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Section 1: Create the Set
Path: Common, Cash Receipts, Set Processing

The Screen is broken up in 3 portions:

1. Sets

2. General Info

3. Set Defaults
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Click on the “New” button

1. Set: The Set Information in the first box will populate and other active sets will

show

2. General Info:

a. User: User Name will Populate

b. Status: Status will Populate

c. Type: Select the Type from the drop down if not defaulted

d. Date: Date will populate

3. Set Defaults: These will be defaults for the

a. Payment Type Category: Select Type Category from the drop down if

not defaulted

b. Payment Type: Select the Payment type for the set if not defaulted
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c. Tender Type: Select the Tender Type from the drop down if not defaulted

d. Payment Date: Enter in the date

Click on the “Add Single Payment” button

Section 2: Misc Cash Receipts

1. Click on the “Add to Receipt” button

2. Select the Fee Code from the Window
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3. A Message in the right hand corner of the screen will appear letting the user know
the Fee Code has been successfully loaded.

4. The Fee Code will be loaded

5. Enter in the Receipt Amount if it is different than the default amount

6. Next Click on the “Tender Receipt” button
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7. Receipt

a. Tender Type: If the Tender Type is different than the default tender then
select the Tender from the left hand side by clicking on the button.

i. Note: If there is more than one Tender Type then add the tender
type by clicking on the button

b. View Receipt Details: The receipt details can be viewed by clicking on
this button

c. Preview Receipt: To preview the receipt click on this button and the
receipt can be viewed

d. Finalize & Print: When finished with the receipt click on the “Finalize &

Print” button

8. When done with the set click on the “Exit” button
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Section 3: Cash Receipt against a Receivable

1. Click on OS Finance Accounts Receivable button

2. Click on the “Find Charges By” button

3. Search by Customer Name

4. Click on the “Search” button
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5. Select the appropriate person entity

6. Click on the “Move >” button or the “Move >>” button if
more than one person entity is selected

7. Click on the “Select” button

8. Select the “Payment Type Code” from the drop down box

9. Click on the arrow to the left of “Accounts Receivable”

10. The different receivables will then show
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11. Select the Receivables that will be paid

12. Click on the “Add to Receipt” button

13. “Under Receipt Amount” enter in the amount to paid

14. Click on the “Tender Receipt” button
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15. Receipt

a. Tender Type: If the Tender Type is different than the default tender then
select the Tender from the left hand side by clicking on the button.

i. Note: If there is more than one Tender Type then add the tender
type by clicking on the button

b. View Receipt Details: The receipt details can be viewed by clicking on
this button

c. Preview Receipt: To preview the receipt click on this button and the
receipt can be viewed

Finalize & Print: When finished with the receipt click on the “Finalize & Print”

button

16. When done with the set click on the “Exit” button
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Section 4: Set Edit Listing

1. Click on the “Set Edit Listing” button and select the Detailed Edit Listing or the

Summary Edit Listing

2. The Set Edit Listing will Pop-up on the Screen
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Section 5: Balance Set

1. Click on the “Balance” button
2. A window will Pop-up

3. Receipt Count: Enter in the Receipt Count for the set

4. Receipt Totals: Enter in the Receipt Totals for the Set

5. Click on the “Balance” button

The Receipt will now show as Balanced

The invoices will print to the printer.
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Section 6: Post Set

1. Click on the “Post Set” button

2. The “Set Edit Listing View” will Pop-up on the Screen

3. Click on the “Continue To Post” button

4. The following message will appear:

5. The set will be sent to the ARBTCRUB screen Create/Update Set
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Section 7: ARBTCRUB- Create/Update Set Screen

The set will now be in the ARBTCRUB screen for viewing or any editing
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Section 8: ARBTCRBP- Set Proof

1. Enter in the Set Name

2. Click on the “Submit” button
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Section 9: ARBTCRDS- Distribute the Set
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1. Enter in the Name of the Set

2. Click on the “Submit” button

3. The following reports will be produced:


