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*Step-by-step user guides are available at:

SABHRS Documentation > Financials > User Guides
> Accounts Receivable
Accounts Receivable

When an agency receives payments, they must deposit the money into the state’s bank account. This is accomplished through creating and submitting deposits. 

Creating a deposit typically is a two-step process: enter the deposit and specify the payments contained in the deposit, and create the accounting entries to tell the system into which account the funds should be placed.

Enter a Deposit

To create a new deposit, navigate to:


Accounts Receivable > Payments > Online Payments > Regular Deposit
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The Deposit Unit generally refers to an agency number or Business Unit. Some agencies have numerous deposit units to account for the various types of payments received or the source of the payment. Enter the appropriate 5-digit deposit unit into this field.

The system will assign the next available Deposit ID number if you accept the default value of “NEXT.” If your agency is not using automatic numbering, you may overtype the default with the number you wish to assign to the deposit. However, if you assign a number, the automatic numbering starts with that new number; that is, numbers prior to the number you entered will not be assigned or used. 

[image: image71.jpg]


If you wish to make a correcting deposit, you may use alphabetic characters in the Deposit ID field. For example, if the deposit you are correcting is number 1201, you may use a number such as 1201A, if you wish. 

Click the Add button. 

Totals Page

Enter the type of deposit and the control totals for the deposit on the Totals page.  The Delete Deposit button becomes active once the deposit has been saved. 
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The Accounting Date displays the current date, by default. As this date refers to the date you entered the deposit, it is rare that you would change this date. 

The Bank Code indicates into which bank account (and the bank location) the funds were deposited. Most agencies located in Helena will primarily use the bank code for the Treasury account (999) or wire transfers (028). Agencies located outside of Helena often deposit funds into a local bank, and the funds are then swept from those accounts and placed into the Treasury’s primary bank account. 

You can use the lookup icon [image: image3.bmp] to search for a valid Bank Account or enter the appropriate value. The options available in this field are dependent upon the value entered in the Bank Code field. 

The Deposit Type indicates the type of funds being deposited and is primarily for agency use to describe the deposit, since this field is displayed on a number of reports. One of the most common deposit types is “Regular,” but you may use the lookup icon to select another type (e.g., checks, credit cards, etc.) from the list of valid values. Select a deposit type by clicking the link in the associated row.
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Cash, checks, and money orders can be combined on the same deposit; however, Canadian deposits and wire transfers cannot be combined with other deposit currencies. 

In the control totals section, enter the total amount of the deposit in United States Dollar (USD) currency. You will have an opportunity to list the types of payments individually (if desired) on the Payments page. The sum of all payments will need to equal the amount you enter in this Control Total Amt field. 
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The Count refers to the number of sequences (payment descriptions) included in the deposit. You may combine similar items, if desired, based on the groupings most logical for your processes. For example, instead of listing 20 individual checks, you could list all 20 checks under one “license registration” payment. Conversely, it is not necessary to create 30 different deposits for 30 different checks – they can all be listed separately on the same deposit, depending upon your preference. 

Deposit Reference Page

The Deposit Reference page is provided for entering additional information about the deposit. The Treasury staff uses the Bank Reference field on this page to document the wire reference number on wire transfer transactions. 
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Agencies may use the Description field on this page, if desired, to make note of any special information related to the deposit.
Payments Page

The Payments page allows you to input a sequence or description for each item on the deposit. Checks can be grouped together or listed separately based on agency processes/preferences. Enter a payment ID and amount for each sequence on the deposit. 
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You may insert additional rows for each sequence as necessary by clicking the Add a Row button [image: image8.bmp]. Similarly, you can click the Delete Row button [image: image9.bmp] to delete extra rows. 

After entering the Payment ID (basically a description) and tabbing out of the field, the screen will “blink” momentarily while the information on the page is being refreshed. Keep this in mind when tabbing from one field to another on this page and give the page time to refresh before attempting to enter information into another field.

The total number of sequences on the deposit and the number of the sequence currently in view is listed on the right side of the blue title bar. The number of sequences must match the count number entered in the control totals section on the Totals page.
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You must check the “Journal Directly” box for each sequence in order to be able to create the accounting entries later. 

When you have entered all payments, click the Save button. Notice that when saved, a number is assigned in the Deposit ID field. 
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Note: The entire deposit must be balanced (debits must equal credits) in order for the deposit to post. The Payments page displays whether the deposit is Balanced or Not Balanced, and the Totals page (under the control totals section) will notify you of any differences between the sum of payments and the control total amount. 

After making any necessary changes, you can click the Refresh button [image: image11.png]% Refresh



 (at the bottom of the page) to update and double check the balance status.

Create Accounting Entries

The next step in preparing a deposit is to create the accounting entries. To create the accounting entries, navigate to:

Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
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Search for Deposit

To create accounting entries, you must first retrieve the deposit you previously entered. The search will return a list of all deposits that have not posted. The displayed search page should automatically populate with the Deposit ID you entered (if you navigated through the menu), however, you can enter the deposit ID, or search for all deposits in your business unit by searching by the deposit unit field only. 

Other fields by which you may search include payment sequence, payment ID, or user ID of the person who entered the deposit. The drop-down lists provide additional flexibility to help you conduct your search. 

[image: image73.wmf]Note that any deposits that have been approved, or marked complete, will not appear in this list. In order to appear in this list, deposits must have been marked “Journal Directly” AND must not be marked “Complete.”

Select the deposit by clicking the link in the associated row. If more than one payment exists on the deposit, click the first payment sequence. 
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Enter Account Coding

On the Accounting Entries page, enter the accounting information and amount for each sequence. It is not necessary to enter the cash lines, as the system will create them for you, provided the deposit is balanced.

[image: image14.png]Accounting En

unit:

11040 DepositID: 1873 Payment: SMITH CK#4509 S

Amount: 265.00 USD

CIcomplete  Budget status:

T su

104 Q| -26500 USD Q\ﬁﬁmnz Q\nzxnn Qo Qo Q|

1 Lines Total Debits: 000 Currency: USD Total Credts: 26500 Currency: USD Net -285.00

Accounting Entries | Deposit Control | Deposit Reference





[image: image74.wmf]The Line Amount you enter must be the opposite sign of the payment received. For example, if you have a negative payment, then the line amount is positive. 

When you have finished entering the account coding, create the accounting entries by clicking the Create icon [image: image15.bmp].
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Note that once you have created the cash lines, before you can make changes (if necessary) to the chartfields, you must delete the cash lines. To delete the cash lines, click the Delete icon [image: image17.bmp]. Remember to re-create cash lines when you have finished making any changes. 

Save your work and proceed to the next payment sequence by clicking the Next in List button [image: image18.png]“E Nextin List



. 

SpeedCharts

A SpeedChart is a saved set of accounting values that can be used repeatedly when coding transactions in the system. SpeedCharts reduce the number of keystrokes required of users when entering transaction coding, thereby saving time and promoting efficiency for these users. SpeedCharts are established and maintained by each agency, based on their needs and processes. 

You may use a speedchart while creating accounting entries if your agency has previously set up the speedchart. To use a speedchart, you must first enter the negative dollar amount in the Line Amount field and then click the Speedchart button. 
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In the now-active speedchart field, you may either type in the desired speedchart key or click the lookup icon to select one from a list of valid values. 
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Upon tabbing out of the speedchart field, the lines will populate with the values from the speedchart. If the speedchart you used contains an account value, it is not necessary to click the Create icon [image: image21.bmp], as use of the speedchart automatically creates the offsetting cash line(s), as well. 

If the speedchart does not contain an account, you will receive the following message:
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Clicking the OK button will result the display of a message advising that you must enter an account before cash lines can be created:
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Click the OK button and enter an account, then click the Create icon [image: image25.bmp]. As long as the speedchart value is valid, the red shading will disappear upon creation of the cash lines. 

Save your work and create the accounting entries for the remaining sequences in the deposit. 
Approve a Deposit

Before a deposit can be posted, it must first be approved and achieve a valid budget checking status. 

To search for the deposit to be approved, navigate to:

Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

Search for the deposits to be approved by entering the search criteria and clicking the Search button. 
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Select the first payment of the deposit to be approved by clicking one of the links in the associated row. Click the “Complete” select box and then click the Save button. 
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Note that each payment sequence must be marked as Complete in order for the deposit to process successfully.  

Navigate to the next payment in the list by clicking the Next in List or Previous in List button and repeat the process.

Once a payment has been marked complete, it can no longer be viewed under the Create Accounting Entries component. To view a payment after it has been approved, you must first remove the checkmark from the Complete box in the Modify Accounting Entries component.
Modify Accounting Entries

In this component, users may view payment accounting entries and make available for correction those deposits that have already been marked as complete, as long as they have not been budget checked or posted. Although the name suggests that corrections to a deposit could be made in this component, the only change to deposits that can be made is to remove the check mark from the “Complete” select box. 

Navigate to:

Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries
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Enter search criteria for the deposit payment you wish to view or correct. The Deposit Unit is a required field. You may enter parameters in any of the other fields by which you wish to search. Since the system will only return the first 300 results that match the search criteria, it is suggested you narrow the scope of your search so that the results are meaningful and manageable. 

Select the deposit payment sequence by clicking one of the links in the associated row. 
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On the Directly Journaled Payments page, click the “Complete” select box to remove the checkmark. Once you have removed the checkmark, the following message will appear:
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This message simply reminds us to return to the Create Accounting Entries component in order to make changes to this deposit payment. 

Click the OK button and save your work so that the deposit payment will again appear in your search results in the Create Accounting Entries component. 


Remember to delete the cash lines in order to enable the chartfields for editing. 

Delete a Deposit

You can delete a deposit, providing that it has not been budget checked or posted, however, the status of the deposit will determine the steps necessary to delete the deposit.

Delete Deposit (No Journal Lines Exist)

To delete a deposit for which no journal lines have been created, navigate to: 

Accounts Receivable > Payments > Online Payments > Regular Deposit
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Enter search criteria for the deposit payment you wish to delete. The Deposit Unit is a required field. You may enter parameters in any of the other fields by which you wish to search. It is suggested you narrow the scope of your search somewhat to ensure a more efficient search. Select the deposit to be deleted by clicking one of the links in the associated row. 

By default, the system displays the Totals page. Click the Delete Deposit button to delete the deposit.
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The system attempts to confirm you wish to completely delete the deposit by displaying the following message:
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Click the Yes button to delete the deposit; click the No button to return to the previous page (will not delete the deposit). 

Once deleted, the deposit fields appear inactive to indicate the deposit has been deleted. Subsequent searches for this deposit number will display no results, as the number cannot be used again for a deposit. 

Delete Deposit (Journal Lines Exist)

To delete a deposit for which accounting lines have been created, navigate to:

Accounts Receivable > Payments > Online Payments > Regular Deposit

Enter search criteria for the deposit payment you wish to delete. The Deposit Unit is a required field. You may enter parameters in any of the other fields by which you wish to search. Since the system will only return the first 300 results that match the search criteria, it is suggested you narrow the scope of your search so that the results are meaningful and manageable.  
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Select the deposit you wish to delete by clicking a link in the associated row. 

Hint: If you are unable to find the deposit in this component, navigate to:

Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries 

Locate the deposit and delete the accounting entries before returning to this component and attempting to delete the deposit. 

Delete the accounting or journal lines by clicking the Delete icon [image: image35.bmp] for each sequence in the deposit. 
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Be sure to save each sequence after deleting the journal lines.

To finish deleting the deposit, navigate to: 

Accounts Receivable > Payments > Online Payments > Regular Deposit
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Enter your business unit and the Deposit ID number of the deposit you wish to delete. 

Click the Delete Deposit button. 
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The system attempts to confirm you wish to completely delete the deposit by displaying the following message:
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Click the Yes button to delete the deposit; click the No button to return to the previous page (will not delete the deposit).

Once deleted, the deposit fields appear inactive to indicate the deposit has been deleted. Subsequent searches for this deposit number will display no results, as the number cannot be used again for a deposit.

Delete Deposit (Approved)

To delete a deposit that has already been approved, navigate to:

Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries 
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Enter search criteria for the deposit payment you wish to delete. The Deposit Unit is the only required field, however, you may enter any other desired parameters to narrow the scope and ensure a more efficient search. 

Select the deposit to be deleted by clicking a link in the associated row.
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Change the status of the deposit by removing the checkmark from the “Complete” select box for each payment sequence in the deposit. Depending upon agency procedures and processes, you may need a supervisor to remove this approval. 

Click the OK button when the confirmation appears, and then save the deposit. 
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Changing the deposit status now allows you to delete any journal lines that have been created for the deposit in the Create Accounting Entries component. To delete the journal lines, navigate to: 

Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
If you navigate through the menu, typically the system will “remember” the deposit you were working on and pre-populate the search page with the appropriate information. If you navigated through the Accounts Receivable home page or by using My Favorites, you will need to enter search criteria to find the deposit you wish to delete. The Deposit Unit is the only required field, but you may enter additional parameters in any of the other fields by which you wish to search, if desired. It is suggested you narrow the scope of your search somewhat to ensure a more manageable list of results.

[image: image43.png]Create Accounting Entries
Enter any informatian you have and click Search. Leave fields blank fr a st af all values.

P = I T E—
Dopositn: T | —
Pomentsoence: [ =] [
Paymont : | —
wser s —
nosignod operator b [regmewin =]

I case Sensitive

seann | o | s susnn © s s cus

Search Results

Tot1 [3] Last

[beposit Unit [Deposit I Payment Sequence Payment I [User ID [Assigned Operator Ib lion Customer Dist Balanced|Entered Date

10s0 1650 1 MEREODE CAZ000 CAZ000 Balanced 06/20/2008




 

Select the first sequence in the deposit to be deleted by clicking a link in the associated row. Delete the accounting or journal lines by clicking the Delete icon [image: image44.bmp] for each sequence in the deposit. 
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Be sure to save each sequence after deleting the journal lines.
To finish deleting the deposit, navigate to: 

Accounts Receivable > Payments > Online Payments > Regular Deposit

Click the Find an Existing Value tab and enter the business unit and the Deposit ID number of the deposit to be deleted. 
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Hint: If you are unable to find the deposit in this component, return to:

Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries 

Re-create and delete the accounting entries and save each sequence before returning to this component to delete the deposit. 

Click the Delete Deposit button. 
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The system prompts you to confirm that you wish to completely delete the deposit with the following message:
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Click the Yes button to delete the deposit; click the No button to return to the previous page (will not delete the deposit).

Once deleted, the deposit fields appear inactive to indicate the deposit has been deleted. Subsequent searches for this deposit number will display no results, as the number cannot be used again for a deposit. The deposit cannot be “un-deleted,” therefore, once it has been deleted, you would need to re-enter a new deposit. 

Budget Checking

Although all approved deposits are automatically budget checked during nightly batch processing, SABHRS provides the option for users with the appropriate security to budget check deposits online. 

To budget check a deposit, navigate to:

Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
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Enter the search criteria and click the Search button to retrieve the pending deposits. Click one of the links in the associated row to select the deposit you wish to budget check. 

Upon entering the page, you will see no Budget Status is listed. 
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Mark the deposit as “Complete,” then save the deposit to approve the deposit and activate the budget check icon. 
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Click the budget check icon to invoke the budget checking process. 

When the budget checking process has completed, the Budget Status field is updated to display the results. If the budget check is valid, you will no longer have the option to change the complete status, delete accounting entry lines, or go back to the Regular Deposit page and delete the deposit; a correcting entry or offsetting payment would be required, if mistakes were identified at this point. 
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Budget checking is specific to each payment sequence, therefore, if one of the payments fails budget check, the entire deposit will fail to post (even if the other sequences successfully passed budget checking). To ensure a deposit will process successfully, you should budget check all sequences on the deposit.  

Research Budget Errors

If the budget checking process failed on a payment for any reason, the Budget Check Options icon [image: image53.bmp] becomes active. 
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In order to review the cause of the budget error, you can either navigate to the Commitment Control module through the menu, or click the Budget Exceptions icon [image: image55.bmp]. This page informs you of the basic data concerning the error found during budget check. 
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Click the OK button to return to the payment. 

Click the Budget Check button to attempt to budget check the payment again, if desired. If errors still exist, the following message will display:
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Click the No button to go back to the previous Commitment Control page. 

Click the Yes button to go to the Miscellaneous Payment Exceptions page for a description of the budget error. Clicking the Go to Transaction Exceptions link will also take you to this payment exceptions page) 
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This page lists the ledger group and business unit against which the error was found.

Clicking the Drill Down to Transaction Line icon [image: image59.bmp] will display the coding information used on the deposit, to allow you to determine where the budget error exists. 

To go to the Budget Exceptions page, first click the Go To … icon [image: image60.bmp], …  
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… then click the Go to Budget Exceptions link.
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· Clicking the Drill Down to Transaction Line icon [image: image63.bmp] displays the drill down page, which provides the coding used in the payment that failed budget checking.
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This page assists in your research of budget check errors and informs you of basic data concerning the error found during budget check.  Click OK to go back to the payment.
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 Clicking the Go To… View Related Links icon [image: image66.bmp] will link back to the budget exceptions page (seen above).  
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  Clicking the Budget Exceptions icon [image: image68.bmp] links back to the Commitment Control information page (seen previously).  

Congratulations on completing the Deposits class![image: image69.bmp]



























