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Lesson 1 - Cash Receipts Introduction and Overview

The Cash Receipts software application is a centralized cash receiving system. You can
configure customized payment entry prompts based on the type of payment received, and
distribute payments directly to the general ledger.

Cash Receipts is complete with all the tools required for an efficient, accurate, centralized cash
receiving system.

e Objectives:
To have a working knowledge of the Cash Receipts Application

e Target Audience:
A person who will function as your future in-house trainer
Director or supervisor of the Cash Receipts department
Representative from your Finance department

e Prerequisites:
Basic knowledge of Windows
Familiarity with your organization’s payment processing

Each employee can create one or more sets that they are responsible for. Employees will take
payments and handle transactions in their respective sets. Each receipt that is generated creates
individual transactions in Cash Receipts.

Based on your organizations business practices, employees balance their cash drawer using a
Cash Receipts edit listing. Once an employee balances a set, the set is ready for posting. When
you post a set, Cash Receipts automatically sends payment information to all of the
ONESolution applications you set up in the Application Interface.

Lesson 1 - Cash Receipts Introduction & Overview Page 1
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There are three (3) areas of Cash Receipts:

e Setup and Maintenance — You define your organization’s codes and information that

can include:

o Fee Codes
Printer Definition
Endorsement Codes
Tender Types
Payment Types
Set Types
Receipts Printer Definitions
Workstation Configuration
Application Interfaces
External Set Default Codes
Merchant Codes

O O O O O O O O O O

e Receipt Processing — This includes all of the day-to-day tasks employees perform while

taking payments from customers. You can use Cash Receipts to:
o Create and define sets

Enter payments

Validate and endorse checks

Balance Sets

Post Sets

o O O O

e Set Inquiry — You can use the Set Search to locate sets that have been created. You can
view receipts contained in a set and reprint a receipt or make an adjustment to a receipt.

You can locate a set based on one or more of the following criteria:
o SetUser

Set Date

Set Number

Set Type

Receipt Count

Receipt Totals

Set Condition

Set Status

Set Source

0O O O O O O O O

Lesson 1 - Cash Receipts Introduction & Overview
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Lesson 2 - Logging onto ONESolution

In this lesson, you learn the steps to logging onto the ONESolution software product.

e Objectives:
At the completion of this lesson, you should be able log onto ONESolution Cash
Receipts software product.

e Target Audience:
A person who will function as your future in-house trainer
System manager
Director or supervisor of the Cash Receipts department
Representative from your Finance department

e Prerequisites:
Basic knowledge of Windows
Familiarity with your organization’s payment processing

Lesson 2 - ONESolution Navigation Actions Page 3
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Part 2.01 - ONESolution Login Window

The ONESolution suite of SunGard Public Sector software applications has been designed to
take advantage of common Microsoft Windows navigation features. It blends the functionality
of SunGard Public Sector software applications and the advantages of a graphical interface.

Knowledge of all Windows navigational features is not necessary to use the SunGard Public
Sector ONESolution suite. However, this knowledge can be beneficial when working with
SunGard Public Sector software applications or other Windows-based applications.

A common premise applied to the Windows environment is that you have multiple ways of
performing the same task. The ONESolution environment takes advantage of this concept. You
have several ways to initiate an action within the graphical environment. This allows you to use
the SunGard Public Sector software application in the way that is most comfortable for you.

The ONESolution series of software applications runs from your Desktop. Once the Desktop
browser is open, a sign-on screen displays where you enter a user ID and password. Your system
administrator determines the information you use to access the ONESolution applications.

Lesson 2 - ONESolution Navigation Actions Page 4
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This lesson will cover how to logon to ONESolution.

arf\

C)NESol_uljon
1.  Click the application launch icon ES==l

2. The logon window displays.

% Logon (10.255.95.60 10.21.18.0)

ONESolution

User Name: ||

password: |
Logorl s Remember Me
Last Logon: 4/26/2011 6:41:23 AM

Forgot Password Change Password

© SunGard 2006-2010
SunGard and the SunGard logo are trademarks or registered trademarks of SunGard Data Systems Inc. or its subsidiaries in

the U.S. and other countries. All other trade names are trademarks or registered trademarks of their respective holders.

3. Enter your User Name and Password in the corresponding fields. (You can check the box for
Remember me for the next time you sign-on.)

4.  Place a checkmark next to Remember Me for future logons.

Lesson 2 - ONESolution Navigation Actions Page 5
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5.

Click Logon.

% Logon (10.255.95.60 10.21.18.0)

ONESolution

User Name: | gdaugherty]

Password: qunu

Im {4 Remember Me I
Last Logon: 4/26/2011 7:54:15 AM

© SunGard 2006-2010
SunGard and the SunGard logo are trademarks or registered trademarks of SunGard Data Systems Inc. or its subsidiaries in

the U.S. and other countries. All other trade names are trademarks or registered trademarks of their respective holders.

Lesson 2 - ONESolution Navigation Actions
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6.  Click the product suite you want to work with:

v

v

Finance

Community Development
Utilities

Public Works

Public Safety

Justice

%) Home

SUNGARD PUBLIC SECTOR

Connect the Community

Lesson 2 - ONESolution Navigation Actions
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Part 2.02 - Working with ONESolution Desktop

The Desktop act as a single entry point for the ONESolution customers, and is the main access
window for the ONESolution application suites.

The Desktop is designed in a generic way and allows you to design the layouts to satisfy your
specific requirements. You can customize the Desktop to meet your agency- or customer-specific
prerequisites.

The Desktop window is divided into three sections:

e Top panel - the top panel displays the following:
o ONESolution Logo
o Search Field
o Help Icon — is context-sensitive

e Dashboard - The dashboard area displays the components depending upon the layout
configuration and you can use the Desktop to create and manage the components.

The "dockable™ feature allows you to reorganize the orientation of the dashboard
components:

o You can select the panel and drag the panel to get the direction arrows.
o Drop the panel that needs to be arranged to the respective direction arrows.
o You can select the panel and drag and drop it to any direction to arrange them.

e Bottom panel - The bottom panel displays the global list of various applications
available in the ONESolution product suite.

You can click any application icon to display the Entry Points pop-up window.

You can view the various application-specific entry points organized as folders and
hyperlinks in this pop-up.

You also can view the options to manage the Desktop components and layouts in the
bottom panel.

Lesson 2 - ONESolution Navigation Actions Page 8
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The Desktop icon on the bottom panel of the Desktop window allows you to create layouts,
select specific components, and configure the settings. Depending on the layout and the
components, the dashboard displays the various elements of the Desktop.

There is default layout and components set by the administrator and depending on the security

privileges, you can design your own layout for the Desktop.

) OneSolution Desktop Product (Environment: Product Environment 10.21, User: product)

ONESolution

OPEN WINDOWS

_lofxI|

RECENT ITEMS
Description ¥y | Suil

&
@

Payment Entry
Set Processing

B | ShowAllUsevs} Show Completed
| s

Building Job Maintenance
Case Search

(# suite V) | Description iy | Job Number

Receipt Search
Project Maintenance
Building Job Search
Inspections

O00O0000003=
CANCANAQE -
<< << <<

| © Ret.. 4/26/2011 10:01:12 AM

i | Status ¥, | Job Type i) | Start Date iy  Acknowledged

Lesson 2 - ONESolution Navigation Actions
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Part 2.03 - Working with ONESolution ONESearch

Using the ONESEARCH component, you can search for the functional reports, entry points and
data within various suites. You can choose one or more suites to search for the entry points and
you also can separate the functional entry points from the reports by setting a filter.

This option searches for text as typed by you, filtering the results by suite and displaying results
from the manifest and the suite data.

ONESearch Overview
This option searches for text as typed by you, filtering the results by suite and displaying results
from the manifest and the suite data.

PENDING TASKS JOBS ONESEARCH \\

u e
= %] o)

“Erfery Points (0) %] mshs(u)'

ok 0 EneyBans:d Report 0 Em _

/" Results Table (0)

You can filter the results by each suite. When you click the toggle buttons for various suites in
the Filter by Suite section, will filter the search results by suite.

Clicking a particular suite toggle button includes that suite's results in the results. The toggle

buttons are enabled only when the suite is connected to the desktop. This is applicable to both
Entry Points and Reports and Results sections.

Filter by Suite

EOEE

Lesson 2 - ONESolution Navigation Actions Page 10
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The Search button is enabled only when you start typing the search text in the search field.

Enter search text here, L
| search

The right section of the ONESEARCH component has two options:

e Result Panes - In this pane, you can view the search results according to your
requirement. You can view either the Entry Points results, or the Data results or the Data
Grid for the data results or any combination these.

e Layouts - This option gives you the provision to view the ONESEARCH component in
different layouts. You can view the ONESEARCH component in default, entry points
only, data only, data grid only, data and data grid only layouts.

The results in "Entry Points" section can be filtered according to the entry points and reports, by

clicking the Include Functional Entry Points IE icon and the Include Report Entry Points
L I icon.

Since it is a dockable pane, you can also drag and drop the Data Grid pane next to the Data pane
when the ONESEARCH component is in default layout.

You can obtain two types of results in the ONESEARCH component:
e Entry Point And Reports Results - Displays all the entry points and reports matching
the text that is typed in the search field. The results display as you type in the search
field.

e Data results - Displays all the data matching the text that is typed in the search field.
You have to click the Search button next to the search field to obtain data results.

The data results displays results related to the following:

e Common PA - common party, common address, common contractor, common party e-
mails, common party phone, common party address.

e Community - location/parcel related party, building job related parties, building job
contractors, case related parties, case assignments, business, business related party,
business professional, project related parties, and project managers.

e Work Management - request related party.

Lesson 2 - ONESolution Navigation Actions Page 11
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Searching for Data Using ONESearch

Using the ONESEARCH component, you can search for data within various suites. You can
choose one or more suites to search for data within those suites. You can search for common
responsible related party or a manager associated with jobs, inspections, requests, and tasks.

On the click of Search next to the textbox, ONESEARCH searches for the text typed by you,
filtering the results by suite and displaying results from the suite data in the Results section. If

you have configured the results to display in a grid format, then a Results Table pane also
displays.

1. Onthe desktop, select the ONESearch tab —_—

2. The ONESearch component displays.

PENDING TASKS 8l CB ONESEARCH N

u LR
EEN n.‘a .\ .U

“Entry Points (0) v X% | Results (0)]

Totsl: 0 Entry Points: 0 Reports: 0 Em Total: 0

" Results Table (0)

3. Inthe Filter by Suite field, indicate which suites should be search.

Filter by Suite All suites are Filter by Suite II&‘l’l:inance & Who rk
- -~ y - anagement have
n selected. a ;: . been deselected.

Lesson 2 - ONESolution Navigation Actions Page 12
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4.  Enter the search criteria in the Search text box. (As you enter text, the Entry Points panel will
begin to display entry points that could possibly match your text.)

Search Text Box

Entry Point Panel

Totzl: 12  Eniry Points: 18  Reporis: 0

#,. Community (6/8/0)

. . Community
ﬁLon:atmn Maintenance

Access Points

'ﬁ Street Dictionary Maintenance
'ﬂ Building Job Maintenance
'ﬂ Project Maintenance

'ﬂ Master Project Maintenance
L/ g, Business Maintenance

.,‘ﬂReview Date Maintenance
%Distrit-uta Check Maintenance
%R-e'm Check Maint. Posting

% Employee PRELIST (Check Maint)

%Prin: Mziling Labels

.,‘ﬂDistri bute Check Maintenance

%Re run PY Posting (Chedk Maint)

%Test PYY Posting {Check Maint)

n Recompute Blanket Remaining

G Common (2/2/0)

b LOMMON Farcy

5. Click Search m

Lesson 2 - ONESolution Navigation Actions Page 13
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6. A preview of the search results displays in both the Results and Results Table panels.

The results in the Results panel are displayed as a hyperlink. The subject is mainly the
suite name along with the window name. Below the subject is the name of the related
party and the common party details and also displays the icon of the suite it belongs to.
You can click on any of the results and navigate to the respective windows.

The results in the Results Table panel are displays the same results as that of Results
panel but in a grid format. The results display the suite, title, description, and the
relevance of the data. The stars that display against each result is the relevance of the
related party. The relevance is configured based on the importance the agency defines for
its related party.

7. Click the hyperlink to access the entry point you were searching for.

Lesson 2 - ONESolution Navigation Actions Page 14
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Part 2.04 - Working with ONESolution Windows
Each window has common elements to it and is broken down into:

e Window Description — this provides you with which application you are currently in and
which process you are using.

e Help — displays the help document for the window you are currently on.

e Tabs — are like the folders in a file cabinet and categorize for you the different processes
in the application.

e Ribbon Toolbar — provides a series of grouped actions you can take to process your
information.

e Next/ Previous — toggles between open windows and will allow you to quickly move to
a window you want to go to.

e Search Criteria Frame — this frame provides you with a way to input different
information to search the database by specific criteria.

e Criteria Summary Frame — displays what you specified for your search.

e Collapse / Expand Search Window — collapses or expands the search window and
display all records in the Bottom Panel.

e Record Selector — indicates which record is selected.

e Results Data — all the data that was retrieved based on a search.

e Record Count —the number of records retrieved based on a search.

o SelectAll — will select all records retrieved based on a search.

e DeselectAll — will unselect all records that had been previously selected.
e Jump to the Last Viewed Record — jumps to the last viewed record.

e Export data to a file — will move and save your data into a Microsoft® Excel
spreadsheet format.

Lesson 2 - ONESolution Navigation Actions Page 15
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e Next/ Previous — moves you between the records that have been retrieved.

& Building Job Locator
@ Home Building Job Locator ”

| @ |63 By Job General Info | € By Location @) By Person

€ select Al
&) Deselect Al f'b:’:a'"
Search  Clear Maintain Selected Maplt o0

@ By Job Related Party 9 By Address 0 By Codes
Criteria || € By Job Contractor () By Parcel Racordc

Search

o3~
Search By Job General Info:

ooty [ - /o7icaton Date

| Start Date: | End Date: | I

‘X By Job General Info:

Criteria Summary Frame

Job status: | L‘ - T % Job Type:
Job 1D: J | [win: | max: | HoE o
: | | Square Footage
PINValie: | | (M‘n: J max: |

I

Bottom Panel

Search Criteria Frame

_x

| Job ID Job Type Status Code Year Description Tenant Name Tenant Number ' Address Land Key Public Building Fla &
» |1212 HOTEL - Hotel/Mot AC - Application Ac 2010 Bed & Breakfast - | 200 Pre Q E Orang |
1234 HOTEL - Hotel/Mot AC - Application Ac 2010 50 Room Motel 8 Bengaluru None |
Sarah0011 HOTEL - Hotel/Mot APP - Approved 2010 Five Star Hotel - 3!

852963 HOTEL - Hotel/Moi Pending - Pending 2010 Four Star Hotel - 1 1st/ Previous Record
Next/ LastRecord
114 HOTEL - Hotel/Mol AC - Application Ac 2010 Hotel - 5 story - 4" seject / Deselect AVE None Record Count
All Record
HOTEL-2010-115 HOTEL - Hotel/Mof IR - In Review 2010 . Multiple Multiple

4

Record Zoom In (+)/ Zoom Out ()
| Status
N R s >

Lesson 2 - ONESolution Navigation Actions Page 16
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Lesson 3 - Working with Payments
This lesson covers working with payments in the ONESolution Cash Receipts Application.

e Objectives:
At the completion of this lesson, you should be able to open a set.
Enter, and void payments.
Edit and post sets.
Search for receipts

e Target Audience:
A person who will function as your future in-house trainer
System manager
Director or supervisor of the Cash Receipts department
Representative from your Finance department

e Prerequisites:
Basic knowledge of Windows
Familiarity with your organization’s payment processing

Cash Receipts allows your organization to process payments in a set. Set processing involves
certain concepts:

Set Addition — when you open a new set, cash receipts automatically assigns a status of open
(“O”). The status will not change until you have change the status to closed (“C”’). When
opening a new set, the following fields are preset with the following information:

Set User

Set Date

Set Number

Set Type
Receipt Printer
Drawer Number

O O O O O O

Set Editing — after you finish enter payments into a set, you can check for mistakes by editing
the set. Editing does not update any payment information, it simply allows you to verify
transactions. You can edit sets individually or select multiple sets to edit together. When you
select sets to edit, cash receipts displays the EDIT SUBMITTED next to the selected sets. You
cannot work in sets selected for editing until the edit finishes.

Lesson 3 - Working with Payments Page 17
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Set Edit Listing — when you edit payment sets, cash receipts prints a Cash Receipts Edit
Listing. This report is similar to doing cash drawer reconciliation and it lists all the payments
received and totals for the edited set. You can use the information on this listing to balance cash
drawers and sets. The report includes the following totals:

Payment Type
Tender Methods
Deleted Payments
Set Count
Denomination Totals

0 O O O O

Set Balancing — before you can post a set you must balance and close it. Balancing is the
process of verifying totals of payments received. To balance a payment set, you must verify the
number of payments entered and the total payment amount for the set. You should compare the
displayed totals with the totals on the edit listing. Once everything has been verified and
balanced, you can change the status of the set from “Open” to “Closed”.

Set Posting — posting payment sets is the process of making transactions permanent. Once you
post a set, you cannot change or delete transactions in the set. You can post balanced and closed
sets only. If you try to post a set that is not balanced, the posting will run, but the transactions
are not posted.

Lesson 3 - Working with Payments Page 18
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Part 3.01 - Opening a New Set

You create a set for a group of payments. You use this feature to maintain such sets and while
creating a new set, you can define default values for the payment group, payment type, tender
type, and set payment date. To set up a new set, complete the following steps:

1. Click the Common icon

+ COMMON ENTRY PO

(&" Receipt Search
| Code Administration
_| Reports

2. Select Set Processing under Cash Receipts

3. The Set Processing window displays.

) Set Processing N o] x|
@ Home [arrr @

Save Void Refresh gie Lockbox  Mass erge Deposit Balance SetEdit  Pos
Paymer\( Payn‘ent Slip Listing~ S
99~
~ set Condition | Set User  SetDate | Set Number Extamal | et Type Recsipt Count| Receipt Totals| Set Status |
» [cnm Product, Product 6/28/2011 3 i Adjustme 6 $-330.00 Out of Balance
Closed Product, Product 7/18/2011 3 O Adjustments - Adjustme 1 $-15.00 Error in Set
Open Product, Product 9/29/2011 1 a OC - Over the Counter 2 $100.00 Ready
Open Product, Product 9/14/2011 1 OC - Over the Counter 2 $21.00 Ready
Open Product, Product 9/21/2011 2 Adjustments - Adjustme 1 $-50.00 Ready
\ [T <I <>}
ﬁ
& General Info
Set Receipts.
MI

6 Totals: |

User: [Product, Product Status:

Out of Balance [Count: b

- Entered Receipts

B set Defauits

Payment Type Category: | 7] N Tender Type:  [A03 - Adjustment

Payment Type: [ BAM Adjustment - Business Account Management Adjustments =] /e Payment Date: | 0/25/2011

|

© Ready

Record: Synchronized Collection: Synchvonized " ProductDemo Env. 1| @ —fl——— &

& Receipt Details

Lesson 3 - Working with Payments
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DS ®

New Void Refresh

4.  Click New on the Set Processing / Record ribbon toolbar

General Info
In the General Info panel you indicate the user and the type of set you are opening. The set date
and condition will always default to the system date and an open condition.

1. Inthe User name field, the log in name will default for your login. (You can change the set

user name by clicking Associate to launch the Common System Person Selector.)
2. Inthe Status field, the status will default for your login.

3. Inthe Type field, select the appropriate type that describes how the payments are being
taken from the drop-down list. (Once a set is saved, you cannot change the type.)

4. Inthe Date field, the system date will default automatically. (You can click the drop-down
arrow to change the date displayed.)

5. Inthe Condition field, the default is set to Open.

6. Inthe External field, place a checkmark if this set is for receipts originating from an
external application like GovNow.

7. The following fields will be computed automatically:

Number — the set number will be assigned by the system.

Count — total number of receipts processed.

Totals — total monies of receipts processed.

Entered Receipt Count — this field is updated from the set balancing process and
cannot be edited.

e Entered Receipt Totals — this field is updated from the set balancing process and
cannot be edited.

I u General Info

Set
User: Weidley, Jennifer ﬁ;‘ Status: ]Rfad',' unt: I Totals: -'[
CC - Over the Countar J i
prv— Entered Recei
11/30/2010 v | gondiion: | open - bis
Count:

External: |

Totals:
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Set Defaults

You use the Set defaults panel to enter default details for the set. Set defaults can be populated
automatically based on the system configuration for Cash Receipts. This is optional and not
required when opening a new set and you can edit these details.

1. Inthe Payment Type Category field, you can select a payment type category from the
drop-down list.

2. Inthe Tender Type field, select the most common tender type from the drop-down list.
(You can change the tender type during the Tender receipt process.)

3. Inthe Payment Type field, select a payment type from the drop-down list. (You can leave
this field blank and chose a tender type when you tender the receipt.)

4. Inthe Payment Date field, leave this blank or select a default payment date from the

drop-down list. (If you leave the Payment Date field empty, the system uses the current date
automatically for receipts that are added to the set. If a payment date is specified, the receipt would always
default to that date instead.)

u Set Defaults

Payment Type Category: IBuiIdir.g Parmits - Building Permits mN Tander Type: ICK - Check Payments

Payment Type: IBP Payment - BP Payment ' Payment Data: |

SO0 ®

New Jl Save | Void Refresh

5. Click Save on the Set Processing / Record ribbon toolbar . (You may be
prompted to create a new set if one has already been created. Click Yes if you want to create a new set,
click No to cancel.)

6. Click Close E (This returns you to the Desktop.)
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Part 3.02 - Single Payment Entry for Miscellaneous Cash Receipts Payments

Single Payment entry is the standard method that cashiers use to receive payments. When using
single payment entry, you can create single or multiple receipt line items on single receipts and
change the payment type code for individual payments. To add payments for miscellaneous
charges, complete the following steps:

-

AR
& Receipt Search

__ Code Administration

| Reports
2.  Select Set Processing under Cash Receipts
3. The Set Processing window displays.
e
Save Void Refresh .:UC ngle  Lockbox Mass Adjustments RePrint Void “ Merge Depost Balance Set Edit :‘:5- Re
Payment Payrvem Payrrem Listingv S Use Accos
=
Set Condition Set User Set Date Set Number External Set Type Receipt Count Receipt Totals' Set Status
» |Open Product, Product 6/28/2011 3 [ i Adjustme & $-330,00 Out of Balance
Closed Product, Product 7/19f2011 3 (] Adjustments - Adjustme 1 $-15.00 Error in Set
Open Product, Product 9/25/2011 1 (] OC - Over the Counter 2 $100.00 Ready
Open Product, Product 9/14/2011 1 OC - Over the Counter 2 $21.00 Ready
Open Product, Product 9/21/2011 D O Adjustments - Adjustme 1 $-50.00 Ready
\ [T << N> > )
.
a
& General nfo
st Receipts
User: Product, Product Status: (Out of Balance ] | count: [ 5] Totals: | $-330.00]
Type: L] l J
- e o T e e e ——
Momber: [T etem | )
B st Defaits
Payment Type Category: | ] N Tender Type: [ 203 - Adjustment
Payment Type: [ 8aM Adjustment - Business Account Management Adjustments =] /wN Payment Date: | 06/23/2011
|
é Ready Record: Synchronized Collection: Synchronized Product Demo Env e i) A
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4.  Open or locate a set to take payments. (Click the Home tab and then click Search to locate a set or
refer to Part 3.01 — Open a New Set to open a new set.)

Set Date Sef r Extemnal Set Type Receipt Count Receipt Totals Set Status
1/5/2011 Payment - Payment 50,00 Ready

Set Condition

o S A, QA 1/3/2011 Payment - Payment $0.00 Ready
QA, QA 1/5/2011 Payment - Payment 50,00 Ready

— —

R <R

5. Click Add Slngle Payment on the Set Processing / Payment Entry ribbon toolbar

Add Single | Lockbox Mass
Payment Payment Payment

6.  The Single Payment Entry window displays. (This window will display differently depending on
the Payment Type Category selected.)

Category: Cash Receipts Set User: Product, Product Set Date: 10/31/2011
Find Charges By I

Cash Receipts Misc
Revenue Payment Clicking the Find Charges By
allows you to change your method

of searching to locate the charges
Add to Receipt to be paid.

Indicates the type of
payments being
taken.

Indicates the search
method being used to
locate the charges

Clicking the Change Category
allows you to change the payment
type.

Change Category

Add to Receipt

7. Click Add to Receipt ’
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8.  The Select Fee Codes window displays.

ISeIect Fee Codal
ML - Marriage License Fee BC - Birth Certificate Fees CCMap - City Clerk - Map Fee CCC - City Clerk - Copies

TXMap - Tax Office City Maps Misc Rev - Miscellaneous Revenue Payments

9.  Highlight the fee you will be taking the payment for and click Select .

10. A fee can require some additional information, such as a prompt. When a prompt
displays, complete the information as indicated.

xpression: 2.000000+#MAPS?

Enter valuss for the prompts below:
User Prompts

Number of Maps |
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11. Click OK .

12.  You will receive a confirmation message after adding a payment type.

. Information

I Adding TXMap - Tax Office City Maps is successful

I,_‘, x . 104312011 8:08:00 AM J

Adding Additional Comments
When you set up your payment type codes, you may have indicated that additional comments are
to be entered when receiving payment.

1. Inthe Additional Comments field, indicate any additional comments for the receipt.

Payment Type Fee Code Primary Data Context | Secondary Data Contexl| Additional Comments mount Dug Amount To Waive Receipt Amount
» CR Payment TXMap - Tax Offic| Miscellaneous cha Harrington Subdiv $2.00 ‘D £2.00

Changing the Receipt Amount
The receipt amount will display what is due. You can indicate a different amount due by
entering the amount in the Receipt Amount field.

1.  Inthe Receipt Amount field, indicate a different receipt amount.

Payment Type Fee Code Primary Data Context Secondary Data Contexd| Additional Comments Amount Dus Amount To Waive Receipt Amount

» (CR Payment TXMap - Tax Offic| Miscellaneous cha Harrington Subdiv $2.00 |D 15.00
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Adding Multiple Payment Types
You can have multiple payment types added to each receipt. Clicking Add to Receipt

Add to Receipt
‘ i aIIows you to select the next payment type. Complete the above steps to add

additional payment types to the receipt.

Changing Payment Category

L Change Cat :
You can also change the category by clicking Change Category . This
allows you to pick a new category and then select a charge that is associated with the category.

ISeIect Payment Type Category Codel
BAM - Business Account Management BL - Business License BP - Building Permits CC - Code Compliance

CCP - Code Compliance Payment CR - Cash Receipts CSC BAMAd] - CSC BAM License Adjustments

Escrow Payment - Escrow Payment PE - Planning & Engineering Pemitting - Permitting

Lesson 3 - Working with Payments Page 26



SUNGARD' PUBLIC SECTOR ONESolution™

Tendering the Receipt

After all charges have been selected and entered, the next step is to tender the receipt. The
receipt will be created after you have selected to Finalize & Print the receipt.

Some of the tender authorization types are Cash, Credit Card, Check or Escrow.

Even though you can put as many payments as you want on a receipt, SunGard Public Sector
recommends that you generate an individual receipt for each payer.

1.  Click Tender Receipt .

2.  The Tender Resolution window displays. (When you added a new set you indicated what would
be your default tender method. For this example Check Payments was used.)

B Check - §15.00 Remove Tender

Tender Amount: $ 15.00 | Check Number: ‘

Business Name:

First Name: B ‘ Last Name: |

Address:

City:

Routing Number:

Account Number: ‘

Account Type: ICheck\'ng jMTvue= IPersonaI

Payment Type Receipt Amaur
R Payment $15.00

Total Waive Amount:  $0.00
Total Amount To Pay:  $15.00
Total Receipt Amount:  $15.00

View Receipt Details
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3. Tochange or add additional tender methods, click on the method you want to use, Cash,

Adjustment

Cash Payment

Credit Card Payments

Check Payments

Escrow Payments

Lockbox Payments

Check, Credit Card or Escrow . (Note: Itis possible that you will
additional tender methods. The list of tender methods is based on what you have set up.)

4.  Enter the amount tendered and complete any other information as needed.

5. If you have changed your tender method, you can remove any unused ones by clicking

Remove Tender
Remove Tender .

Category: Cash Receipts Set User:  Product, Product Sef Date:  10/31/2011

Cash Payment

Credit Card Payments

T $10.00 ‘ Check Number: 1456
Check Payments : |Southern Air Conditioning

| _— : ———
Escrow Payments . |

This is an example of Multi Tendering.

Lockbox Payments

\,

Transfer Receipt

jdedmpe: IBusiness

$5.00|

Total Waive Amount:  $9.00
Total Amount To Pay:  $15.00
Total Receipt Amount:  $24.00

Remove Tender

View Receipt Details ‘ender Amount: / $0.00
]

Finalize & Print To remove any tender type that is

not being used, click Remove
‘ Preview Receipt Tender,

B \eidate
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6. Click View Receipt Details
finalize the transaction.

Payment Type Fee Code
CR Payment TXMap - Tax

Payment Type Receipt Amour

$4.00
$11.00

Total Waive Amount: $9.00
Total Amount To Pay:  $15.00
Total Receipt Amount:  $24,00

View Receipt Details

Primary Data Context | Secondary Data Contex| Amount Dus Amnount To Waive

Offir Miscellaneous ch: $4.00

CR Payment ML - Marriage Lic Miscellaneous ch: $20.00

7.  Click View Receipt Details

Payment Type Receipt Amoun’
$4.00
$11.00

Total Waive Amount: $9.00
Total Amount To Pay:  $15.00
Total Receipt Amount:  $24.00

View Receipt Details

to close the review.

to view the receipt before you

Receipt Amount

$4.00
$11.00 |

8.  Click Finalize & Print to finalize the receipt and print it.

9.  The Single Payment Entry window re-displays to take additional payments.

10. A confirmation message displays stating that the receipt was successful.

. Information
l Receipt saved successfully

|__J x ‘ 10/31/2011 8:47:49 AM J
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/ Validate

11.  Place a checkmark in Validate to print validations.

12.  To close the Single Payment Entry window, click Exit . (This returns you to the

Set Processing window.)

13.  Click Close E (This returns you to the Desktop.)
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Part 3.03 - Single Payment Entry for Building Permits

Single Payment entry is the standard method that cashiers use to receive payments. When using
single payment entry, you can create single or multiple receipt line items on single receipts and
change the payment type code for individual payments. To add payments for a job, permit,
inspection fee, plan reviews or business fees, complete the following steps:

-

AR
& Receipt Search

__ Code Administration

| Reports
2.  Select Set Processing under Cash Receipts
3. The Set Processing window displays.
e
Save Void Refresh .:UC ngle  Lockbox Mass Adjustments RePrint Void “ Merge Depost Balance Set Edit :‘:5- Re
Payment Payrvem Payrrem Listingv S Use Accos
=
Set Condition Set User Set Date Set Number External Set Type Receipt Count Receipt Totals' Set Status
» |Open Product, Product 6/28/2011 3 [ i Adjustme & $-330,00 Out of Balance
Closed Product, Product 7/19f2011 3 (] Adjustments - Adjustme 1 $-15.00 Error in Set
Open Product, Product 9/25/2011 1 (] OC - Over the Counter 2 $100.00 Ready
Open Product, Product 9/14/2011 1 OC - Over the Counter 2 $21.00 Ready
Open Product, Product 9/21/2011 D O Adjustments - Adjustme 1 $-50.00 Ready
\ [T << N> > )
.
a
& General nfo
st Receipts
User: Product, Product Status: (Out of Balance ] | count: [ 5] Totals: | $-330.00]
Type: L] l J
- e o T e e e ——
Momber: [T etem | )
B st Defaits
Payment Type Category: | ] N Tender Type: [ 203 - Adjustment
Payment Type: [ 8aM Adjustment - Business Account Management Adjustments =] /wN Payment Date: | 06/23/2011
|
é Ready Record: Synchronized Collection: Synchronized Product Demo Env e i) A
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4.

B QA QA 1/5/2011
Selected "Open” set.
g

Open or locate a set to take payments. (Click the Home tab and then click Search to locate a set or
refer to Part 3.01 — Open a New Set to open a new set.)

Set Status
£0.00 Ready

Set Type Receipt Count Receipt Totals

Payment -

Set Date
1/52011

Set Condition

Payment

1/3/2011 Payment - Payment £0.00 Ready

£0,00 Ready

Payment - Payment

5. Click Add Single Payment on the Set Processing / Payment Entry ribbon toolbar
Add Single gx g
Payment Payment Payment
6.  The Single Payment Entry window displays. (This window will display differently depending on

Category: Buikding Permits

Building Permits Payment

Job ID:

the Payment Type Category selected.)

Set User:  Product, Product Set Date:  10/31/2011

Find Charges By |

\

Clicking the Find Charges By
allows you to change your method
of searching to locate the charges
to be paid.

—»a

3

Indicates the type of
payments being
taken.

Indicates the search
method being used to
locate the charges.

Clicking the Change Category
allows you to change the payment
type.

Change Category

Ready”
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There are several methods use to search for charges that are going to be paid.

. Find Ch B : .
e Find Charges By - you select this option you are prompted to

search for either a person or an entity.

Job ID:
B - _— . o
e Search - When you select this option, depending on the application,

you will search based several types of criteria including by that application’s ID field.

o By Job General Info — use this method to search for the job’s general
information.

o By Address — use this method to search for the job by address information.
o By Parcel - use this method to search for the job by parcel information.

o By Job Contractor — use this method to search for the job by contractor
information.

Results

ﬂ By Job General Info
ﬂ By Address

u By Parcel

“ By Job Contractor
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Search — “By Building Job General Info”

Job ID:

-

1. Click Job ID Search

2.  The Search window displays.

Results

ﬂ By Job General Info
“ By Address

ﬂ By Parcel

° By Job Contractor

3. Click the drop-down arrow to expand the panel for By Job General Info.

Results

By Job General Info

Search By Job General Info:

j Application Date

Job Type:

Job status: j
Job ID:

Description:

PIN Value:

Tenant Name:

° By Address

ﬂ By Parcel

ﬂ By Job Contractor
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4.  Specify the information you want to search by in the Search By Job General Info:
panel. (For this example Job Type was used.)

5. Click Search .

6.  The Results panel displays.

Search Results

Job ID

852963

114
HOTEL-2010-115
HOTEL-2010-1801
HOTEL-2010-1811
HOTEL-2011-1821
HOTEL-2011-1831
HOTEL-2011-1841
Hotel-2011-1921
Hotel-2011-1931
Hotel-2011-1971
Hotel-2011-1981
Hotel-2011-2021

Description

Four Star Hotel - 179 Rooms
Hotel - 5 story - 477 Rooms

Hampton Inn
2 Story / 78 Rooms
New Building
New Building

New Building

Marriott Courtyard - boutique

Address

200 Congress Ave 1234567891
Multiple

Multiple

1000 Business Center Dr 24A
770 Banana Lake Rd

790 Banana Lake Rd

810 Banana Lake Rd

200 Congress Ave 1234567891
250 Congress Ave 1234567891
620 SE Meadowlea Ave

Local Motel - 50 Rooms / Pool / Restaurant 580 SE Meadowlea Ave

Hampton Inn - 3 Story 200 Rooms

7.  Select the building job you will be taking payment for.

8. Click Select }

Select

|

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid

O Select All Charges

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

| Select Charges For
| Job ID: HOTEL-2010-1801 - Hampton Inn:

O Select All Charges

——fatas

O BAF - Building Application Fee
O PLMB - Plumbing Permit Fee
O REINSP - Re-Inspection Fee
() VALUE - Building Valuation Fee

Description

Amount Due
$12.00
$10.00
$99.99

$1,040.00 |

Add to Receipt

Note: After you have selected the charges, you can add additional fees to be paid on the same

receipt.
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Search — “By Address”

Job ID:

-

2. The Search window displays.

1. Click Job ID Search

Results

By Job General Info

By Job Contractor

3. Click the drop-down arrow to expand the panel for By Address.

Results

ﬂ By Job General Info
u By Address

Search by Address: Street Address
Address Type: I vI Number: l:l Pre Qualifier: Direction: I

Name: [ I Suffix: I

Post Direction: I ¥ | Post Qualifier: l IBuiIding: l
= n I -

Free Form Address: [ ] Extended Description: [

Intersection Address
Direction: | | pelivery point: |
Street Name: | | carrier Route: |
Suffix: [ ]‘

Clear Criteria Search
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4.  Specify the information you want to search by in the Search By Address panel. (For this
example Street Name was used.)

5.  Click Search .

6.  The Results panel displays.

Search Results

Job ID Description Address

Hotel-2011-1971 Marriott Courtyard - boutique 620 SE Meadowlea Ave

Select

7.  Select the building job you will be taking payment for.

8.  Click Select } i ‘

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid
O Select All Charges

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

Select Charges For
Job ID: Hotel-2011-1981 - Local Motel - 50 Rooms / Pool / Restaurant:

O Select All Charges

Fee Code

. BIF - Building Inspection Fee
. BAF - Building Application Fee
. VALUE - Building Valuation Fee
. BIF - Building Inspection Fee
. BAF - Building Application Fee
(" W VALUE - Building Valuation Fee

Description Amount Due

$22.00
$37.00
$1,540.00
$22.00
$37.00
$1,540.00

Add to Receipt ‘ ’

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.
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Search — “By Parcel”

1. Click Job ID Search

2. The Search window displays.

Results

By Job General Info
By Address

By Parcel
By Job Contractor

3. Click the drop-down arrow to expand the panel for By Parcel.

Results

ﬂ By Job General Info
n By Address

u By Parcel
Land Key poege: [
Chart: Tax ID:

Chart Letter: Plat Book Page:
Block:

Lot: Parcel Effective Date
smt e

Unit:

Parcel Legal Information
Description:
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4.

5.

6.

10.

Specify the information you want to search by in the Search By Parcel panel. (For this
example Land Key was used.)

Click Search .

The Results panel displays.

Search Results

Job ID

852963

114
HOTEL-2010-115
HOTEL-2010-1801
HOTEL-2010-1811
HOTEL-2011-1821
HOTEL-2011-1831
HOTEL-2011-1841
Hotel-2011-1921
Hotel-2011-1931
Hotel-2011-1971
Hotel-2011-1981
Hotel-2011-2021

Description

Four Star Hotel - 179 Rooms
Hotel - 5 story - 477 Rooms

Hampton Inn
2 Story / 78 Rooms
New Building
New Building

New Building

Marriott Courtyard - boutique

Address

200 Congress Ave 1234567891
Multiple

Multiple

1000 Business Center Dr 24A
770 Banana Lake Rd

790 Banana Lake Rd

810 Banana Lake Rd

200 Congress Ave 1234567891
250 Congress Ave 1234567891
620 SE Meadowlea Ave

Local Motel - 50 Rooms / Pool / Restaurant 580 SE Meadowlea Ave

Hampton Inn - 3 Story 200 Rooms

Select

Select the building job you will be taking payment for.

Click Select }

-

The Select Charges For window displays.

Place a checkmark in the Select All Charges if all charges are to be paid

O Select All Charges

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

| Select Charges For
| Job ID: HOTEL-2010-1801 - Hampton Inn:

O Select All Charges

——fatas

O BAF - Building Application Fee
O PLMB - Plumbing Permit Fee
O REINSP - Re-Inspection Fee
() VALUE - Building Valuation Fee

Description

Amount Due
$12.00
$10.00
$99.99

$1,040.00 |

Add to Receipt

Note: After you have selected the charges, you can add additional fees to be paid on the same

receipt.
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Search — “By Building Job Contractor

1. Click Job ID Search

2.  The Search window displays.

Results

ﬂ By Job General Info
ﬂ By Address
ﬂ By Parcel

° By Job Contractor

3. Click the drop-down arrow to expand the panel for By Job Contractor.

Results

—
u By Job Contractor

~By Name
Search by Person Name:

First Name: l

]MiddIeName: [
] Suffix: [

Last Name: l

Search by Entity Name:
Entity Name: | |

~By Certified Pro

Category: | e

Profession:

BLD - Builder

PLMB - Plumber

Vet - Veterinarian

Clear Criteria Search
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4.  Specify the information you want to search by in the Search By Job Contractor: panel.
(For this example Contractor Type was used.)

5. Click Search .

6.  The Results panel displays.

Search Results

Job ID

852963

114
HOTEL-2010-115
HOTEL-2010-1801
HOTEL-2010-1811
HOTEL-2011-1821
HOTEL-2011-1831
HOTEL-2011-1841
Hotel-2011-1921
Hotel-2011-1931
Hotel-2011-1971
Hotel-2011-1981
Hotel-2011-2021

Description

Four Star Hotel - 179 Rooms
Hotel - 5 story - 477 Rooms

Hampton Inn
2 Story / 78 Rooms
New Building
New Building

New Building

Marriott Courtyard - boutique

Address

200 Congress Ave 1234567891
Multiple

Multiple

1000 Business Center Dr 24A
770 Banana Lake Rd

790 Banana Lake Rd

810 Banana Lake Rd

200 Congress Ave 1234567891
250 Congress Ave 1234567891
620 SE Meadowlea Ave

Local Motel - 50 Rooms / Pool / Restaurant 580 SE Meadowlea Ave

Hampton Inn - 3 Story 200 Rooms

Select

7. Select the building job you will be taking payment for.

Select

8. Click Select }

|

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid

O Select All Charges

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

Select Charges For
Job ID: Hotel-2011-1981 - Local Motel - 50 Rooms / Pool / Restaurant:

O Select All Charges

Fee Code

. BIF - Building Inspection Fee
. BAF - Building Application Fee
. VALUE - Building Valuation Fee
. BIF - Building Inspection Fee
. BAF - Building Application Fee
(" WVALUE - Building Valuation Fee

Description Amount Due
$22.00
$37.00

$1,540.00
$22.00
$37.00

$1,540.00

Add to Receipt ‘ ’

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.
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Taking Payments
After you have selected the charges, the next step is to take the payment, tender and finalize the
receipt.

1.  The Single Payment Entry window displays.

Category: Building Permits Set User:  Product, Product Set Date:  10/31/2011

Find Charges By Payment Type Fee Code

Primary Data Context ' Secondary Data Contexi Additional Comments Amount Due Amount To Waive
BP Payment BIF - Building Insj|Job ID: Hotel-201 $22.00 ‘0

Building Permits Payment I BP Payment VALUE - Building Y| Job ID: Hotel-201 $1,540.00 [0

Job ID: |

Hotel-2011-1981 ‘ Q !

‘ Get Charges

Each fee selected for payment is displayed.

You can add Additonal Comments,
as well as, change the Receipt Amount.

Change Category Tender Receipt

& "New Receipt Greated

T77® —————— ©"Saa steas one arge. ‘

2.  Complete the Additional Comments field if applicable. (When you set up the payment type
code, you would have indicated if you wanted to enter Additional Comments.)

3. Inthe Receipt Amount field, the amount assessed for the fee defaults. (If you need to
modify the amount, enter the payment amount.)
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Entering a Waiver

At the time you are receiving payments, it is possible for you to enter an amount or percentage
that will be waived. You specify if there is to be a percentage type of waived amount, or you can
enter an amount to be waived. The waived amount will be displayed in the Waived Amount
column.

1.  Click in the Amount To Waive field.
2. Select if the waiver is to be based on a Percentage or Amount.

3. Enter the amount or percentage to be waived off. (When the type is Percentage, you can double-
click the input field and a calculator will appear for your use if you want to double check your numbers.)

Category: Building Permits Set User:  Product, Product Set Date: 10/31/2011

Find Charges By Fee Code Primary Data Context | Secondary Data Contexi| Additional Comments  Amount Due unt To Waive Receipt Amount.

1| Job ID: Hotel-201 Administrative Fe $22.00]
Building Permits Payment ‘ | it 1| Job ID: Hotel- : T $1,4oo,og|

Job ID:

<

‘ Get Charges

S —
Change Category Tender Receipt Void Charge

1@ —f————— " "Saat 3t one charge:
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Tendering the Receipt

After all charges have been selected and entered, the next step is to tender the receipt. The
receipt will be created after you have selected to Finalize & Print the receipt.

Some of the tender authorization types are Cash, Credit Card, Check or Escrow.

Even though you can put as many payments as you want on a receipt, SunGard Public Sector
recommends that you generate an individual receipt for each payer.

1.  Click Tender Receipt .

2.  The Tender Resolution window displays. (When you added a new set you indicated what would
be your default tender method. For this example Check Payments was used.)

B Check - §1,422.00 Remove Tender

Tt e $1,422.00 | Check Number: ‘

Business Name:

First Name: B ‘ Last Name: |

Address:

City:

Routing Number:

Account Number: ‘

Account Type: ICheck\'ng jMTvue= IPersonaI

Payment Type Receipt Amoun
EP Payment $22.00
[EP Payment $1,400.00
Total Waive Amount:  $140.00

Total Amount To Pay:  $1,422.00
Total Recelpt Amount:  $1,562.00

View Receipt Details
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3. Tochange or add additional tender methods, click on the method you want to use, Cash,

Adjustment

Cash Payment

Credit Card Payments

Check Payments

Escrow Payments

. Lockbox Payments . . .
Check, Credit Card or Escrow . (Note: Itis possible that you will

additional tender methods. The list of tender methods is based on what you have set up.)
4.  Enter the amount tendered and complete any other information as needed.

5. If you have changed your tender method, you can remove any unused ones by clicking

Remove Tender
Remove Tender .

Category: Buikliing Permits SetUser:  Product, Product Set Date: 10/31/2011

Cash Payment
Check - §1,300.00 Remove Tender

Credit Card Payments
Tt $1,300.00 | Check Number:

Check Payments Business Name:

] L1 |
First Name:
ame

Address: 4

Escrow Payments

City: This is an example of Multi Tendering.
Routing Number: \

—

Lockbox Payments

Transfer Receipt Account Number: ‘

Account Type: ICheck\'ng jmme; IPersonaI j

Remove Tender
Receipt Amoun
$22.00
B Pay $1,400.00 Tender Amount: ‘

$122.00|

Total Waive Amount:  $140.00

= :
Total Amount To Pay:  $1,422.00
Total Receipt Amount:  $1,562.00 Cash - $0.00

View Receipt Details T ‘ \

Remove Tender

N

$0.00

L

Finalize & Print To remove any tender type that is

not being used, click Remove
‘ Tender,

‘ Preview Receipt

B \aiidate

i@ ——f—— {""Sctatieast one charge:
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Payment Type Receipt Amour
BP Payment $22.00
BP Payment $1,400.00

Total Waive Amount: ~ $140.00
Total Amount To Pay:  $1,422.00
Total Receipt Amount:  $1,562.00

6. Click View Receipt Details

the transaction.

to view the receipt before you finalize

Payment Type Fee Code Primary Data Context | Secondary Data Contes' Amount Dus Amount To Waive Raceipt Amount

BP Payment BIF - Building Ins Job ID: Hotel-201 $22.00 $0.00 $22.00
BP Payment VALUE - Building Job ID: Hotel-201 $1,540.00 $140.00 $1,400.00

Payment Type Receipt Amour
BP Payment $22.00
BP Payment $1,400.00

Total Waive Amount: $140.00
Total Amount To Pay:  $1,422.00
Total Receipt Amount:  $1,562.00

7.  Click View Receipt Details to close the review.
8.  Click Finalize & Print to finalize the receipt and print it.

9.  The Single Payment Entry window re-displays to take additional payments.

10. A confirmation message displays stating that the receipt was successful.

. Information
I Receipt saved successfully

|__J x ‘ 10/31/2011 8:47:49 AM |

/ Validate

11.  Place a checkmark in Validate to print validations.

12.  Click Exit to close the Single Payment Entry window. (This returns you to the Set

Processing window.)

13.  Click Close E (This returns you to the Desktop.)
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Part 3.04 - Single Payment Entry for Code Compliance

Single Payment entry is the standard method for cashiers receiving payments. When using single
payment entry, you can create single or multiple receipt line items on single receipts and change
the payment type code for individual payments. To add payments for case fees, complete the
following steps:

-

@ : Reig r
| Code Administration
| Reports
2.  Select Set Processing under Cash Receipts
3. The Set Processing window displays.
R _iix]

@ Home Set Processing

New Save Void Refresh Add Single Lockbox Mass

Payment Payment Payment

90~

Set Condition Set User Set Date Set Number Extemal Set Type Receipt Count Receipt Totals Set Status a
> [open Product, Product 4/18/2011 OC - Over the Counter 0 $0.00 Ready .
Open Product, Product 5/10/2011 Adjustment - Adjustmet 0 $0.00 In Use

Open Product, Product 6/8/2011
Product, Product 6/8/2011

Adjustment - Adjustmer o $0.00 In Use
$0.00 In Use 2

0

[T (5

Adjustment - Adjustmer

B General nfo

Set Receipts
N T — T ) foore: 5] o | %)
Type: t J
Date:

04/18/2011 Condition: | Oy
Y15 b4 = count: [ e [

B set Defauits

Payment Type Category: ildir - Buildis i ~| N Tender Type: [ - Cash Payment
Payment Type: |/ Payment Date: | 04/15/2011

e T T ————r =
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4.  Open or locate a set to take payments. (Click the Home tab and then click Search to locate a set or

refer to Part 3.01 — Open a New Set.)

Set Condition Set User Set Date

Receipt Count Receipt Totals Set Status

1/5/2011

- Payment 50,00 Ready

g A, QA 1/3/2011
Qa, QA 1/5/2011
Selected"Open” set.
§

Payment - Payment [ 50.00 Ready

Payment - Payment 50,00 Ready

<<

5. Click Add Slngle Payment on the Set Processing / Payment Entry ribbon toolbar

Add Single | Lockbox Mass
Payment Payment Payment

6.  The Single Payment Entry window displays. (This window will display differently depending on

the Set Type selected.)

Category: Code Compliance SetUser:  Product, Product SetDate: 10/31/2011

Find Charges By |

Code Compliance Payment Clicking the Find Charges By

» allows you to change your method
Case ID: of searching to locate the charges

. to be paid
IR

Indicates the type of
payments being
taken

Indicates the search
method being used to
locate the charges.

Clicking the Change Category
allows you to change the payment
type.

Change Category
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There are several methods use to search for charges that are going to be paid.

. Find Ch B : .
e Find Charges By - you select this option you are prompted to

search for either a person or an entity.

Job ID:
B - _— . o
e Search - When you select this option, depending on the application,

you will search based several types of criteria including by that application’s ID field.

o By Case General Info — use this method to search for the case by case’s general
information.

o Violations — use this method to search for the case by violation information.
o By Address — use this method to search for the case by address information.
o By Parcel - use this method to search for the case by parcel information.

o By Case Related Party — use this method to search for the case by related party
information.

Results

ﬂ By Case General Info

ﬂ Violations

n By Address

ﬂ By Parcel

84 5y Case Related Party
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Search — “By Case General Info”

1. Click Case ID Search

2.  The Search / Results window displays.

Results

u By Case General Info

ﬂ Violations

By Address

By Parcel

4 By Case Related Party

3. Click the drop-down arrow to expand the panel for By Case General Info.

Results

u By Case General Info

Search By General Info:
Case Type: I ﬂ Case Status Code: I

Case ID: l l Case QOrigination Code: I

Case Created Date
| Start: | : ‘ | Alternate Description:

Visibility: | |
Tracking URL: I ]

Violations

= By Address

e By Parcel

B3 5y Case Related Party
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4.  Specify the information you want to search by in the Search by General Info: panel.

5.  Click Search .

6.  The Results panel displays.

Search Results

Case ID Case Type Address
W/T2011-4 W/T - Weeds & Trash 780 Banana Lake Rd

W/T2011-5 W/T - Weeds & Trash 770 Banana Lake Rd
W/T2011-7 W/T - Weeds & Trash 19 NE Butterfly Dr

Select

7.  Select the case you will be taking payment for.

-

8. Click Select }

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid
O Select All Charges

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

Select Charges For
Case ID: W/T2011-4 -:

O Select All Charges

Fee Code escription Amount Due

O Admin - Administrative Fee $150.00
O Weeds - Weed Removal $101.43

Add to Receipt H

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.
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Search — “Violations”

1. Click Case ID Search

2.  The Search / Results window displays.

Results

u By Case General Info

ﬂ Violations

By Address

By Parcel

4 By Case Related Party

3. Click the drop-down arrow to expand the panel for Violations.

Results

ﬂ By Case General Info
u Violations

Search By Violations:
Established Date Resolved Date

lme'. ‘ B | lFrom'. ‘
J

Violation Comments
|(htagnry: I j Code: I

Violation Description: | | Violation Status: |

ﬂ By Address

n By Parcel

3 By Case Related Party
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4.

6.

10.

Specify the information you want to search by in the Search by Violations panel.

5.  Click Search .

The Results panel displays.

Search Results

Case ID

W/T2011-4
W/T2011-5
W/T2011-7

Select the case you will be taking payment for.

Click Select }

The Select Charges For window displays.

Place a checkmark in the Select All Charges if all charges are to be paid

-

O Select All Charges

Case Type
W/T - Weeds & Trash

W/T - Weeds & Trash
W/T - Weeds & Trash

Address
780 Banana Lake Rd

770 Banana Lake Rd
19 NE Butterfly Dr

Select

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

Select Charges For
Case ID: W/T2011-4 -:

O Select All Charges

Fee Code escription Amount Due

O Admin - Administrative Fee $150.00
O Weeds - Weed Removal $101.43

Add to Receipt H

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.
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Search — “By Address”

Job ID:

-

1. Click Case ID Search

2.  The Search / Results window displays.

Results

ﬂ By Case General Info

ﬂ Violations

By Address

By Parcel

4 By Case Related Party

3. Click the drop-down arrow to expand the panel for By Address.

Results

u By Address

Search by Address: Street Address
Address Type: I ,I Number: |:| Pre Qualifier: Direction: I

Name: [ l Suffix: I

Post Direction: I ¥ | Post Qualifier: l lBuiIding: l

| .
v

Free Form Address: [ I Extended Description: l

Intersection Address
Direction: [ | Delivery point: |

Street Name: | ” Carrier Route: |
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4.

Specify the information you want to search by in the Search by Address panel.

5.  Click Search .

6.

10.

The Results panel displays.

Search Results

Case ID

W/T2011-4
W/T2011-5
W/T2011-7

Select the case you will be taking payment for.

Click Select }

The Select Charges For window displays.

Place a checkmark in the Select All Charges if all charges are to be paid

-

O Select All Charges

Case Type
W/T - Weeds & Trash

W/T - Weeds & Trash
W/T - Weeds & Trash

Address
780 Banana Lake Rd

770 Banana Lake Rd
19 NE Butterfly Dr

Select

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

Select Charges For
Case ID: W/T2011-4 -:

O Select All Charges

Fee Code escription Amount Due

O Admin - Administrative Fee $150.00
O Weeds - Weed Removal $101.43

Add to Receipt H

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.
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Search — “By Parcel”

Job ID:

-

1. Click Case ID Search

2.  The Search / Results window displays.

Results

ﬂ By Case General Info

ﬂ Violations

By Address

By Parcel

4 By Case Related Party

3. Click the drop-down arrow to expand the panel for By Parcel.

Search

n By Address

u By Parcel
Lo ey [ e —
Tax ID:

Chart:
Chart Letter: Plat Book Page:
Block:

} Parcel Effective Date

Lot:
sat e

Unit:

Parcel Legal Information
Description:

By Case Related Pal
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4.

Specify the information you want to search by in the Search by Parcel panel.

5.  Click Search .

6.

10.

The Results panel displays.

Search Results

Case ID

W/T2011-4
W/T2011-5
W/T2011-7

Select the case you will be taking payment for.

Click Select }

The Select Charges For window displays.

Place a checkmark in the Select All Charges if all charges are to be paid

-

O Select All Charges

Case Type
W/T - Weeds & Trash

W/T - Weeds & Trash
W/T - Weeds & Trash

Address
780 Banana Lake Rd

770 Banana Lake Rd
19 NE Butterfly Dr

Select

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

Select Charges For
Case ID: W/T2011-4 -:

O Select All Charges

Fee Code escription Amount Due

O Admin - Administrative Fee $150.00
O Weeds - Weed Removal $101.43

Add to Receipt H

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.
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Search — “By Case Related Party”

1.

2.

3. Click the drop-down arrow to expand the panel for By Case Related Party.

Click Case ID Search

Results

Job ID:

-

The Search / Results window displays.

ﬂ By Case General Info

ﬂ Violations

By Address

By Parcel

4 By Case Related Party

Results

ﬂ By Case General Info

ﬂ Violations

ﬂ By Address

ﬂ By Parcel

& By Case Related Party

Search By Related Person:

Last Name: l

Middle Name: l

lSuFﬁx:

Search By Related Entity:

Entity Name: |

|

]First Name: l

l
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4.

Specify the information you want to search by in the Search by Address panel.

5.  Click Search .

6.

10.

The Results panel displays.

Search Results

Case ID

W/T2011-4
W/T2011-5
W/T2011-7

Select the case you will be taking payment for.

Click Select }

The Select Charges For window displays.

Place a checkmark in the Select All Charges if all charges are to be paid

-

O Select All Charges

Case Type
W/T - Weeds & Trash

W/T - Weeds & Trash
W/T - Weeds & Trash

Address
780 Banana Lake Rd

770 Banana Lake Rd
19 NE Butterfly Dr

Select

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

Select Charges For
Case ID: W/T2011-4 -:

O Select All Charges

Fee Code escription Amount Due

O Admin - Administrative Fee $150.00
O Weeds - Weed Removal $101.43

Add to Receipt H

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.
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Taking Payments
After you have selected the charges, the next step is to take the payment, tender and finalize the
receipt.

1.  The Single Payment Entry window displays.

Category: Code Compliance SetDate: 10/31/2011

Find Charges By Payment Type Fee Code Primary Data Context | Secondary Data Context’ Additional Comments  Amount Due Amount To Waive Receipt Amount

CCPayment  [Admin - Administr| Case ID: W/T201: $150.00 [0 [ $150.00
Code Compliance Payment CCPayment  |Weeds - Weed Re|Case ID: W/T201: $101.43[0 [ $101.43]
Case ID: |
W/T2011-4 Y i

= 8
Get charges ‘

Each fee selected for payment is displayed.

You can add Additonal Comments,
as well as, change the Receipt Amount.

L ———
Change Category Tender Receipt

2.  Complete the Additional Comments field if applicable. (When you set up the payment type
code, you would have indicated if you wanted to enter Additional Comments.)

3. Inthe Receipt Amount field, the amount assessed for the fee defaults. (If you need to
modify the amount, enter the payment amount.)
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Entering a Waiver

At the time you are receiving payments, it is possible for you to enter an amount or percentage
that will be waived. You specify if there is to be a percentage type of waived amount, or you can
enter an amount to be waived. The waived amount will be displayed in the Waived Amount
column.

1.  Click in the Amount To Waive field.
2. Select if the waiver is to be based on a Percentage or Amount.

3. Enter the amount or percentage to be waived off. (When the type is Percentage, you can double-
click the input field and a calculator will appear for your use if you want to double check your numbers.)

4. Click Ok ﬁ to continue.

Category: Code Compliance SetUser:  Product, Product SetDate: 10/31/2011

Find Charges By Payment Type Fee Code Primary Data Context | Secondary Data Contexi! Additional Comments  Amount Due unt To Waive Receipt Amount

CC Payment [Admin - Administr| Case ID: W/T201: Administrative Feg $150.00 ‘0 $75.00[
Code Compliance Payment » CCPayment |Weeds - Weed Re|Case ID: W/T201: $101.43(15.00 $86.43 |

Case ID: |
<

|
‘ Get charges 1

e P 00909090 0 0 0 |
Change Category Tender Receipt Void Charge

1@ =l " The recipt amount cntered & greater than £ A
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Tendering the Receipt

After all charges have been selected and entered, the next step is to tender the receipt. The
receipt will be created after you have selected to Finalize & Print the receipt.

Some of the tender authorization types are Cash, Credit Card, Check or Escrow.

Even though you can put as many payments as you want on a receipt, SunGard Public Sector
recommends that you generate an individual receipt for each payer.

1.  Click Tender Receipt .

2.  The Tender Resolution window displays. (When you added a new set you indicated what would
be your default tender method. For this example Check Payments was used.)

B Check - 516143 Remove Tender

Tt e $161.43 | Check Number: ‘

Business Name:

First Name: B ‘ Last Name: |

Address:

City:

Routing Number:

Account Number: ‘

Account Type: ICheck\'ng jMTvue= IPersonaI

Payment Type Receipt Amour
Payment $75.00
Payment $85.43

Total Waive Amount:  $15.00
Total Amount To Pay:  $161.43
Total Receipt Amount:  $176.43

View Receipt Details
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3. Tochange or add additional tender methods, click on the method you want to use, Cash,

Adjustment

Cash Payment

Credit Card Payments

Check Payments

Escrow Payments

Lockbox Payments

Check, Credit Card or Escrow . (Note: Itis possible that you will
additional tender methods. The list of tender methods is based on what you have set up.)

4.  Enter the amount tendered and complete any other information as needed.

5. If you have changed your tender method, you can remove any unused ones by clicking

Remove Tender
Remove Tender .

Category: Code Compliance SetUser:  Product, Product Set Date: 10/31/2011

Cash Payment
Check - £150.00 Remove Tender

Credit Card Payments

Tt $150.00 | Check Number:

Check Payments Business Name:

| L [
First Name:
o oy

Escrow Payments Address:

City: This is an example of Multi Tendering.

Lockbox Payments

Routing Number: \_

.

— —

Transfer Receipt Account Number: ‘

Account Type: ICheck\'ng jmme; IPersonaI

Remove Tender
Receipt Amoun

$75.00

fcC Payment $86.43 i $ 11.43 ‘
Total Waive unt: $15.00 -
Total Amount To Pay:  $161.43
Total Receipt Amount:  $176.43

Remove Tender

View Receipt Details S ‘ \

Finalize & Print

$0.00

> L

To remove any tender type that is
not being used, click Remove
‘ Preview Receipt Tender,

B \aiidate

=) _!_ &»""The receipt amount entered is greater than £ A
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Payment Type Receipt Amour
ICC Payment $75.00
}CC Payment $86.43

Total Waive Amount: ~ $15.00
Total Amount To Pay:  $161.43
Total Receipt Amount:  $176.43

View Receipt Details

6. Click View Receipt Details to view the receipt before you finalize
the transaction.

Payment Type Fee Code Primary Data Context | Secondary Data Contes' Amount Dus Amount To Waive Raceipt Amount

CC Payment Admin - Administ Case ID: W/T201 $150.00 $0.00 $75.00
CC Payment Weeds - Weed R¢ Case ID: W/T201 $101.43 $15.00 $86.43

Payment Type Receipt Amour
JCC Payment $75.00
JCC Payment $86.43

Total Waive Amount: $15.00
Total Amount To Pay:  $161.43
Total Receipt Amount:  $176.43

to close the review.
. - . Finalize & Print - : L
8.  Click Finalize & Print to finalize the receipt and print it.

9.  The Single Payment Entry window re-displays to take additional payments.

7.  Click View Receipt Details

10. A confirmation message displays stating that the receipt was successful.

. Information
I Receipt saved successfully

|__J x ‘ 10/31/2011 8:47:49 AM |

/ Validate

11.  Place a checkmark in Validate to print validations.

12.  Click Exit to close the Single Payment Entry window. (This returns you to the Set

Processing window.)

13.  Click Close E (This returns you to the Desktop.)
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Part 3.05 - Single Payment Entry for Planning & Engineering

Single Payment entry is the standard method for cashiers receiving payments. When using single
payment entry, you can create single or multiple receipt line items on single receipts and change
the payment type code for individual payments. To add payments for a project fees, complete
the following steps:

-

@ : Reig r
| Code Administration
| Reports
2.  Select Set Processing under Cash Receipts
3. The Set Processing window displays.
R _iix]

@ Home Set Processing

New Save Void Refresh Add Single Lockbox Mass

Payment Payment Payment

90~

Set Condition Set User Set Date Set Number Extemal Set Type Receipt Count Receipt Totals Set Status a
> [open Product, Product 4/18/2011 OC - Over the Counter 0 $0.00 Ready .
Open Product, Product 5/10/2011 Adjustment - Adjustmet 0 $0.00 In Use

Open Product, Product 6/8/2011
Product, Product 6/8/2011

Adjustment - Adjustmer o $0.00 In Use
$0.00 In Use 2

0

[T (5

Adjustment - Adjustmer

B General nfo

Set Receipts
N T — T ) foore: 5] o | %)
Type: t J
Date:

04/18/2011 Condition: | Oy
Y15 b4 = count: [ e [

B set Defauits

Payment Type Category: ildir - Buildis i ~| N Tender Type: [ - Cash Payment
Payment Type: |/ Payment Date: | 04/15/2011

e T T ————r =
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4.  Open or locate a set to take payments. (Click the Home tab and then click Search to locate a set or
refer to Part 3.01 — Open a New Set.)

Set Status
50,00 Ready
50.00 Ready

Set Type Receipt Count Receipt Totals

Payment -

Set Date
1/5/2011

Set Condition

Payment

1/3/2011

Payment - Payment

Payment - Payment 50,00 Ready

B Qa, QA 1/5/2011
Selected"Open” set.
§

5.

6.

Category: Planning & Engineering

Planning & Engineering
Payment

<<

Click Add Slngle Payment on the Set Processing / Payment Entry ribbon toolbar

Lockbox Mass
Payment Payment

Add Single
Payment

The Single Payment Entry window displays. (This window will display differently depending on
the Set Type selected.)

Set User:  Product, Product Set Date: 10/31/2011

Find Charges By

Planning & Engineering
Adjustment

Clicking the Find Charges By
allows you to change your method
of searching to locate the charges

Project ID:
to be paid

B

Indicates the type of
payments being
taken.

Indicates the search
method being used to
locate the charges.

Clicking the Change Category
allows you to change the payment
type.

Change Category

> Ready
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There are several methods use to search for charges that are going to be paid.

. Fi : :
e Find Charges By - you select this option you are prompted to

search for either a person or an entity.

Job ID: I

Q
e Search _ - When you select this option, depending on the application,
you will search based several types of criteria including by that application’s ID field.

o By Project General Info — use this method to search for the project by the
project’s general information.

o By Project Related Party — use this method to search for the project by related
party information.

o By Address — search for a project by address information.

o By Parcel — search for a project by the parcel information.
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Search — “By Project General Info”
Project ID:

-

1.  Click Project ID Search

2. The Search / Results window displays.

Results

ﬂ By Project General Info
B4 By Project Related Party

By Parcel

3. Click the drop-down arrow to expand the panel for By Project General Info.

Results

u By Project General Info

Search by Project General Info:
Type:

Project Identifier: [

Alternate ID1: I
Original Start Date
|Start:

ﬂ By Project Related Party
By Address

By Parcel
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4.  Specify the information you want to search by in the Search by Project General Info:
panel.

5. Click Search .

6.  The Results panel displays.

Search Results

Project ID Name Alternate ID1 Alternate ID2

250 Venice Shopping Center

5P-2010-9 Hampton Inn - Downtown Hotel 5T-8039-28494
SP-2010-11 Johnson Plantation Homes

SP-2011-18 Thai Restaurant

SP-2011-19 Breezy Palms Homes

SITE-2011-20 Huntington Valley Huntington Valley Phase I

SITE-2011-21 Huntington Mall - Phase 1I
SITE-2011-22 Washington Straights

Select

7.  Select the project you will be taking payment for.

8.  Click Select } i ‘

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid
O Select All Charges

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

Select Charges For
Project ID: SITE-2011-20 - Huntington Valley:

O Select All Charges

Fee Code Description Amount Due
o SP - Site Plan Fee Review Type: SP - Site Plan - Revision Number: 0, $35.00
O SP - Site Plan Fee Review Type: SP - Site Plan - Revision Number: 0, $50.00

O SP Corr - Site Plan Fees - Corrected Plans Review Type: SP - Site Plan - Revision Number: 0, $50.00

Add to Receipt

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.

Lesson 3 - Working with Payments Page 79



SUNGARD PUBLIC SECTOR ONESolution™ e

Search — “By Project Related Party”

Project ID:

-

1.  Click Project ID Search

2.  The Search / Results window displays.

Resuilts

u By Project General Info
B 5y Project Related Party

“ By Parcel

3. Click the drop-down arrow to expand the panel for By Project Related Party.

Results

ﬂ By Project General Info

By Project Related Party

Search By Related Person:
Last Name: l ] First Name: [

Middle Name: l
Search By Related Entity:
Entity Name: |

n By Address
n By Parcel
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4.  Specify the information you want to search by in the Search by Project General Info:
panel.

5. Click Search .

6.  The Results panel displays.

Search Results

Project ID Name Alternate ID1 Alternate ID2

250 Venice Shopping Center

5P-2010-9 Hampton Inn - Downtown Hotel 5T-8039-28494
SP-2010-11 Johnson Plantation Homes

SP-2011-18 Thai Restaurant

SP-2011-19 Breezy Palms Homes

SITE-2011-20 Huntington Valley Huntington Valley Phase I

SITE-2011-21 Huntington Mall - Phase 1I
SITE-2011-22 Washington Straights

Select

7.  Select the project you will be taking payment for.

8.  Click Select } i ‘

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid
O Select All Charges

or place a checkmark next to each charge that is being paid.

Lesson 3 - Working with Payments Page 81



SUNGARD' PUBLIC SECTOR ONESolution™ s

11.  Click Add to Receipt .

Select Charges For
Project ID: SITE-2011-20 - Huntington Valley:

O Select All Charges

Fee Code Description Amount Due
o SP - Site Plan Fee Review Type: SP - Site Plan - Revision Number: 0, $35.00
O SP - Site Plan Fee Review Type: SP - Site Plan - Revision Number: 0, $50.00

O SP Corr - Site Plan Fees - Corrected Plans Review Type: SP - Site Plan - Revision Number: 0, $50.00

Add to Receipt

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.
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Search - “By Address”

Project ID:

-

1.  Click Project ID Search

2. The Search / Results window displays.

Results

n By Project General Info
B4 By Project Related Party
u By Address

By Parcel

3. Click the drop-down arrow to expand the panel for By Address.

Results

By Address

Search by Address: Street Address

Address Type: I 'I Number: |:| Pre Qualifier: Direction: I

Name: [ ] g
]

Post Direction: | ~] Post Qualifier: |
! - n " -

Free Form Address: [ ] Extended Description: [
Intersection Address
Direction: | | Delivery point: |

Building: l

= ==
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4.  Specify the information you want to search by in the Search by Project General Info:
panel.

5. Click Search .

6.  The Results panel displays.

Search Results

Project ID Name Alternate ID1 Alternate ID2

250 Venice Shopping Center

5P-2010-9 Hampton Inn - Downtown Hotel 5T-8039-28494
SP-2010-11 Johnson Plantation Homes

SP-2011-18 Thai Restaurant

SP-2011-19 Breezy Palms Homes

SITE-2011-20 Huntington Valley Huntington Valley Phase I

SITE-2011-21 Huntington Mall - Phase 1I
SITE-2011-22 Washington Straights

Select

7.  Select the project you will be taking payment for.

8.  Click Select } i ‘

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid
O Select All Charges

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

Select Charges For
Project ID: SITE-2011-20 - Huntington Valley:

O Select All Charges

Fee Code Description Amount Due
o SP - Site Plan Fee Review Type: SP - Site Plan - Revision Number: 0, $35.00
O SP - Site Plan Fee Review Type: SP - Site Plan - Revision Number: 0, $50.00

O SP Corr - Site Plan Fees - Corrected Plans Review Type: SP - Site Plan - Revision Number: 0, $50.00

Add to Receipt

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.
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Search — “By Parcel”

Project ID:

-

2. The Search / Results window displays.

1.  Click Project ID Search

Results

n By Project General Info
B4 By Project Related Party
u By Address

By Parcel

3. Click the drop-down arrow to expand the panel for By Parcel.

Results

n By Project Related Party

n By Address

a By Parcel
nd N e —
Tax ID:

Chart:
Chart Letter: Plat Book Page: ’

Block:
Lot: Parcel Effective Date
| Start:

End:

Unit:

Parcel Legal Information
Description:

Clear Criteria Search
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4.  Specify the information you want to search by in the Search by Project General Info:
panel.

5. Click Search .

6.  The Results panel displays.

Search Results

Project ID Name Alternate ID1 Alternate ID2

250 Venice Shopping Center

5P-2010-9 Hampton Inn - Downtown Hotel 5T-8039-28494
SP-2010-11 Johnson Plantation Homes

SP-2011-18 Thai Restaurant

SP-2011-19 Breezy Palms Homes

SITE-2011-20 Huntington Valley Huntington Valley Phase I

SITE-2011-21 Huntington Mall - Phase 1I
SITE-2011-22 Washington Straights

Select

7.  Select the project you will be taking payment for.

8.  Click Select } i ‘

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid
O Select All Charges

or place a checkmark next to each charge that is being paid.
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11.  Click Add to Receipt .

Select Charges For
Project ID: SITE-2011-20 - Huntington Valley:

O Select All Charges

Fee Code Description Amount Due
o SP - Site Plan Fee Review Type: SP - Site Plan - Revision Number: 0, $35.00
O SP - Site Plan Fee Review Type: SP - Site Plan - Revision Number: 0, $50.00

O SP Corr - Site Plan Fees - Corrected Plans Review Type: SP - Site Plan - Revision Number: 0, $50.00

Add to Receipt

Note: After you have selected the charges, you can add additional fees to be paid on the same
receipt.
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Taking Payments
After you have selected the charges, the next step is to take the payment, tender and finalize the
receipt.

1.  The Single Payment Entry window displays.

Category: Planning & Engineering Set User:  Product, Product Set Date:  10/31/2011

Find Charges BY Payment Type Fee Code Primary Data Context | Secondary Data Contexi| Additional Comments  Amount Due Amount To Waive
Planning Payment [SP - Site Plan Fee|Project ID: SITE-z Review Type: SP - $100.00 ‘0

- Planning & Engine:zring N

Adjustment Planning Payment|SP Corr - Site Plar|Project ID: SITE-Z Review Type: SP - $1,050.00 ‘0

Planning & Engineering |
Payment

Project ID:

smme-2011-20 (G
‘ |

‘ Get Charges

Each fee selected for payment is displayed.

You can add Additonal Comments,
as well as, change the Receipt Amount

N —
Change Category Tender Receipt

& "New Receipt Greated

2.  Complete the Additional Comments field if applicable. (When you set up the payment type
code, you would have indicated if you wanted to enter Additional Comments.)

3. Inthe Receipt Amount field, the amount assessed for the fee defaults. (If you need to
modify the amount, enter the payment amount.)
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Entering a Waiver

At the time you are receiving payments, it is possible for you to enter an amount or percentage
that will be waived. You specify if there is to be a percentage type of waived amount, or you can
enter an amount to be waived. The waived amount will be displayed in the Waived Amount
column.

1.  Click in the Amount To Waive field.
2. Select if the waiver is to be based on a Percentage or Amount.

3. Enter the amount or percentage to be waived off. (When the type is Percentage, you can double-
click the input field and a calculator will appear for your use if you want to double check your numbers.)

Category: Planning & Engineering SetUser: Product, Product SetDate: 10/31/2011

Find Charges By Payment Type de Primary Data Context | Secondary Data Context! Additional Comments  Amount Due ive Receipt Amount
e ————_ lanning Payment Revi riginal Plans $100.00‘
Planning & Engineering s ” - r 3
e Revsed pars_| : $1,0000)

Planning & Engineering
Payment

Project ID:

<
|
\

‘ Get Charges |

Change Category | Void Charge

% New Receipt Created
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Tendering the Receipt

After all charges have been selected and entered, the next step is to tender the receipt. The
receipt will be created after you have selected to Finalize & Print the receipt.

Some of the tender authorization types are Cash, Credit Card, Check or Escrow.

Even though you can put as many payments as you want on a receipt, SunGard Public Sector
recommends that you generate an individual receipt for each payer.

1.  Click Tender Receipt .

2.  The Tender Resolution window displays. (When you added a new set you indicated what would
be your default tender method. For this example Check Payments was used.)

B Check - $1,100.00 Remove Tender

Tt e $1,100.00 | Check Number: ‘

Business Name:

First Name: B ‘ Last Name: |

Address:

City:

Routing Number:

Account Number: ‘

Account Type: ICheck\'ng jMTvue= IPersonaI

Payment Type Receipt Amoun
Planning Payment $100.00
IPlanning Payment $1,000.00
Total Waive Amount:  $50.00

Total Amount To Pay:  $1,100.00
Total Recelpt Amount:  $1,150.00

View Receipt Details
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3. Tochange or add additional tender methods, click on the method you want to use, Cash,

Adjustment

Cash Payment

Credit Card Payments

Check Payments

Escrow Payments

Lockbox Payments

Check, Credit Card or Escrow . (Note: Itis possible that you will
additional tender methods. The list of tender methods is based on what you have set up.)

4.  Enter the amount tendered and complete any other information as needed.

5. If you have changed your tender method, you can remove any unused ones by clicking

Remove Tender
Remove Tender .

Category: Planning & Engineering SetUser:  Product, Product Set Date: 10/31/2011

Cash Payment
Check - 1,000.00 Remove Tender

Credit Card Payments
Tt $1,000.00 | Check Number: 5690
Check Payments susiness Name: | Solar Construction & Roofing Inc.

] L1 I
First Nz 3
ame ‘
Escrow Payments [y — ‘ {

City: This is an example of Multi Tendering.
Lockbox Payments

Routing Number: \

7

— —

Transfer Receipt Account Number: ‘

Account Type: ICheck\'ng jmme; IBusiness

u Cash - $100.00 Remove Tender

— $100.00|

Total Amount To Pay: ~ $1,100.00
Total Receipt Amount:  $1,150.00 Cash - $0.00

View Receipt Details T ‘ \

N

Remove Tender

$0.00

> L

Finalize & Print To remove any tender type that is

‘ not being used, click Remove

‘ Preview Receipt Tender,

B \aiidate
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6.

Payment Type Receipt Amour
Planning Payment $100.00
Planning Payment $1,000.00

Total Waive Amount: $50.00
Total Amount To Pay:  $1,100.00
Total Receipt Amount:  $1,150.00

View Receipt Details

Click View Receipt Details
the transaction.

to view the receipt before you finalize

Payment Type Fee Code Primary Data Context | Secondary Data Contex' Amount Dus Amount To Waive Receipt Amount

Planning Paymen SP - Site Plan Fee Project ID: SITE- Review Type: SP $100.00 $0.00 $100.00
Planning Paymen SP Corr - Site Pla Project ID: SITE- Review Type: SP $1,050.00 $50.00 $1,000.00 §

10.

11.

12.

13.

Payment Type Receipt Amour
Planning Payment $100.00
Planning Payment $1,000.00

Total Waive Amount: $50.00
Total Amount To Pay:  $1,100.00
Total Receipt Amount:  $1,150.00

Click View Receipt Details to close the review.
: - . Finalize & Print - : L
Click Finalize & Print to finalize the receipt and print it.

The Single Payment Entry window re-displays to take additional payments.

A confirmation message displays stating that the receipt was successful.

- Information |
l Receipt saved successfully

|_.J X . 104312011 8:42:49 AM

/ Validate

Place a checkmark in VValidate to print validations.

Click Exit to close the Single Payment Entry window. (This returns you to the Set

Processing window.)

Click Close E (This returns you to the Desktop.)
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Part 3.06 - Single Payment Entry for Business Account Management

Single Payment entry is the standard method for cashiers receiving payments. When using single
payment entry, you can create single or multiple receipt line items on single receipts and change
the payment type code for individual payments. To add payments for a class or business fees,
complete the following steps:

1. Click the Common icon

¥ coM TRY POINTS

AR
{.ﬁ' Receipt Search

| Code Administration

Reports
2.  Select Set Processing under Cash Receipts
3. The Set Processing window displays.
_iix]

S00® O 099“@ e@ecee@“ 0 -

New Save Void Refresh Add Single Lockbox Mass
Payment Payment Payment

90~

Set Condition Set User Set Date Set Number External Set Type Receipt Count’ Receipt Totals Set Status o
> [open Product, Product 4/18/2011 1 OC - Over the Counter 0 $0.00 Ready .

Open Product, Product 5/10/2011 2 Adjustment - Adjustmer 0 $0.00 In Use

Open Product, Product 6/8/2011 1 Adjustment - Adjustmer (] $0.00 In Use

Open Product, Product 6/8/2011 2 Adjustment - Adjustmet $0.00 In Use A

) 0

B General nfo

Set Receipts
N T — e ) com: ) o =]

- y |

Date: Condition: | Oy
e = count: [ e [

04/18/2011

B set Defauits

Payment Type Category: ildir - Buildis i W Tender Type: [ Ca - Cash Payment
Payment Type: |87 Payment - Building Permits Payment |/ Payment Date: | 04/15/2011

| B8 Receipt Details ‘

@ There are pending change(s). Record: Unsaved Changes Collection: Unsaved Changes | Product Environment... | | (a0 _l_ (+) A
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4.  Open or locate a set to take payments. (Click the Home tab and then click Search to locate a set or
refer to Part 3.01 — Open a New Set.)

Set Status
50,00 Ready
50.00 Ready

Set Type Receipt Count Receipt Totals

Payment -

Set Date
1/5/2011

Set Condition

Payment

1/3/2011

Payment - Payment

Payment - Payment 50,00 Ready

B Qa, QA 1/5/2011
Selected"Open” set.
§

5.

7.

Category: Planning & Engineering

Planning & Engineering
Payment

<<

Click Add Slngle Payment on the Set Processing / Payment Entry ribbon toolbar

Lockbox Mass
Payment Payment

Add Single
Payment

The Single Payment Entry window displays. (This window will display differently depending on
the Set Type selected.)

Set User:  Product, Product Set Date: 10/31/2011

Find Charges By

Planning & Engineering
Adjustment

Clicking the Find Charges By
allows you to change your method
of searching to locate the charges

Project ID:
to be paid

B

Indicates the type of
payments being
taken.

Indicates the search
method being used to
locate the charges.

Clicking the Change Category
allows you to change the payment
type.

Change Category

> Ready
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There are several methods use to search for charges that are going to be paid.

e Find Charges By - you select this option you are prompted to

search for either a person or an entity.

Job ID:

S

you will search based several types of criteria including by that application’s ID field.

e Search ! - When you select this option, depending on the application,

o By Business General Info — use this method to search for the business by the
businesses general information.

o By Related Party — use this method to search for the business by related party
information.

o By Certified Professional — use this method to search for the business by
professional information.

o By Class — use this method to search for the business by classification
information.

o By Address — search for a business by address information.

o By Bill General Info — search for a business by the business’s general
information.
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Search — “By Business License General Info”

1. Select your method of search by clicking the radial button - next to Class ID or Bill
Class ID:

Bill ID:

[

L

ID and click Search

2. The Search window displays.

Results

’ By Business General Info
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3. Click the drop-down arrow to expand the panel for By Business General Info.

Search Results

By Business General Info

Search by Business General Info:

Business Name: [ ] Alias:

Ownership Type Code: I ﬂ Wehsite URL:

Federal Tax ID: [ ] State Tax ID:

I
I
PIN Value: I l Home Occupancy:
Date Opened
L From: | £ | 1

By Related Party
By Certified Professional

ﬂ By Class

ﬂ By Address

ear Criteria

4.  Specify the information you want to search by in the Search by Business General Info:
panel.

5.  Click Search .

6.  The Results panel displays.

Search Results

Business Name Business Description Primary Business Address
Appleway Clothing Appleway Clothing Empire

Lucia's Fashion Emporium Fashion Emporium

Winter Park Seafood Inc. The Winter Park Seafood Inc. 216 E Orange Ave N

Pop's Girls Thompson Crafts LLC 1234 Main St

Cabella's Cabella's Pizza 208 E Orange Ave N

Armani Armani Almost 3776 W Lake Mary Blvd

Hilton Hotels 1000 Main St S

Tropic Pet Center Inc. Tropic Pet Center & Grooeming P.O. Box 148911, Orlando FL 32808-8911

Veranda Salon & Spa The Veranda 1651 N Woodland Blvd

Zelinsky's Professional Limousine Services, Ine Zelinsky's Livery Services 1620 Southland Blvd Suite A

Select
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7. Select the business you will be taking payment for.

8. Click Select }

Select

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid

O Select All Charges

11.  Click Add to Receipt .

Select Charges For
Business Name:Appleway Clothing:

O Select All Charges

o Fee Code

O Add Fee - Add Fee
O Transfer - Transfer Fee
O Transfer - Transfer Fee

Description

Class: 2011-1022, Period: 12/31/2012
Class: 2011-1022, Period: 12/31/2012
Class: 05072010+29, Period: 5/7/2011

or place a checkmark next to each charge that is being paid.

Amount Due

$10.00

$225.00
$225.00 |

Add to Receipt ‘ \

Note: After you have selected the charges, you can add additional fees to be paid on the same

receipt.
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Search — “By Related Party”

1. Select your method of search by clicking the radial button - next to Class ID or Bill
Class ID:

Bill ID:

[

L

ID and click Search

2. The Search window displays.

Results

’ By Business General Info

B4 By Related Party
° By Certified Professional

|
° By Bill General Info
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3. Click the drop-down arrow to expand the panel for By Related Party.

Search Results

ﬂ By Business General Info

u By Related Party

Search By Related Person:

Last Name: [

Middle Name: [

] Suffix:

Search By Related Entity:

Entity Name: [

|

] First Name: [

l

° By Certified Professional

n By Class

n By Address

ﬂ By Bill General Info

4.  Specify the information you want to search by in the Search By Related Person

5. Click Search .

6.  The Results panel displays.

Results

Business Name

Appleway Clothing

Lucia's Fashion Emporium
Winter Park Seafood Inc.
Pop's Girls

Cabella's

Armani

Hilton Hotels

Tropic Pet Center Inc.

Veranda Salon & Spa

Business Description

Appleway Clothing Empire
Fashion Emporium

The Winter Park Seafood Inc.
Thompson Crafts LLC
Cabella's Pizza

Armani Almost

Tropic Pet Center & Grooming
The Veranda

Zelinsky's Professional Limousine Services, Int Zelinsky's Livery Services

Primary Business Address

216 E Orange Ave N

1234 Main St

208 E Orange Ave N

3776 W Lake Mary Blvd

1000 Main St S

P.O. Box 148911, Orlando FL 32808-8911
1651 N Woodland Blvd

1620 Southland Blvd Suite A

Select

- panel.
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7. Select the business you will be taking payment for.

8. Click Select }

Select

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid

O Select All Charges

11.  Click Add to Receipt .

Select Charges For
Business Name:Appleway Clothing:

O Select All Charges

o Fee Code

O Add Fee - Add Fee
O Transfer - Transfer Fee
O Transfer - Transfer Fee

Description

Class: 2011-1022, Period: 12/31/2012
Class: 2011-1022, Period: 12/31/2012
Class: 05072010+29, Period: 5/7/2011

or place a checkmark next to each charge that is being paid.

Amount Due

$10.00

$225.00
$225.00 |

Add to Receipt ‘ \

Note: After you have selected the charges, you can add additional fees to be paid on the same

receipt.
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Search - “By Certified Professional”

1. Select your method of search by clicking the radial button - next to Class ID or Bill
Class ID:

Bill ID:

[

L

ID and click Search

2. The Search window displays.

Results

’ By Business General Info

B4 By Related Party
° By Certified Professional

|
° By Bill General Info
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3. Click the drop-down arrow to expand the panel for By Certified Professional.

Search Results

u By Certified Professional

By Name
Search by Person Name:

First Name: I

Last Name: I

I Suffix:

Search by Entity Name:

Entity Name: [

J

IMiddIeName: [

[

~By Certified Pro

Category:

j Alias:

= Status:

Profession: Beauty - Beauty Profession

BLD - Builder

Chiro - Chiropracter

o

Document Number: [

[
|

Clear Criteria

4.  Specify the information you want to search by in the Search By Person: or By Certified

Professional panel.

5.  Click Search .

6.  The Results panel displays.

Search Results

Business Name

Appleway Clothing

Lucia's Fashion Emporium
Winter Park Seafood Inc.
Pop's Girls

Cabella's

Armani

Hilton Hotels

Tropic Pet Center Inc.

Veranda Salon & Spa

Business Description
Appleway Clothing Empire
Fashion Emporium

The Winter Park Seafood Inc.
Thompson Crafts LLC
Cabella's Pizza

Armani Almest

Tropic Pet Center & Grooeming

The Veranda

Zelinsky's Professional Limousine Services, Ine Zelinsky's Livery Services

Primary Business Address

216 E Orange Ave N

1234 Main St

208 E Orange Ave N

3776 W Lake Mary Blvd

1000 Main St S

P.O. Box 148911, Orlando FL 32808-8911
1651 N Woodland Blvd

1620 Southland Blvd Suite A

Select
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7. Select the business you will be taking payment for.

8. Click Select }

Select

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid

O Select All Charges

11.  Click Add to Receipt .

Select Charges For
Business Name:Appleway Clothing:

O Select All Charges

o Fee Code

O Add Fee - Add Fee
O Transfer - Transfer Fee
O Transfer - Transfer Fee

Description

Class: 2011-1022, Period: 12/31/2012
Class: 2011-1022, Period: 12/31/2012
Class: 05072010+29, Period: 5/7/2011

or place a checkmark next to each charge that is being paid.

Amount Due

$10.00

$225.00
$225.00 |

Add to Receipt ‘ \

Note: After you have selected the charges, you can add additional fees to be paid on the same

receipt.
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Search — “By Class”

1. Select your method of search by clicking the radial button - next to Class ID or Bill
Class ID:

Bill ID:

[

L

ID and click Search

2. The Search window displays.

Results

’ By Business General Info

B4 By Related Party
° By Certified Professional

|
° By Bill General Info
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3. Click the drop-down arrow to expand the panel for By Class.

4.

Search

ﬂ By Business General Info

ﬂ By Related Party

ﬂ By Certified Professional

u By Class

Search by Class:

Class ID:

I Class Status:

Class Group Code: I
Application Date

Issued Date

j Classification Code: I

lme: ‘

‘I lFrom: ‘

Expiration Date

lFrom: ‘

ﬂ By Address

5. Click Search .

6.

The Results panel displays.

lear Criteria

Specify the information you want to search by in the Search By Class: panel.

Business Name

Appleway Clothing

Lucia's Fashion Emporium
Winter Park Seafood Inc.
Pop's Girls

Cabella's

Armani

Hilton Hotels

Tropic Pet Center Inc.

Veranda Salon & Spa

Business Description

Appleway Clothing Empire
Fashion Emporium

The Winter Park Seafood Inc.
Thompson Crafts LLC
Cabella's Pizza

Armani Almost

Tropic Pet Center & Grooming
The Veranda

Zelinsky's Professional Limousine Services, Int Zelinsky's Livery Services

Primary Business Address

216 E Orange Ave N
1234 Main St

208 E Orange Ave N
3776 W Lake Mary Blvd
1000 Main St S

P.O. Box 148911, Orlando FL 32808-8911

1651 N Woodland Blvd
1620 Southland Blvd Suite A

Select
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7. Select the business you will be taking payment for.

8. Click Select }

Select

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid

O Select All Charges

11.  Click Add to Receipt .

Select Charges For
Business Name:Appleway Clothing:

O Select All Charges

o Fee Code

O Add Fee - Add Fee
O Transfer - Transfer Fee
O Transfer - Transfer Fee

Description

Class: 2011-1022, Period: 12/31/2012
Class: 2011-1022, Period: 12/31/2012
Class: 05072010+29, Period: 5/7/2011

or place a checkmark next to each charge that is being paid.

Amount Due

$10.00

$225.00
$225.00 |

Add to Receipt ‘ \

Note: After you have selected the charges, you can add additional fees to be paid on the same

receipt.
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Search — “By Address”

1. Select your method of search by clicking the radial button - next to Class ID or Bill
Class ID:

Bill ID:

[

L

ID and click Search

2. The Search window displays.

Results

’ By Business General Info

B4 By Related Party
° By Certified Professional

|
° By Bill General Info
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3. Click the drop-down arrow to expand the panel for By Address.

Search Results

n By Address

Search by Address:

Street Address

Address Type:

j Number:

Name:

Post Direction:

Free Form Address: I

Intersection Address

Direction: l

Street Name: |

Suffix: l

]

I Extended Description: [

| Delivery point: |

| ‘ oo ot |

I:l Pre Qualifier: D Direction: I 'l
l I Suffix: I 'l
¥ | Post Qualifier: C] Building: E

-

4.  Specify the information you want to search by in the Search By Address: panel.

5. Click Search .

6.  The Results panel displays.

Results

Business Name

Appleway Clothing

Lucia's Fashion Emporium
Winter Park Seafood Inc.
Pop's Girls

Cabella's

Armani

Hilton Hotels

Tropic Pet Center Inc.

Veranda Salon & Spa

Business Description

Appleway Clothing Empire
Fashion Emporium

The Winter Park Seafood Inc.
Thompson Crafts LLC
Cabella's Pizza

Armani Almost

Tropic Pet Center & Grooming
The Veranda

Zelinsky's Professional Limousine Services, Int Zelinsky's Livery Services

Primary Business Address

216 E Orange Ave N

1234 Main St

208 E Orange Ave N

3776 W Lake Mary Blvd

1000 Main St S

P.O. Box 148911, Orlando FL 32808-8911
1651 N Woodland Blvd

1620 Southland Blvd Suite A

Select
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7. Select the business you will be taking payment for.

8. Click Select }

Select

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid

O Select All Charges

11.  Click Add to Receipt .

Select Charges For
Business Name:Appleway Clothing:

O Select All Charges

o Fee Code

O Add Fee - Add Fee
O Transfer - Transfer Fee
O Transfer - Transfer Fee

Description

Class: 2011-1022, Period: 12/31/2012
Class: 2011-1022, Period: 12/31/2012
Class: 05072010+29, Period: 5/7/2011

or place a checkmark next to each charge that is being paid.

Amount Due

$10.00

$225.00
$225.00 |

Add to Receipt ‘ \

Note: After you have selected the charges, you can add additional fees to be paid on the same

receipt.
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Search — “By Bill General Info”

1. Select your method of search by clicking the radial button - next to Class ID or Bill
Class ID:

Bill ID:

[

L

ID and click Search

2. The Search window displays.

Results

’ By Business General Info

B4 By Related Party
° By Certified Professional

|
° By Bill General Info
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3. Click the drop-down arrow to expand the panel for By Bill General Info.

4.

Search Results

n By Business General Info

“ By Related Party

ﬂ By Certified Professional

ﬂ By Address

u By Bill General Info

Search by Bill General Info:
Bill Info

[Bill o: |

l Bill Type: I

Bill Date

Bill Amount

ime:‘

| | I/FTOITI: |

5. Click Search .

6.

The Results panel displays.

Results

Specify the information you want to search by in the Search By Related Person

Business Name

Appleway Clothing

Lucia's Fashion Emporium
Winter Park Seafood Inc.
Pop's Girls

Cabella's

Armani

Hilton Hotels

Tropic Pet Center Inc.

Veranda Salon & Spa

Business Description

Appleway Clothing Empire
Fashion Emporium

The Winter Park Seafood Inc.
Thompson Crafts LLC
Cabella's Pizza

Armani Almost

Tropic Pet Center & Grooming
The Veranda

Zelinsky's Professional Limousine Services, Int Zelinsky's Livery Services

Primary Business Address

216 E Orange Ave N

1234 Main St

208 E Orange Ave N

3776 W Lake Mary Blvd

1000 Main St S

P.O. Box 148911, Orlando FL 32808-8911
1651 N Woodland Blvd

1620 Southland Blvd Suite A

Select

- panel.
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7. Select the business you will be taking payment for.

Select

8. Click Select }

9.  The Select Charges For window displays.

10.  Place a checkmark in the Select All Charges if all charges are to be paid

O Select All Charges

11.  Click Add to Receipt .

Select Charges For
Business Name:Winter Park Seafood Inc.:

O Select All Charges

Lasods

O BLF1 - Business License Fees

O New Business - New Business License Fee

Description
Class: 08092010+109, Period: 8/9/2011
Class: 1305, Period: 6/30/2013

Amount Due
$50.00
$65.00

or place a checkmark next to each charge that is being paid.

Add to Receipt H

Note: After you have selected the charges, you can add additional fees to be paid on the same

receipt.
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Taking Payments
After you have selected the charges, the next step is to take the payment, tender and finalize the
receipt.

1.  The Single Payment Entry window displays.

Category: Business Account Management ~ Set User:  Product, Product Set Date:  10/31/2011

Find Charges BY Payment Type Fee Code Primary Data Context | Secondary Data Context| Additional Comments  Amount Due Amount To Waive
er— " BAM Payment BLF1 - Business L|Business Name:W Class: 08092010+ $50.00 ‘0

Business Account - >
Management Adjustments BAM Payment New Business - N Business Name:W Class: 1305, Perio $65.00 ‘0

Buisness Account |
Management Payment

Class ID:

Each fee selected for payment is displayed.

You can add Additonal Comments,
as well as, change the Receipt Amount.

Get Charges

N —
Change Category Tender Receipt

& "New Receipt Greated

2.  Complete the Additional Comments field if applicable. (When you set up the payment type
code, you would have indicated if you wanted to enter Additional Comments.)

3. Inthe Receipt Amount field, the amount assessed for the fee defaults. (If you need to
modify the amount, enter the payment amount.)
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Entering a Waiver

At the time you are receiving payments, it is possible for you to enter an amount or percentage
that will be waived. You specify if there is to be a percentage type of waived amount, or you can
enter an amount to be waived. The waived amount will be displayed in the Waived Amount

column.

1.  Click in the Amount To Waive field.

2. Select if the waiver is to be based on a Percentage or Amount.

3. Enter the amount or percentage to be waived off. (When the type is Percentage, you can double-
click the input field and a calculator will appear for your use if you want to double check your numbers.)

Category: Business Account Management ~ Set User:  Product, Product Set Date: 10/31/2011

Find Charges By

Business Account
Management Adjustments

Buisness Account
Management Payment

Class ID:

Change Category

Payment Type Fee Code Primary Data Context | Secondary Data Contexi| Additional Comments  Amount Due

Classification Fee
New Business Apg |

S —
Tender Receipt Void Charge

Receipt Amount

$50.00]

$50.00
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Tendering the Receipt

After all charges have been selected and entered, the next step is to tender the receipt. The
receipt will be created after you have selected to Finalize & Print the receipt.

Some of the tender authorization types are Cash, Credit Card, Check or Escrow.

Even though you can put as many payments as you want on a receipt, SunGard Public Sector
recommends that you generate an individual receipt for each payer.

1.  Click Tender Receipt .

2.  The Tender Resolution window displays. (When you added a new set you indicated what would
be your default tender method. For this example Check Payments was used.)

B Check - $100.00 Remove Tender

Tt e $100.00 | Check Number: ‘

Business Name:

First Name: B ‘ Last Name: |

Address:

City:

Routing Number:

Account Number: ‘

Account Type: ICheck\'ng jMTvue= IPersonaI

Payment Type Receipt Amoun
BAM Payment $50.00
[BAM Payment $50.00
Total Waive Amount:  $15.00

Total Amount To Pay:  $100.00
Total Recelpt Amount:  $115.00

View Receipt Details
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3. Tochange or add additional tender methods, click on the method you want to use, Cash,

Adjustment

Cash Payment

Credit Card Payments

Check Payments

Escrow Payments

Lockbox Payments

Check, Credit Card or Escrow . (Note: Itis possible that you will
additional tender methods. The list of tender methods is based on what you have set up.)

4.  Enter the amount tendered and complete any other information as needed.

5. If you have changed your tender method, you can remove any unused ones by clicking

Remove Tender
Remove Tender .

Category: Business Account Management  Set User:  Froduct, Product Set Date: 10/31/2011

Cash Payment
Check - £75.00 Remove Tender

Credit Card Payments
S—— $75.00 | cresknumber 756002

Check Payments susinessNeme: | TOMatina's Salsa Factory

I 1 I
\ — —
Escrow Payments s ‘ {

Gity: This is an example of Multi Tendering.
Routing Number: \ J

Transfer Receipt Account Number: ‘

Account Type: ICheck\'ng jmme; IBusiness

First Name:

Lockbox Payments

$50.00
$50.00
Total Waive it $15.00

unt
Total Amount To Pay:  $100.00
Total Receipt Amount:  $115.00

View Receipt Details Tender Amourt: ‘ \

Finalize & Print To remove any tender type that is
not being used, click Remove
Tender,

‘ Preview Receipt

B \aiidate

i Q—!—{: The amount tendered should be greater than . A
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Payment Type Receipt Amour
BAM Payment $50.00
BAM Payment $50.00

Total Waive Amount:  $15.00
Total Amount To Pay:  $100.00
Total Receipt Amount:  $115.00

6. Click View Receipt Details

the transaction.

to view the receipt before you finalize

Payment Type Fee Code Primary Data Context | Secondary Data Contes' Amount Dus Amount To Waive Raceipt Amount

BAM Payment  BLF1 - Business L Business Name:\' Class: 08092010- $50.00 $0.00 $50.00

BAM Payment  New Business - N Business Name:\t Class: 1305, Peric $65.00 $15.00 $50.00 |}

Payment Type Receipt Amour
BAM Payment $50.00
BAM Payment $50.00

Total Waive Amount: $15.00
Total Amount To Pay:  $100.00
Total Receipt Amount:  $115.00

7.  Click View Receipt Details to close the review.
8.  Click Finalize & Print to finalize the receipt and print it.

9.  The Single Payment Entry window re-displays to take additional payments.

10. A confirmation message displays stating that the receipt was successful.

- Information |
I Receipt saved successfully

|_.J X . 104312011 8:42:49 AM

/ Validate

11.  Place a checkmark in Validate to print validations.

12.  Click Exit to close the Single Payment Entry window. (This returns you to the Set

Processing window.)

13.  Click Close E (This returns you to the Desktop.)
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Part 3.07 - Single Payment Entry Using Escrow Money

Single Payment entry is the standard method for cashiers receiving payments. When using single
payment entry, you can create single or multiple receipt line items on single receipts and change
the payment type code for individual payments. It is possible to use monies that have been put
into escrow to pay for fees that have been assessed. To use escrow monies for paying assessed
fees, complete the following steps:

1. Click the Common icon

+ COMMON ENTRY POINTS

(é Receipt Search
Code Administration
| Reports

2. Select Set Processing under Cash Receipts

3. The Set Processing window displays.

i)

@ (LSl Set Processing

New Save Void Refresh

O 00

AddSingle Lockbox  Mass
Payment  Payment Payment

99~

Set User Set Date

> [open Product, Product. 4/18/2011
Open Product, Product 5/10/2011
Open Product, Product 6/8/2011
Open Product, Product 6/8/2011

Set Type Receipt Count Receipt Totals Set Status
OC - Over the Counter 0 $0.00 Ready
Adjustment - Adjustmer 0 $0.00 In Use
Adjustment - Adjustmer 1] $0.00 In Use
Adjustment - Adjustmer 0 $0.00 In Use

a

[T

B General Info

Set Receipts
User:  [Product, Product | Status: |[Ready ] count: " 0] Totals: s0.00]

= ol

- Entered Receipts
s 04/18/2011 ition: | O =
Date: 18/, v | Condition: pen Count: — Totals: —

B s<t Defauits

Payment Type Category: | IR S ~ | o\ Tencer Type: [ CA - Cash Payment =N

Payment Type: | 5P Payment - Building Permits Payment =N | 04/18/2011 v ‘
| &3 Receipt Details ‘
@ There are pending change(s). Record: Unsaved Changes™  Collection: Unsaved Changes ' Product Environment... | | (@ sefffem— () A
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4.  Open or locate a set to take payments. (Click the Home tab and then click Search to locate a set or

refer to Part 3.01 — Open a New Set.)

Set Condition Set User Set Date

Receipt Count Receipt Totals Set Status

1/5/2011

- Payment 50,00 Ready

g A, QA 1/3/2011
Qa, QA 1/5/2011
Selected"Open” set.
§

Payment - Payment

Payment - Payment [ 50.00 Ready

50,00 Ready

<<

5. Click Add Slngle Payment on the Set Processing / Payment Entry ribbon toolbar

Add Single | Lockbox Mass
Payment Payment Payment

6.  The Single Payment Entry window displays. (This window will display differently depending on

the Set Type selected.)

Category: Escrow Set User:  Product, Product SetDate: 11/1/2011

Find Charges By l

e Clicking the Find Charges By

allows you to change your method

Escrow Payment | of searching to locate the charges
h to be paid

Get Charges

Indicates the type of
payments being
taken

Indicates the search
method being used to
locate the charges.

Clicking the Change Category
allows you to change the payment
type

Change Category

o resty”

When you use escrow money to pay fees that have been assessed, you can look for the charges
from either a person or an entity (business). Once you have located the person or entity, you can

then indicate which application you will be paying with this money.
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Find Charges By — “Search By Person”
You can search for escrows to be paid using Find Charges By. When you select this option,
you can then search By Person or By Entity.

1.  Click Find Charges By .

2. The Search / Results window displays.

Search

By Person
B3 By Entity

3.  Click the drop-down arrow to expand the panel for By Person.

Search

u By Person

Search by Person:
Name

Last: l
Middle: l

Gender: l
Date of Birth
| Start: \
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4.  Specify the information you want to search by in the Search by Person: panel. (For this
example the Last field was used.)

5.  Click Search .

6.  The Results panel displays.

Search Results Charges

Brigman, Betty Jo Public Administration

< ve

7.  Click to highlight the person under the Available column.

8. Click Move> .
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Select

9. Click Select ’4

Results Charges

Brigman, Betty Jo Public Administration Brigman, Betty Jo Public Administration

P—
Move >
| ——

Move >>

<< Move

10.  The Charges panel displays.

Search Results Charges

Payment Type Code|

a Planning & Engineering Payment Type C0d6|

Depending on fees that have been assessed per person or entity,
you will select the payment type code to use from the drop-down list

This includes charges for:

Building Permits
Code Compliance
Planning & Engineering
Business Account Management

Add to Receipt
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11.  Select the Payment Type Code from the drop-down list.
12.  Click the down arrow to display the charges associated with the payment type code.

13.  Place a checkmark in the Select All Charges if all charges are to be paid
O Select All Charges

or place a checkmark next to each charge that is being paid.

: _ dd -
14.  Click Add to Receipt .

Search Results Charges

a Escrow Payment Type Code|

Planning & Engineering Payment Type COdEIPIanm’ng Payment - Planning & Engineering Payment

O select All Charges I

Description Amount Due
SP - Site Plan Fee
Project ID: 250 - Venice Shopping Center

SP Corr - Site Plan Fees - Corrected Plans
Project ID: 250 - Venice Shopping Center

Add to Receipt

Note: After you have selected the charges, you can add additional fees to be paid on the
same receipt.
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Find Charges By — “Search By Common Entity”
You can search for escrows to be paid using Find Charges By. When you select this option,
you can then search By Person or By Entity.

1.  Click Find Charges By .

2. The Search / Results window displays.

Search

By Person
B3 By Entity

3.  Click the drop-down arrow to expand the panel for By Entity

n By Person
B By Entity

Search by Common Entity:

Name: l

Note: l
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4.  Specify the information you want to search by in the Search by Common Entity: panel.
(For this example the Name field was used.)

5. Click Search .

6.  The Results panel displays.

Search Results Charges

Sorbee Engineering & Construction Inc. Public Administration

7.  Click to highlight the person under the Available column.

8. Click Move> .
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10 click seect RN

PAVETIE]

Sorbee Engineering & Construction Inc. Public Administration

Sorbee Engineering & Construction Inc. Public Administration

'Move >>l

<< Move

11.  The Charges panel displays.

Search Charges

Payment Type Codel

a Planning & Engineering Payment Type COdEI

Depending on fees that have been assessed per person or entity,
you will select the payment type code to use from the drop-down list

This includes charges for:

Building Permits
Code Compliance
Planning & Engineering
Business Account Management

Add to Receipt
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13.  Select the Payment Type Code from the drop-down list.
14.  Click the down arrow to display the charges associated with the payment type code.

15.  Place a checkmark in the Select All Charges if all charges are to be paid
O Select All Charges

or place a checkmark next to each charge that is being paid.

16.  Click Add to Receipt .

Search Results Charges

a Escrow Payment Type Code|

Planning & Engineering Payment Type COdEIPIanm’ng Payment - Planning & Engineering Payment

O select All Charges I

Description Amount Due
SP - Site Plan Fee
Project ID: 250 - Venice Shopping Center

SP Corr - Site Plan Fees - Corrected Plans
Project ID: 250 - Venice Shopping Center

Add to Receipt

Note: After you have selected the charges, you can add additional fees to be paid on the
same receipt.
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Taking Payments

After you have selected the charges, the next step is to take the payment, tender and finalize the
receipt.

1.  The Single Payment Entry window displays.

Category: Escrow Set User:  Product, Product Set Date: 11/1/2011

Find Charges By

Payment Type Fee Code Primary Data Context | Secondary Data Contexi/ Additional Comments  Amount Due

Amount To Waive Receipt Amount
Planning Payment SP - Site Plan Fee Project ID: SITE-Z

$35.00 0 [ $35.00]
Planning Payment SP Corr - Site Plar Project ID: SITE-Z 1 $1,050.00 [0 [ $1,050.00

Escrow Adjustment

Escrow Payment

Get Charges

Each fee selected for payment is displayed

You can add Additonal Comments,
as well as, change the Receipt Amount.

Change Category Tender Receipt

10 e )""SSE Payment Type code

2. Complete the Additional Comments field if applicable. (When you set up the payment
type code, you would have indicated if you wanted to enter Additional Comments.)

3. Inthe Receipt Amount field, the amount assessed for the fee defaults. (If you need to
modify the amount, enter the payment amount.)
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Entering a Waiver

At the time you are receiving payments, it is possible for you to enter an amount or percentage
that will be waived. You specify if there is to be a percentage type of waived amount, or you can
enter an amount to be waived. The waived amount will be displayed in the Waived Amount
column.

1.  Click in the Amount To Waive field.
2. Select if the waiver is to be based on a Percentage or Amount.
3. Enter the amount or percentage to be waived off. (When the type is Percentage, you can

double-click the input field and a calculator will appear for your use if you want to
double check your numbers.)

Category: Escrow Set User:  Product, Product SetDate: 11/1/2011

Find Charges By ayment Type Fee Code. Primary Data Context | Secondary Data Contexi| Additional Comments  Amount Due

Escrow Adjustment in |Plan Revision Fee!f
Escrow Payment (e

1 Get Charges ‘

Change Category Tender Receipt Void Charge

1 © = " "Seict Payment Type code
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Tendering the Receipt

After all charges have been selected and entered, the next step is to tender the receipt. The
receipt will be created after you have selected to Finalize & Print the receipt.

Some of the tender authorization types are Cash, Credit Card, Check or Escrow.

Even though you can put as many payments as you want on a receipt, SunGard Public Sector
recommends that you generate an individual receipt for each payer.

1.  Click Tender Receipt .

2.  The Tender Resolution window displays. (When you added a new set you indicated
what would be your default tender method. For this example Check Payments was used.)

u Check - $835,00 Remove Tender

$835.00 | Chack Number: ‘

‘ Last Name: |

Account Type: ICheck\'ng jdwdnvne: IPersonaI

Payment Type Recsipt Amoun
[Planning Payment $35.00
Planning Payment $800.00

Total Waive Amount:  $250.00
Total Amount To Pay: ~ $835.00
Total Receipt Amount: ~$1,085.00

View Receipt Details
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3. To change or add additional tender methods, click on the method you want to use, Cash,

Adjustment

Cash Payment

Credit Card Payments

Check Payments

Escrow Payments

Lockbox Payments

Check, Credit Card or Escrow . (Note: It is possible that you
will additional tender methods. The list of tender methods is based on what you have set
up.)

4.  Enter the amount tendered and complete any other information as needed.

5. If you have changed your tender method, you can remove any unused ones by clicking

Remove Tender
Remove Tender .

Set User:  Product, Product SetDate: 11/1/2011

Cash Payment
Cherk - $650.00 Remove Tender

Credit Card Payments

Tt $650.00 | Check Number: 8512
Check Payments susiness Name: | Friedling Engineering & New Construction

. ] L I
First Name: ‘

Escrow Payments Address: ‘ (

Citys This is an example of Multi Tendering.

Routing Number: \

Lockbox Payments

V.

— —

Transfer Receipt Account Number: ‘

account Type: | Checking ~|checkType: | Business
|sconrm | oo |

E Cash - $185.00 Remove Tender

— $185.00|

$250.00 - 1
ntToPay:  $835.00
ipt Amount:  $1,085.00 Cash - $0.00 Remove Tender

View Receipt Details ender Amout: ‘ \

Finalize & Print

$0.00

> &

To remove any tender type that is
T — not being used, click Remove
‘ Preview Receipt ‘ Tender,

B \aiidate

= Ready - e _!_ & " Select Payment Type code’
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6.

Payment Type Receipt Amour
Planning Payment $35.00
Planning Payment $800.00

Total Waive Amount: $250.00
Total Amount To Pay:  $835.00
Total Receipt Amount:  $1,085.00

View Receipt Details

Click View Receipt Details to view the receipt before you finalize
the transaction.

Payment Type Fee Code Primary Data Context | Secondary Data Contes' Amount Dus Amount To Waive Raceipt Amount

Planning Paymen SP - Site Plan Fee Project ID: SITE- $35.00 $0.00 $35.00
Planning Paymen SP Corr - Site Pla Project ID: SITE- $1,050.00 $250.00 $800.00 |

10.

11.

12.

13.

Payment Type Receipt Amour
Planning Payment $35.00
Planning Payment $800.00

Total Waive Amount:  $250.00
Total Amount To Pay:  $835.00
Total Receipt Amount:  $1,085.00

to close the review.
. - . Finalize & Print - : L
Click Finalize & Print to finalize the receipt and print it.

The Single Payment Entry window re-displays to take additional payments.

Click View Receipt Details

A confirmation message displays stating that the receipt was successful.

- Information |
I Receipt saved successfully

|_.J X . 104312011 8:42:49 AM

/ Validate

Place a checkmark in VValidate to print validations.

Click Exit to close the Single Payment Entry window. (This returns you to the Set

Processing window.)

Click Close E (This returns you to the Desktop.)
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Part 3.08 - Voiding a Payment

The Void button is enabled only if the receipt status is either Active or Unable to Release Hold.
In such a scenario, the system displays an error message with the credit card number, transaction
reference ID, amount, and transaction status. If the receipt status is "Unable to Release Hold"
then you have to manually release the hold and then void the receipt.

When you click VVoid, the system will reset the receipt amount of the selected set to 0, adjusts the
amount in the voided receipt from the receipt total and changes the receipt status to "Voided".

Once the system changes the receipt status to Voided, the status of the set to which the receipt
belongs changes to Ready. This is because when a receipt is voided the receipt total amount also
changes and you have to re-balance the set and then post it again. You cannot void receipts that
posted successfully.

To void a receipt that has been finalized, you will complete the following:

1.  Click the Common icon - on the desktop to display the Common Entry Points

| ¥ COMMON ENTRY POINTS

| (“‘Receigt Search
Code Administration
\ Reports

o

2. Select Set Processing under Cash Receipts
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3. The Set Processing window displays.

 Set Processing B —|of x|

‘New Save Void Refresh || A e Lockbox _ Mass
t Payment Payment

C}D@@ O 00 O QBJQGQQOQ 0P

‘ Merge Deposit Balance Set Ed

T
Set Condition Set User Set Date Set Number External Set Type Receipt Count: Receipt Totals' Set Status
» [open Product, Product  6/28/2011 3 Adjustme 6 $-330.00 Out of Balance
Closed Product, Product 7/18/2011 3 Adjustments - Adjustme 1 $-15.00 Error in Set
Open Product, Product 9/25/2011 1 OC - Over the Counter 2 $100.00 Ready
Open Product, Product 9/14/2011 1 OC - Over the Counter 2 $21.00 Ready
Open Product, Product 9/21/2011 2 Adjustments - Adjustme 1 $-50.00 Ready

| < <)

A
& ceneral Info
Set Recaipts
User: Product, Product &Y sttus:  [out of Balence Count: | 6] Totals: | $-330.00)
Type: 1 J
Entered Receipts
Date: tion: .
Count: Totals:
Number: [0S extemal: [
& set Defauits
Payment Type Category: | =] N Tender Type: [ 03 - Adjustment N
Payment Type: | BAM Adjustment - Business Account Management Adjustments =]/aN Payment Date: | 0/25/2011 v]

&8 Receipt Detils

® Ready Record: Synchronized ‘Collection: Synchronized Product-Demo Env | @ —f—0 A

4.  Click to highlight the set that contains the receipt that will be voided.

Set Condition Zet User Zet Date Set Number Set Type Receipt Count Receipt Totals| Set Status
Open Product, Product  6/28/2011 3 Adjustments - Adj 6 $-330.00 Out of Balance
Closed Product, Product  7/18/2011 3 Adjustments - Adj $-15.00 Balanced

Product, Product  9/21/2011 2 Adjustments - Adj $-50.00 Posting in Process

Product, Product  10/31/2011 OC - Over the Cou $39.00 Ready

Product, Product  10/31/2011 0OC - Over the Cot $5,094.00 Ready
Product, Product  10/31/2011 0OC - Over the Cov $250.15 Ready

Product, Product  10/31/2011 0OC - Over the Cot $289.63 Ready
0OC - Over the Cou $300.00 Ready

Selected Set OC - Over the Cot $1,720.00 Ready

5. Click the down arrow @ to expand the Receipts panel.
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6.  Click to highlight the receipt that is to be voided.

[ ﬂ General Info
l n Set Defaults
| u Receipt Details

Receipt Number Receipt Date Receipt Amount! Receipt Status
458 10312011 $100.00 Active

Ir |5o4 11f1/2011 $1,150.00 Active

507 11/1/2011 §111.40 Active
508 11/1/2011 538,75 Active

Selected Receipt

il | 4L - -

7. Click Void on the Set Processing / Receipt ribbon toolbar

8.  You will receive a prompt stating “You are about to void the selected Receipt,
continue?” Select one of the following:

e Yes—to void the receipt.
e No — cancel the action to void the receipt.

%

'e' fou are about to void the selected Receipt, continue?

Lesson 3 - Working with Payments Page 137



SUNGARD' PUBLIC SECTOR ONESolution™ sk

9.  The receipt status changes from Active to Voided.

Before Void

[ ﬂ General Info

I n Set Defaults

I u Receipt Details

Receipt Number
458

Receipt Date
10/31/2011

Reczipt Amount' Recsipt Status
$100.00 Active

> |504

11/1/2011

| 5115000 Acive

507
508

1112011
1112011

1,40 Active
538.75 Active

Receipt Status
"Active"

i | K9S - -

After Void

[ n General Info

I n Set Defaults

I u Receipt Details

Receipt Number
458

Receipt Date
10/31/2011

Receipt Amount' Receipt Status
5100.00 Active

» |504

11/1/2011

§0.00 Voided

11/1/2011
11/1/2011

11.40 Active
§38.75 Active

Receipt Status
"Voided"

T < <

Note: During Single Payment Entry a receipt will be voided once a charge has been
selected and an amount has been entered. The receipt does not need to be finalized and

printed.

As you are working with the charges that are being paid, and you go to close the set
before finalizing the receipt, you will be prompted if you want to continue. If you do
continue the receipt information will be voided even though you haven't finalized it.

10. Click Close E (This returns you to the Desktop.)
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Part 3.09 - Reprinting a Receipt

After you processed your receipts, it is possible to reprint a receipt when needed. To reprint a

receipt, you will complete the following:

gk Receipt Search

__ Code Administration
| Reports
2.  Select Set Processing under Cash Receipts
3. The Set Processing window displays.
_ioix]
® Home Set Processing @

COV®

New Save Void Refresh

O 00

AddSingle Lockbox  Mass
Payment  Payment Payment

Merge

00000800008

A

99~

Set Condition Set User Set Date Set Type Receipt Count’

Receipt Totals Set Status

Product, Product  4/18/2011 5 OC - Over the Counter ]

$0.00 Ready

Product, Product 5/10/2011 () Adjustment - Adjustmer 0
Product, Product 6/8/2011 Adjustment - Adjustmes 0
Product, Product 6/8/2011 ] Adjustment - Adjustmet 0

$0.00 In Use
$0.00 In Use

B General nfo

Set Receipts

N e — T el 5 Tt |

B set Defauits

Payment Type Category: | e e - | | Terder Type: [ CA - Cash Payment

Payment Type: |87 Payment - Building Permits Payment ] wN Payment Date: | 04/18/2011

@ There are pending changels). Record: Unsaved Changes | Collection Unsaved Changes | Product Environment. 1| @ e &3

B8 Receipt Detils

J

A
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4.  Click to highlight the set that contains the receipt that will be voided.

Set Condition Zst Date Set Mumber External Set Type Receipt Count Receipt Totals Set Status
Open , P 6/28/2011 $-330,00 Out of Balance

7/18/2011

Adjustments - Adj

Adjustments - Adj 5-15,00 Balanced

af21f2011 Adjustments - Adj 5$-50,00 Posting in Process

OC - Qver the Cou 339.00 Ready

3 6
3 1
2 1
10/31/2011 1 3
10/31/2011 2 OC - Qver the Cot 2 $5,094.00 Ready
3 4
4 2
5 2
1 2

Product, Product  10/31/2011 OC - Over the Cou $250.15 Ready

Product, Product  10/31/2011 OC - Over the Cov $289.63 Ready

10/31/2011 OC - Over the Cov $300.00 Ready

1/1f2011 OC - Over the Cot $1,720.00 Ready

<>

5. Click the down arrow @ to expand the Receipts panel.

6.  Click to highlight the receipt that is to be reprinted.

l n General Info

l Set Defaults
| n Receipt Details

Receipt Number Receipt Date Receipt Amount Receipt Status

496 10/31/2011 $3,532.00 Active
| DE 11/1/2011 $1,562.00 Active

Selected Receipt

TN < <

RePrint § Void

7. Click RePrint on the Set Processing / Receipt ribbon toolbar l.
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8.

10.

11.

12.

12.

The receipt displays.

LS RERES

Insert | Pagelsyout  References  Mailings  Review

View  Developer

Indent Spacing

Page Setup Page Background

Paragraph

2 - i . I3

5]

HISTORIC

LONGWOOD
FLORIDA

Community Services, Building Div
174 W Church Avenue

Click Print I

The Print dialog box opens.

Click OK to send the receipt to the printer.

Amange

I x|
rPrinter
Mame: I #  \\htesrv1\PRTLM35B01 j Properties |
Status: = Find Printer... |
Type: LANIER. LD135PCL 6

Where:  3549A
Comment: 10.255.7.100

I Print to file
™ Manual duplex

Page range

" Pages: I

Type page numbers and/or page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or plsi, pis2, p1s3—p8s3

rCopie

o

Number of copies: Il E‘
11 v collate

Print what: IDDEumEnt vl
Print: IA\I pages in range 'l

Options...

Pages per sheet:

Scale to paper size:  |Mo Scaling -

1 page -

e |

Click Close E (This returns you to the Desktop.)
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Part 3.10 - Running a Set Edit Listing Report

You can generate a set edit listing report of a selected set or sets to view and print them using
this feature. You can generate two types of set edit listing reports as follows:

e Set Edit Listing - Detailed Report - The set detailed edit listing report contains
summary and details of a selected set such as number of receipts and the details contained
in the set, including total, endorsement, and tender details.

e Set Edit Listing - Summary Report - The set edit listing summary report contains a
summary of a selected set such as totals, endorsement, and tender.

Detailed Report
To print a detailed edit listing for a set, complete the following:

1.  Click the Common icon - on the desktop to display the Common Entry Points

¥ COMMON ENTRY POINTS

R
| %Receigt Search
Code Administration
Reports

2. Select Set Processing under Cash Receipts
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3. The Set Processing window displays.

® Set Processing L ; -0l x|

$00® 0 00 \u 93“9 ©8000 ?ﬂ?“ -

New Save Void Refresh || AddSingle Lockbox  Mass
Payment Payment Payment

90~

Set Condition | Set User Set Date | Set Number Extemal Set Type Receipt Count| Receipt Totals Set Status -
N [o.u Product, Product 4/18/2011 1 OC - Over the Counter 0 $0.00 Ready .

Open Product, Froduct 5/10/2011 2 Adjustment - Adjustmer 0 $0.00 In Use

Open Product, Product 6/8/2011 1 Adjustment - Adjustmer o $0.00 In Use

Open Product, Product 6/8/2011 2 Adjustment - Adjustmer 0 $0.00 In Use -

<< B>

B ceneral Info

Receipts

: Ready \Count: 1 0] Totals: | $0.00]
Entered Receipts

J
Counts | e [

l I

B s<t Defauits

Payment Type Category: | N Tender Type: [ ca - Cash Payment =N
Payment Type: |87 Payment - Building Permits Payment | aN Payment Date: | 04/18/2011 v |

' B8 receipt Details

@ There are pending change(s). "Record: Unsaved Changes | Collection: Unsaved Changes | Product Environment... | || G _|_ (3 A

4.  Click to highlight the set or sets that you want to run the Set Edit Listing for.

set Condition Sst User Set Date Set Number Extemal Set Type Receipt Count Receipt Totals Set Status
Open ‘Weidley, Jennifer 11/16/2010 - 7 554500 Rsady

Open Moursalien, Sarah  12/8/2010 50.00 Ready

The selected sets are highlighted.

Open Moursalien, Sarah  12/8/2010 5-5.00 Ready
Open Moursalien, Sarah  12/8/2010 To select all sets clickl“SefectAH“.l $0.00 Ready
Open Moursalien, Sarah  12/8/2010 —" £0.00 Ready

5. Click the arrow below Set Edit Listing on the Set Processing ribbon toolbar and select

o Detailed Edit Listing

Detailed Edlt Listing Summary Edit Listing
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6. The Set Edit Listing View window displays.

%) Get Edit Listing View

Set Edit Listing View

X

Print Cancel

Weidley, Jennifer|11/16/2010|1|
Receipt= and Status | Raceipt Details Tender
7 L payment - Land Sarah, INC. - BAM Lockbox $500.00 Escrow Pending /CA - Cash Payment :  $500.00
Active management payments Payment Escraw Deposit Total Tendered Amount : $500.00
I—I 4] b
21 Lx payment - Land Land Keyikeyl-2-3-4-5- Land Management  §45.00 Fayment Panding ‘CA - Cash Payment :  $45.00
Active | management payments §-7-8-3-10 ITota\ Tendered Amount : $45.00 I
l—' af 3
Details Totals: Bank Code Totals:
Payment Type Description Count Amount ZerofVoid Codes Description Count Amount
LX payment Land management payr 2 $545.00 2 oP 2 $545]
Endorsements: Tender:
Codes Description Count Ameunt Method Description Count Tendersd Amount Non-Cash Amount
CA Cash Payment 2 $545.00 50}

V10_Z0RTM Environment []

e s—_

Note: If more than one set has been selected, you can scroll down to review the detailed information of the

others.
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7. Click Print on the Set Edit Listing View / Record ribbon toolbar e,

8.  The Print dialog box opens, and you can select what printer you want to send the report

to and click Print.

Comment: 10,255.7,100

rPrinter
Mame: I B8 \htesrv1\PRTLM35B01 j Properties |
Status:  Idle Find Printer. .. |
Type: LAMIER. LD135 PCL &
Where: 35444 I™ Print to file

[~ Manual duplex

—Page range

. Current page
. Pages: I

Type page numbers and/or page

ranages separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12

" selection

—Copies

Number of copies: |1 E‘

ﬁ ﬁ v Collate

9.  Click Cancel on the Set Edit Listing View / Record ribbon toolbar

report has printed.

10.  The Sets Processing window displays.

11.  Click Close E (This returns you to the Desktop.)

or plsl, pls2, p1s3-p8s3
Print what: IDl:n:ument j rZoom
Print: IAII pages in range j Pages per sheet: I 1 page j
Scale to paper size: IND Scaling j
Options... 0K I Close |
>163
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Summary Report
To print a summary edit listing for a set, complete the following:

1.  Click the Common icon on the Desktop.
2. Select Set Processing on the Common / Cash Receipts Entry Points pop-up.

+ COMMON ENTRY POINTS

CASH RECEIPTS °©
Common Party Maintenance

Professionals
Inspections
Meeting Center Receipt Search

Code Administration Code Administration

3. The Set Processing window displays.

# Set Processing ] =[Ol x|

@ [l Set Processing

New Save Void Refresh

0 00

AddSingle Lockbox  Mass
Payment  Payment Payment

00000800000 0

99~

I Set Condition Set User Set Date Set Number Extemnal Set Type Receipt Count’ Receipt Totals Set Status o
> [open Product, Product  4/18/2011 1 OC - Over the Counter o $0.00 Ready ]
Open Product, Product 5/10/2011 2 5] Adjustment - Adjustmer 0 $0.00 In Use
Open Product, Product 6/8/2011 1 ] Adjustment - Adjustmer 0 $0.00 In Use
Open Product, Product 6/8/2011 2 Adjustment - Adjustmer $0.00 In Use -

0

B General Info

Set Receipts
User: [product, Product | Status: Ready ] |Cnunt: T 0] Totals: | 50.00]

B s<t Defauits

Payment Type Category: | R IR R Ly ~| N Tender Type:  [cA - Cash Payment
Payment Type: [0 Payment - Building Permits Payment ] /o Payment bate: | 04/15/2011

&8 Receipt Details

(@ There are pending change(s).

Record: Unsaved Changes | Collection: Unsaved Changes | Product Environment.

e ——t
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4.  Click to highlight the set or sets that you want to run the Set Edit Listing for.

|

Set Condition et User 2t Date Zat Number Ext=mal Set Type Receipt Count Receipt Totals Set Status L
Open Weidley, Jennifer  11/16/2010 1 Paymant - Payms; 2 $545.00 Ready .
Moursalien, Sarah  12/8/2010 14 $0.00 Ready
Moursalien, Sarah  12/8/2010 15 5-5.00 Ready
Moursalien, Sarah  12/8/2010 17 30.00 Ready

5. Click the arrow below Set Edit Listing on the Set Processing ribbon toolbar and select

Set Edit
Listing ~

& Q Detailed Edit Listing
o Summary Edit Listing

Summary Edit Listing

6. The Set Edit Listing View window displays.

#) Set Edit Listing View

Print  Cancel
Weidley, Jennifer|11/16/2010|1|
Details Totzls: Bank Code Totls:
Fayment Type Description Count Arncunt Zerofvoid Codes Description Count Amncunt
LX payment Land management payr 2 $545.00 2 oP 2 $545)
g Tender:
Codas Description Count Amaount Method Description Count Tendersd Amount Non-Cash Amount
ca Cash Payment 2 £545.00 E
Count Amount l Tendered Total: $545.00 Non-Cash Total: 0.0
Voided or Zero Receipts 0 50.00 1 change: $0.00 Cash in dravier: $545.0
Entersd Total [ $0.00 54500 45250
Computad non-zero receipts 2 $545,00 || Grand Total: Grand Total:
Waive 0 $0.00
Moursalien, Sarah|12/8/2010|15]
Details Totsls: | Bank Code Totsls:
Payment Type Description Count Amaunt ZerofVoid Codes Description Count Amaunt
BAM Adjustment BAM Adjustment 1 $-5.00 1 11 1 53]
[ )
® ready VIO 20RTM Environment | | (g se——fe— ) A

Note: If more than one set has been selected, you can scroll down to review the detailed information of the
others.
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8.

10.

11.

Click Print on the Set Edit Listing View / Record ribbon toolbar Eeac],

The Print dialog box opens, and you can select what printer you want to send the report
to and click Print.

Where: 35444
Comment: 10,255.7,100

rPrinter
Mame: I B8 \htesrv1\PRTLM35B01 j Properties |
Status:  Idle Find Printer. .. |
Type: LANIER. LD135PCL &

[ Print to file
[~ Manual duplex

—Page range

. Current page " selection

. Pages: I
Type page numbers and/or page

ranages separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12

—Copies

Number of copies: |1 E‘

ﬁ ﬁ v Collate

or plsl, pls2, p1s3-p8s3
Print what: IDl:n:ument j
Print: IAII pages in range j
Options...

rZoom
Pages per sheet: I 1 page j
Scale to paper size: IND Scaling j

After the report has printed, click Cancel on the Set Edit Listing View / Record ribbon

toolbar

>

Print j} Cance!

The Sets Processing window displays.

Click Close E (This returns you to the Desktop.)
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Part 3.11 - Balancing Sets

The set balancing feature helps you in balancing selected sets. During the balancing process the
set will become Closed automatically. You cannot balance sets having a status for either In Use
or Error in set.

To balance the set before you can post it, complete the following steps:

1. Click the Common icon

+ COMMON ENTRY POINTS

('é- Receipt Search
| Code Administration
| Reports

2. Select Set Processing under Cash Receipts

3. The Set Processing window displays.

T

@ [l Set Processing

New Save Void Refresh

O 00

AddSingle Lockbox  Mass
Payment  Payment Payment

99~

[ Set Condition Set User Set Date Extemnal Set Type Receipt Totals Set Status
> [open Product, Product 4/18/2011 1 OC - Over the Counter 0 $0.00 Ready
Open Product, Product 5/10/2011 [} Adjustment - Adjustmer 0 $0.00 InUse
Open 6/8/2011 [t Adjustment - Adjustmet $0.00 InUse

Open Product, Product 6/8/2011 [m] Adjustment - Adjustmer 0 _$0.00 In Use

Receipt Count

a

Product, Product

’ General Info

Set Receipts

User:  [Product,Product | Status: |Ready |L‘.ount: b 0] Totals: [ mll

- Entered Receipts

B s<t Defauits

Payment Type Category: | I L S ~ | N Tercer Type: [ CA - Cash Payment

Payment Type: [8° Payment - Building Permits Payment =]\ Payment Date: | 041872011 v]

&8 Receipt Details

. There are pending change(s). Record: Unsaved Changes " Collection: Unsaved Changes | Product Envronment. 1| @ el &5 A
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4.  Click to highlight the set that is to be balanced.

Set Condition Set User Zst Date Set Mumber External Set Type Receipt Count Receipt Totals Set Status

Open Product, Product  6/28/2011 Adjustments - Adj $-330.00 Out of Balance

Closed Product, Product 7192011 Adjustments - Adj $-15.00 Balanced

Product, Product  9/21/2011 Adjustments - Adj 5-50,00 Posting in Process

OC - Qver the Cou 339.00 Ready

3 6

3 1

2 1

Product, Product  10/31/2011 1 ]
Product, Product  10/31/2011 2 OC - Over the Cou 2 $5,094.00 Ready

3 4

4 2

5 2

1 2

Product, Product  10/31/2011 OC - Over the Cou $250.15 Ready

Product, Product  10/31/2011 OC - Over the Cov $289.63 Ready

10/31/2011 OC - Over the Cov $300.00 Ready

Selected Set 1/1f2011 OC - Over the Cot $1,720.00 Ready

<>

5. Click Balance on the Set Processing / Set Processing ribbon toolbar

e Deposit | Balance | Set Edit

Slip Listing ~

J .

6. The Balance Set window displays.

Set Date:  10/31/2011
SetType: OC

Receipt Count:

Receipt Totzls: |

Deposit Slip = Post =

7. Inthe Receipt Count: field, enter the number of receipts created.
8.  Inthe Receipt Totals: field, enter the total amount of receipts.

9. Inthe Deposit Slip field, you can place a checkmark to balance and print the deposit slip.
(This enables you to select the correct deposit template to print for your deposits.)

10. Inthe Post field, you can place a checkmark to start the posting process for the set.
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11.  Click Balance .

Set Date:  10/31/2011
Set Type: OC

12.  The Set Processing window displays.

B Cash Receipts - Set Processing i o =] 3]
“Home » Community Development 9 Cash Receipts 9 Set Processing |

Set Processing

CO® O O O GOJQGQQQQ 0@ o

New Save Void Refresh Adi Lockbox je Deposit Balance SetEdit Post Ren
Pi Payment Listing Set

Set Condition Set User Set Date £ ) Extemal Set Type Receipt Count Receipt Totals Set Status o

Open Moursalien, Sarah  12/8/2010 1 O Adjustment - Adjustr $0.00 Ready

Open Moursalien, Sarah  12/8/2010 () Adjustment - Adjustr $-5.00 Ready
Open Moursalien, Sarah ~ 12/8/2010 1 O Adjustment - Adjustr ) $0.00 Ready
Open Moursalien, Sarah  12/8/2010 O Adjustment - Adjustr $0.00 Ready

- ¥
<<
General Info
Set Defaults
ﬂ Receipt Details

Record: Synchronized | Collection: Synchronized " V10, 20RTM Envir. 1 @ —f— O
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13.  The Set Status changes to Balanced.

14.  The Set Condition changes to Closed.

Set Condition Set User Set Date Set Number External Set Type Receipt Count Receipt Totals| Set Status
Open Product, Product  6/28/2011 Adjustments - Adj $-330.00 Out of Balance
Closed Product, Product  7/19/2011 Adjustments - Adj 1 $-15.00 Balanced
Open Product, Preduct  9/21/2011 Adjustments - Adj 1 $-50.00 Posting in Process
Open Product, Preduct  10/31/2011 OC - Qver the Cou $39.00 Ready

» llciosed | Product, Product  10/31/2011 OC - Over the Cot $5,094.04 Balanced ||

Product, Product  10/31/2011 0OC - Over the Cot $250.15 dy
Product, Product  10/31/2011 OC - Qver the Cot £289, ady
1 OC - Over the Cou

The Set Condition now
- QOC - Over the Cou
displays as Closed. The Ser Status now

displays as Balanced.

15.  Click Close E (This returns you to the Desktop.)
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Part 3.12 - Generating a Deposit Slip

After all the sets have been balanced, you can generate a deposit slip for those sets that make up
the deposit.

To print a Deposit Slip, complete the following:

(@ Receint Search
__ Code Administration
| Reports

2.  Select Set Processing under Cash Receipts

3. The Set Processing window displays.

—o|x|

C— '
0909 6 00 0 000060000 O -

New Save Void Refresh || AddSingle Lockbox  Mass Merge D
Payment Payment Payment

99~

Set Condition Set User Set Date Set Number Extemal Set Type Receipt Count’ Receipt Totals Set Status

> [open Product, Product 4/18/2011 1 OC - Over the Counter 0 $0.00 Ready
Open Product, Product 5/10/2011 2 @ Adjustment - Adjustmer 0 $0.00 In Use
Open Product, Product 6/8/2011 1 Adjustment - Adjustmer (] $0.00 In Use
Product, Product 6/8/2011 2 Adjustment - Adjustmer 0 $0.00 In Use

B General Info

Set Receipts

User: Product, Product

pl Totals: 1 ﬁ;.ﬂ_l]}

B set Defauits

Payment Type Category: | e e - | (o Terder Type: [ CA- Cash Payment

Payment Type: |87 Payment - Building Permits Payment ] aN Payment Date: | 04/18/2011
B8 Receipt Detils \

@ There are pending change(s). Record: Unsaved Changes  Collection: Unsaved Changes ' Product Environment.. | | (G —l— & A
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4.

5.

6.

Click to highlight the set or sets that you want to run the Set Edit Listing for.

Set Condition Set User Set Date

Opan Product, Product  6/28/2011

Closed Product, Product  7/19/2011

Open Product, Product  9/21/2014
Product, Pr

/312011

Set Number External Set Type

The selected sets are highlighted.

To select all sets ci ::II Select All I

Receipt Totals| Set Status

Receipt Count
$-330.00 Out of Balance
$-15.00 Balanced
$-50.00 Posting in Process
£39.00 Ready

L §5,094.00 Balanced

10/31/2011

-fover the Cou

$250.15 Ready

10/31/2011
104312011

Product, Product  11/1/2011

-fover the Cou

-fpver the Cou

Dver the CoL

$289.63 Ready
$300.00 Ready
$1,720.00 Ready

Click Deposit Slip on the Set Processing / Set Processing ribbon toolbar

O

Merge

e 0

Deposit §Balance Set Edit
Slip Listing ~

ey

The Template Chooser window displays.

# Set Processing

Template Chooser

Template Chooser

DOG®

Select  Cancel Refresh
Tempiate

Template Template
ype

Template Type:

Templates:

CashReceipts - CashReceipts

Default - Default Templates

CR-bug9938 - CR
Detail Set Info

CSC CRECPT - CSCCR
Receipt

DepositSlip -
Depositslip

LONGWOOD -
Longwicod Receipt

B

ReceiptTemplate -

Receipt Template SumFunctionTest

SumFunctionTest -

TMISTORIC

LONGWOOD

FLORIDA

SumFunctionTest - SumFunctionTest

Product-Demo Env. | | (g e O
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7. Click to highlight the Deposit Slip template.

8.  Click Select Template on the Template Chooser / Record ribbon toolbar

Select
Tempiate

D@

Cancel Refresh

9.  The Deposit Slip window displays.

#) Get Processing

Deposit Slip

@

Print  Cancel

10.  Click Print on the Deposit Slip / Record ribbon toolbar

lH9-0Zad ]l

Home | Inset  Page Layout

4, Times New Roman ~ln - ==

B J U -ahex, x| &

53
¥

Clipboard =

References Mailings Review  View  Developer o @

g | EEE ?
=~ 4o, || AaBbCcT | AaBbCCT AaBhC % @ @ "
TNormal | Mo Spaci.. Headingl |- Change Editing| Share WebEx

Styles - This File -
Paragraph & Styles & WebEx

4 - - 5

Deposit Slip
Wells Fargo Bank

Amount

(Cancel
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11.  The Print dialog box opens, and you can select what printer you want to send the report
to and click Print.

I 2%

[Printer

Mame: I #  \\htesrv1\PRTLM3SB01 j Properties |
Status:  Ide Find Printer... |
Type: LANIER LD135PCL 6

Where: 35444 ™ Print to file
Comment: 10.255.7.100 I Manual duplex

Pag ge Copies

Number of copies: m
" Current page " Selection
" Pages: I 1? .11 ¥ collate

Type page numbers and/or page 1
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or plsl, pls2, p1s3-p8s3

Print what: IDDcument 'l com
Print: I.-'-\\I pages in range 'l Pages per sheet: 1page j‘

Scale to paper size:  |Mo Scaling -

Print § Cance

12.  Click Cancel on the Set Edit Listing View / Record ribbon toolbar

13.  The Sets Processing window displays.

14.  Click Close E (This returns you to the Desktop.)
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Part 3.13 - Posting Sets

A set may consist of payments that belong to more than one owning application, which could be
Permitting or Code Compliance. You must balance a set before posting, and once the sets are
balanced, they need to be posted back to the owning application.

To post the payments, each receipt detail should have a payment type and meanwhile, the
payment type has a relationship with the owning application. Based on this relationship, the
payments are posted to the appropriate owning application.

To post sets, complete the following steps:

1.  Click the Common icon - on the desktop to display the Common Entry Points

¥ COMMON ENTRY POINTS

T
\ (&Receipt Search

Code Administration
‘ Reports

=

2. Select Set Processing under Cash Receipts
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3. The Set Processing window displays.

# Set Processing = (=1 9]

$08® 0 00 \u QBHQ ©8000 ‘WHB\ -

New Save Void Refresh || AddSingle Lockbox  Mass
Payment  Payment Payment

90~

Set Condition | Set User Set Date | Set Number Extemal Set Type Receipt Count Receipt Totals Set Status
N [opm Product, Product 4/18/2011 1 OC - Over the Counter 0 $0.00 Ready
Open Product, Froduct 5/10/2011 2 Adjustment - Adjustmer o $0.00 In Use
Open Product, Product 6/8/2011 1 Adjustment - Adjustmer o $0.00 In Use
Open Product, Product 6/8/2011 2 Adjustment - Adjustmer 0 $0.00 In Use

<EE>D)

B ceneral Info

| set Receipts |
User:  [Product, Product | Status: |Ready Count: | 0] Totals: [ $0.00]

we R ] ) |

Date:

Entered Receipts
IM o ok _]

B s<t Defauits
Payment Type Category:  |ERT i It T L ~| N Tender Type:  [ca - Cash Payment =N
Payment Type: |87 Payment - Building Permits Payment | aN Payment Date: | 04/18/2011 v |

B8 receipt Details

@ There are pending changel(s). TRecord: Unsaved Changes |/ Collection: Unsaved Changes || Product Environment. || @) el ©) A

4.  Click to highlight the set or sets that you want to run the Set Edit Listing for.

Set Condition Set User Set Date Set Number External Set Type Receipt Count Receipt Totals| Set Status
Open Product, Product  6/28/2011 $-330.00 Out of Balance

Closed Product, Preduct  7/18/2011 The selected sets are highlighted. $-15.00 Balanced

Open Product, Product  9/21/2014 $-50.00 Posting in Process
. i 3 To select all sets ch ::II Select All. I (0T =y

31/2011 L §5,094.00 Balanced
10/31/2011 -Jover the Cov $250.15 Ready
10/31/2011 Dver the Cou $289.63 Ready

10312011 -[pver the Cov $300.00 Ready
Product, Product  11/1/2011 Dver the Cou $1,720.00 Ready

5. Click Post Set on the Set Processing / Set Processing ribbon toolbar

OO0 @ 0C QO%‘

Merge Deposit Balance Set Edit Unlock  Set
Slip Listing ~ User
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6. The Set Edit Listing View window displays.

Set Processing

Set Edit Listing View

20 0

Print  Cancel Continue To

Product, Product|10/31/2011|3|OC - Over the Counter

Receipts and Status | Receipt Details

498 Planning Payment - Planning & Project ID: SITE-2011-20 - Review Type: 5P - $35.00 Payment Administrative Fee  Pending
Active Engineering Payment Huntington Valley Site Plan - Revision

Number: 0,
Project 1Dz SITE-2011-20 - Review Type: 5P - $15.00 Waive Administrative Fee  Pending
Huntington Valley Site Plan - Revision

Number: 0,
Project ID: SITE-2011-20 - Review Type: 5P - $50.00 Payment  Plan Revision Fee  Pending
Huntington Valley Site Plan - Revision

Number: 0,

e —————————————
Planning Payment - Planning & Project ID: SITE-2011-20 - Review Type: SP-  $0.00 Payment  Criginal Plans Pending
Engineering Payment Huntington Valley Site Plan - Revision
Number: 1,
Project ID: SITE-2011-20 - Review Type: SP-  $0.00 Payment  Revised Plans Pending Change
Huntington Valley Site Plan - Revision
Number: 1,
Project ID: SITE-2011-20 - Review Type: 5P - $0.00 Waive Revised Plans Pending
Huntington Valley Sitz Plan - Revision
Number: 1,

507 CR Payment - Cash Receipts Miscellaneous charges $11.40 Payment Pending
Active l Misc Revenus Fayment Miscellaneous charges $100.00  Payment Pending

J

7. Click Print on the Set Edit Listing View / Record ribbon toolbar
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8.  The Print dialog box opens, and you can select what printer you want to send the report
to and click Print.

x|

rPrinter

Mame: I B8 \htesrv1\PRTLM35B01 j Properties

Status: Idle |

Find Printer. ..
Type: LANIER LD135 PCL &
Where: 35444 ™ Print to file

Comment: 10.255.7.100 [~ Manual duplex

—Page range —Copies

& Al Number of copies: Il E‘

'8 Current page " Selection
" Pages: I ¥ Collate
Type page numbers and/or page

ranages separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or plsl, pls2, p1s3-p8s3

Print what: IDl:n:ument j rZoom
Print: IAII pages in range j Pages per sheet: I 1 page j

Scale to paper size: IND Scaling j

Options... | 0K I Close |

Continue To
Post

9. Click Continue To Post on the Set Edit Listing View / Post Set ribbon toolbar

10.  The Sets Processing window displays.

11.  Click Close E (This returns you to the Desktop.)
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Part 3.14 - Unlocking a Set

Sets are locked during the payment process and will not be available to any other user and the
processing status for the set will be changed to In Use.

When you exit from the set it is unlocked. There are instances when you may be locked out of a
set and you need to continue taking payments.

To unlock the set, complete the following:

1.  Click the Common icon

+ COMMON ENTRY POINTS

‘g Receipt Search

| Code Administration
| Reports
2. Select Set Processing under Cash Receipts
3. The Set Processing window displays.
_ioix]

@ [l Set Processing

New Save Void Refresh

O 00

AddSingle Lockbox  Mass
Payment  Payment Payment

99~

Set Condition Set User Set Date Set Type Receipt Count Receipt Totals Set Status
> [open Product, Product 4/18/2011 1 OC - Over the Counter 0 $0.00 Ready

Open Product, Product 5/10/2011 $0.00 InUse
Open 6/8/2011 $0.00 In Use
Open Product, Product 6/8/2011 (] Adjustment - Adjustmer $0.00 In Use -

0

a

Adjustment - Adjustmer

Product, Product Adjustment - Adjustmer

’ General Info

Set Receipts
e [podocrode |G setm:reser imﬂ ) Tos: | ;..m]l

Date: 04/18/2011

B s<t Defauits

Payment Type Category:  [ET IR e S - | W Terder Type: [ CA - Cash Payment =N
Payment Type: [8° Payment - Building Permits Payment =]/ Payment Date: | 041872011 v]

&3 Receipt Details

@ There are pending change(s). Record: Unsaved Changes | Collection: Unsaved Changes | Product Environment. .. | | G _l_ (4] A
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4.  Click to highlight the set that is locked. (The Set Status will display as “In Use”.)

Set Condition Set User Set Date Set Number Set Type Receipt Count Receipt Totals Set Status
Open Moursalizn, Zarah Adjustment - Adjustn [ §0.00 Ready

Open Cassidy, Claudia Payment - Payment [ £0.00 Ready

1

Open Cassidy, Claudia / 1 Fayment - Payment [ S0.00 Ready
1
1

Payment - Payment $D.DDI In Use

e |2 < [ < EERED]>)

» |0pen QA, QA 1/3/2011

5. Click Unlock Set on the Set Processing / Set Processing ribbon toolbar

Unlock
Set

6.  The Set Status changes to Ready.

Set Condition Sek User Set Date Set Number Set Type Receipt Count Receipt Totals Set Status
Open Moursalien, Sarah 2/8/2010 19 Adjustment - Adjustn C £0.00 Ready

Open Cassidy, Claudia Payment - Payment C S0.00 Ready

1
Open Cassidy, Claudia 12292010 1 Payment - Payment ( S0.00 Ready
1

13 |Open QA, QA 1/3/2011 Paymant - Paymant. -W-UUI Ready

<[ <R »]>

7.  Click Close E (This returns you to the Desktop.)
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Part 3.15 - Voiding a Set

It is possible for you to void a set. Warning — be sure it is a set you want to void and not just a
single receipt. When you void a set it will delete all receipts within the set.

To void a set, complete the following:

-

(@ Receint Search
__ Code Administration
| Reports

2. Select Set Processing under Cash Receipts

3. The Set Processing window displays.

—o|x|

® — 7 -
©00® O O @OG"WHB[

New Save Void Refresh || AddSingle Lockbox  Mass
Payment Payment Payment

99~

Set Condition Set User Set Date Set Number Extemal Set Type Receipt Count’ Receipt Totals Set Status e

> [open Product, Product 4/18/2011 1 OC - Over the Counter 0 $0.00 Ready .
Open Product, Product 5/10/2011 2 @ Adjustment - Adjustmer 0 $0.00 In Use
Open Product, Product 6/8/2011 1 Adjustment - Adjustmer (] $0.00 In Use
Product, Product 6/8/2011 2 Adjustment - Adjustmer 0 $0.00 In Use

B General Info

Set Receipts

Product, Product

User:

pl Totals: 1 ﬁ;.ﬂ_l]}

B set Defauits

Payment Type Category: | T S - | N Terder Type: [ Ca - Cash pPayment
Payment Type: [° Payment - Building Permits Payment =]\ Payment Date: | 041872011

T —

@ There are pending change(s). Record: Unsaved Changes  Collection: Unsaved Changes ' Product Environment.. | | (G —l— & A
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4.  Click to highlight the set that contains the receipt that will be voided.

Set Condition Set User

Open Product, P
Product, P
Product, P
Product, P

Set Date
6/28/2011
7/18/2011
9/21/2011
10/31/2011

Set Number External

Set Type

Adjustments - Adj

Adjustments - Adj

Adjustments - Adj

ocC -

Qver the Cou

Receipt Count

Receipt Totals Set Status
$-330.00 OQut of Balance
5-15.00 Balanced

$-50.00 Posting in Process

339.00 Ready

Product, Product

10/31/2011

oc-

QOver the Cou

$5,094.00 Ready

Product, Product
Product, Product

5. Click Void on the Set Processing / Record ribbon toolbar

10/31/2011
10/31/2011
10/31/2011
i 1/1/2011

3
3
z
1
2
3
4
5
1

oc

oC -
oC -

6.  You will receive a confirmation to void the set:
e Yes — continue and void the set.
e No — cancel voiding the set.

- Qer the Cov

QOver the Cov

QOver the Cou

- Over the Cou

&
1
1
]
2
4
2
2
2

525015 Ready
$283.63 Ready
$300.00 Ready
$1,720.00 Ready

Void QRefresh

7.  Click Close E (This returns you to the Desktop.)
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Lesson 4 - Working with Merging Sets

This lesson covers how to merge sets of payments. This feature enables you to merge selected
sets to a specific set. The receipts in the selected sets get updated with the set ID of the specific
set. You can merge selected sets containing receipts with another set that doesn't contain any
receipts.

e Objectives:
At the completion of this lesson, you should be able explain and perform merging sets.

e Target Audience:
A person who will function as your future in-house trainer
System manager
Director or supervisor of the Cash Receipts department
Representative from your Finance department

e Prerequisites:
Basic knowledge of Windows
Familiarity with your organization’s payment processing

You can merge sets that have set condition as "Open™ or "Closed." The following table illustrates
the condition of merged sets:

Set 1 Condition Set 2 Condition Set Condition After Merging

Open Open Open
Open Closed Open
Closed Closed Closed

When you edit a set user or a set date to an existing set user or set date, you are prompted to
merge sets having the same set user and set date.

You cannot merge sets having a set status such as In Use, Posted, Voided, or Error in Set.
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Part 4.01 - Merging Sets - Merge
You can merge selected sets using the Merge process on the Set Processing ribbon toolbar.

To merge sets, complete the following steps:

1. Click the Common icon

+ COMMON EN

(} Receipt Search

| Code Administration
| Reports
2. Select Set Processing under Cash Receipts
3. The Set Processing window displays.
[Fotrocsns _ioix]

O . g o
YOS aaEroe eotreewe?

New Save Void Refresh || AddSingle Lockbox  Mass 5
Payment  Payment Payment

99~

Set User Set Date Extemal Set Type Receipt Count Receipt Totals Set Status “
Product, Product. 4/18/2011 5 OC - Over the Counter 0 $0.00 Ready -
Product, Product 5/10/2011 (] Adjustment - Adjustmer 0 $0.00 InUse

Product, Product 6/8/2011 O Adjustment - Adjustmes o $0.00 In Use
Product, Product 6/8/2011 Adjustment - Adjustmer 0 $0.00 In Use i

FI<<BE>])

B General Info

Set Receipts
N o — I Jome ) reot |

Entered Receipts
[M D e
|

B s<t Defauits

Payment Type Category: | e T R ~ | o\ Tender Type: [ Ca - Cash Payment
Payment Type: [P Payment - Building Permits Payment =]\ Payment Date: | 041872011
S—

&8 Receipt Details

@ There are pending change(s). Record: Unsaved Changes " Collection: Unsaved Changes " praduct Emvironment 1| @ ——fl—on &
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4.  Click to highlight the set or sets that you want to merge.

Set Condition

Open

Set User Set Date Set Number Extemal

Moursalien, Sarah  12/8/2010 14

Set Type
Adjustment - Adjustr

Receipt Count

Receipt Totals

Set Status

50.00 Rsady

P |Open

Moursalien, Sarah  12/8/2010 ‘\ w

Adjustment - Adjustr

50.00 Rsady

Moursalien, Sarah  12/8/2010 190N

[N

Adiystment - Adiyetr

Moursalien, Sarah  12/18/2010 7 The selected sets are highlighted.

Cassidy, Claudia

o
o
o
1
1]

50.00 Ready
$50.00 Posting in Process
50,00 Ready

0 0 G

5. Click Merge on the Set Processing / Set Processing ribbon toolbar

Q'@@@G@QQ%

Merge _,eposwt B e SetEdit

Listing ~

6. The Merge panel displays.

Merge Set

| &

Product,
Product,
Product,
Product,

Product,

Product-10/31/2011-3
Product-10/31/2
Product-

Product-
Product-10/31/2011-1
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7. Highlight the sets under the Available column.

8. Click Move> .

9. Inthe Destination Set field, select the primary set from the drop-down list.

10.  Click Merge Sets to merge all the selected sets.

Merge Set
| &

> |
Avalilable Sets Selected Sets

Product, Product-10/31/2011-3

Product, Product-10/31/2011-4

Product, Product-10/31/2011-1 Product, Product-10/31/2011-5

Product, Product-11/1/2011-1

Product, Product-11/1/2011-1

O

New Save Void

12.  Click Refresh on the Set Processing / Record ribbon toolbar
(This refreshes the Set Processing window.)

13.  Click Close E (This returns you to the Desktop.)
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Lesson 5 - Working with the Receipts Accounting Report

The Receipt Account Report is automatically generated whenever a set is posted and contains
details about the GL entries made for the selected set.

When you click Post Set, the system performs the following posting operation in three steps:

e Posting to the owning application
e Posting to OnePoint (for credit card settlement and processing)
e Posting to the GL

The Receipt Account Report is generated when the set is posted to GL and can also be called the
GL distribution report. The report is generated automatically and displays by default every time
you click Rerun GL Post or Post Set.

The Receipt Account Report can be generated as two types: Detailed and Summary. The report
can be generated in your preferred type only while searching for a posted set and generating the
report.

e Objectives:
Run the Receipts Accounting Report

e Target Audience:
A person who will function as your future in-house trainer
Director or supervisor of the Cash Receipts department
Representative from your Finance department

e Prerequisites:
Basic knowledge of Windows
Familiarity with your organization’s payment processing
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Part 5.01 - Running the Receipts Accounting Report

To view the Receipt Accounting Report for sets that have been posted, complete the following
steps:

-
1.  Click the Common icon on the desktop to display the Common Entry Points

+ COMMON ENTRY POINTS
CASH RECEIPTS =]
e |
(@ SEt Processing

&Single Payment Entry
&Receigt Search

| Code Administration

| Reports

2. Select Set Search under Cash Receipts

3. The Set Search window displays.

*) Set Locator 1ol x|

@ Home
Q Q ) seiectal
& Deseiect A
Search  Start Maintain Selected
Over Set

)
Product-Demo Env i Q—l—{) Post Set for the batch job was succ A
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4. Inthe Set Status field, select Posted from the drop-down list.

Set User: y  Set Date:

Set Number: Set Type:

Receipt Count: Receipt Totals: |
set Condition: Set Status: | Posted

Set Source:

Q@

Search || Start

5.  Click Search on the Set Search / Record ribbon toolbar

6.  The sets display in the bottom panel.

Set Date Set Number Recsipt Count: Receipt Totals| Set Condition Set Status
11/23/2010 ymer 5 $12,832.75 Closed Posted
11/23/2010 $756.60 O Posted
5/9/2011 2 $25,000.00 Close:
5/10/2011 119.58
6/7/2011 1 1 £3,535.00 Closs

Product, Product 6/28/2011 $251.00

Product, Product 7/19/2011 1 1 $310.00 Close

Product, Product 7/19/2011 $125.00 Clos

Froduct, Froduct 5/29/2011 1 2 $100.00 Close

Product, Product 9/14/2011 $21.00 O

Product, Product 9/21/2011 1 $500.00 Close

Product, Product 10/6{2011 $1,259.44 Closed

< <))

7. Click to highlight the set or sets to run the report for.

8. Click Maintain Selected Set on the Set Search / Search Results ribbon toolbar

) seiect Al
6 Deselect All

Maintain Selected

Set
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9.  The Set Processing window displays.

 Set Processing 1 ol x|

@ Home Set Processing @

Add Single  Lockbox Mass it 905! Rerun GL Unl O(K Set Receipt
Payment Paymem Payment User Accounting
" Pa) Entr " Receipt . ing eport |

OC - Over the Counter $25,000.00 Posted
OC - Over the Counter $119.99 Posted
OC - Over the Counter $3,535.00 Posted
OC - Over the Counter $251.00 Posted
OC - Over the Counter $310.00 Posted
OC - Over the Counter $125.00 Posted

Product, Product 5/9/2011
Product, Product 5/10/2011
Product, Product 6/7/2011
Product, Product 6/28/2011
Product, Product 7/19/2011
Product, Product 7/19/2011

Oendiirt Pendsics LYETYET

JODODOOOoOooE

AP e b Fosenbor £400 00 Dambad

Select All | Deselect Al S

& set Defauits
n Receipt Details

Collection: Synchronized ProductDemo Env. 1@ =—fJ———— " ""Post 5et for the Batch J0b was succ. | A

10.  Click to highlight the set you want to run the Receipts Accounting Report for.

11.  Click Receipt Accounting Report on the Set Processing / Report ribbon toolbar

Receipt
Accounting
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12.  The Receipt Accounting Report window displays.

fi Cash Receipts - Set Processing

Receipt Accounting Report

(X)

Print  Cancel

P

Cognos Viewer - Receipts Accounting Report_em

(EL keep this version = | ) -

ga logOn~
- B»‘-\ddlhisre Drt'§

E:j Find -

BEY IS «eT eemEE-
T Receinte Accounting i

Prepared on Jan 10, 2011 9:25:43 AM

GL Account Posted Date Debit Amount Credit Amount CR Set
12/08/2010  $0.00
12/08/2010  $500.00 $0.00
12/08/2010  $0.00 $250.00

Application Source  Job/Description
BusinessLicense Sarah, INC.
BusinessLicense Sarah, INC.

BusinessLicense Sarah, INC.

-]

CRSetID 14
Page: 1

111 12/08/2010

Gl Account Posted Date Debit Amount Credit Amount

$0.00 $250.00

111
121 12/08f2010

$0.00 $250.00
$500.00 $0.00

12/08/2010

$500.00 $0.00
$0.00 $250.00

$0.00 $250.00

Total

$500.00 $500.00

VIO 2RTMEW... ||| @ =—f— &

Print §Cance

13.  Click Print on the Receipts Accounting Report / Record ribbon toolbar
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14.

15.

16.

17.

18.

19.

The Print dialog box opens.

Select the printer you want to send the report to.

Click Print.

Where: 3544
Comment: 10.255.7.100

ot S
rPrinter
MName: I B \\htesrv1\PRTLM35B01 j Properties |
s = Find Printer... |
Type: LANIER LD135PCL 6

™ Print to file
™ Manual duplex

rPag

("Currgntpage " Selection

" Pages: I

Type page numbers and/or page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or plsi, pis2, pls3-p8s3

rCopi

Number of copies: |1 E‘

Ry
F Cola

Print what: IDDcument 'l
Print: INI pages in range vl

Options...

m
Pages per sheet: 1 page -

Scale to paper sige: |Mo Scaling -

e |

Click Close .

The Sets Processing window displays.

Click Close E (This returns you to the Desktop.)
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Lesson 6 - Working with Rerun GL Post

After a set has been posted it is possible to rerun the posting to the general ledger. This will
display the Receipts Accounting Report.

e Objectives:
Rerun the GL Post

e Target Audience:
A person who will function as your future in-house trainer
Director or supervisor of the Cash Receipts department
Representative from your Finance department

e Prerequisites:
Basic knowledge of Windows
Familiarity with your organization’s payment processing
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Part 6.01 - Rerunning the Rerun the GL Post
To rerun the general ledger post, complete the following steps:

-
1.  Click the Common icon on the desktop to display the Common Entry Points

+ COMMON ENTRY POINTS
CASH RECEIPTS =]
e |
(@ SEt Processing

&Single Payment Entry
&Receigt Search

| Code Administration

| Reports

2. Select Set Search under Cash Receipts

3. The Set Locator window displays.

*) Set Locator 1ol x|

@ Home
Q Q ) seiectal
& Deseiect A
Search  Start Maintain Selected
Over Set

)
Product-Demo Env i Q—l—{) Post Set for the batch job was succ A
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4. Inthe Set Status field, select Posted from the drop-down list.

Set User: | 1 5et Date: |

Set Number: | set Type: I

Receipt Count: | Receipt Totals: |

Set Condition: Set Status: | Post=d

Set Source:

Q@

Search || Start
Over

5.  Click Search on the Set Search / Record ribbon toolbar Eci

6.  The sets display in the bottom panel.

Receipt Totals/ 5
$12,932.75 Closed
§755.60 Closed
roduct s/9/2011 2 $25,000.00 Clossd
roduct 5/10/2011 $118.99 Closed
6/7/2011 1 1 $3,535.00 Closed
6/28/2011 $251.00 Closed
7/19/2011 1 1 £310.00 Closed
7/19/2011 $125.00 Closed
9/29/2011 1 2 $100.00 Closed
9/14/2011 $21.00 Closed
5/21/2011 1 £500.00 Closed

10/6/2011 $1,269.44 Closed

< <>

7. Click to highlight the set or sets to rerun the g/l for.

8. Click Maintain Selected Set on the Set Search / Search Results ribbon toolbar
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9.  The Set Locator window displays.

@ Home Set Processing

% Set Processing i1

Paymem Payment

New Save Void Refresh gl Mass Adjustments  RePrint

Merge DEDﬂS\! Balance Setr.du 905! Rerun GL

Post

Unlock
Set

Set
User

Receipt
Acccu ntmg

Closed Product, Product 11/23/2010 3
Closed Product, Product 5/9/2011 2
Closed Product, Product 5/10/2011 1
Closed Product, Product 6/7/2011 1
Closed Product, Product 6/28/2011 1
Closed Product, Product 7/19/2011 1
Closed Product, Product 7/19/2011 2

oo Oendiirt Pendsics LYETYET

Set Type Receipt Count

OC - Over the Counter

OC - Over the Counter
OC - Over the Counter
OC - Over the Counter
OC - Over the Counter
OC - Over the Counter
OC - Over the Counter

AP e b Fosenbor

Select All § Deselect All

Receipt Totals

Set Status

$756.60
$25,000.00
$119.99
$3,535.00
$251.00
$310.00
$125.00

#10n A

Posted

Posted
Posted
Posted
Posted
Posted
Posted

Aartad

10.  Click Rerun GL Post on the Set Processing / Set Processing ribbon toolbar

oceo0

Merge Deposit Balance SetEdit Post
Stip Listing Set
Set Processing

Rerun GL fUn ‘cck

& set Defauits
n Receipt Details

7@ —J]———— ""Postsertfor the batch job was suce " AL
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11.  The Receipt Accounting Report window displays.

Receipt Accounting Report

(X)

Print  Cancel

P

Cognos Viewer - Receipts Accounting Report_em qa

(E} Keep this version = | iy e B v ~ [ add this report = |
BB @ el eobn- [P @l -
CRSetID 1

Prepared on Jan 10, 2011 10:07:58 AM Page: 1

[<|

GL Account Posted Date Debit Amount Credit Amount CR Set Application Source Job/Description
111 11/10/2010 | §0.00 $250.00 1 BusinessLicense Sarah, INC.
11/10/2010 | §500.00 $0.00 1 BusinessLicense Sarah, INC.
11/10/2010 | §0.00 $250.00 1 BusinessLicense Sarah, INC.

GL Account Posted Date Debit Amount Credit Amount
111 11/10/2010 $0.00 $250.00
111 $0.00 $250.00
121 11/10/2010 $500.00 $0.00
$500.00 $0.00

11/10/2010 $0.00 $250.00

$0.00 $250.00

Total $500.00 $500.00

VID 20RTMEnY.. || @ =

Print §Cance

12.  Click Print on the Receipts Accounting Report / Record ribbon toolbar
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13.

14.

15.

16.

17.

18.

The Print dialog box opens.

Select the printer you want to send the report to.

Click Print.

2lxl

Printer

MName: | B0 \htesrv1iPRTLMISED1
Status:  1die

Type:  LANIER LD135PCL 6

Where: 35448

Comment: 10.255.7.100

j Properties |
Find Printer... |

™ Print to file
™ Manual duplex

rPag

("Currgntpage " Selection

" Pages: I

Type page numbers and/or page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or plsi, pis2, pls3-p8s3

rCopi

Number of copies: |1 E‘

=

¥ Callate

Print what: IDDcument 'l
Print: INI pages in range vl

Options...

Pages per sheet:

Scale to paper sige: |Mo Scaling -

1 page -

e |

Click Close .

The Sets Processing window displays.

Click Close E (This returns you to the Desktop.)
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Lesson 7 - Working with Cash Receipts Adjustments

In this lesson, you learn how to complete adjustments for Cash Receipts. You can use the
Receipt Adjustments window to adjust your posted payments.

The amount that is to be adjusted must be entered in the Adjustment amount column in the
adjustment page and appropriate comment should be added.

Prior to entering an adjustment you will need to create a new set with a set type for adjustments
and payment type code that is for doing adjustments.

e Objectives:
At the completion of this lesson, you should be able perform a search for a posted receipt
and make an adjustment to it.

e Target Audience:
A person who will function as your future in-house trainer
System manager
Director or supervisor of the Cash Receipts department
Representative from your Finance department

e Prerequisites:
Basic knowledge of Windows
Familiarity with your organization’s payment processing
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Part 7.01 - Adjusting a Receipt

Prior to adjusting a receipt, you will need to open a set that is for doing just adjustments. The set
used for making adjustments must be setup based on the application that you have taken a
payment for:

e Building Permits

e Code Compliance

Planning and Engineering
Business Account Management
Land Management

Cash Receipts

You will have set up a Payment Type code specifically for Adjustments. It is very important
that in System Configuration you have indicated the payment type code for the adjustments.

Refer to Lesson 3, Part 3.01 to open a new set to use for adjustments.

To adjust a posted receipt, complete the following steps:

1.  Click the Common icon - on the desktop to display the Common Entry Points

¥ COMMON ENTRY POINTS

| (&Receigt Search
Code Administration
‘ Reporis

2.  Select Set Processing under Cash Receipts L
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3. The Set Processing window displays.

%) Set Processing

@ [T set Processing

OO ® 0O 000 @

New Save Void Refresh || AddSingle Lockbox  Mass Adjustments  RePrint  Void || Merge Deposit Balance
siip

Payment  Payment Payment

000035 6

SetEdit Post RerunGL Unlock Set Receipt
Listing~ Set  Post Set  User || Accounting

Set Condition Set User Set Date Set Number External Set Type Receipt Count Receipt Totals' Set Status
Open Product, Product 6/28/2011 3 (m] Adjustments - Adjustme 5 $-330.00 Out of Balance
Closed Product, Product 7/18/2011 3 (m] Adjustments - Adjustme 1 §-15.00 Balanced
Open Product, Product 9/z1/2011 2 (m} Adjustments - Adjustme 1 $-50.00 Posting in Process
Open Product, Product 10/31/2011 1 (m] OC - Over the Counter 3 §39.00 Ready
Closed Product, Product 10/31/2011 2 O OC - Over the Counter 2 $5,094.00 Balanced

|

B General Info

Set
User:

Type:

B set Defauits

=] N Tender Type:
=

Payment Type Category: IEscruw ~ Escrow

Escrow Payment - Escrow Payment

B8 recsipt Details

Record: Synchronized Collection: Synchronized

4,
new set.)

5.

Product-Demo Env i

Click Adjustments on the Set Processing / Receipt ribbon toolbar L

[ K - Check Payments

€ Post Set for the batch job was succes... | A

e |

Select a set with a set type for Adjustments. (Refer to Lesson 3, Part 3.01 for the steps to open a

00

Adjustments  RePrint  Void
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6. The Receipts Locator window displays.

# et Processing o] x|

Posted Payments
Receipt £ Cashier user ID Payment Date Set Reference 1D Tender Context Info | Payment Amount

Select All jf Deselect All

Pending Payments
Receipt = Cashier user ID Payment Datz Set Reference 1D Tender Context Info Payment Amount

Select All |f Deselect All

Product-Demo Env | | (@ = O

7. Specify the information to locate the receipt. (You can search by just a receipt number, or by a
date range, or both. For this example the From and To dates was used.)

Clear
Criteria

8.  Click Search on the Receipt Locator / Search ribbon toolbar
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9.

10.

11.

The receipts will display in Posted Payments or Pending Payments. (The receipts are listed

by their applications.)

et Processing

Receiot Locator

Q@

Search  Clear

)| Bullding Permits (3 items)

Receipt =
432
452
492
=1| Cash Receipts (4 items)

Cashier user 1D
product
product
product

Fayment Date
10/6/2011
10/6/2011
10/6/2011

Set Reference ID Tender Context Info

-
Payment Amount
365 Check , BusinessName: $199.99
$200.00

$369.45

365 Chack , BusinessName:

365 Check , BusinessName:

Receipt =
507

10/01/2011

To:

11/02/2011 v

=] Building Permits (6 items)

(Cashier user ID

Payment Date
13/1/2011

11/1/2011

Payment Amount
$11.40
$100.00 ¥

Tender Context Info
Check , Check Number

Set Reference ID

Check,_Check Numbsr

Receipt =
455
456
456
502
502
502

Cashier user ID
product
product
product
product
product
product

Payment Date
10312011
10/31/2011
10/31/2011
1112011
11/1/2011
11/1/2011

Set Reference ID
367
387
387
387
367

<]«

Click to highlight the receipt to be adjusted in the Posted Payments grid.

Click Select .

Posted Payments

Receipt # Cashier user ID
508 product
508 product

=l| Planning & Engineering (3 items)

Payment Date
11/1/2011
11/1f2011

Set Reference ID
358
368

Tender Context Info
Cash

Payment Amount
$18.75

Cash $20.00

Receipt = Cashier user ID

Payment Date

Set Reference ID

Tender Context Info Payment Amount

|r|198 product

10/31/2011

368

Check , Check Number

product
product

10/31/2011
10/31/2011

Check , Check Number

Check , Check Number
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12.  The Adjustments window displays.

Receipt Adjustment

@ Adjustments

Save Cancel || AdjustAl
To Zero

etUser: Product, Product SetDate: 11/2/2011 Set Number: 1 SetType: Adjusiments
‘ender Context Info: Check, Check Number: 1455, Cash

Primary Datz Context Secondary Data Context Receipt = Receipt Date Payment Amount Total Adjusted Amount Adjustment Amount

¥ |Project ID: SITE-2011-20 - Hi Review Type: 57 - Site Plan - 438 10/31/2011 $35.00 $0.00 $0.00

13.  Inthe Adjustment Amount field, indicate the adjustment amount. (You can enter an amount
for the adjustment, or you can zero out the receipt by clicking Adjust all to zero on the Adjustments /

é

Adjust Al
To Zero

Receipt ribbon toolbar . To reduce the amount of the receipt, indicate a minus sign (-) before
entering the amount.)
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O3

|
Save gCancel

14.  Click Save on the Adjustments / Record ribbon toolbar L

Receipt Adjustment

User: Product, Product SetDate: 11/2/2011 SetNumber: 1 SetType: Adjustments
‘ender Context Info:  Check , Check Number: 1459, Cash

Primary Datz Context Secondary Datz Context Receipt = ayment Amount Total Adjusted Amount

Project ID: SITE-2011-20 - Hi Review Type: SP - Sitz Plan - 458
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15.  The Receipt Adjustment Comment window displays.

How would you like to perform this adjustment 2
| © Standard Reversal @ Refund To a Check

Receipt Adjustment Comment:

‘ imv———m'm.oq_g
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Standard Reversal
Select the Standard Reversal if you want to perform the standard procedure of updating the

General Ledger with the adjustment.

1.  Inthe How would you like to process this receipt? field, click the radial button to select

Standard Reversal | =tandard =21 (This creates an adjustment without issuing a refund.)

2. Inthe Receipt adjustment comment field, indicate the appropriate reason for the
adjustment.

How would vou like to perform this adjustment ?
iO Standard Reversﬂi @ Refund To a Check
justment Comment:
Adjustment issued per department manager.

3. Click Ok ﬁ
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INIRINININ
Refund To a Check

Select the Refund To a Check if you want to refund the amount to a check. You can specify the

name of the person and address details using the Common Selector window to select a name or
common entity in the Name field.

1.  Inthe How would you like to process this receipt? field, click the radial button to select

Refund To a Check | Refund to a check
refund check.)

. (This creates an adjustment that will issue a

How would you like to perform this adjustment ?
l. Standard Reversal O Refund To a Check

Tender Type Code: | CK - Check Payments -

Addrass:

Recei justment Comment:

2. Inthe Name field, click the Association [Q'_b] icon to locate the name and address. (This
completes the name and address fields that will print on the refund check.)
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3. The Common Selector window displays.

h Clear By Common By By Email
Criteria Entity Person  Address Phone ‘

| C Party G |

N, @@90‘

Party
Maintenance

Available Move

4.  Click By Common Entity to locate a business name or By Person to locate a person on

SO

By Common
Entity Persor

the Common Search / Search Criteria ribbon toolbar E—cisi il (For this example
Person Maintenance was used.)

QO

Search  Clear
criteria

5.  Click Search on the Common Search / Search ribbon toolbar

6.  Click to highlight the entity or person under the Available column.

7. Click Move> .

8. Click Add Selected e
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9. The name and address fields are now filled in.

10.  Inthe Receipt adjustment comment field, indicate the appropriate reason for the

adjustment.

11.  Click Ok m (This returns you to the Receipt Locator window.)

How would you like to perform this adjustment

justment 7
@ Standard Reversal Refund To a Check

Tender Type Code: | Ck - Check Payments -
Name: Brigmen, Betty Jo

Address: 1380 Morning Glory Blvd.

Lake Mary FL 32746

Receipt Adjustment Comment:

Adjustment issued per department manager.

ProductDemo BV | | (g sl )

12. The Receipts Locator window displays.

13. Click Close .

14.  The Sets Processing window displays.

15.  Click Close E (This returns you to the Desktop.)
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Lesson 8 - Working with Lockbox Payments

This lesson covers how to work with lockbox payments. This feature enables you to receive
payments in batch. The Lockbox systems enable you to cut costs based on faster payment
processing.

You can have customers’ mail payments to a post office box in the customer's geographic region,
where a local bank is responsible for collecting and processing the lockbox payments.

This feature enables the escrow payments for Business Licenses. The lockbox data is uploaded
into a batch and processed like any other Cash Receipts batch.

e Objectives:
At the completion of this lesson, you should be able explain and perform the lockbox
process.

e Target Audience:
A person who will function as your future in-house trainer
System manager
Director or supervisor of the Cash Receipts department
Representative from your Finance department

e Prerequisites:
Basic knowledge of Windows
Familiarity with your organization’s payment processing
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Part 8.01 - Taking Lockbox Payments
You can have customers’ mail payments to a post office box in the customer's geographic region,

where a local bank is responsible for collecting and processing the lockbox payments.
The file must be in a CSV (comma delimited) format. The fields consist of:

e Account Identifier — This identifies based on the application what is being paid. For
example, for Business Account Management the account identifier would be the Class
ID.

e Payment Amount — This is the amount being paid on the account.

e Payment Date (This is optional and formatted as mm/dd/yyyy) — The payment date will be
picked up from the set.

e Check number/comment — This would the check number or comments for the account.

Open a set indicating that the set type is for lockbox payments. Refer to Lesson 3, Part 3.01 to
open a new set to use for lockbox payments.

Ii General Info

Set
User: |Produc:, Product |- Status: 'Flead'f DI Totals: T[

Type: LB - Lockbax
Date: 11/02/2011 v condition: [ open

Totals:

Number: 2 Extemal:

n Set Defaults

Payment Type Category: IEAM - Business Account Management j “ Tender Type: I LB - Lockbox Paymenis

Payment Type: I BAM Payment - Buisness Account Management Payment j “ Payment Date: ‘

To upload lockbox payments, complete the following steps:

1.  Click the Common icon - on the desktop to display the Common Entry Points
'# COMMON ENTRY POINTS

(ﬁ Set Processing
| 7 dic Payinehit BNy
| (AReceiQt Search
Code Administration
| Reports

e

2.  Select Set Processing under Cash Receipts
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3. The Set Processing window displays.

# et Processing

@ Home

Open

‘Data' w | Condition:

Namber: [ 2 el I

Set Processing @
COO® O 9 9 OO E20000
New Save Void Refresh Add Single  Lockbox Mass Adjustments  RePrint oid Unlock t
Payment Payment Payment Set
99~
Set Condition Set User Set Date Set Number External Set Type Receipt Count Receipt Totals' Set Status
Open Product, Product 6/28/2011 3 Adjustments - Adjustme 3 $-330.00 Out of Balance
Closed Product, Product 7/18/2011 3 Adjustments - Adjustme 1 §-15.00 Balanced
Open Product, Product 9/21j2011 2 Adjustments - Adjustme; 1 $-50.00 Posting in Process
Open Product, Product 10/31/2011 1 QC - Ower the Counter 3 $39.00 Ready
Closed Product, Product 10/31/2011 2 OC - Over the Counter 2 $5,094.00 Balanced
Open Product, Product 11/1/2011 1 OC - Over the Counter 3 $2,309.63 Ready
Open Product, Product 11/2/2011 1 Adjustments - Adjustme 1 §-15.00 Ready
» |open Product, Product 11/2/2011 2 LE - Lockbox $0.00 Ready
B General fo
Set Receipts.
User: Product, Product B stas: Ready Count: | 0] Totals: [ $0.00]
Type: l |
Entered Receipts

n Set Defaults

Payment Type Category: | BAM - Business Account Managament

Payment Type: |81 Payment - Buisness Account Management Payment

Tecord: Synchronized Collection: Synchronized

=] WX Tender Type:
=] w8 Payment Date: |

Product-Demo Env i

| LB - Lockbox Payments

& —J——— & Veke camot be vl

4.  Click to highlight the set to be used for a lockbox.

Set Condition Set User

Product, Product
Product, Product
Product, Product

Product, Product

Set Date Set Number
Open

Closed

6/28/2011
7/19/2011
5/21/2011
10/31/2011
Product, Product
Product, Product
Product, Product

10/31/2011
11/1/2011
1122011

Set Type Receipt Count
Adjustments - Adjustme 6

Receipt Totals
$-330.00

Set Status

Out of Balance
Adjustments - Adjustme 1 Balanced
Adjustments - Adjustme 1

OC - Qver the Counter 3

$-15.00
$-50.00 Posting in Process
$39.00 Ready

OC - Over the Counter $5,034.00 Balanced
$2,300.63

$-15.00

Ready

Adjustments - Adjustme Ready

Product, Product

11/2/2011

Lockbox
Payment

2
QOC - Over the Counter ]
1
a

LB - Lockbox $0.00 Ready
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6.  The Lockbox set panel displays.

Set Reference ID: Product, Product-11/2/2011-2

Fayment Type Category: I BAM - Business Account Management

Payment Type: I BAM Payment - Buisness Account Management 3ayn'5rtj

Tender Type: I LE - Lockbox Payments

Payment Date: | 11/02/2011

Lockbox File Name: |

Maowve Lockbox File to Folder: |

7. In the Lockbox File Name field, click to browse @ to locate the lockbox folder that

contains the lockbox file. (This file can be only text or csv. A csv file is a comma separated value
file.)

8.  Inthe Move Lockbox File to Folder field, browse @ or enter the folder where you
want to move the lockbox file after the payment is processed. (This field is optional.)

9. Click Process .

r -

Set Reference ID: |Prc-d|_:t. Product-11/2/2011-2 |

Fayment Type Category: IBAM - Business Account Managsment j “

FPayment Type: IBAM Payment - Buisness Account Management =ayn'5rtj ;‘

Tender Type: ILE - Lockbox Payments j “

Payment Date: | 11/02/2011 v |

Lockbox Fila Name: |E:'-,L0ckb0.~c Payments|Lockbox 11-02-2011.csv | B

Mave Lockbox File to Folder: | |B

| Process | Cancel
ProductDemo Env | | (@ == & A
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10.  The Lockbox Edit Listing window displays.

# et Processing o] x|

Continue
Processing

Fayment Date: 11/2/2011 Set Reference ID: Product, Product-11/2/2011-2

Lockbox Record Count: 5 Payment Type Category:  BAM - Business Account Management

Total Lockbox Payment Amount: ~ $10,827.00 Payment Type: BAM Payment - Buisness Account Management Payment
Number of Exceptions: 0 Tender Type: LE - Lockbox Payments

Record Number Account Number| Payment Amount Payment Date| Check Number Message

G 0124124 $51.00 11/2/2011 5233 Ready to Process

- 021620114113 $10,000.00 11/2/2011 14369 Ready to Process
(VE 05032010 $51.00 11/2/2011 1007 Ready to Process

& 05072010+29 $225.00 11/2/2011 11445 Ready to Process
(vEH 06022010+92 $500.00 11/2/2011 2099874 Ready to Process

(T < | <

11.  Select Continue Processing on the Lockbox Edit Listing / Lockbox Post ribbon toolbar

(&)

Continue
Processing

pos

12. A confirmation message will display.

® Information
I A batch job is scheduled to post the lockbox payment.

._.'U"' Xh 11/2/2011 8:00:09 AM |

13.  Click Close E (This returns you to the Desktop.)
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Lesson 9 - Working with Mass Payments

This lesson covers how to work with mass payments. This feature enables you to enter payments
that have come in the mail in to be processed as a batch.

You use the Mass Payment processing window to process mass payments and tenders that come
in the mail, such as renewal payments for business licenses.

e Objectives:
At the completion of this lesson, you should be able explain and perform the mass
payment process.

e Target Audience:
A person who will function as your future in-house trainer
System manager
Director or supervisor of the Cash Receipts department
Representative from your Finance department

e Prerequisites:
Basic knowledge of Windows
Familiarity with your organization’s payment processing
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Part 9.01 - Taking Mass Payments

You use the Mass Payment Processing window to process mass payments and tenders. You can
mass process payments that come in the mail. The Mass Payment process is used primarily for
taking payments for General Ledger and Business Account Management.

Open a set indicating that the set type is for Business Account Management or General Ledger
payments. Refer to Lesson 3, Part 3.01 to open a new set to use for lockbox payments.

To process mass payments, complete the following steps:

1.  Click the Common icon - on the desktop to display the Common Entry Points

¥ COMMON ENTRY POINTS

7 7
\ (&Receigt Search
Code Administration
Reporis

2.  Select Set Processing under Cash Receipts L
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3. The Set Processing window displays.

# et Processing o] x|

OO ® 999”0 e 000 0@‘

New Save Void Refresh || AddSingle Lockbox  Mass
Payment  Payment Payment

90~

Set Condition Set User Set Date Set Number External Set Type Receipt Count Receipt Totals' Set Status

Open Product, Product 6/28/2011 3 Adjustments - Adjustme 3 $-330.00 Out of Balance
Closed Product, Product 7/18/2011 3 Adjustments - Adjustme 1 §-15.00 Balanced

Open Product, Product 9/21j2011 2 Adjustments - Adjustme; 1 $-50.00 Posting in Process
Open Product, Product 10/31/2011 1 OC - Over the Counter 3 §39.00 Ready

Closed Product, Product 10/31/2011 2 OC - Over the Counter 2 $5,094.00 Balanced

Open Product, Product 11/1/2011 1 OC - Over the Counter 3 $2,309.63 Ready

Open Product, Product 11/2/2011 1 Adjustments - Adjustme 1 §-15.00 Ready

» [open Product, Product 11/2/2011 2 LB - Lockbox $0.00

B General fo

Set Receipts.
T e R - T = o 8] et wom]
Entered Receipts
Date: w | Condition: | open v|

s s
W 2 o I |

Type:

n Set Defaults

Payment Type Category: IBAM - Business Account Management =] WX Tender Type: ILE— Lockbox Payments =N

Payment Type: |81 Payment - Buisness Account Management Payment

Tecord: Synchronized Collection: Synchronized s 177® —J———— ©&""Valke cannot be nall

4.  Click to highlight the set to be used for taking the payments.

Set Condition Set User Set Date Set Number Set Type Receipt Count: Receipt Totals| Set Status

Closed Product, Product 7/19/2011 3 Adjustments - Adjustme 1 $-15.00 Balanced

Open Product, Product 9/21/2011 2 Adjustments - Adjustme $-50.00 Posting in Process
Open Product, Product 10/31/2011 i QC - Over the Counter $39.00 Ready

Closed Product, Product 10/31/2011 QC - Over the Counter $5,094.00 Balanced

Open Product, Product 11/1/2011 OC - Over the Counter $2,308.63 Ready

Product, Product 11422011 Adjustments - Adjustme £-15.00 Ready
Product, Product 1122011 LB - Lockbox $0.00 Ready
Product, Product 11/2f2011 ‘QC - Over the Counter $0.00 Ready

5. Click Mass Payment on the Set Processing / Payment Entry ribbon toolbar

Add Single Lockbox Mass
Payment  Payment | Payment
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6. The Mass Payment Processing window displays.

# Mass Payment Processing o] x|

Home [EENEEEERRERSS

CO®0

New Delete Refresh Edit

0 VO

Generate || Add Remove Save
Receipts

Worksheet: qgod2-07212011-01 Total Payment: 2 Total Tendered: $25.00

Check Number Tender Type Code

Reference D Tender Amount
qoed2 07212011 01 [Edit 1305-Retsil 510.00 1483 [k - check Payments =l

7/22[2011 g - =
o _ s = 1305-Retail $15.00 1490 [k - Check Payments =l

Payment -
Management Payment
e (K- Check Payments
er Product, Product
2
$25.00

qocd2-07222011-02  Edit |
7/22/2011
BP Payment - Building Permits
Payment
e (K - Check Payments
er Product, Product
0
| Total Tendered  $0.00

[Worksheet qgad2-07222011-03 G |
Payment Date  7/22/2011
Payment Type CC Payment - Code Compliance
Payment
Tender Type (K - Check Payments
Set User Produdt, Product
Total Payment 0

| Total Tendered_$0.00 }

- B
& —J——— & Vo camnot b2 vl

@® O

Delete Refresh Edit

7. Click New on the Mass Payment / Worksheet ribbon toolbar L

Lesson 9 - Working with Mass Payments Page 204



SUNGARD' PUBLIC SECTOR ONESolution™ s

8.  The Work Sheet Header panel displays.

X

Set User: Preduct, Product
Work Shest Id: |

Payment Date: 07/222011 v

Payment Type Category: - “

Payment Type: j N

Tender Type: I = “ v

Validate Account Number:

Product Environment 10.21

9. Inthe Work Sheet Id field, indicate an id for the work sheet. (For example, you could use
your user name, date and a number to identify the worksheet.)

10.  Inthe Payment Date field, the current system date defaults but can be changed.

11.  Inthe Payment Type Category field, select a payment type category from the drop-
down list.

12.  Inthe Payment Type field, select a payment type from the drop-down list.
13.  Inthe Tender Type field, select a tender type from the drop-down list.

14.  Inthe Validate Account Number field, place a checkmark if you want to validate the
account number associated to the fee.

Lesson 9 - Working with Mass Payments Page 205



SUNGARD' PUBLIC SECTOR ONESolution™ e

15.  Click Ok

Work Sheet Header @

Set User: Product, Product
Work Sheet Id: qged2-07212011-01 I

Payment Date: 07f22/2011 & I

E
Payment Type Category: | BAM - Business Account Management il | “

Payment Type: BAM Payment - Buisness Account Management Payment = “

Tender Type: K - Check Payments
Validate Account Number: g

@ There are pending change(s). Product Environment 10.21

16.  The header you just set up now displays in the left panel.

lass Payment Processing

Mass Payment

e s

New Delete Refresh Edit

Worksheet:  qood2 1102201101 Total Payment: 0 Total Tendered:  $0.00

Worksheets
Reference 1D Tender Amount Check Number Tender Type Code

[Worksheet quad2-07212011-01  Edit |

Payment Date  7/22/2011

Payment Type BAM Payment - Buisness Acoount
Management Payment

Tender Type (K - Check Payments
Set User Product, Product

Total Payment 2

| Total Tendered  $25.00

(Worksheet qood2 0722201102 Edit |

Payment Date 7/22/2011
Payment Type BP Payment - Building Permits
Payment
Tender Type (K - Check Payments
Set User Product, Product
Total Payment 0
| Total Tendered $0.00

|Worksheet qood2-07222011-03  Edit |
Payment Date  7/22/2011
Payment Type CC Payment - Code Compliance

Payment

Tender Type (K - Check Payments
Set User Product, Product

Total Payment 0 The newly added Worksheet is

| Total Tendered _$0.00 ) banded in gold.

qgod2-11022011-01  Edit
11/2/2011
BAM

- Buisness Acoount
Management Payment

Total Tendered _$
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Entering Payments
Based on the Payment Type Category and Payment Type Code selected determines how you
will identify who the payment is for.

e Business Account Management — You will be prompted for a Class Id for the payment.

Worksheet: qgod2-07212011-01 Total Payment: 0 Total Tendered Amount: $0.00

Class Id Tender Amount Check Number Tender Type Code

e Building Permits — You will be prompted for a Reference ID for the payment. (This is the
Building Job number.)

Worksheet: qgcd2-07222011-02 Total Payment: 0 Total Tendered Amount: $0.00

Reference ID Tender Amount Check Number Tender Type Code

e Code Compliance — You will be prompted for a Reference ID for the payment. (This is
the Case number.)

Worksheet: qgod2-07222011-02 Total Payment: 0 Total Tendered Amount: $0.00

Reference ID Tender Amount Check Number Tender Type Code

1.  Click Add on the Mass Payment / Record Maintenance ribbon toolbar
2. Inthe identifier field, indicate the class identification number or a reference number.
3. Inthe Tender Amount field, indicate the amount of the payment.

4.  Inthe Check Number field, indicate the check number. (If your defaulted Tender Type
is not check, then a check number would not be required.)

5. Inthe Tender Type Code field, the defaulted tender is displayed. This can be changed if
needed.

Note: You can press the tab key to move between the fields. After pressing the tab key
after the Tender Type Code field, it is not necessary to click Add to add another payment.
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6. Repeat the above steps until all payments are entered.

Add Remove § Save

7.  Click Save on the Mass Payment / Record Maintenance ribbon toolbar Lo

lass Payment Processing

Miass Payment

CO®O 0 VO

Mew Delete Refresh Edit || Generate || Add Remove Save
Receipts

co-

Worksheets

Worksheet: qgod2-11022011-01 Total Payment: 3 Total Tendered:

Check Number Tender Type Code

Reference ID Tender Amount

[[rer— agod2-07212011-01 EaR | 0124124 551,00 5233 [k - Check Payments =l

Payment Date N yment
e _ 05032010 $51.00 1007 [k - check Payments K|
06022010+92 $225.00 11445 [cK - Check Payments =l

Tender Type
Set User

Total Payment
Total Tendered

[Worksheet qoad2-07222011-02 Edit |
Payment Dat=  7/22/2011
Payment Typz BP Payment - Building Permits
Payment

Tender Type (K - Check Payments
Set User Product, Product
Total Payment 0
| Total Tendered _$0.00

[Worksheet qgad2 0722201103 EGit |
Payment Date 7/22/2011
Payment Type CC Payment - Code Comphiance

Payment
Tender Type (K - Check Payments
Set User Product, Product
Total Payment 0
| Total Tendered $0.00 J

Worksheet qogod2-11022011-01  Edit
Payment Date  11/2/2011
Payment Type  BAM

Tender Type
Set User

Total Payment
Total Tendered

B
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8.  Click Generate Receipts on the Mass Payment / Processing ribbon toolbar i

9.  The Set Picker displays.

Set Picker

Select Set

Set User Adams, April
Set Number 1
07/22/2011
Mail
Cash Receipts

FinalBuilder, FinalBuilder
1

07/29/2011
oC
Business License

FinalBuilder, FinalBuilder
2

07/28/2011

Mail

Building Permits

Harris, James
1

01/11/2010
Payments

10.  Highlight the set that the receipts will be processed for or click Add New Set

Add New Set

11.  Click Select .

Set User

FinalBuilder, FinalBuilder

Set Number 1

08/03/2011
oC
Cash Receipts

FinalBuilder, FinalBuilder

07/28/2011
Mail
Building Permits

Harris, James

07/30/2010
Payments
Cash Receipts

Jefferson, Samuel
1

06/09/2011

LB

Business License

12.  Your will receive a confirmation message.

13.  Click the Previous arrow to return to Set Processing to balance and post the

set.

14.  Click Close E (This returns you to the Desktop.)
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Appendix A - Accessing the Cash Receipts Windows

Each window in Cash Receipts provides you with various toolbars and icons for accessing the
ONESolution application.

Accessing the Cash Receipts — Set Processing Window
The Cash Receipts Set Processing window provides you with a complete overview of all sets
that have not yet been posted.
At a glance, you will see who the users are that opened the sets, as well as, the date it was open,
type of payments that were taken, how many receipts were processed, the total of those receipts
and the status of the sets.
The Set Processing window is broken down into basic panels:

e Sets — provides the status of all sets.

e Set Details — details the user, date, condition and status of a set.

e Set Defaults — details the defaults used for the set, that includes payment type category,
tender type, payment type and payment date.
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e Receipts Detail — displays all the receipts that have been entered in the set. You can
Reprint or Void a receipt that has been selected in this panel.

® Set Processing

-0l

- — '
8000 0 00/ 0 0000E 00008 6 :

Save Void Refresh Add Single  Lockbox Mass R
Payment  Payment Payment Acc

Set User

Set Date Set Number

Harris, James 7/30/2010 1

Set Type Receipt Count

Cash Payment - Cash Payn 2 $200.00 InUse

Receipt Totals| Set Status

T ooolf

Weidley, Jennifer 12/1/2010 1 Adjustment - Adjustment 0 $0.00 Ready
Weidley, Jennifer 12/9/2010 2 Adjustment - Adjustment ) $0.00 In Use
Adams, April 3/14/2011 1 Cash Payment - Cash Payn 0 $0.00 In Use

B cerenal nfo

set Receipts.

User: Weidley, Jennifer &Y status: Ready ) |count: 0] Totais: [ $0.00
Type: ) [ J
oo ] '

Date:

Entered Receipts
count: [ Totsk:

Members [ Edemak | |
B st Defauits

Payment Type Category: | CR Misc - CR Miscellaneous Revenue =] N Tender Type:  [cx - Check Payments =N
Payment Type: | cR Payment - Cash Receipts Misc Revenue Payment =N { v

& Receipt Details

Receipt Number Receipt Date Receipt Amount Receipt Status
| Ee—
© Ready Record: Synchronized Collection: Synchronized T Product Emironment 1021 1 @ —_— () N
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OB ®

New Save Void Refresh |

New — opens a new set to take payments.
Save — saves the set when you first open it or make changes to
the set.

505 alance Set Edit
eposit Balance Set

|
l

RO

| e Void - voids the set.
[ e Refresh — refreshes the window.
Payment Entry Toolbar
e  Add Single Payment — adds payments to the set.
e Lockbox Payment — adds lockbox payments to the set.
Add Single Lockbox  Mass e Mass Payment — used for processing payments that come in the
Payment  Payment Payment mail.
Receipt Toolbar
e  Adjustments — make an adjustment to a receipt. When you first
Q @ 9 ‘ open Cash Receipts this icon is available for adjustments.
Adjustments RePrint Void ‘
Set Processing Toolbar
e Merge — merges sets together before posting.
e  Deposit Slip— creates the deposit slip for banking.
e  Balance — balances the set.
e  Set Edit Listing / Detail — provides a listing of detailed

information for the set.

Set Edit Listing / Summary — provides a listing of summary
information for the set.

Post Set — posts the sets selected.

Rerun GL Post — re-creates the general ledger entries if they
failed to be created during posting.

Unlock Set — this will unlock a set if a user is unable to continue
entering payments.

Set User — changes the set user name.

Report Toolbar

Receipts Accounting — provides a view of the receipt account
report for the selected set.
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INKININIAY
Accessing the Cash Receipts — Single Payment Entry

Select one or more of the locations in the Results grid panel, select an icon from the Results

ribbon toolbar to start your request. You may also select or unselect all the records located in the
grid.

Cash Receipts — Before Selecting Charge Category

Category: Code Compliance Set date: 10/1/2009

Find charges by

Change category
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Cash Receipts — Charge Category for Permitting

Category: Buikding Permits u Set date: 9/30/2009

Find charges by

Building Permit Application
Fee

Job id:

Get charges

Change category

"QUA Environment

Cash Receipts Charge Category for General Ledger Type

Category: Clerk of the Court u Set date: 10/1/2009

Find charges by

Clerk of the Court Cash
Receipts

Add to receipt

Change category

@ Keyboard ‘ Tender receipt Void charge

Appendix A - Accessing the Cash Receipts Windows

Page 215



SUNGARD PUBLIC SECTOR ONESolution™” s

Accessing the Cash Receipts — Set Search Window
The Cash Receipts Set Search window provides you with the ability to locate all sets that have
been created.

A Cash Receipts - Set Locator
0 = ash Receipts el ocato

h  Start
Over

Set User:

Set Number:

VIO 20RTM Envir... | (g seeffje—

Search Toolbar
e  Search — searches for sets based on criteria.
@ O e  Start Over — refreshes the search criteria to start a new search.

Search  Start
Over

Search Results Toolbar
e Maintain Selected Set — launches Set Processing window for
€ seiectal selected set.
@ Deselect Al e  Select All — selects all results.
Deselect All — unselects all results.

Maintain Selected
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Accessing the Cash Receipts — Receipt Locator Window

You use the Receipt Locator window to search for receipts. Receipts are stored according to the
receipt number.

This window is divided into three panels:

e Left panel - Displays the search criteria. You can search by receipt number, date range,
or tender context.

e Top panel - The payments that have been completed and posted display here.

e Bottom panel - The payments that are not posted and are still in cash receipts display
here.

B Cash Receipts - Receipt Locator

Receipt Locator

Cashier user ID Payment Date Zet Reference 1D Tender Context Info | Payment &mount

Pending Payments

Receipt # Cashier user ID Payment Date Set Reference ID Tender Context Info Payment Amount

Search Toolbar
e  Search — searches for sets based on criteria.
Q e  Clear Criteria — refreshes the search criteria to start a new
search.

Search  Clear
Criteria
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Appendix B - Cash Receipts Inquiry

The Set Search function is used to retrieve sets you want to work with. For example, you want
to retrieve all sets based on the set user and set date for the business.

When you do a search by multiple criteria, the logic used is: ‘AND’ as opposed to ‘OR”.
You can also do wildcard searches for some field criteria.
Examples:
v" %Sun% - find everything with the word Sun.

v" %Sun — find everything that ends with Sun.
v' Sun% - find everything that begins with Sun.

Searching for a Cash Receipts Sets using Set Search
You use the Set Location Search feature to search for sets in the application. To search for a set
or sets, complete the following steps:

1.  Click the Common icon - on the Desktop to display the Common Entry Points.

2. Select Set Search on the Cash Receipts entry point.

¥ COMMON ENTRY POINTS

CASH RECEIPTS B

ONEMap Bill Search

Generate Bills

Commen Party Maintenance el IOt " '
Professionals Single Payment Entry Bill Job Search

=

Inspections Receipt Search

Meeting Center Code Administration
Code Administration Reports
Reports

| Code Administration
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3. The Set Locator window displays.

&) select Al
9 Deselect Al

Maintain Selected

4.
Set User: | | s Set Date: |
Set Number: | | Set Type: I j
Receipt Count: | | Receipt Totals: | |
Set Source: 3]

5.  Click Search on the Set Search / Record ribbon toolbar

6.  The sets display in the bottom panel.

Start
Over
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7. Click to select a specific building job, or click Select All to work with all
building jobs listed in the grid selection panel.

Set User Set Date Set Number Extemal Set Type Receipt Count Receipt Totals Set Condition Set Status o
Cassidy, Claudia 1f3/2011 i Payment 0 50.00 Cpen Ready =
‘Weidley, Jennifer 12/30/2010 i Payment 0 50.00 Cpen Ready
Whiteman, David 1f5/2011 i Payment 0 $0.00 Open Ready
Caszidy, Claudia 12/25/2010 1 Payment 0 $0.00 Open Ready
QA, QA 1/5/2011 1 Payment 1 £0.00 Cpen Ready -

8.  Click Start Over on the Set Search / Search ribbon toolbar ——=:"" 1 to clear the
criteria and start a new search.

9. Click Close E (This returns you to the Desktop.)
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Appendix C - Cash Receipts Printer Definitions

Listed below are the printer definitions you will need depending on the type of POS printer you
are using.

Ithaca 90 Series Printers

Printer Hardware

Configuration Type el
CPI OF
Line Feed 0A
Open Cash Drawer 1 1B7801
Open Cash Drawer 2 1B7802
Cycle Receipt Cutter 1B76

Enable Dual Station

Single Station

Slip Open Assembly 1B69
Eject Slip 1B6B
Top Open Assembly 1B11
Top Close Assembly 1B13
Top Close Assembly When Form Sensed 1B14
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Ithaca 150 Series Printers

Printer Hardware

Configuration Type Vellue
CPI OF
Line Feed 0A
Open Cash Drawer 1 1B7801
Open Cash Drawer 2 1B7802
Cycle Receipt Cutter 1B76

Enable Dual Station

Single Station

Slip Open Assembly

Eject Slip

Top Open Assembly 1B11
Top Close Assembly 1B13
Top Close Assembly When Form Sensed 1B14
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Ithaca 1500 Series Printers

Printer Hardware

Configuration Type Vellue
CPI OF
Line Feed 0A
Open Cash Drawer 1 1B7801
Open Cash Drawer 2 1B7802
Cycle Receipt Cutter 1B76

Enable Dual Station

Single Station

Slip Open Assembly 1B6A
Eject Slip 1B66
Top Open Assembly

Top Close Assembly

Top Close Assembly When Form Sensed
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