Revenue Collection — 8/8/2014

To enter deposits and counter receipts:
FM->Revenue Collection
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The Revenue Collections Batch List is displayed, which will show all the revenue batches that you or someone
else in your department have created that are yet to be posted.

You may get a prompt that asks you to select a collection station. Go ahead and select the collection station
pts at. (Each location that collects money is set up as a collection station.)
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myFavorites | Financial Management | Maintenance

TEST ** Salem, VA ** TEST

Revenue Collections Batch List
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myTasks| Validated ‘Approvals ‘Deparlment |Elalch Number = |Creation Date Cashier
Oof1at1  030-3510 - Police.Animal Control 2013-00000025 08/28/2012 Bill Bandy
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To create a new batch, hit the “New” button in the bottom left hand part of the screen. To open a batch on
your list, click on the “Batch Number” and continue adding receipts to the batch.

If you create a new batch, the screen to setup your receipt batch criteria and defaults is displayed. The defaults
will carry forward while you enter receipts until you decide to change the defaults. The batch criteria and

default page will look like the following.
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Revenue Collections Batch List

Revenue Collection Batch

Batch Defaults
Department 030-3510 - Police Animal Contral v Payment Category M
GIL Date L Payment Code [
Collection Station  Animal Control Payment Type v
Batch Type  Counter v Payment Date ogg0t2
Position Cursor ~ Transaction Payment Code v Special Conditions
Single Cashier Batch Waive Delinquent Charges []
Print Receipts Use Barcode Forms ||
Number of Copies | 1 ~ Auto Process Payments
Validate Checks Funds Pre-Deposited
Qverride Cash Account v @
Override Deposit Bank Account v

Fields shaded in yellow are required.

BATCH CRITERIA
Department: Will default to your home department unless you are set up to enter collections for multiple
departments. In that case, you can select the Department collecting the receipts from the drop down menu.
GL Date: Will fill in automatically with today’s date. Can be changed if needed.
Collection Station: The collection station associated with the receipt batch will be listed.
Batch Type: Will either use a “Counter Receipt” or a “Deposit Receipt”
Counter Receipt: Is used when payment is posted to a single payment code. This will allow you to
do a quick receipt entry and will automatically print a receipt if you have the “Print Receipts” box
checked.
Deposit Receipt: Is used to record deposits that will hit multiple payment codes. If you select the
batch type “Deposit” then you will have to pick a Payment Category that the deposit is for.
Position Cursor: Can be changed if entering a counter receipt. Not applicable if entering a deposit receipt.
Can be used to select which box you’re prompted to key when you enter receipts.
Single Cashier Batch: Uncheck if multiple users will be entering receipts in your batch. If multiple users
enter receipts in a batch, they will be prompted on the entry screen to enter user name and password.
Print Receipts: If this is checked, every time you do a counter receipt and hit save/new it will automatically
print a receipt to your default printer. If unchecked then you will have to manually print the receipt.
Number of Copies: If the print receipts option is checked, this determines how many copies will be printed
each time.
Validate Checks: Only used for slip printers, so this will never apply.

DEFAULTS

Payment Category: This only applies to deposit receipts. Payment category is a reference to department in
most cases. Once you select the Deposit batch type it will force you to select a payment category for that
deposit. While you will see payment categories for all departments in the drop down menu, you must select a
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payment category for your department or MISC or you will not be able to enter receipts.
Counter receipts you will not need to select a payment category.
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myFaverites | Financial Management | Maintenance

If you are doing

TEST ** Salem, VA ** TEST

Revenue Collections Batch List

Revenue Collection Batch

Defaults

030-3510 - Police.Animal Control v
08/28/2012 ﬂ

Department Payment Category -

G/L Date Payment Code | ANIMAL CONTROL - Animal Control hd

CAFE - School Cafeteria

Gollection Station ~ Animal Control (R T2 CARDINAL - Cardinal Criminal Justice Academy
Deposit - CATERING - Catering
Batch Type e FEEEES CCCP - Court Community Corrections Program
Position Cursor | Receipt Received From v Special Conditions CITY MANAGER - City Manager's Office

Single Cashier Batch
Print Receipts
Number of Copies
Validate Checks

Waive Delinquent Charges
Use Barcode Forms
Auto Process Payments

Funds Pre-Deposited

CIVIC CENTER - Civic Genter
CPMT - CPMT

DRUG COURT - Drug Court

DRUG CT - Drug Court

ELECTRIC - Electric

ENG INSP - Engineering/Inspections
FINANCE - Finance

FIRE - Fire Department
HR - Human Resources
LIBRARY - Library
MISC - Miscellaneous

Override Cash Account

Override Deposit Bank Account

PARKS AND REC - Parks and Recreation Department
POLICE - Police Department

PRE-TRIAL - Pre-trial

PURCHASING - Purchasing

SCHOOLS - School Central Office

SEWER - Sewer

SHERIFF - Sheriff Department

STREETS - Streets Department

TRANSFER STAT - Transfer Station
VASAP - VASAP
WATER - Water

Payment Code: If you are doing a counter receipt you can select a default payment code. This will pull in
the payment code you select into all of your counter receipts. Normally would not set a default because
each counter receipt could be hitting a different payment code each time.

Payment Type: You can select a default payment type if you choose. Applies only to counter receipts. If
you set the payment type to “check”, for each counter receipt you enter payment type will be defaulted to
“check”. You would have to change it manually if you received cash/charge/etc. Normally would not use
this unless you only accepted checks, since each person could be paying in a different method.

Payment Date: Defaults to today’s date and represents the day the payment has been made. Should be the
same as G/L Date.

SPECIAL CONDITIONS
All items under the special conditions header can be ignored because they have nothing to do with the
receipts module.

Save: Will save your batch settings/defaults
Save/New: Will save your current settings and prompt you to create a new batch. Usually wouldn’t hit
Save/New unless you were ready to create a brand new batch.



Deposit Receipt Example: Your defaults will look like the following when you are setting up a deposit
receipt. Once the batch settings and defaults are setup hit the “Save” button and you will notice the screen
now has 5 additional buttons on the bottom of the screen. You will want to hit the “New” button in the bottom
left to create a new deposit receipt.
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myFavorites | Financial Management | Maintenance

Revenue Collections Batch List
Revenue Collection Batch - 2013-00000038

eneral B Ov'a an, Do

Batch

Defaults

Depattment |

GiL Date  09/28/2012

Collection Station  Animal Gontral

Batch Type

Position Gursor | Receipt Received From
Sinole Cashier Batch
Print Receipts

Payment Category  AMIMAL COMTROL - Animal Control

Payment Code |

Payment Type
PaymentDate US302012 53

Special Conditions

‘Waive Delingquent Charges

Use Barcode Forms

Mumber of Copies | 1 Auto Process Payments

Validate Checks Funds Pre-Deposited [

Qverride Cash Account

~=

<]

Cwverride Deposit Bank Account

[ Save | [_Reset N \void Batch, [ Unvoid Batch,_

Receipt Number |

Amuunil Void ‘VuidREasun ‘ Print |RB[:eivedFrum

There are na itemns 1o show in this view

@ " Print Receipt N VoidUnvoid Receipt___| m

Once you hlt the New button, you will see the following screen, with your department’s payment codes listed.

ﬁ‘-’ o, s:m TEST* Salem, VA~ TEST

myFavorites | Financial Management | Maintenance

Deposn Recelpl
pamentDate 26017 Deposit Detail
Regelved From Payment Cade Praject Amount
- ANIM BOARD - Animal Control - Boa
Payment Gategory  ANIMAL CONTROL - Anirmal Cantrol v
Depasit Totals ANIM DONATIONS - Anitnal Cortral { | v‘
Cash ANIM SPAYINEUTER - Spayeuter v
Chack Total f0.00
B
Charge
{ther
Tatal $0.00

i L
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In this example, the payment category “Animal Control” was selected on the batch default screen so all of the
payment codes assigned to this category are displayed under Deposit Detail on the right side of the screen.
Payment codes are set up in the system with a G/L account already assigned to them.

Payment Date: Fills in automatically with date entered as batch default.

Received From: Enter who the deposit is received from. Is a required field.

Payment Category: Defaulted in because you were required to select a payment category in the batch default
screen when you selected a deposit batch type. You can use the drop down menu to change the category if
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you wish. If depositing multiple payment categories, you may enter a deposit for this category and hit Accept.
You can then enter additional deposit receipts for another category in the same receipt batch.

Deposit Totals: Will need to equal the deposit detail amount. Enter the amount you are depositing for each
payment code, and then get the sum of all the cash, check, charge, and other and enter them in the correct
fields. You will not be able to process the deposit receipt unless the deposit totals match the payment code
total show under Deposit Detail.

Deposit Detail: This should list all of the payment codes associated with the payment category you selected.
Enter your total received for each payment code. Totals will calculate at the bottom of your payment code list.
This should match up with your deposit totals amount on the left hand part of the screen.

Accept: Once you’ve entered all of your deposit information hit the “Accept” button in the lower left. You
will then get a message that asks if you are finished or if you would like to continue to enter more deposit
receipts. It will look like the following.

| WA T _,,',' £, :“""x > -~
I e et TEST ** Salem, VA ™ TEST

Revenue Collecti

Deposit Receiht -.

Please review the following warnings:
» Receipt 2013-00000015 for $150.00 has been created, Click ™ Continue ™ to process an additional Deposit Receipt, Click ™ Finish™ to return to the " Revenue Collection Batch™ page.

Continue Finish

Deposit Detail

Payment Code Project Amount
AMIM BOARD - Animal Control - Boa

Payment Date :ﬁ

Receied From

Payment Category | AMIMAL CONTROL - Animal Control

Deposit Totals ANIM DOMATIONS - Animal Contral | |
cash ANIM SPAYIMEUTER - SpayiNeuter t |
Total §150.00
Check
Charge

Other
Total  $150.00

Copghi 242, New kot S35 s , . Al Qi msened.

You can hit “Continue” to keep entering deposit receipts or “Finish” to return to the receipt batch.



Once you click “Finish” you will be taken to the following screen. At the bottom of the screen you will see a
list of all the receipts you have entered. The screen below shows that one receipt has been entered so far.
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myFavorites | Financial Management | Maintenance

Revenue Collections Batch List

Revenue Collection Batch - 2013-00000026

Batch Defaults
Depatment | Payment Categary  ANIMAL CONTROL - Animal Contral -
GiLDate 09282012 [ Payrment Code
Collection Station  Anirnal Caontrol Payment Type
Batch Type - PaymentDate  08/28/2012 G
Position Cursor | Receipt Received From Special Conditions
Single Cashier Batch ‘Waive Delinguent Charges
Print Receipts Lse Barcode Forms
Mumber of Copies |1 Auta Process Payments
Validate Checks Funds Pre-Deposited [
Dveride Cash Account | 2l |
Cwerride Deposit Bank Account | |V|
o ETS =
Receipt Number | nmuunt| Yoid |Vuid Reason | Print |Recehred From
2013-00000015 $150.00 Salem Rotary

m m [ Print Receipt N Woid/Unvoid Receipt i m

At this point you can change your batch type to “Counter” and hit save. This will allow you to enter counter
receipts in your batch. (You can have both counter and deposit receipts in one batch by changing the Batch
Type to either deposit or counter and clicking “Save”.) Once you hit “Save” and then “New” in the bottom
left, you can enter counter receipts if that is what you selected. (See instructions on page 8 for entering a
counter batch.)
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myFavorites | Financial Management | Maintenance

Revenue Collections Batch List
Revenue Collection Batch - 2013-00000026

Batch Defaults
Department | FPayment Category
Gl Date D8/28/2012 A Paymeant Code |"|
Caollection Station  Animal Contral FPayment Type M
Batch Type - FPayment Date 03r28/2012 :ﬁ
Paosition Cursor  Receipt Received From - Special Conditions
Single Cashier Batch ‘Waive Delinquent Charges [
Frint Receipts Use Barcode Farms [
Mumber of Copies 1 Auto Process Payments
“alidate Checks Funds Pre-Deposited
COwerride Cash Account | |v|@
Owerride Deposit Bank Account | |v|
[save. (Reset.)
Receipt Humber | Amuunq Void |Vuid Reason | Print |Received From
2013-00000015 $150.00 Salem Rotary

m ([ Print Receipt N VMoidiUnvoid Receipt | m

New: Will prompt you to enter either a counter or deposit receipt depending on which batch type was selected.
Print Receipt: Select the receipt you want to print by highlighting it in yellow and hit the print receipt button.
You can manually print as many receipts as you wish.

Void/Unvoid: Highlight the receipt you wish to void/unvoid and hit void button. You will then be prompted
to enter your username and password before voiding. Once the receipt batch has been posted, the only way to
void a receipt is to enter a negative receipt.

Distribution: Allows you to view the G/L Distribution for receipts entered under your departmental payment
codes. If you entered a receipt under the MISC payment code, you could change the G/L distribution by
highlighting the receipt you wish to change and hit the distribution button. You can view and/or change which
accounts the receipt will be hitting. Payment codes are setup with correct GL accounts attached to them so
you will normally only change G/L Distribution when using the MISC payment code.



Entering a counter receipt: Change your batch type to “Counter” and hit the save button. This will change
the batch settings to allow you to enter counter receipts from that point on until you decide to change it back to
“deposit” receipts. Once you hit “new” you will see the following screen except with the fields blanked out.
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Revenue Collections Batch List =

Receipt

08292012 j Receipt Summary
Transactions  $0.00
Sales Tax  $0.00
Deschiption  Refund due to defective merchandise - MetReceipt  $0.00

Payrment Date

Received From  Staples

Add Notes 7]

Transactions

Payment Code []

GF MISC - GF Miscellaneous Receipts

Amount | POl DARE DOMATE - DARE Danations

POL OT SAL REIMB - Overtime Salaries Reimburgement
=

Description
| Payments ]
Default Amount Receipt Payment Summary
Amaunt Cash $0.00 Received $0.00
Check $0.00 Change $0.00
Tyne M Charge $0.00 NetReceipt $0.00
ePayment $0.00
Other $0.00

Sopyghl ZNE, New iodd S3s Ems, nc. Al Aghts Esened.

Payment Date: Defaults to what was entered in batch.
Received From: Enter who the receipt was received from
Description: Enter a description.

Transactions:

Payment Code: You can type in the first few letters of the payment code and it will find all payments codes
that contain those letters. You can also search from the drop down menu and select the appropriate payment
code.

Amount: Enter the amount of receipt.

Description: Enter description if you wish.

If you want to add multiple payments for one receipt, hit the icon next to “Transactions” and
you can enter as many additional payment codes as you want. Normally you would only be entering one
payment code.



Users should have access to a MISC payment code when processing a counter receipt. Selecting this pay code
allows you to enter a G/L account for the receipt. You would use this option if there is no payment code
specifically set up for what you’re collecting. A common example of this would be vendor refunds. Selecting
the MISC payment code displays the following screen:

& Receipt - Windows Internet Explorer

@Uv [&] hitpismwstestsl ogos/FM/RevenueCollection/Receipt.aspx?ReceiptBatchlD=32

57 Favorites 54 | Budget Reports m Free Hotmail @] Softpedia Mews v g Softpedia Software = @ Softpedia Suggested Sites v @ | Get more Add-ons -

& Receipt
AT e }
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}?ﬁr‘*-’” A Tt TEST ™~ Salem, VA~ TEST
myFavorites | Financial Management | Maintenance
Revenue Collections Batch List = R
Receipt
PaymentDate 08282012 3 Receipt Summary
Transactions  $0.00
Received From  Staples Sales Tax  $0.00

Description Refund due to defective merchandise - MNet Receipt  $0.00

Add Motes [

Transactions oo

Payment Coda |GF MISC - GF Miscellaneous Receipts -
Amount |
Credit Account  [10-012-0100-47090 - Miscellaneous ~ @
Debit Account  [10-10020 - Cash Concentration ~|=
Descriptian o
Payments o
Default Amount Receipt Payment Sumimany
Cash $0.00 Received $0.00
Amaount
Check $0.00 Chanoe $0.00
Type A Charge $0.00 Met Receipt $0.00
ePayment $0.00
Other $0.00

@ Copyrighl ZO1Z, Wews Widodd Sy ems, Inc. All dghls esened.

Transactions:

Payment Code: Select MISC payment code for your fund.

Credit Account: Defaults to miscellaneous revenue G/L account. Enter the appropriate G/L account or click

on the icon to search for the correct G/L Account to credit. This field will not be displayed
unless you select the MISC payment code.

Debit Account: Should not be changed. It will be the concentration account for the applicable fund. This
field will not be displayed unless you select the MISC payment code.

Payments:

Default Amount: Uncheck this box if you received an amount that is not equal to what is owed. For
example, if a customer owes you $40, but gives you $50 in cash, unchecking this box allows you to enter the
actual amount of $50 you received.

Amount: If the Default Amount box is not checked, enter the amount received. A breakdown of tender
received and any change that would need to be returned to customer is displayed on the right side of the screen
under Receipt Payment Summary. If you received the exact amount and the Default Amount is checked,
amount is defaulted from what was entered in “Transactions” section.

Type: You can select from cash, check, charge (credit card), or other. If you select check, the system will
prompt you to enter the check number.



You can receive multiple types of payment for each receipt. Hit the button next to Payments
to enter multiple payment types. For example, if a customer gives you cash and a check to pay, you could

click the icon and enter both payment types. If a check payment is received, the system will
prompt you to enter check number.

Once your finished entering the receipt information hit the “Save/New” button. A copy of the receipt is
automatically printed at your default printer if you had the “Print Receipts” box checked on your batch
settings. You may get a message that prompts you to hit OK. Go ahead and hit OK. You can then continue
entering counter receipts, or you may want to breadcrumb back to see all of the receipts entered for your batch.

Breadcrumb: This is a term used for going back to the previous screen. The breadcrumbs are always in the
upper left hand part of the screen and enable you to hop back to previous screens if you choose.

In the image above, the screenshot shows two breadcrumbs.
Revenue Collections Batch List Revenue Collection Batch - 2013-00000032

Clicking on Revenue Collection Batch -2013-00000032 would take you back to your batch and list all of the
receipts input into the batch so far.

If you were to breadcrumb back to the Revenue Collections Batch List, you’ll be back to your initial starting
screen and the list of all the batches that you have created. Usually you would create just one batch each day
and just keep adding receipts to your one batch throughout the day.

Following is the screen displayed when the user bread crumbed back to the individual batch that was in

process. Batch settings and defaults along with all the receipts in the batch are displayed. You can see that
there are currently two receipts in this batch.
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http://logostest/Logos/FM/RevenueCollection/DailyReceiptList.aspx
http://logostest/Logos/FM/RevenueCollection/RevenueCollectionBatch.aspx?ReceiptBatchID=1
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myFavorites | Financial Management | Maintenance

R in ctions Batch List
Revenue Collection Batch - 2013-00000026
Eenerad J O I} D0
Batch Defaults
Department |I33IJ-351EI- Palice. Animal Cantral Payment Category
GIL Date D8/28/2012 ﬁ Payment Code |"|
Collection Station  Animal Cantral Payment Type h
Batch Type v Fayment Date 0872812012 ﬁ
Position Cursor  Receipt Received From - Special Conditions
Single Cashier Batch wWaive Delinquent Charges [
Print Receipts se Barcode Forms [
Mumber of Copies | 1 Auto Process Payments
Validate Checks Funds Pre-Deposited
Overtide Cash Account | -~
Ovettide Deposit Bank Account | ||
[save.]_savemew..| (haset.)
Receipt Number | Amuuntl Yoid |Vuid Reason | Print |Raceived From
2013-000000145 %150.00 Salern Rotary
2013-00000016 %15.00 Kroger

@ __Print Receipt_ Il Void/Umwoid Receipt i m

After all receipts are entered in the batch for the day, go to the “Revenue Collections Batch List” by
breadcrumbing back to it, or by menus Financial Management->Revenue Collections.
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You will now be at the following screen that lists the receipt batches you have created.

L ]
Nttt N TEST ™ Salem, VA= TEST

myFavorites | Financial Management | Maintenance

Revenue Collections Batch List

9IY & YList

rm.fTasks| Validated |nppru'-.rals |Department Batch Mumber = | Creation Date Cashier
Oof1at!  030-3510- Police.Animal Contral 2013-00000025  pejzei2012 Bill Bandy
Oof1at!  030-3510- Police.Animal Contral 2013-00000026  pejzeiz012 Bill Bandy

D D €T O

At this point you now need to run the batch through the workflow buttons.
Workflow Process: Validate—=>Print Edit Listing—> Approve—>Post

Copymghl 12, New Wkdd =3 Em , R, Al Aghks resened.

Work Flow Buttons

94Y d%!

We go from left to right through the workflow buttons.

LIST BUTTON: Shows all unposted batches you’ve created and shows the status of each
batch (i.e. has it been validated, approved, etc.)
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VALIDATE BUTTON: Is the computer check on the receipt batch. Hit the validate button,
select the checkbox next to each batch you wish to validate, and hit the submit button. You will then get a
message at the bottom of the screen informing you if the batch was valid.

PRINT EDIT LISTING: Hit the Print Edit listing button and select the checkbox next to the
batch you want to print an edit listing for. Before you hit submit, go to the upper right hand corner of the
screen and hit “show preferences” this should give you a list of items to include on your Edit Listing. Make
sure the “Include G/L Distribution Information” box is checked. Hit submit once you’ve selected your

preferences. You then need to go to “My Reports”™ icon @ in the upper right hand part of the screen to view
and print the edit listing. A copy of the edit listing should be submitted to the Treasurer or Utility Collections
office with the money to deposit.

APPROVE: Hit the approve button and place a checkbox next to the batches you wish to
approve. This is a human approval. Once you’ve approved your batch, you are done. Money collected and
the batch edit listing should be delivered to the appropriate office. Your batches will be posted by either
Treasurer or Utility Collections. (General Fund departments take money to Treasurer’s Office. Enterprise
Fund departments take money to Utility Collections.) Once posted, you will no longer see the batch on the
Batch List screen.

Reports/Inquiries:

You can run reports and inquire on the receipts. To inquire about receipts, Financial
Management-> Inquiries>Revenue Collections and then select the type of inquiry you’d like to perform.

13


http://nwstest/Logos/LogosSuite/myReports/myReportsVersion2/myReportsContainer.aspx

TEST ™ Salem, VA™ TEST

|'.mySearch

Type  Purchase Orc Inuiries G dger : Date Start Time Completed - Algust 2

Revenue Collections s 1o show in this view sun hbn Tue i

Search For I S

05| 06| 07| C

— 12 13 14 1

@ 190 200 21| 2

| myReparts (1) MRS

{3 Folder List 0z 03| 04f C

3 current (1)

(3 archive (03 [ tew |

|"myTasks

Source Approval Status Transaction ID Description &

There are no items to show in this view

|'.mySettings |

Customize Page Yiew
Change Password
Ermail Motification

If you select the option shown above, “Receipts”, and click “Search”, your receipts will be displayed along
with their status. In the following example, Receipt Number 2013-00000014 is open (not posted by
Treasurer.) The other two receipts have been posted by the Treasurer’s office. You can click on the Receipt

Number to view details of each transaction.
{=ma i TR T
&il-’ Vedd it S \

myFavorites | Financial Management | Maintenance

TEST ™™ Salem, VA ™ TEST

Receipt Inquiry

s e

ogizaiz0 G

Departrnent | [w] Frorm Date 082142012

Batch To Date

Received From

Status

=4]= -

Fayment Category | |V| Receipt Mumber
Payment Code | [+] Arnount
Cashier =All= - Check Mumber
Description Deposit Bank [+]
=
Receipt Humber AlDaie Department Status Cashier Received From Aml:lun‘li
2013-0000001 4 022802012 Faolice.Animal Control Jpen Bill Bandy M. Jones £55.00
2013-00000015 03/2852012 Faolice.Animal Control Fosted Bill Bandy Salem Rotary $150.00
2013-00000016 0252852012 Faolice.Animal Control Fosted Bill Bandy Kroger £15.00

ot

CopIMERI SO, MEws Nk Sy Ems, . Al AQRE Erened.

To run reports, Financial Management->Reports—>Revenue Collections: Select the report you wish to create,
select the criteria, and when you hit print it sends it to “My Reports” where you can view and print it.
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|’mySearch

s alendar
Reports

I Rewvenue Collections  *  Receipt Tranzaction Report Date Start Til

Type  Purchase Ore

5 10 show in this view
Search For

|’myRepnns i)

jbution R epart

A FolderList

@ Current (1)

Criteria must be selected for each of the three tabs displayed, Department, Cashiers, Collection Stations.

Department: Only departments you have access to should be displayed. Highlight the department and click
on ‘“>" to select for the report.
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3 Salem, VA - TEST SYSTEM
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myFavorites | Financial Management | Maintenance

Receipt Transaction Report

Load Saved Report - Distribution Group h @
Overtide Repart Title Email Group - E
Search By Search Criteria -

osi1r2012 G R

From Date
ToDate 0302012 G
Repart Detail  Summary -
Status  Open -
Report By Deparment - Cashier -
epartments ashie pllectio atio
Awailable Department(s]: 1 Selected Department(s): 0
030-3510 - Palice.Animal Contral ?J
»
Y
©

_puint_ ) oost_§ sove | savesie J_ietets |

Somyrighl ZEHZ, Newinbdd Sy= Ems, e, Al Aghis m2ened.

Cashiers: While a list of multiple cashiers will likely be displayed, you can only access cashiers in your
department. Select the cashier you want to inquire on and click on “>" to select.

i

myFavorites | Financial Management | Maintenance

N g T TR
Vet e O PISTETTTS
B[ Gy el sistenss. Salem, VA - TEST SYSTEM

Receipt Transaction Repont

Load Saved Report - Distribution Group - @
Owerride Report Title Ermail Graup -~ B
Search By Search Criteria -
From Date 080172012 58 0T
To Date 9%/30i2012 [
Report Detail  Summary -
Status  ORen -
Report By Department- Gashier -
i . 1| ashiers [! i ot |
Awailable Cazhier[z]: 16 Selected Cazhier[z]: O
Caleb Tavylor -
Cheryl Spence ?_)
Hank Luton
Mary Ellen Wines —
Teri Atkins »
Shatanna Stores —)
Eric Atkins L
David Rorer T <
I<eith Mucha ‘-)
<«
Loretta Prillarman =2

Lprint [ reset Y save J_saveas ] osiots

Copymohl Z12, Mew Wd Sy Ems . All fohls msened

Collection Stations: Only the collection stations in your department will be displayed. Highlight and click
“>” to select.
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myFawvorites | Financial Management | Maintenance

Receipt Transaction Report

Salem, VA - TEST SYSTEM

Load Saved Report
Cwerride Repart Title

Search By Search Criteria -
From Date 00/01/2012 o8 s

To Date 09/3062012 5

Report Detail Summarny -
Status  COpen -
Report By Department- Cashier -
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Once criteria are selected for all three tabs, hit “Print”.
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| Salem, WA - TEST SYSTEM

action Report
Payment Date Range 09/01/12 - 09/30/12
Department - Cashier

Summary Listing

Receipt Humber _ Batch Number Payment Date  Collection Station Received From Cash Chedk Charge Cther Tokal
Department  030-3510 - Police,Animal Control
Cashier Rebecca Custer
2013-00000033  2013-00000027 09/03(2012  Animal Control Salem Rotary 50,00 138,00 0.00 0.00 186,00
2013-00000034  2013-00000027  09/03(2012  Animal Control Staples 10,00 2,50 0.00 0.00 1250
Cashist Rebecca Custer Total:
Receipts z
Woided Receipts i
Total Cash $60.00
Total Check $138.50
Total Charge $0.00
Total Gther $0.00
Tokal Amount $198.50
Department 030-3510 - Police,Animal Control Total:
Receipts z
Woided Receipts 0
Total Cash $60.00
Total Check $138.50
Tokal Charge $0.00
Tokal Other $0.00
Tokal Amount $198.50
Grand Tokals
Receipts z
Woided Receipts 0
Total Cash $60.00
Total Check $138.50
Total Charge $0.00
Total Gther $0.00
Tokal Amount $198.50
Run by Rebecca Custer on 09/05/2012 05:45:26 AM Page 1 of 1

_Send to.myReports.

The report is displayed on your screen with options to export or print at the top of your screen.
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