Receipts Import Defaults

CITIZEMS BAMK
CAPL CAPITAL ONE
FSE CAMBRIDGE SAVINGS BANK

Bank GL
Bank GL
Bank GL

Once the BANK is known, there are three different ways that the Cash Account# can be configured, in order:
1. From the Bank Code table,
2. From the Control by Account# table, or
3. From the Billing Category table.

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

ADMINS Unified Community
RC-1375 Upload Treasury Receipts Via a Template

Revenue Collections

3.1 Cash Account Set by the Bank Code

The Cash Account number may be defined on the Bank Table » Collections tab:

Maintain Bank Codes

Goto

ABA Numerator

Actions Bank [[SE Name [AMERIDGE SAYINGS BANK ABAZ P113-7112-0 =
ABADenominater [
1-Add Bank
Address 1| Direct Deposit Only
2-Edit List Address 2 | O Yes @ No
Address 3 | Cash Book Bank Imprest Account
3-Bank Search cty [ state]  ZipCode 00000000 OYes @Ho Yes ho

4-Accounts Payable 5-Accounts Payable-ACH 6-Human Resources. Human Resources-ACH d [ 7-Collections | ' &-Misc Biling

Collection Bill Category Account Used
BankAccount | Tive [
LastCheck Used 0000000

LockBoxImportFite [
ockbox ExportFile [ . .
LocpoxEpenEl This CASH override account#

Contact N Phone [ = Contact Type [
£ mat Adarees e may be managed at the
‘Website Address

BANK level for Treasury
Receipts

q Treasury Receipt Override Account  [2020-000-0000-000-00-00-10400

Status: Bank Active

Figure 9 Setting the Treasury Receipt Override Cash Account on the Bank Table P Collections tab

3.2 Cash Account set by the Value in the Control Accounts by Account #

If there is no Cash Account specified on the Bank table, but there is a cash account # specified on the Revenue
Account in the Controls by Account# table, then that is used:

General Ledger Controls by Account#

Description
300TH ANMIVERSARY GALA

Fund Status
OFEN

If p_resent, FY  Account
this cash ERED] 517 1-000-0000-000—00-00-48338
account 4-List Invalid Accounts E-Delet

will be

used \ Line  Account Number

1 [p171-000-0000-000-00-00-10400 [CASH. UNRESTRICTED O Ja]

Revenue Account from the
Treasury Receipt code

ummarize Postings?

Figure 10 Cash Account set by the Revenue Account having an entry in the Control account by accounts table

3.3 Cash Account Set by the Value in the Bill Category Table

If neither of the above are present, then the Cash Account# specified on the Bill Category table is used:

&=Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Rev 13-Nov-19 [TC] Page 13 of 22



ADMINS Unified Community
Revenue Collections

Treasury Receipts
RC-1375 Upload Treasury Receipts Via a Template

Year Type Description

Bill Category
0 P2 [Treasury Receipts
Accounting 2 Associations 3

Category Description
,E Treasury Receipts

Categories 1 Groups 4 Sub-Category S Flags G

_ Adjustme
Mone

nt All

f This must ALWAYS be setto a
e St Cash Account #. It cannot be null.
1 Cash  }*+-000-0000-000-00-00- 10400},

The cash account number is displayed on the System » Department Group Menu » Department Group Profile
table; this is for convenience and may not be changed in this screen:

Department Group Profile

Goto...

Dept Group DM Description  TOWM ADMIMISTRATOR

3 Collections.

Actions

1 General 2P0 AP

4 Add Dept

Collection Defaults
5 Edit List

Treasury Receipts Import Defaults

§ UserList Bank for CashiChecks

Bank for Credit Cards
Bank for Online Payments

CITIZENS BANK
EAPT CAPTTAL OME
ESE CAMBRIDGE SAVINGS BAM

ank GL Account
Bank GL Account
Bank GL Account

#xx=(00-0000-000-00-00- 10400
2000-000-0000-000-00-00- 10400
2090-000-0000-000-00-00- 10400

Split Refund/Credits into Separate Batch @ Yes (O No

Status: Active

Figure 11 The GL Account for each bank is displayed

4 UPLOADED TURNOVER EFFECT ON GL POSTING

When a turnover is uploaded, it may look like this, with transactions coded as CK for Checks, CA for Cash, CC for
Credit Cards, DC for Discounts, and ON for Online payments.

@ D:\AUC_DevelopmentiadmhomelFilesToTestUploads\TR\Upload_TR _xerrors.csv

[REQUIRED : Payment Date [MW/DD/¥¥¥Y¥],REQUIRED:
18/21/2819,1R,this is a note that can be 88 characters in length,,68,CA
1072172819 ,30808GALA, ticket sale,,145,CC

18/21/72019,3004ISC ,misc sale,,158,CC

18/22/72819,AUCTION, 923 auction sale,,187,CK

18/22/2819 ,BEACH ,beach sticker - 8 smith street,,358,CK
18/22/2819 ,BEACH ,beach sticker - 98 main street,,350,CK

1072272819 ,BEACH ,beach sticker - 98 main street,,-58,DC

18/18/72819,LLUNCH ,SCHOOL
18/18/2819 ,LLUNCH ,SCHOOL
1872872019 ,LLUNCH ,SCHOOL
10/21/2819,LLUNCH ,SCHOOL

LUNCH-CAFETERIA
LUNCH-CAFETERIA
LUNCH-CAFETERIA
LUNCH-CAFETERIRA

10/17/2019,LLUNCH ,SCHOOL LUNCH-CAFETERIA RECEIPTS,,148,CA

RECEIPTS,,45,CA

RECEIPTS,,345,CA
RECEIPTS,,225,CA
RECEIPTS,,948,CA

18/17/2019,LSDOTUIT,L.S.D.0. TUTIONS - 3HITH JOHH,,158,CK
18/17/2819,LSDOTUIT,L.S.D.0. TUTIONS - SHITH HARY, ,158,0H
18/17/72019,LSDOTUIT,L.5.D.0. TUTIONS - JONES .JOHN,,158,0H
10/17/2819,LSDOTUIT,L.S.D.0. TUTIONS - 3HMITH ABLE,,159,CK

Figure 12 — Sample batch of uploaded receipts to be turned over to Treasury

&=Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Rev 13-Nov-19 [TC]
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ADMINS Unified Community Treasury Receipts

Revenue Collections RC-1375 Upload Treasury Receipts Via a Template

am If the account override is set on the bank code table, it will supersede entries on the Control
Account by Account and Bill Category tables.

- — — — Yes - Use Code f Bank Tabl
Department Bank Code from Cash Account | es - Use tode from Banik fabie J

Group specifed Department on Bank b -
on Upload Profile Table? No - 1. Control Account by Account (if present) or |
2. Billing Category Table |

Department Group Profile

Goto
Actions Deptin Description  [TOWN ADMINISTRATOR
1 General 2P0 /AP 3 Collections.
4 Add Dept
Collection Defaults
5 Edit List
< Treasury Receipts Import Defaults
8 User List
Bank for Cash/Checks TIZENS BANK Bank GL Account  ss=x-000-0000-000-00-00-10400
Bank for Credit Cards AP1 CRPITAL ONE Bank GL Account  =xs#-000-0000-000-00-00-10400

Bank for Online Payments SB QFMBRIDGE SAVINGS BA Bank GL Account

0000-000-0000-000-00-00-00000

Split Refund/Credits into Separate Baich @ Yes (O MNo

Status: Active Lkup up

Figure 13 Upload used ADM for Department code; the ADM Department uses three bank codes — CITB, CAP1 & CSB

4594-RCREP:RCTRUFLODRFT.REP Printed 28-0ct-2019 at 09:54:13 by THERESA Page 1
Town of Admins
Print Verification Edit List

Department Group: ADM

Deposit Date : 28-0ct-2019
Batch Hote : This batch has online, cash, check and refund transactions
Tpload File : D:\AUC Development\admhome\FilesToTestUploads\TR\Upload TR xerrors.cav
Row Trx Date TR Code  Line Note oty
3 300GALA  tickst sale 1
4 300MISC  misc sale 1
*+ Batch Total 295.00
8 22-0ct-2019 BEACH beach sticker - 90 main street 1 -50.00 3:9:115
*## Batch Total -50.00
H this is a note that can be 80 characters in length 1 §0.00 CA cITB
5 923 auction sale 1 187.00 CK cITB
5 beach sticker - § smith street 1 350.00 CH cITB
7 - 90 main street 1 350.00 CK cITB
E] CAFETERIA RECEIPTS 1 140.00 C‘Aol‘I]B
10 ETERIA RECEIFTS 1 45.00 CR cITB
11 LLUNCH ETERIA RECEIFTS 1 345.00 CA CITB
12 LLUNCH ETERIA RECEIPTS 1 225.00 CA CITB
13 LLUNCH 3 CAFETERIR RECEIFTS 1 948.00 CR CITB
14 LSDOTUIT  L.S. - SMITH JOHN 1 150.00 CK cI1B
17 17-Oct-2019 LSDOTUIT  L.S.D.C. TUTIONS - SMITH ABLE 1 150.00 CK CITB
##+ Batch Total 2,950.00
15 17-0 LSDOTUIT . TUTIONS - SMITH MARY 1 150.00 C-N°CSB
16  17-0ct-2019 LSDCTUIT . TUTIONS - JONES JCHN 1 o csB

*** Batch Total

#¥# Grand Total 3,495.00

Figure 14 List from Treasury Receipt Upload process showing the transactions segregated by Bank
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ADMINS Unified Community Treasury Receipts

Revenue Collections RC-1375 Upload Treasury Receipts Via a Template

4084-RCRECPSTGL SUM.RIF Printed 28-Oct-2018 st 10:06:34 by THERESRE Page 1
Town of Admins
Posting Report - Surmary by GLE

Posting#: 8863815

FY Date Batchi Accountc§ Description Debit Credit
2020 28-Oct-2019 TU10281968 6171-000-0000-000-00-00-10400 e CASH, UMRESTRICTED 295_00
2020 28-0Oct-2019 TU102819&8 o €171-000-0000-000-00-00-33100 REVENUE 295.00
BALANCE SHEET 295.00 295.00
Cash set on Control Account ' [ttt it
2020 28-Oct-2019 TU10281963 9 1000-000-0000-000-00-00-10400 e CRSH, UNRESTRICTIED CHECKING
2020 28-0Oct-2019 TU102819&% 1000-000-0000-000-00-00-33100 Revenues
: Refunds in a separate Batch ' SALANCE SHEZT
2020 28-0ct-2019 TU10281370 1000-000-0000-000-00-00-10400 e CASH, UNRESTRICTED CHECKING 947.00
2020 28-Oct-2015 TU10281970 e 1000-000-0000-000-00-00-33100 Revenues 947.00
2020 28-Oct-2015 TU10281370 2020-000-0000-000-00-00-10400 e CRSH, SCHOOL LUNCH 2003.00
2020 28-0Oct-2019 TU102813870 2020-000-0000-000-00-00-33100 REVENUE 2003.00
" BALANCE SHEET 2950.00 2%50.00
Same batch, different cash accounts B ———
2020 28-Oct-201% TU10281971 2020-000-0000-000-00-00-10400 CRASH, SCHOOL LUNCH 300.00
2020 28-0Oct-2019 TU10281971 o 2020-000-0000-000-00-00-33100 REVENUE 300.00
Online transactions / separate Batch BALANCE SHEEL 20000 200-00

Figure 15 Posting report after batches are posted

The numbered list below corresponds to the numbered items in Figure 15. The receipts posted based on the
following setup:

1. There is a Control Account by Account entry for the accounts used on the Treasury Receipt codes:

Treasury Receipt Codes
Goto...
J— Cash Account: #a2%—(00-0000-000-00-00- 10400
Override Cash Account: 517 1-000-0000-000-00-00-10400
4 ear 5 Code & Description 7 Revenue Account#
2 Detail E00GALA Z00TH ANY GALA TICKETS 517 1-000-0000-000-00-00-48338
2020 ES00MISC E00TH ANY MISC REY 517 1-000-0000-000-00-00-48400
I General Ledger Controls by Account# I
Goto..
. n Description
one 17 1-000-0000-000- 000048338 300TH ANNIVERSARY GALA
4-List Invalid Accounts S-Delete Invalid Accounts
1Add Control
2 Delete Control
| Line  Account Number Description
3-Edit List
Cash ’ I|1 [617 1-000-0000-000-00-00-10400 CASH, LNRESTRICTED I

2. The second batch posts to the same cash account but is segregated due to the ® Yes box on the
department profile screen

Department Group Profile

Group DM Description OkM ADMINISTRATOR
1 General 2P0 /AP 3 Collections.

Collection Defaults

Split Refund/Credits into Separate Batch @ Yes (O Mo >
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ADMINS Unified Community Treasury Receipts
Revenue Collections RC-1375 Upload Treasury Receipts Via a Template

3. The third batch posts to two different cash accounts because the receipts are in two different funds, and
the cash account has meta characters (****) for the fund number.

Bill Category

Year Type Description
eS| PS5 [Treasury Receipts

Categories 1 Accounting 2 Associations 3 Groups 4 Sub-Category S

Category Description ___Adjustment Allowed this Category___
[1o Treasury Feceipts Mone Charge Payment Both
Account Number GIL Account Descriptior
1 Cash q e —000-0000-000-00-00-10400 -—1 Cash
2 Revenue or Liability JO000-000-0000-000-00-00-00000 ———2 Revenue

4. The fourth batch posts to the same account, but to a different bank because it contains the online
payments.

Department Group Profile Maintain Bank Codes

Goto
Depl(imu Description  TOWN ADMINISTRATE actons Bank ame FAMERIDGE SAVINGS BANK ABA# B113-7112-C
1 General e 3 Coliections 4-Accounts Payable 5-Accounts Payable-ACH &-Human Resources. H

Collection Bill Category Account Used
BankAccount¥ 741852963  Type £ Checking
LastCheckUsed Q000000

LockBoxImportFile [

Lockbox ExportFile [

Collection Defaults
Treasury Receipts Import Defaults

Bank for CashiChecks SRE] CITIZENS BANK Bank GL Account  »
Banklociiedi Lo Sl FPITAL ONE Bank GL Account  »

Bankfor Online Payments SE EAMBRIDGE SAVINGS BANK  Bank GL Account ¢

Split RefundiCredits info Separate Batch  @Yes (O No

Contact Name Phone [(000) 000-00C
E-mail Address
Website Address

Treasury Receipt Override Account R ——

5 TREASURY RECEIPT UPLOAD HISTORY

A history is kept of all uploaded transactions each time this process is run. This will display the status of
uploaded batches.

== [AUC] 4572-Treasury Receipt Import History [theresa] — »
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax  Motor Excise  Misc Billing  System  Favorites  Help
B ESE M+ +m 4 O 8
Treasury Receipt Import History
Goto...
il 2 DenositDate | 3 User Batch 4 User S Posted On Upload Tatal]Upload File Batch Status
21-Dec-9999 Removed
ADM 23-0ct-2019 [TU10231965 THERESA 23-0ct-2019 295,00 |Jplosd_TR_xerrors,csv Submitted N
ADM 23-0ct-2019 [TU10231966 [THERESA 23-0ct-2019 —50,00 |Jpload_TR_xerrors,csv Submitted
& Details AOM 23-0ct—2019 [TUL0Z31967 [THERESA 23-0ct—2019 3280 ,00 (Uelosd_TE_xerrors ,csv Submitted
HEALTH 22-Oct—2019 [TUL0Z21959 \ANTHEA 22-Oct—-2019 295,00 (Uelosd_TR_HOerrors.csv In-FProgress
HEALTH 22-Oct—2019 [TUL0Z21960 \ANTHEA 22-Oct—-2019 —50,00 [Uelosd_TR_HOerrors.csv In-FProgress
HEALTH 22-Oct—2019 [TUL0221961 ANTHEA 22-0ct—-2019 3280 ,00 (Jelosd_TR_MOsrrors.csv In-FProgress

Column Header Description/How Used

[1 Dept Group] Department Group specified during the upload process — may sort and filter by this
column
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ADMINS Unified Community Treasury Receipts
Revenue Collections RC-1375 Upload Treasury Receipts Via a Template

Column Header Description/How Used

[2 Deposit Date]

[3 User Batch]

[4 User]
[5 Posted On]

Upload Total

Upload File

Batch Status

[6 Details] button

Deposit Date used on the uploaded batches— may sort and filter by this column

Batch number created during the upload — all Upload batch numbers will begin with
“TU"— may sort and filter by this column

User who ran the upload process— may sort and filter by this column
Date the upload process was run— may sort and filter by this column

Total dollar amount of the transactions in the batch — display only column; no sorting or
filtering available on this column

Name of the file used for upload batch — display only column; no sorting or filtering
available on this column

Current status of the batch— display only; no sorting or filtering available on this column

In-Progress  Upload has been run but batch has not been submitted for approval
Submitted Batch has been error checked and submitted for approval

Posted Batch has been posted
Removed The batch has been removed from AUC
5 Details

This will produce an Edit List of the transactions in the selected batch.

5.1 Reports Available from the Treasury Receipt Upload History Screen

Two reports are available from the screen.

5.1.1 Actions P Edit List

The Actions P Edit List produces a simple list that reflects the data shown in the screen; filters are available for
Department group, deposit date range, post date range, and user name. The edit list may be sorted by
Department Group, Deposit Date, User Batch number, Posted date, or User name. In Figure 17, the report was
run for just uploads done by the user “Anthea” and sorted by department group.
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Revenue Collections RC-1375 Upload Treasury Receipts Via a Template

B " Task 4573: Treasury Receipts Impert History Edit List *
Treasury Receipts Import History Edit List

Optional: Enter up to 9 Department Groups I Edit I ||] values:
Optional: Deposit Date Range [nmddyyyy] From: | ‘To:| |

Optional: Post Date Range [mmddyyyy] From: | ‘To:| |

Optional: Enter Username | | | |

SeleciSonj0niey ® Dept Group U Deposit Date () User Batch O Posted On O User

Run as @ preview O Print O PDF
If Printing use Duplex @ ves (O No

Lookup 0K Cancel Clear All

Figure 16 Treasury Receipts Import History Edit List prompt

4573-RCTRIMPHIS.REP Printed 23-0ct-2019 at 14:11:16 by THERESL Page 1
Town of Rdmins
Treasury Receipts Import History Edit List

Sorted By : Dept Group

DeptGroup DepositDate User Batch User Posted On Upload Total Imported Filename

HEALTH 2 -2019 TU10221962 ANTHER 2 -2019 295.00 Upload_TR_NOerrors.csv
HERLTH 2 —2019 TUL10221963 ANTHER 2 -2019 —-50.00 Upload_IR NOerrors.cav
HERLTH 22-0ct-2019 TU10221964 ANTHER 2 -201% 3,250.00 Uplead TR_NOerrors.csv

Selection Criteria

Select User : RNTHER
Sort Report by : Dept Group

Figure 17 Treasury Receipts Import History Edit List sample

5.1.2 Single Batch Reports

To print a report of transactions by batch, click on the batch number. Click the | &0etais | pytton that appears to
the left of the batch, the edit list for that batch may be produced in summary or detail. (This is the standard
Treasury Receipt Edit List, the optional bank code and date range filters should be ignored when run from this
screen).

B Task 4026: Treasury Receipt Edit List X

Treasury Receipt Edit List

Optional: Enter Bank Code D

Optional: Deposit Date Range (mmddyyyy] From: | ‘Tu:l |
Total By ® Batch, TR Code O Bank,Batch,Trc# O Deposit Date, TR Code
Print ® Summary O Detail

Run as @ preview O Print O PDF
If Printing use Duplex @ vyes (O No

Lookup Cancel Clear All

Figure 18 Treasury Receipt Edit List prompt
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ADMINS Unified Community

Treasury Receipts

Revenue Collections

RC-1375 Upload Treasury Receipts Via a Template

<8 TedRE - TR_EditList 4026_THERESA[S].lis - o x
File Edit Format Options
Courier New e <] Bls|ulm-] = =)
| ~
4026-RCRECTREDT.REF Printed 23-0ct-2019 at 15:56:34 by THERESA Page 1
Town of Admins
Treasury Receipt Edit List
Batch# : TU10231967 Batch Notes : Batch of receipts from third party software for the week e.
GL Posting# : Pay Trx Date : 23-0ct-2019 Bank : CITB CITIZENS BANK
Entered § 3,250.00 GL Effective Date: 23-0Oct-201%9 Batch Owner: THERESA
Expected § 3,250.00 Deposit Date : 23-0ct-2019 TR# Batch In Balance Will Post
TR Code Description Cash Cash Back Check Other Total Msg
1R 26 PEARL ST RENTAL-METR €0.00 €0.00
AUCTION AUCTIONEER LICENSES 187.00 187.00
BERCH BEACH STICKER 700.00 700.00
LLUNCH SCHOOL LUNCH-CAF REC 1703.00 1703.00
LSDOTUIT L.5.D.0. TUITIONS 600.00 600.00
#*%% Total Batch TU10231267 R 1763.00 1487.00 3250.00
#*** Report Grand Total Rl 1763.00 1487.00 3250.00
Selection Legend:
Report Type : Summar:
Total By : User Batch and TR Code
Message Legend
D-Batch Date & Trx Date Mismatch ©
4026-RCRECTREDT.REP Printed 23-Oct-2019 at 16:36:15 by THERESA Page 1
Town of Admins
Treasury Receipt Edit List
Batch# : TUl0221959 Batch Notes : this i3 the overall batch note
GL Posting# : Pay Trx Date : 22-0ct-2019 Bank  EM BMERICAN EXFRESS
Entered : & 295.00 GL Effective Date: 21-Oct-2019 Batch Owner: RNTHER
Expected & 295.00 Deposit Date 1 22-0ct-2019 TR# Batch In Balance Will Post
Batch# Tre# Year Date TR Code Account# Yote Cash Cash Back Check Other Total Msg
300GALA 300TH RNV GALA TICKETS
TUL10221959 1902796 2020 21-Oct-2019 300GALA €171-000-0000-000-00-00-48338 300TH RNNIVERSARY G ticket sale 145.00 145.00 D
**+ Tptal: TR Code: 300GALA i 145.00 145.00
300MISC 300TH ANV MISC REV
TU10221959 1902795 2020 21-0Oct-2019 300MISC 6171-000-0000-000-00-00-48400 MISCELLANEOUS REVEN misc sale 150.00 150.00 D
**+ Total: IR Code: 300MISC i 150.00 150.00
#%+ Total Batch TU10221959 wEE 295.00 295.00
#%% Report Grand Total wEE 295.00 295.00
Selection Legend:
Report Type : Detail
Total By : User Batch and TR Code
Message Legend
D-Batch Date & Trx Date Mismatch

Figure 20 Treasury Receipts Edit List run in detail from the [6 Details] button

&=Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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ADMINS Unified Community Treasury Receipts
Revenue Collections RC-1375 Upload Treasury Receipts Via a Template

6 FREQUENTLY ASKED QUESTIONS

Q. Can this process be run more than once in a day?
A.Yes. The process will create a new user batch or batches for each upload process.

Q. Can this process be run by more than one user at a time?
A. Yes. Each user has their own work files; more than one user can run the process at the same
time.

Q. Can | complete an upload that someone else has started?
A. No. The process is specific for each user.

Q. Is the Bank Code required on the Department Group Table?
A. Yes. At least one bank must be specified for the Department Group if it is to be used for the
upload process. If only one bank code is specified, all entries in the file will be assigned to a
single batch.

Q. How should negative numbers be entered in the spreadsheet?
A. To enter a negative, use the minus sign before the number — no parenthesis, dollar signs or
commas are to be used in the amount column of the upload file.

Q. What can | do if | created receipt batches and then realize | have loaded the same file twice?
A. Go to the batch and delete all the payments from that batch; delete the unused batch. Then
upload the correct file.

Q. Can the same bank code be set on all Payment types in the Department Group Table?
A. Yes. See the examples that follow for the available options.

This will create one consolidated batch containing all Cash,

Collection Defaults Check, Credit Card and Online Payments from a single
Treasury Receipts Import Defaults upload file.
Bank for CashiChecks EITZ CITIZENS BANC ** |f Refunds/Credit are set to be separated it will create a
Bank for Credit Cards TTZ CITIZENS BANK . .
Bankfor Online Payments  [CITzZ CITIZENS BAHK separate consolidate batch of all Refund/Credits.

All Same Bank
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ADMINS Unified Community Treasury Receipts

Revenue Collections RC-1375 Upload Treasury Receipts Via a Template

This will create one consolidated batch containing all Cash,

Collection Defaults Check, Credit Card and Online Payments from a single
. upload file.
Treasury Receipts Import Defaults
Bankfor Cash/Checks EITZ CITIZENS BANK ** |f Refunds/Credits are set to be separated it will create a
Bank for Credit Cards . .
Bankfor Online Payments [ separate consolidate batch of all Refund/Credits.

Set 1 Bank - effective for all payment types.

Collection Defaults This will create a batch the following
Treasury Receipts Import Defaults
¥ pis Tmp Batch 1 Cash/Check
Bank for CashiChecks T7Z CITIZENS BAMK Batch 2 Credit Cards
Bank for Credit Cards STR EASTERN BAMK .
Bank far Online Payments EM AMERICAM EXHPRESS BatCh 3 Onlme Payments

Split Refund/Credits into Separate Batch & Yes ¢ Mo

Total = 3 Batches created from a single upload file

Set Different Banks . L
** |f Refunds/Credits are set to be separated it will create

an additional 3 batches for each batch payment type.
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