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Note: For the latest documentation and information, visit our website at www.blackbaud.com.

Use deposit records in Cash Receipts to record the amount of cash, checks, EFTs, or other payments you receive
and deposit into your bank account. Once you create an open deposit, you can add an unlimited number of
payment receipts to the deposit.For information about creating and managing payments, see the Payments
chapter.

You can create deposit records on the Deposits page of Records, or using the Create a new deposit link in Deposit
tasks for Banks. Before you can create deposits or payments, you must define cash account information for each
bank account you plan to use for Cash Receipts transactions. For more information about defining cash accounts,
see the Banks Guide.

Accessing Deposit Records

Because records are such an important part of Cash Receipts, we have placed all record types in one area so you
can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record, or file.
When you open Records, you can directly access several record types, including deposit records. To access a new
deposit record, from the navigation bar, click Records, then click Deposits. The Deposits page appears.

it The Financial Edge
File Edit Miew Go Favortes Tools Help
4 Back  ® Eanand I Community Services Inc. ~ » Cash Receipts ™
Sharkcut: = .
T i Records « Deposits
= |Records
what do you want to do? Deposts |
Payments
~ | Add & Mew Deposit
=]
E Open a Deposit
'lr: Edit options for Deposits
Search for a Deposit by deposit number
&
Access a Recently used Deposit
SND0ArT Deposit 5
Deposit 3
5 Deposit 4
= Plug-Ins
Help
Monthly Reports b
‘web Links LI
Welcome to Cash Receipts |D0ne

Tip: To save time when searching for a specific deposit record, you can use the Search for a Deposit by deposit
number field.

Consider the Deposits page the starting point for deposit records. From this page, you can add a new deposit
record or open an existing one. You can also edit deposit options by clicking Edit options for Deposits.

The Deposits page also lists recently accessed deposit records and provides a quick find option. Procedures for
accessing records from the Records page are discussed thoroughly in the Program Basics Guide, but this chapter
gets you started by showing you how to add a new record and open an existing record from the Deposits page.
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Finding and Opening Deposit Records

When you click Open a Deposit on the Deposits page, the Open screen for deposits appears. The Open screen has
a number of filters you can use to narrow your search and quickly locate the deposit you want to open. The
search process is not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can
also use wildcard characters if you are not sure how a word is spelled. For more information about wildcards, see

the Query Guide.
To access the Open screen, select File, Open, Deposit, or from the Deposits page, click Open a Deposit.

» Opening a deposit record from the Deposits page

1. From the Deposits page of Records, click Open a Deposit. The Open screen for deposits appears.

Coeen =
Find: IDesti[ ﬂ Search uzing querny: I<Default> ﬂlgﬁ

= | ez 1‘ Add a Mew Deposit

Options

that meet these criteria: | Exact match anly
Deposit #: | j Deposit [D; | j
Faprnent #: I j Deposit date: I EI
Description: I j Entry date: I EI
Status: I j Post date: I EI
Brank: I j Last modified by: I j
Syztem: ICash Receipts j Last modified on: Ian-"' tirne j
l Hide Filters | Clear Filtersl Previous Filtersl Filters are not applied Find Mow I [Hpen | Cancel |

|F'less F7 tozoom

Note: For more information about filtering criteria on an Open screen, see “Filtering Criteria” in the Program
Basics Guide.

2. Inthe Find Deposits that meet these criteria frame, enter the criteria you are using to search for the
deposit.

3. Click Find Now. The program searches the database and displays all deposits meeting your criteria.
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4. Inthe grid, select the deposit you want to open.

FElopen @
Find: IDesti[ ﬂ Search uzing querny: I<Default> ﬂg
A& 4dd a Mew Deposit
Deposit number | Descripkion | Deposit date | Enkry date Syskem ﬂ
1 02f14/2003 02{14/2003 Cash Receipts
z

02142003 02/14/2003 Cash Receipts

0z, 3 Cash Receipts

4 02182003 02}18/2003 Cash Receipts

1 0zf17f2003 02172003 Zash Receipts

1 01/17f2003 0171772003 ash Receipts vI

4 I I 4

hat meet th

Deposit #: | =|  DepositiD: | =l
Faprnent #: I j Deposit date: I EI
Description: I j Entry date: I EI
Status: I j Post date: I EI
Brank: I j Last modified by: I j
Syztem: ICash Receipts j Last modified on: Ian-"' tirne j

Hide Filters | Clear Filtersl Previous Filtersl Filters are applied Find Mow | Open I Cancel |

|9 records found.
5. Click Open. The deposit record appears.

B Deposit 3 [ [0 x] I

File Edit “iew Deposit Favortes Toolz Help
ESaveandElosev| = X| H 4 » M |
Deposit | Defagltsl Distril_:utionl F'aymentsl

Cash B

ipts Deposit

Bank account: | TpEE Depasit number: |—3
Depositdate: [02/17/2003 Depositi: [
Entry date: IW Post status: W
Status: lm Post date: IW
Diescription: I
[~ Deposit ticket printed on I—
[ Deposit cleared on I— Mot Feconciled

Deposit Worksheet
Projected | Actual I Difference |
# of Receipts 0 0 0
Tatal Amount $0.00 $0.00 $0.00

|Press F7 far Bank Search | A |

6. To save the deposit record and return to the Deposits page, click Save and Close.

Adding Deposit Records

On the Deposit tab, you enter basic information about the deposit, such as the deposit method, the deposit
source, a description of the deposit, and posting dates. To make data entry easier, you can set default values for
deposit record fields. To add default field values, from the menu bar, select Tools, Options. For more information
about deposit options, see the Options chapter of the Program Basics Guide.
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The following procedure walks you through adding a deposit from the Records page. For information about
creating deposits in Banks, see the Deposits Tasks chapter of the Banks Guide.

» Adding a deposit from the Records page

Note: You must create a deposit record before you can add payments. For more information about payments,
see the Payments chapter.

1. On the navigation bar, click Records. The Records page appears.

2. Click Deposits. The Deposits page appears.

3.

4.

% The Financial Edge

Fille Edit Yiew Go Favortes Tools Help

€ Back % Eaivand ] Cormrunity Services Inc, ~ ¢ Cash Receipts ~

Shortcuts fif Records » Deposits

|Et||-r Home = |Recnrds
what do you want to do? Deposits
Payments
Add a Mew Deposit
@ Open a Deposit
L’ Edit options for Deposits
Search for a Depaosit by deposit number
#
atio
HHISSEEEE Access a Recently used Deposit
oard Depasit 5
Deposit 3
Deposit 4
Monthly Reports i
Web Links ;I
‘Welcome to Cash Receipts |Dnne

File Edit “iew Depozit Favorites Toolz Help

E]Saveandtlosev|u )(|I1 4 » N||IQ'|?'

Depasit | Defagltsl Distril_:utionl F‘a_lgmentsl

Cazh R ipts Deposit

EBank account: |

Deposit date: |D2.-"2?.-"2DD3
Entry date: ID2H2?.=’2DDS
Status: I Open ' i

s

D eposit number: I <Auto-Generated:
Deposit |D: I

Post status: I Mot yet pozted | > i
Post date: I

Description: |
™ Deposit ticket prinked ot I
[ Deposit cleared on I Mot Reconciled
Deposzit Worksheet
Projected I Actual I Difference I
# of Receipts 0 0
Tatal Amount $0.00 $0.00

|Press F7 for Bank Search

| 4

In the Bank account field, select the bank account to which you want to add the deposit.

Click Add a New Deposit. The Add a New Deposit screen appears displaying the Deposit tab.
WhddaNowbopost _——————WBIE|
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Tip: To make data entry easier, you can set default values for deposit fields. To add default field values, from
the menu bar, select Tools, Options. For more information about deposit options, see the Program Basics
Guide.

5. In the Deposit date field, enter the date the deposit is made to the bank account.

6. Inthe Entry date field, enter the date the deposit is entered in the program.

7. Inthe Status field, select “Open” or “Closed”. You cannot add new payments to a closed deposit.

8

. The Deposit number field is for informational purposes only. The program generates the deposit number
based on the next number in sequence for the selected bank account. The field displays
“<Auto-Generated>" until the deposit record is saved; then the deposit number appears in the field.

9. Inthe Deposit ID field, you can enter a user-defined ID to identify the deposit.

10. In the Post status field, select a post status for the deposit.

11. In Post date field, enter the date to post the deposit. The information in the Post status and Post date
fields defaults automatically to the payments added to the deposit. You post deposits, not individual
payments.

12. In the Description field, enter a description of the deposit or any other information you want to record

about the deposit.

B Add a New Deposit [H[=] E3 I

File Edit “iew Deposit Favortes Toolz Help
ESaveandElosev|u X|N 4 b N||IQ'|?' |
Defagltsl Distril_:utionl F'aymentsl
Cash R ipts Deposit
Bank account: [SB & 4R = || Deposit number: [ <AutoGenerated>.
Deposit date: IW Deposit [D: lm
Entry date: IW Post status: W
Status: lm Post date: IW
Diescription: ICash Receipts payments for February 2003
[~ Deposit ticket printed on I—
[ Deposit cleared on I— Mot Feconciled
Deposit Worksheet
Projected | Actual I Difference |
# of Receipts 0 0
Tatal Amount $0.00 $0.00

2|

Note: You can print deposit tickets using Deposit Tasks on the Banks page or using Deposit and Receipt
Reports for Cash Receipts. For more information, see the Banks Guide.

Once you change the deposit’s status to “Closed” and print the deposit ticket, mark Deposit ticket printed
on and enter the date.

Once the deposit clears the bank account, mark Deposit cleared on and enter the date. If you have the
optional module Cash Management, the reconciliation status appears next to the date.

13.

14.

Note: You can edit or delete unposted deposits at any time. Just remember that deleted deposits cannot be
recovered!

15. After you add payments to the deposit, you can use the Deposit Worksheet to compare the projected
number of receipts and the projected total deposit amount with what is actually contained in the deposit.
The grid displays the actual number of receipts contained in the deposit and calculates the difference
between the projected and actual amounts.
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If actual and projected receipt totals do not match, a warning message appears when you change the
deposit’s status to “Closed” and on the post validation report.

16. To save the deposit and return to the Records page, click Save and Close.

Creating Payment Defaults

On the Defaults tab of a deposit record, you can assign default field values that apply to all payments added to
that deposit. For example, you can assign a default payment date. When you create payments for that deposit,
the default payment date appears in the Payment date field of every payment record added to the deposit. You

can use this date or enter a different date. Default values apply to only the payment records added to the deposit
for which the defaults were assigned.

You can also select the payment types that appear on the payment record. Unmark any payment types you do
not want to appear in the Payment method field on the payment record.

You can change payment defaults at any time. Changes apply to only payments added after the changes were
made.

» Creating payment defaults

1. From an open deposit record, select the Defaults tab.

B Deposit 3 H=1 E3 I
File Edit Yiew Depost Favorites Toolz: Help

E]Saveand[ﬁlosev|u )(||( 4 » N|||?' |

iztribution I Fayments I

Payment Defaults

Field Mamne | D efault Value | Payment Methods
Payment date [ Check 1=
Amaunt ¥ Cash -
Comment v COD
Categary [+ Credit Card ;I

4

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

2. In the Default value column, enter default values for the Payment date, Amount, Comment, and
Category fields.

3. All payment methods in the Payment Methods box are marked by default. Unmark any that you do not
want to appear in the Payment method field on the payment record.

4. When you exit the Defaults tab, your changes are saved automatically.
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Adding Payments to Deposits

Tip: You can create default field values for payments on the deposit record. For more information about
creating defaults, see “Creating Payment Defaults” on page 7.

The Payments tab displays all payments contained in a deposit. You can view, edit, or delete saved payment
records on this tab. You can also use the Payments tab to create new payments directly from a deposit record.
When you click Add Payment, the New Payment screen appears displaying the Payment tab. You enter
information for the payment just as you would if you were adding the record from the Payments page of Records.

To speed data entry, you can create on the deposit record default field values for payments. For more
information about creating defaults, see “Creating Payment Defaults” on page 7.

The following procedure walks you through creating a basic payment record from a deposit. For more
information about adding attributes and notes to payments, see the Payments chapter.

» Adding a payment from a deposit record

Note: You can edit or delete unposted payments at any time.You can void posted payments. Just remember,
deleted or voided payments cannot be recovered!

1. From an open deposit record, select the Payments tab.

B Deposit 3 (O] x] I

File Edit “iew Deposit Favortes Tools Help
ESaveandElosevux||‘ P u|||?' |

erositl Defagltsl Distribution F'aymentsl

'?i Add Payment @@ Open Delete...

D ate | Payment # I Payer Description Amaourt |
0242772003 9 Yending machine revenue From the Admin building $156.00

[
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2. Click Add Payment. The New Payment screen appears.

B Mew Payment BE B I
Fle Edit Wiew Payment Favortes Tools Help
ESaveandClosev|u X| M 4 » )|| | - | ..J| - |

Pagment | GL Distribution I Attribgtesz’NotesI

|Paymenl 1D ‘b can't | void this payment? Deposit Number 3
Payrnent for: I

Payment date:  [02/24/2003 | Rieceipt status: [Not et printed ]
Total amaount: ,7 Post status: W
Cateqarny: I j Post date: IW
Description: I

Fapment method: 'l Frint this address on receipts:

| | | | |

3. In the Payment for field, enter identifying information about the payment, such as the reason for the
payment.

In the Payment date field, enter the date the payment was received.

5. In the Category field, select a category from the table or add a new category. The category describes the
source of the payment, such as “Vending machine revenue” or “Yearbook advertising”.

6. Inthe Receipt status field, select one of the following status types:

e “Not yet printed”- This is the standard status for new payments. After a payment is printed, the status
automatically changes to “Printed”.

¢ “Do not print”- Select this status for a new payment if the receipt has already been printed or does not
need to be printed.

e “Reprint”- Select this status to reprint the payment receipt.

7. In the Description field, enter a description of the payment or any other information you want to record
about the payment.

8. The information in the Post status and Post date fields defaults from the deposit record. You post
deposits, not individual payments.

Warning: You should never add credit card payments to deposits containing other types of payments,
especially cash and checks. Credit card payments may take longer to clear the bank, which may cause problems
when reconciling.

9. In the Payment method field, enter the method of payment, such as “Credit Card”, “Check”, or “Cash”.
Depending on the payment method you select, other fields appear in which you enter additional
information.
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10. In the Print this address on receipts field, enter the address where the receipt will be sent.

Fle Edit Wiew Payment Favortes Tools Help

ESaveandClosev|u X|N 4 » N|

| =

?-

B Payment 7 for Concession revenue [_ o] =] I

GL Distribution I Attribgtesz’NotesI

| Payment |ID 7

‘wihy can't | void this payment?

Deposit Humber 3

Payrent for: IEoncession evenue

Payment date: ID2:’24.-"2DD3
T otal amount: |$85.DD

Feceipt status: Mot pet printed | =
Post status: INot yet posted

Amount bils: |$55.DD
Amount coins: I

Category: IEoncession TEvENLE j Post date: |D2.-"1 7/2003
Description: Ime 2/21/03 basketbal game
Fapment method: IEash 'l Frint this address on receipts:

4926 Palmetto Row
Charleston, SC 29862

11. Select the GL Distribution tab.

Note: A column does not appear in the distribution grid for the DR account number because Cash Receipts
automatically uses the default cash account defined for the bank account you selected for the deposit record.

12.
13.

To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.
In the CR Account Number column, enter the credit fund or account for the payment distribution. You can

use the small binoculars to search for an account segment or use the large binoculars to search for an

account number.

Note: You can view payment distributions on the Distribution tab of a deposit record. For more information
about payment distributions, see “Viewing Distributions” on page 11.
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14. Enter the amount of the distribution in the Amount column or the percentage in the Percent column.

B Payment 7 for Concession revenue [_ o] =] I

Fle Edit Wiew Payment Favortes Tools Help
ESaveandClosev|u X|N 4 » N|||?' |

Payment  GL Distribution |Attribgtesx’Notes|

IDistribution j Interfund: |D4 j u)i{,. Entries | B | %
CR Account Mumber I CR Account Description I Percent Froject ID I Project Description
01-4300-00 Mizcellaneous Income-Default 100.000 i

Dijzirioniion...  Load Distribution...  Distribute Evenly  &iirj s, Deleteall.. Femaining: 0.000

15. Click Save and Close. You return to the Payments page.

Viewing Distributions

Deposits cannot be posted, so deposit records do not contain unique distributions. Instead, when you select a
bank account on the deposit record, its cash account becomes the debit account for all payments attached to the
deposit. You add credit accounts, which do not appear on the deposit record, directly on the payment record.
When you create a payment and add credit accounts, Cash Receipts debits the cash account from the deposit’s
bank account. In other words, the deposit provides the cash side of the distribution, and the payment provides
the revenue or receivables side.

On the Distribution tab of a deposit record, you can view the payment debit accounts and transaction
distributions, including projects, classes, and transaction codes. Projects and transaction codes are available only
with the optional module Projects and Grants. The Distribution tab of a new deposit record is blank until you add
a payment.

To view the debit account distribution, on an open deposit record, select the Distribution tab.

B Deposit 1 M =]

File Edit “iew Deposit Favortes Tools Help
ESaveandClosev|u 'X| H 4 » H| :

7] 2 - |

erositl Defaults | | F'agmentsl

[s %

DR Account Mumber | DR Account Des...I Amount | Project ID Project Description
| 01-1000-00 Operating Cash A, $50.00




12 CHAPTER

Voiding Posted Deposits

Using the Void this Deposit option, you can void a posted deposit and all the payments contained in the deposit.
You cannot void a deposit that is marked cleared or closed, or if it is reconciled.

If you have Cash Management, when you void a deposit adjustments are created for each payment in the
deposit, bringing each payment amount (and the total deposit amount) to $0. If you do not have Cash
Management, a reversal posts to General Ledger for the deposit amount. For information about voiding
payments, see “Voiding Posted Payments” on page 26 of the Payments chapter.

To void a deposit, open the deposit record and select Deposit, Void this Deposit from the menu bar.
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Note: For the latest documentation and information, visit our website at www.blackbaud.com.

Use Cash Receipts to identify where small cash amounts originate and to produce a detailed profile of each
transaction. Transactions for Cash Receipts may include postage meter money, concession revenue, application
fees, pay phone revenue, yearbook advertising, and vending machine revenue.

Because each payment is part of a deposit, when you create a new payment, you must first associate it with a
deposit. The deposit records the amount of cash, checks, EFTs, or other payments you receive and deposit into
your bank account. The payment record explains the source and reason for the payment. You can create payment
records from the Payments page of Records, or directly from the deposit record in Banks. For information about
creating and managing deposits, see the Deposits chapter.

Accessing Payment Records

Because records are such an important part of Cash Receipts, we have placed all record types in one area so you
can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record, or file.
When you open Records, you can directly access several record types, including payment records. To access a
new payment record, from the navigation bar, click Records, then click Payments. The Payments page appears.

i@ The Financial Edge
File Edit Miew Go Favortes Tools Help
4 Back & Earvwand I Community Services Inc. ~ » Cash Receipts ™
Shorkcuts =
8 Records + Payments
_+| | records
what do you want to do? Tepashis
— Payments I
%ﬁ Add a New Payrment
E Cpen a Payment
Search for a Payment by payment number
#
Access a Recently used Payment
Payment 1 for Concessions
Payment 3 far Pay phaone revenue
Payment 2 For Application Fees
SNO0AKT
a Plug-Ins
Help
Monthly Reports
‘web Links LI
Welcome to Cash Receipts Done

Tip: To save time when searching for a specific payment record, you can use the Search for a Payment by
payment number field.

Consider the Payments page the starting point for payment records. From this page, you can add a new payment
record or open an existing one. The Payments page also lists recently accessed payment records and provides a
quick find option. Procedures for accessing records from the Records page are discussed thoroughly in the
Program Basics Guide, but this chapter gets you started by showing you how to add a new record and open an
existing record from the Payments page.
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Finding and Opening Payment Records

When you click Open a Payment on the Payments page, the Open screen for payments appears. The Open screen
has a number of filters you can use to narrow your search and quickly locate the payment you want to open. The
search process is not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can
also use wildcard characters if you are not sure how a word is spelled. For more information about wildcards, see
the Query Guide.

To access the Open screen, select File, Open, or from the Payments page, click Open a Payment.

» Opening a payment record from the Payments page
1. From the Payments page of Records, click Open a Payment. The Open screen for payments appears.

Coeen =
Find: IF'ayment ﬂ Search uzing querny: I<Default> ﬂlgﬁ

jgpem 1‘ Aidd a Wew Papment Options

Firnd Faypments that mest th teria: M Exact match only

Dreposit #: I j Client Mame: I j
Paprnent #: I j Cliert 1D I j
Papment date: I EI Source: I j
Check/Reference i I j Amount; I ﬂl
Check./Reference date: I EI Last modified by: I j
System: Icagh Receipts j Last modified on: Ian-'f' tirme j
l Hide Filters | Clear Filtersl Previous FiItersl Filters are not applied ,WI [Hpen | Cancel |

|F'less F7 tozoom

Note: For more information about filtering criteria on an Open screen, see “Filtering Criteria” in the Program
Basics Guide.

2. Inthe Find Payments that meet these criteria frame, enter the criteria you are using to search for the
payment.

3. Click Find Now. The program searches the database and displays all payments meeting your criteria.
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4. Inthe grid, select the payment you want to open.

Coeen =

Find: IF'ayment ﬂ Search uzing querny: I<Default> ﬂlgﬁ

Payment ID Payment date Deposit number Comment Payment amount

B

Fird Payments th iteria: - Exact match only

Deposit #: Client Mame: I
Papment #: Client 1D: I

Source: I
Check/Reference i

Amaunt: I

Check./Reference date: Last modified by: ISupewisol

L 1@l L 1@ L] L
L L e L L L

Syztem:

|
|
Papment date: I
|
|
|

Last modified on: IIast week

Hide Filters | Clear Filtersl Previous Filtersl Filters are applied Find Mow | Open I Cancel

| 1 record found.

5. Click Open. The payment record appears.
[ Pament 5 for Concessionrevenvee M@K

File Edit View Payment Favortes Toolz: Help

ESaveandElosev|u X|N 4 b N|J|ﬂ|1_”ll|?' |
GL Digtribution I Attribgtes.-"NotesI

|Paymenl D5 Wwhy can't | void this payment? Deposit Number 2

Payment for: Iconcession TEvEnUE

Payment date: |D2:’1 4/2003 Receipt status: INot vet printed | l
T otal armount: |$85_DD Post status: IPosted
Category: IEoncession TEVENLE j Post date: |D2.-"1 4/2003

Description: Ime 2/7 basketbal game

Payment method: ICash Vl Frint thiz address on receipts:
Amount bills: |$85.DD
Amount coins: I

[ [ [ |2/24/2003 Y|

6. To save the payment record and return to the Payments page, click Save and Close.

Adding Payment Records

Warning: You cannot create payments until you define a default journal value for Cash Receipts on the Posting
Information page of Configuration.
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On the Payment tab, you enter basic information about the payment, such as the payment method, the payment
category, a description of the payment, and posting dates. You can add payments from the Payments page or
from the Payments tab of an open deposit record. For more information about adding payments from a deposit
record, see “Adding Payments to Deposits” on page 8 of the Deposits chapter.

When you create a payment, you add it to an existing deposit record — therefore, you must create a deposit
record before you can add payments. When you click Add a New Payment on the Payments page, the Open
screen for deposits appears so you can locate the deposit to use for the payment. After you select a deposit and
click Open, the New Payment screen appears.

Warning: You cannot create payments until you define a cash accounts for Cash Receipts in Banks. For more
information about defining cash accounts, see the Banks Guide.

On the Defaults tab of a deposit record, you can create default values for payments that apply to only payments
contained in that deposit. If you assign default values, these load automatically to a new payment record. You can
edit or delete default values at any time. For more information about creating deposit records and payment
defaults, see the Deposits chapter.

We recommend that you set the business rule in Configuration to check for duplicate payments automatically
and specify the criteria for duplicates. For more information about business rules, see the Configuration Guide for
Cash Receipts. If necessary, you can also search for a duplicate record from an existing record by selecting
Payment, Duplicate Search from the menu bar.

» Adding a payment record

Note: You can edit or delete unposted payments at any time. You can void posted payments. Just remember
that deleted or voided payments cannot be recovered! For more information about voiding a payment, see
“Voiding Posted Payments” on page 26.

1. On the navigation bar, click Records. The Records page appears.
2. Click Payments. The Payments page appears.

i The Financial Edge
File Edit %iew Go Favoites Took Help
& Back & o ] Community Services Inc. ™ « Cash Receipts ™
Shorteuts =
i Records * Payments
St _~| | Records
what do you want to do? Deposits
—_— Payments
%? Add a Mew Payment
E Open a Payment
Search for a Payment by payment number
#
Access a Recently used Payment
Payment 1 for Concessions
Payment 3 for Pay phone revenue
Payment 2 for Application Fees
Monthly Reports
Weh Links ;I
‘Welcome to Cash Receipts Done
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3. Click Add a New Payment. The Open screen for deposits appears for you to find the deposit for the

payment.
Boeer =
Find: IDepgsi[ j Search uzing query: |<Default> ﬂ'gﬂ

= |Dpzn Options

M Exact match only
Deposit #: || j Deposit ID: I j
Faprnent #: I j Deposit date: I EI
D escription: I j Entry date: I EI
Status: I Open j Post date: I EI
Brank: I j Last modified by: I j
Syztem: I j Last modified on: I ahy time j
l Hide Filters | Clear Filtersl Previous Filtersl Filters are not applied Find Mow I [Hpen | Cancel |

|F'less F7 tozoom

Warning: You cannot add a payment to a posted deposit even if the deposit is open, unreconciled, or not
marked “cleared”.

4. In the Find Deposits that meet these criteria frame, enter the criteria you are using to search for the
deposit.

5. Click Find Now. The program searches the database and displays all deposits meeting your criteria.
Note: If necessary, you can void payments. If the Void this Payment option is not enabled, click Why can’t |

void this payment? to view a list of reasons why the payment cannot be voided. For more information about
voiding payments, see “Voiding Posted Payments” on page 26.
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6. Inthe grid, select the deposit to which you want to add the new payment. The Open screen for deposits
closes and the New Payment screen appears.

Bhenpomens  mmm|
File Edit View Payment Favortes Toolz: Help

ESaveandElosev|u X|I1 14 » H| | < | Sl |
Payment |QL Distributionl Attribgtes.-"NotesI

|Paymenl 1] Wiy cant | vord this payment? Deposit Humber 3
Payment for: I
Payment date:  [02/24/2003 Receipt status: [Not yet printed = |
Total amaount: li Post status: W
Category: I j Post date: IW
Description: I

Fapment method: 'l Frint this address on receipts:

| | | | |

Note: If you assigned default values for payment fields on the deposit record, those values load automatically
to fields on the payment record. For more information about creating deposit-specific payment defaults, see
the Deposits chapter.

7. In the Payment for field, enter identifying information about the payment, such as the reason for the
payment.
In the Payment date field, enter the date the payment was received.

9. Inthe Category field, select a category from the table or add a new category. The category describes the
source of the payment, such as “Vending machine revenue” or “Yearbook advertising”.

10. In the Receipt status field, select one of the following status types:
e “Printed”- After a payment is printed, the status automatically changes to “Printed”.

Tip: You can select a default print status in Options. For more information, see the Options chapter of the
Program Basics Guide.

* “Not yet printed”- This is the standard status for new payments. After a payment is printed, the status
automatically changes to “Printed”.

¢ “Do not print”- Select this status for a new payment if the receipt has already been printed or does not
need to be printed.

e “Reprint”- Select this status to reprint the payment receipt.

11. Inthe Description field, enter a description of the payment or any other information you want to record
about the payment.

12. The information in the Post status and Post date fields defaults from the deposit record. You post
deposits, not individual payments.

Note: You must have the appropriate security rights to view, add, delete, edit, or output credit card numbers.
If you do not have rights, these numbers are masked. For more information, see the Security chapter of the
Administration Guide for The Financial Edge.
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13. In the Payment method field, enter the method of payment, such as “Credit Card”, “Check”, or “Cash”.
Depending on the payment method you select, other fields appear in which you enter additional

information.

In compliance with Payment Card Industry Data Security Standard (PCI DSS) requirements, the Card
number field allows only 4 digits. For information about PCI DSS, visit http://www.blackbaud.com/pci or
the PCI Security Standards Council website at www.pcisecuritystandards.org.

14. In the Print this address on receipts field, enter the address where the receipt will be sent.

B Poyment 7o Concessionrovere W]
Fle Edit Wiew Payment Favortes Tools Help
ESaveandClosev|u X|N 4 » N| |g|':3’|?v |
nll GL Distribution I Attribgtes/NotesI
|Paymenl 1D 7 ‘wihy can't | void this payment? Deposit Number 3
Payrent for: IEoncession evenue
Payment date: IW Receipt status: W
Total amaount: |$BSDD— Post status: W
Category: IEoncession TEvENLE j Post date: IW
Description: Ime 2/21/03 basketbal game
Payment methad: lm Frint thiz address on receipts:
marttle: 50
Amount coins: l—
| | | | |

15. Before you can save the payment record, you must enter a distribution on the GL Distribution tab. For
more information about payment distributions, see “Adding Payment Distributions” on page 20.

Adding Payment Distributions

Payment distributions contain account distribution information such as credit and debit accounts, amounts to
distribute, and whether to classify distributions using projects, classes, or transaction codes. By pre-defining
distributions in Configuration, you can quickly and easily assign activity to accounts. Cash Receipts automatically
verifies that all distributions balance when you save the payment, so you are assured the distributions will post.

Every payment must have an associated credit account, which you enter in the CR Account Number column. The
DR account number does not appear in the distribution grid because Cash Receipts automatically uses the default

cash account defined for the bank account you selected for the deposit record.

On the GL Distribution tab, you can enter negative distribution amounts to record refunds or credits on the
payment record, which will result in a net amount. And rememeber, negative amounts appear in parentheses.

» Distributing a payment

Warning: You can edit or delete distributions for unposted payments at any time. Deleted distributions cannot

be recovered!
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1. From an open payment record, select the GL Distribution tab.

B Payment 7 for Concession revenue [_ O] =] I

File Edit “iew Payment Favartes Tools Help

ESaveandClosev|u X|N 4 » H|| ? - |
Payment GL Distribution |Attribgtes./Notes|
IDislribuliUn j Interfund: |D4 j u}{,. Entiies "E il
CFR Account Mumber I CR Account Description I Arnaunt Project ID I Project Description

Dijziriiion...  Load Distribution...  Distribute Evenly  Atiitiz: . Delete Al Femaining: $65.00

7|

2. Inthe field above the distribution grid, select “Distribution” or “Miscellaneous Entries”.
3. To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

4. In the CR Account Number column, enter credit accounts for the distribution. When you enter a credit
account number, the description appears automatically.

If you select "Never" for the Allow non-bank transactions to use cash accounts business rule in Accounts
Payable Configuration, you cannot use cash accounts for any non-bank transactions in Accounts Payable,
Accounts Receivable, Cash Receipts, or Payroll because Cash Management settings are shared by these
programs. If you attempt to, a message appears telling you to choose a different account.

Tip: To use a default distribution from Configuration, click Load Distribution.
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5.

Note:

Note:

Enter the amount of the distribution in the Amount column or the percentage in the Percent column.

B Payment 7 for Concession revenue [_ o] =] I

Fle Edit Wiew Payment Favortes Tools Help
ESaveandClosev|u X|N 4 » N|||?' |

Payment  GL Distribution |Attribgtesx’Notes|

IDistribution j Interfund: |D4 j u)i{,. Entries | B | %
CR Account Mumber I CR Account Description I Percent Froject ID I Project Description
01-4300-00 Mizcellaneous Income-Default 100.000 i

vijon...  Load Distribution...  Digtibute Evenly 2 s, Deletedll.. Fiemaining: 0.000

To view transaction attribute information, click Attributes.

If you have the optional module Projects and Grants, you can manually enter project and transaction
information or load a pre-defined transaction distribution.

To manually enter project and transaction information, enter a project identification number in the
Project ID column. When you enter a valid project identification number, the description appears
automatically.

To delete all rows of the grid, click Delete All.

In the Class column, select a class.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code. Skip to step 15.

Transaction distributions must meet fund balancing requirements. If the distributions do not balance,

you must create a balancing interfund entry before you can save the distribution. For more information about
interfund entries, see the Configuration Guide for Cash Receipts.
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10. To load a pre-defined transaction distribution, select the distribution row and click Distribution. The

Credit Transaction Distribution screen appears.

Credit Transaction Distribution [ %]
EEd
Project ID I Project Description I Amount I Class I Misgion I Spendable

$65.00 Unrestricted Met Azsets Maone Spendable

Load Distribution...  Distribute Evenly D ) Fiemaining: $0.00

oK | Cancel |

Note: To divide the distribution evenly among all accounts entered in the distribution grid, click Distribute
Evenly.

11.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single credit account. When you have finished entering information, click OK to

return to the payment record Distribution tab.

To use a default distribution from Configuration, click Load Distribution. The Select a Default Distribution

screen appears.

Select a Default Distribution

Select a Default Distribution to use

Select

Diztribution Name

A1
Cazh Receiptz
Tranzaction Distribution

#] Cancel

[ Add New
(v {Open

i,

< | ¥| 8Find..

= (@ by o Default Distibutions
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12. Select the transaction distribution to load and click Select. You return to the Credit Transaction
Distribution screen and the transaction distribution appears in the grid.

Credit Transaction Distribution [ %]
I B %l

Project ID I Project Description I Amount I Class I Misgion I Spendable

10m Annabelle Jahnzon Endowment $65.00 Unrestricted Met Azsets Maone Spendable

Load Distribution... - Distribute Evenly  Delete Al Fiemaining: $0.00

oK | Cancel |

Note: To preview General Ledger debits and credits for the payment, click DR/CR Entries.

13. Click OK to return to the GL Distribution screen. The project and transaction information appears in the
grid.

Glossary: An interfund entry is a balancing entry made to transfer activity between funds and ensure each fund
is kept in balance.

14. The Interfund field lists all interfund sets available for use in Cash Receipts. Interfund entries are used
only when you enter a credit account from a fund different from the default debit cash account. If this
occurs, Cash Receipts automatically adds the interfund set created for the credit account you are using. If
you have not created an interfund set for this credit account, you cannot save the distribution. For more
information about interfund entries and entry sets, see the Configuration Guide for Cash Receipts.

15. To save the payment and return to the Records page, click Save and Close.

Printing Payment Recelpts

Printing a payment receipt is a simple process you can use to quickly and efficiently print a hard copy of a
payment record. When you print a receipt from the record screen, you select File, Print on the menu bar and
select a parameter file.

Parameter files are used to customize the look of the receipt, as well as the information included in the form. The
parameter files for receipt forms are created and stored in Mail, which you access from the navigation bar. From
Mail, you can add, edit, delete and print multiple payment receipts. For more information about creating
parameter files for receipts, see the Forms chapter of the Mail Guide.

When printing a single receipt for a specific payment record, you can select a previously created parameter file or
create a new one. If you select a saved parameter file, the receipt prints automatically. If you click Add New, the

New CR Receipts screen appears displaying the General tab. This is the same screen you use to create receipts in

Mail for Cash Receipts. All CR Receipt parameter files are stored in Forms for Cash Receipts and can be accessed
from the Select a Parameter File screen. For more information about creating parameter files for CR Receipts, see
the Forms chapter of the Mail Guide.

» Printing a payment receipt from the payment record
1. Open the payment record for which you want to print a receipt.
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Note: Receipt parameter files are stored in Mail, which you access by selecting Mail on the navigation bar in
Cash Receipts. In Mail, you can add, edit, delete and print multiple payment receipts.

2. To select the printer to use, from the menu bar, select File, Print Setup and select the printer in the Name
field. Skip this step if you want to use the default printer.

3. Onthe menu bar, select File, Print. The Select a Parameter File screen appears.

Select a Parameter File

Select a parameter file to use for CR Receipts

d

Select

#] Cancel

M idd Mew
< Open

4 Find...

[~ Only show my parameter files

4. Select a saved parameter file to print the receipt automatically using saved parameters or click Add New
to create a new parameter file.

5. If you click Add New, the New CR Receipts screen appears displaying the General tab.

New CR Receipts
File Edit “iew Favontes Tools Help
H &= & ?-

1: General ]2: Filters ] 3 .&ttlibutes] 4: Format ]

Include paymentz with these dates:

Payrment date: Include all dates -
Depasit date: Include all dates -
Include payment numbers from: | ﬂ to | ﬂ
Include deposit numbers from: | ﬂ ] | ﬂ

Include: papments whose status is: | | nprinted | then chanhge the status to printed.

[ Create an output query of

| Mest » | Cancel | Print | Previeﬂ| Layout

Press F¥ for Payment Search

6. Create the receipt’s parameters by making selections and entering information on each of the receipt
tabs. For more information about fields and options for CR receipts, see the Forms chapter of the Mail
Guide.

7. Click Print to print the receipt.
Click Save to save the new receipt. The Save Report as screen appears.
9. Enter a name in the Mailing name field and a description of the receipt in the Description field.
10. Click Save. You return to the CR Receipt screen.
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11. Close the CR Receipt screen to return to the Select a Parameter File screen. The new receipt parameters
appear in the list.

12. Close the Select a Parameter file screen to return to the payment record.

Voiding Posted Payments

Using the Void this Payment option, you can void a posted payment.

If you are unable to void a payment, click Why can’t | void this payment? on the Payment tab of a payment
record. A help file topic appears offering reasons why the payment cannot be voided, such as the deposit has
been reconciled or cleared, the payment is open in ready only mode, or the payment has not been posted. The
Why can’t | void this payment? link only appears on payment records that have not yet been voided.

When you void a payment, if you have the optional module Cash Management, you have two options for how the
deposit amount is adjusted. You can select to keep the deposit amount the same or to reduce the deposit by the
amount of the payment. Keeping the deposit amount the same is useful when you receive a payment with
insufficient funds, while reducing the deposit is useful to correct an entry error. If you do not have Cash
Management, the deposit amount is reduced by the amount of the payment.

A payment cannot be voided if its deposit is marked as cleared or closed, or if the deposit is reconciled. If you
have Cash Management, when you void a deposit, adjustments are created for each payment in the deposit,
bringing each payment amount (and the total deposit amount) to $0. If you do not have Cash Management, a
reversal posts to General Ledger for the deposit amount. For more information about voiding deposits, see
“Voiding Posted Deposits” on page 12 of the Deposits chapter.

» Voiding a posted payment
1. Open the posted payment record you want to void.

B Payment 1 for Concessions =] B3 I

Fle Edit Wiew Payment Favortes Tools Help

ESaveandClose'|u X|N 4 b N| |ﬂ|'ﬁﬂ’|?' |

Pagment | GL Distribution I Attribgtes/NotesI

|Paymenl 1D 1 why can't | void this pagment? Deposit Humber 1
Payrnent for: IEoncessions

Papment date: [T IEEEINE Receipt status: W
Tatal amaourt: l:{;SDDD— Post status: IW
Category: IVending machine revenue j Pozt date: IW
Description: Itest

Fapment method: IEash 'l Frint this address on receipts:

Amount bils: |$5D.DD
Amount coins: I

Press F3 for today's date, F7 for calendar Deposit Ticket printed: 02/07/2003 /il
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2. From the menu bar, select Payment, Void this Payment. If the deposit associated with the payment is
closed, a screen appears prompting you to change the deposit’s status to open.

9P ) The deposit assaciated with this payment is closed,

\.,_-

Do vou want ko change the deposit's status to open so the payment can be voided?

ok I Cancel |

3. Click OK. The deposit’s status is changed to open and the Void Payment screen appears.

&% Woid Payment

Payment 7 i Deposit 3 will be marked az Voided.

How do you want to address the voided payment amount in the deposit?

{* Leave the total deposit amount the same and create an offsetting bank. adjustment for $65.00

(" Reduce the total deposit amount by $65.00

Woid Payment Mow LCancel

4. If you have the optional module Cash Management, mark the option for how you want the deposit
amount adjusted: Leave the total deposit amount the same and create an offsetting bank adjustment
for <payment amount> or Reduce the total deposit amount by <payment amount>.

If you do not have Cash Management, the only option is to reduce the total deposit amount by the
payment amount, so you do not need to mark anything.

5. Click Void Payment Now. You return to the payment record. All fields are now disabled and “Voided”
appears in the payment ID bar at the top of the tab.

6. Click X to exit the payment record.
Managing Payment Attributes and Notes

Note: If you mark an attribute as “Required” in Configuration, the attribute automatically appears on the
payment and you must select a description before saving.

You can further define a payment record by adding information to the Attributes/Notes tab. An attribute is a
reporting tool you use to group information based on a common theme. With attributes defined, you can filter
information to your specification — a useful feature for sorting or filtering payments for reports. You can also
define the type of data stored for each payment. For example, if you have defined an attribute for receipt
methods, you can track how payments are made — by mail, phone, online, or in person.

With notes, you can record special information about the payment you may need later.
For more information about attributes, including adding attribute types, see the Configuration Guide for Cash
Receipts.

» Adding an attribute to a payment

Note: You can edit attributes at any time, and you can delete attributes that are not marked “Required” in
Configuration. To view or edit saved attributes, select “All Categories” in the Attributes type field.
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1. From an open payment record, select the Attributes/Notes tab.

E Payment 7 for Concession revenue [ _ (O] %]
Fil= Edit View Payment Favortes Tools Help

ESaveandClosev|u X||‘ 4 » »|||?v |
F’a_lgmentl GL Distribution  Attributes/Maotes |

LR < Al Categonies> -

Up  Down -

Altribute Type Drescription I Short Desciiption Date I Required I

=

Comments

Notes:

|

Z

2. In the Attribute type field, select “All Categories” to add new attributes.
Note: To add an additional blank row to the grid, click below the last completed row.

3. Inthe Attribute type column, select an attribute type. Attribute types are defined in Configuration. For

more information about defining attribute types, see the Configuration Guide for Cash Receipts.

Note: The Short Description column and the Required checkbox are for informational purposes and are
edited only from the Attributes page of Configuration.

4. In the Description column, enter a description of the attribute.

5. Inthe Date column, enter a date.



6. In the Comments column, enter comments.
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Fle Edit Wiew Payment Favortes Tools Help

ESaveandClosev|u X|“ 4 » "|||?'

B Payment 7 for Concession revenue [_ o] =] I

F‘a_lgmentl GL Distribution  Attributes/Motes |

o <o)l Categoriess -

Notes:

Altribute Type Drescription I Short Desciiption Date I Required I Comments
Receipt Method Fhoned in 02/24/2003 (]
EPayment Proceszaor  Bob 0z/24/2003 ol
[

|

Note: To add an additional blank row to the grid, click below the last completed row.

7. When you exit the Attributes/Notes tab, your changes are saved automatically.

» Adding a note to a payment

1. From an open payment record, select the Attributes/Notes tab.

Note: You can edit or delete notes at any time. Just remember that deleted notes cannot be recovered!

2. Inthe Notes field, enter additional information about the payment.

File Edit View Payment Favortes Toolz: Help

E]Saveandﬁlosev|u X|N L N||

B Payment 7 for Concession revenue M=l E3 I

Pa_lgmentl GL Distribution ~ Attributes/Notes |

Attribute type:

<4l Categories: -

Notes:

Up  Diogn -
Attribute Type Drezcription I Short Description Date I Required I Comments
- Feceipt Method Fhoned in 0z2/24/2003 -
| Payment Processaor | Bob 02/24/2003 v
-

Send a copy of the receipt to Athletic Dept.

[

|F'ress F7 to zoom |

|

3. When you exit the Attributes/Notes tab, your changes are saved automatically.
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