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About this Courseware

This courseware assumes students understand the basics of using a Windows-
based computer, and are comfortable using the keyboard and mouse. Students
should also be comfortable navigating the file structure of their computer in order
to create and manage files and folders. Understanding of and experience with
printing and using a Web browser is also encouraged.

This courseware is not exhaustive in covering every possible scenario or area of the
application. Its intent is to showcase key areas and procedures that are covered in
more detail in the software manual, and it has been designed as a reasonable
outline of the information and order followed during your training on the software.

BS&A's applications are designed to anticipate every need of your department. As
not all municipalities have identical procedures, some aspects of this courseware
may not be necessary, while some of your training might involve scenarios not
covered by this courseware. Training is tailored to the individual municipality.

Customers and potential customers have unlimited access to our Tech Support
department; feel free to contact them at any time with questions.
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Section 1: User Setup and Database Groups

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Establish user and password security
o Addusers

o Set up Shared Database Groups



Lesson 1.1: Security Settings

Four basic security settings are available: Disallow Login to Cash Receipting; No Access
(Read-Only); Full Administrator Access; Custom (Limited) Access.

Fle View Navigaton DataEntry User: JACK
Application Views | Disallow Loginto Cash Receipting
=] Counter Receipt Entry No Access (Read - Only)
* | Department Receipt Entry
i Quick Receipt Entry . Full Administrator Access A
[]] Tables: Receipts @ Custom Access For Cash Receipting
[77] Program Se
=) Frogr e The user will have selective access to the system, (
7 2 Check All Uncheck All |
Quick Search Categories Security Options |
Receict ¢ 4 |
;:: i. Rt 5 Banking Create deposits
Recaiot Rem Amount CR Setup Setup Banks
Database
Notifications | Help Menu
Prog! Setuy
Open Receipts < fa:' :tv
eceipts Secu
1 Open... ($500.00)
Reporting
Unposted Journal Entries:
None
S’ & X Copy Security Settings from an existing User.
I
BSSA Message Center "
| Close } -
Interest Date -03/26/2013 1, 88 Q@
1.1: Security Settings CLOSE X

Disallow Login

Users are initially set to this access when first added (or imported, if using Active Directory
users) so that, as an example, access to Payroll is not accidentally given while creating a
user for Tax.

No Access (Read-Only)

The user can open the program and look around, but cannot edit any data. This is rarely
used, as No Access (Read-Only) users cannot even print a report of the data they are
viewing on the screen.

Section 1: User Setup and Database Groups
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Full Administrator Access

The user will have lookup/edit access to all areas of the current application (a spreadsheet
of security settings is available; your trainer will address this, or you may contact Tech
Support). These settings are to the BS&A application only. Jack can be set as a Full
Administrator Access user in AP, but have custom access set in GL. For full Administrator
rights over all BS&A .NET applications, an additional security level exists for Enterprise
Administrator.

Enterprise Administrators have the highest security level in the program and have rights to
perform tasks that affect both users and user groups in all shared BS&A applications. For
example, if Jack should have admin rights in Tax, but restricted rights in GL, do not check
this box. If checked, Jack will have admin rights in GL as well. Enterprise Administrators
have the rights to add or delete any other user (including an Enterprise user). A user must
be marked as "Enterprise" in order to access the Shared Program Folder.

Custom (Limited) Access

Custom access is separated into categories, which are then separated into security options.
If a number of users will have the same custom access, you can either copy settings from
another user, or set up a User Group (see page 14). If a custom-access user attempts an
operation for which he is restricted, the program will pop up a message; for example:

Security Error X
'6.' Error:
"W oy do not have security access to the users setup.,
* * * * gacurity Reference * * + *

Category: Program Setup
Item: User Setup

Close

Section 1: User Setup and Database Groups
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Lesson 1.2: Password Security

This is an entirely optional feature that allows an Enterprise Admin user to set
requirements on individual users' passwords.

1. Go to Program Setup>Administration>Password Security.

The Verify Passwords Against Active Directory... setting should only be used under
the direction of I.T. Support. If checked, it will change everyone's password (if already
set up) in every BS&A program.

2. Check the Use Password Requirements box.

3. Select your options.

Regarding the other two settings appearing at the top of the screen:

o BSA Users May Only be Imported from Active Directory. If checked, the ability to
manually add users is eliminated. Users can only be added by importing them from
Active Directory.

o Only Enterprise Admins May Add New Users. If unchecked, users set up with
either Full Administrator Access or with Custom Access to the User setup screen will
be able to add users.

Section 1: User Setup and Database Groups
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Lesson 1.3: Adding Users
Option 1: Manually Add a User

1. Go to Program Setup>Administration>Users.

2. Click &7

and enter the User Name.

3. (Optional) Enter the full Name, the user's Email, and any fields' in the Other
Information pane.

| Users g
— SN E S F) gladd g)Deets | [dAudt | §F Toos + | il View User Group Report New User E‘j
- User Name: JSMITH =
Name:  JIM SMITH
L £-Mal: e T
¢ JSMITH@EMAIL.COM [ User Setup Lists... |
. . TRt At BN
e F e ® ||
. Division: (#) User Field 2 #) [
3 Office: (] || EnterpriseAdministrator HELP
Phone: () . Ext:
Phone2: () - I
-
[ Change Password... ’ I Auto Login... ] [ Security Settings... |
‘ Set Active " Database...
—_————
View changes... | Discard Changes | ] Close ‘
BSBA Message Center

Lesson 1.3: Adding Users

CLOSE X

4. If applicable, click Set Active [application name] Database.

5. Once you have all of your users entered, you may (optionally) set passwords (see
page 10) and set up either individual security or group security (see page 14).

'With the exception of Enterprise Administrator; please contact BS&A I.T. Support for assistance.

Section 1: User Setup and Database Groups
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Option 2: Import Users from Active Directory

Go to Program Setup>Administration>Users.
&Tﬂuls -

Click
(Optional) Set a Default Password.

>Import Users from Active Directory.

(Optional) Set a Username, Name, and/or Email filter to reduce the amount of names
to select from.

Move the items from the left column to the right column.
Click Create New Users, then Ok.

File View Navigation DataEntry Tasks Reports Utiities BS8A Appliicaions Hebp

o k. Users &
*‘ JA o [E 8 g)add g)Deete | ldAudit | i Tools v | (il View User Group Report User 10 of 14 |
r
. Import Users From Active Directory
o Default Password for new User Accounts: (Leave empty for no password)
Active Directory Users (Not in BS&A Database) Users to Create and add to Database
User Name Name | EMal ~ )bq;quum Name EMai
. J0ufio Jessica Dufio (‘ = Jhafner Jason Hafrer
fnaifman Jenny Halfman
- Jhowe Jeff Howe
jrohnson Jeff Johnson
Jatona Josh Katona
Mein Justin Klen
- JXohagen Jason Kohagen
JLatuszek Jeremy Latuszek
€|
Create New Users

BSBA Message Center |

L) Reminders (0) ! o

Lesson 1.3: Adding Users

CLOSE X

Locate one of the users you just imported.

(Optional) Enter or verify the user's Email, and fill out any fields (see footnote) in the
Other Information pane.

If applicable, click Set Active [application name] Database.

Once you have all of your users entered, you may (optionally) set passwords (see
page 10) OR activate auto login (see page 12), and set up either individual security or
group security (see page 14).

Section 1: User Setup and Database Groups
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Lesson 1.4: Set Up Passwords

Follow these instructions if you will be setting up passwords in the BS&A programs as
opposed to using Active Directory Auto Login (see page 12).

1. Go to Program Setup>Administration>Users and locate the user.
2. Click Change Password.

3. Type the password (may be subject to some type of password security; see page 5) in
New Password and Confirm New Password.

4. Click Save Password.

Repeat for additional users.

Section 1: User Setup and Database Groups
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Lesson 1.5: Active Directory Auto Login

This is an entirely optional feature that allows an Enterprise Admin user to tell the
programs to bypass the step of users having to enter a user name and password, provided
the user name matches the user name set up in Active Directory.

1. Go to Program Setup>Administration>Active Directory Auto Login.

2. Select Use Auto Login Feature.

3. Check the Require Active Directory box and enter your Domain Name. Please contact
I.T. Support for assistance with the When Auto Login Fails... setting.
At this point, the use of Auto Login is enabled, but users still have to optin. This can
be done through the Users setup screen, or users may do it themselves on their My
Settings screen.

Section 1: User Setup and Database Groups
12 Cash Receipting



Notes

Cash Receipting

Section 1: User Setup and Database Groups

13



Lesson 1.6: Set User or User Group Security

Setup of User/User Group security is not necessary on Enterprise Admins.

Set Individual User Security

This may not be necessary if the individual user will be part of a User Group. If, however,
the user is part of a group but will have additional individual security, setup here is
necessary.

1. Go to Program Setup>Administration>Users and locate the user.

2. Click Security Settings and set security for the current user. If "Custom Access," go to
each Category to receive its security options and check the appropriate boxes to the
right.

Click Close to return to the Users screen.

Repeat for additional users.

Copy Individual User Security Settings (Optional)

Copying a user's custom security settings is helpful when adding additional users that will
have much of the same security. For example, Cash Receipting .NET has well over 50
individual security options per user. Setting these options once and copying to multiple
users is a faster way to get users up and running. If individual users will be part of a User
Group, this may not be necessary.

Go to Program Setup>Administration>Users and locate the user to copy to.
Click Security Settings.
Select Custom Access.

Click Copy Security Settings from an existing User.

v b=

Select whether to search by Name or User Name, enter the criteria, and click Ok. If an
exact match isn't found, a list of results will appear; double-click the appropriate user
name to copy from.

Section 1: User Setup and Database Groups
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Set User Group Security

10.
11.

Go to Program Setup>Administration.

Add or import users but do not go into the Security Settings screen.

Click Close to exit the Users screen; you will be on the Administration tab of Program
Setup.

Click User Groups.
Click [ &1

and enter the Group Name.

Enter the Primary Contact and his/her Email. The Primary Contact is typically the one
responsible for determining access rights.

Click Security Settings.

Set security for the current group. If Custom Access, go to each Category to receive its
security options and check the appropriate boxes to the right.

Click Close to return to the Groups screen.
Move the items from the left column to the right column.

If one or more of this user group should have elevated security, return to the Users
screen to set it up (see above).

Section 1: User Setup and Database Groups
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Lesson 1.7: Printing a User Security Settings Report

Go to Reports>Other Reports and select User Security Settings Report.
Click Report Options.

Select whether or not to Show User Settings for All Applications.

P w N -

Select whether to Display Settings for All Users (and set its optional filters) or to
Display Settings for Specified User (and select the user).

Click Ok.

Select the (print) Destination and click Run Report.

Fle View Navigation DataEntry Tasks Reports Utiities BS8A Appiicaions Heb
Q-
D | Users— —=
Add, edit, and delete users in the system along with configuring ther security settings. |
L Database Setyp | 2 Program Setwngs | Jo My Setwioge [ 3. Adminstration |
Run Reports w

User Manag| - 3 - =

- Add Report Delete Report | Edit | 3 Rename [ Audit Tools ~ =
U - - = = User Labels... ] { User Setup Lists...
Active Direct

. Category:  [Other Resorts ~

Misc

Name; IJsey Security Settings Report L] [ Report Options...
- Shared Pro|)
« . [~
Link to othd| Destination: -
Number of Copies: 1 _Margins/Fonts...
— - Current Printer:  \\malone\SAVING228 [ rinter Settings... |
[] Show Sample Reports ligww,oﬁ ] | :’?ie I
BSBA Message Canter
Lesson 1.5: Printing a User Security Settings Report CLOSE X
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Lesson 1.8: Program Update Security

Program Update Security is designed for network environments with Windows Restricted
Users. This option lets you add a specific Windows user name and password which will be
used when a restricted user attempts to execute an update.

1. Go to Program Setup>Administration>Program Update Security.
Check the Allow Users to Run BS&A Program Updates with Elevated Privileges box.

Enter the Domain, User Name, and Password. This is the "Windows" user
name/password.

- * ~ DB:Demo Group: DEMO  Version: 09/07/2012
Fle Vew Navigston DataBniry Tasks Reports BSSA Appications Help

— Program Update Security...

Allow users to run BSA program updates with admin level access, without granting permanent admin access.

i Daubasé Qluu ' L ngrim Settings | 3. My Sm'.mgs li‘ Administration .

User Managem
{ E: Program Update Security Settings - “

Labels... ‘ l User Setup Lists...

[ V] Allow users to run BSA program updates with elevated privileges  HELR

Domain:  DEMO

Edit Password

=1

View changes... Discard Changes| [  Close

BSSA Message Center

Posting Date -09/26/2012 £ Q@

1.7: Program Update Security

CLOSE X

Section 1: User Setup and Database Groups
Cash Receipting 19



Notes

20

Section 1: User Setup and Database Groups

Cash Receipting



Lesson 1.9: Attaching Your Database to a Group

To recap the "Basics" courseware that accompanies this one, Shared Database Groups
minimize your database management by linking your BS&A .NET databases. A group only
needs to be added in one BS&A application, and is then available in others for you to attach
the appropriate databases.

1. Go to Program Setup>Administration>Shared DB Settings.
Verify Current Database is displaying your currently active (working) database.

3. Verify Database Group Name is displaying the correct group. Show Only Applications
that Cash Receipting Can Interact With is checked by default, displaying only those
(installed) BS&A .NET applications that link with Cash Receipting. Verify the database
names listed there as well.

4. Click Set Shared Database Group to Use Current Database, then Yes.

—e—

b—-_‘ User: BSAT DB:Demo Group: None  Version: 09/07/2012

Fle  View  Nawgabon  Data Entry ,—Taske — Oamecte  OCOA Ammbeamama — ba;
Shared Database Group Management

Active Shared Database Group

Current Database: Demo
Database Group Name: [DEMO ~] [ Add | [ Rename Delete
Set Shared Database Group To Use Current Database
BS8A Software Applications
/| Show only applications that can interact with. Backup Entire Group... ‘ Advanced...
= —
Set Database ——— p— [=5=) &
|

9 Set Shared Database Grq:f 'DEMO' to use database 'Demo"?

= ven ] N
J

— — —
Fixed Assets (local)\BSA Demo bsauser
General Ledger (focal)\BSA Demo bsauser
Inventory Management
Miscelaneous Receivables (local)\BSA Demo bsauser

Demo bsauser

Payroll (locad) \BSA

Discard Changes Close |

1.9: Attaching Your Database to a Group CLOSE X

Click Close.

6. You are prompted that any other currently-open BS&A .NET applications will need to
be closed and restarted for the change to take effect; click Ok. All users that have
affected BS&A .NET applications open will need to exit and restart.

Section 1: User Setup and Database Groups
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Section 2: Program Settings

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Set general program settings
o Set workstation and receipt printer settings

o Enter your Return Address



Lesson 2.1: General Settings

There will be a discussion of General Settings as they relate to your municipality. Of note
areitems 1-4.

[l Thes is a subsidiary database Default Cash GL #:  000-000.001 (2] o o
: - o~
4] Counter Recent Ent CounterDept Cashier Options:  [Copy Logged-in User to Cashier Name ~|  MNextRecept=: 80939 ‘
34 Deoartment Receptf 4 =
|24 Quick Receppt Entry Quick Recept Cashier Options: {fac_/ Logged-in’ Liser to Cashier Name _:]
[ Tables: Receipts |
[ Program Setup > [ Receipt Printing Options... | Lock Box Import Options... |
e " Ne dress
S Wy
/! Journalize And Post to General Ledger In One Step | | Show Entry Date Filters In Journalization Options
Default to 'No' When Prompted To Do & Live Run After a Proof Run || Use Current Workstation As Default ion Filter For J.
e “ Cash Out Usually Done: |4 the end of the cumert business day ~l
Oben Rics Joumnal Posting Report: | Never Show Report ter Postrg ~l Allow Receipt Entry During Journalization
Unposted Joumal Entries:§ | | 71 Force Caps in Text [~ Force manual entry of amounts tendered 7] Validate Addresses (City/State/Zip) | Options \hen Saving Receipts 3
None || Allow post date change security overnides Barcode Scanning Cursor Movement: |Y-\wew Next Une ;]
| Enable ‘Per-Line' Default Debit GL # Setup || Force Entry Of Check Numbers || Allow Editing GL # Descriptions In Receipt ltem Setup
Force Entry Of Username For All Voids | Use Sales Tax Allow Multiple Receipt ltems For The Same Interfaced App
FTREN EhE CUrvent Dat HeSe i
|| Department receipt Window 7 Quick Receipt \Window /| Status Bar ("Posting/Interest Date” buttons)
C “ n Discard Changes Close
By A 50

2.1: General Settings CLOSE X

(1) Cashier Options (Counter/Dept; Quick). If set to Copy Logged-In User to Cashier
Name or Force Entry of Cashier Name/Password, that setting is applied to all workstations.
If this requirement changes depending on the workstation, set this to Use Per Workstation
Settings.

(2) Receipt Printing Options. Click to set options to be used whether printing to laser or
receipt printers. Regarding Receipt Print Options, its application is similar to Cashier
Options above, in that the selected setting will be used for all workstations, unless Specify
Printing Preference by Workstation is chosen. The impact of this field's setting is shown in
Lesson 4.3 (see page 53).

Section 2: Program Settings
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(3) Options When Saving a Receipt. Lets you specify the requirement of additional
information when saving a receipt.

(4) Flash Posting Date. An example of how these settings work is given in Lesson 4.3 (see
page 53).

Section 2: Program Settings
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Lesson 2.2: Workstation/Receipt Printer Settings

These settings affect specific workstations. If you use a receipt printer, it must be installed
prior to setting these options. Instructions were provided with the shipment of your
printer.

Workstation/Cash Drawer ID. This is the ID per workstation.

Auto-Logout After Saving Receipt; Remember Last Cashier Username. If Auto-Logout...
is checked, select whether or not to Remember Last Cashier Username. If checked, the
Cashier Name will auto fill.

Limit Access to Users With This Workstation ID. If checked, only users who have been
set up with the selected ID will be able to use this workstation.

Receipt Print Options. Requires the Specify Printing Preference by Workstation option to
have been selected in General Settings (see page 24). Select the Receipt Print Option for the
current workstation.

Counter/Dept Cashier Options; Quick Receipt Cashier Options. Requires the Use Per-
Workstation Settings option to have been selected in General Settings (see page 24). Select
the cashier option(s) for the current workstation.

Use Dedicated Receipt Printer With This Workstation. If checked, the settings beneath it
are enabled for selection.

o Receipt Printer Type. If you accepted the default driver name during the receipt
printer installation, look for Series 150 or Series 90.

o Printer Font. Click to select the font to use on your receipts. BS&A recommends Draft
17 cpi | Regular | 10.

Section 2: Program Settings
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o Bi-Directional Communication. This must be set to a Disabled option if the printer is
installed on a network or if the current workstation uses Windows Vista.

o Advanced Printing Options. Click to set those options for this workstation; please feel

free to contact Support for assistance.

Fle View Navigaton DataEntry

s s Orsors —
Give CR Exclusive Printer Access (Faster Printing) |

'| 7 mnitialize Receipt Printer On Startup

Re Flip fort when validating checks

Flip font when validating receipt items

5] Counter Recept Entry
| Department Receipt Entry
123 Quick Receipt Entry

[] Tables: Recepts

73] Program Setup

] W!L

Print Receipt item Code On Vahdation

Suppress Cash Drawer Errors |

Number Of Receipts To Print: 1

| Prompt for # of receipts on each print ’

When Validating Reciepts With Multiple Banks Prompt For Bank To Use
Print Two Receipts For Credit Card Payments

i '&nt On Laser Printer Instead Of Receipt Printer If Too Many Receipt Items

[ Recept#  Text To Pt On Recept
1

Sy KSR SOPTWANG

BS8A Message Center L

I:' Return Address...

12012 | Interest Date - 10/16/2012

2.2: Workstation/Receipt Printer Settings

L2 Q

CLOSE X

o Test Buttons. Each should be clicked to ensure proper setup.

Section 2: Program Settings
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Lesson 2.3: Return Address

In most cases, the Unit Name appears on your receipts (both laser and POS). Depending on

the receipt format, the address and other information can also appear.

Fle View Navigaton DataBntry Tasks Reports BS8A Applications Help

[ Counter Receipt Entry
= Department Receipt Entry
23] Quick Receipt Entry
| [7] Tables: Generic Receip. ..
[ Program Setup
Quick Search
La— L
Racsipt Amount =3
Recast tem Amount F

Open Receipts
20 Open... ($1.553.42)
Unposted Journal Entries:

None

By BSLA SOFTWARE

BSBA Message Center

1D Setup | 2

Return Address...
Setup your unit's return

address and contact information.

.

Return Address

General Settings.

General Setting

Email Setting

Receipts

Receipt Entry Opf 1

Address 1: 410 ABBOTT RD

Address 3:

General Ledger S

GL Number Fao

Link to other App

External GL Sys#] |

Audit Trail... |

IS 1T OF EAST LANSING 1

Address 2: EAST LANSING, MI 48823

Return Address... |

Discard Changes Close

2.3: Return Address

Posting Date - 10/24/2012 | Intevest Date - 10/24/2012 | 1\ QI

CLOSE X
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Section 3: Database Setup

BS&A

SOFTWAR E-.

In this section you will learn how to:

O

O

O

Set up and configure receipt items
Set up tender codes and validation

Set up a generic export and import for communication
with software other than BS&A's

Set up recurring department receipts



Lesson 3.1: Receipt Item Setup and Configuration

Adding Standard BSA-Interfaced Receipt Items

1. Goto Program Setup>Database Setup>Receipt Item Setup.

. iE Tools - .
2. Click >Add Standard BS&A System Receipt Codes.
Receipt Item Setup
Dol - il e == :
D |E PE) & Qlad §)Deete | [Slaudt |iF Tools v Receipt Item Code 4 of 88
e - BAGS I= Akﬂandard BS&A System Receipt Codes

— [ Sort GL Distribution >

£ Counter Recept Entry AT  TRASH BAGS E

= tment Receipt Entry {£ Rename Receipt ltem Code... -

5 Quick Recept Entry Reference Format: | ) R — ey

[] Tables: Receipts GL Distribution: [Distrioute By Amourt ~| —

[ Program setup ——

Edit Options: {Em Amourts Only - Post Method: |Post In Summary «
Quick Search lic Data Export Setup...
= = Copy 'ltam Descnption' to ‘Reference’ DebitGL#: __-__.__ 3 J
Recsioe Amount =3 Print GL Distribution On Receipt #ofvalidatons: 0 Line Feeds Before Valdation: 0
23 . L
Allow Edit of Bank Code [¥] Use Quantity x Price
Prompt For Number Of Receipts To Print From Receipt Printer Urit Price: §25.00
Open Receipts | Restnct User Access. | Default Receipt Distributions
None | Credit GL Number | Deseripton | BankCode Amount |
Unposted Journal Entries: 101-000-650,000 (4#] coLor TRASH BAGS s0.00 [/
None <double-click or begin typing here to add a new row.>
=
e N Total: $0.00
BSAA Message Center Discard Changes | |  Close
- e URerest Date - 10/16/2012 | 1 @
3.1: Receipt Item Setup and Configuration CLOSE X

3. Double-click a receipt item to move it from Receipt Items Not in System to Receipt
Items to Add and click Ok.

E=|

4. When you return to Receipt Item Setup, click to receive a list of receipt item

codes.
Double-click a BS&A-Interfaced receipt item.
Description comes from the interfaced BS&A application and can be changed here.

Select your (distribution) Edit Option.

© N o Wn

Select whether or not to Print GL Distribution on Receipt.

Section 3: Database Setup
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10.
11.
12.
13.

Click Interface-Specific Options.

Set your options and click Close to return to receipt item setup.
Select your Post Method.

Enter the # of Validations.

Do not enter distribution.

Adding Non-Interfaced Receipt Items

10.
11.
12.
13.
14.
15.

© N o A WwWwN

Go to Program Setup>Database Setup>Receipt Item Setup.

Click @ A4

Enter an alphanumeric Receipt Item Code (up to 8 characters).
Enter the Description.

(Optional) Enter a Reference Format (click Help for assistance).
Select the GL Distribution method.

Select your (distribution) Edit Option.

Select whether or not to Copy Item Description to Reference (the Reference field on
the receipt).

Select whether or not to Print GL Distribution on Receipt.

Type defaults to None. Do not change it.

Select your Post Method.

If the current receipt item does not use the default cash account, enter its Debit GL #.
Enter the # of Validations.

Select whether or not to Use Quantity x Price. If checked, enter the Unit Price.

(Optional if Edit Option is set to Edit Amounts and GL Distribution) Fill out the default
distribution for the current receipt item:

i. Double-click the bar labeled |<dauble-click or begin typing here to add a new row.>|

ii. Enter or select the General Ledger Number.
iii. Verify and if necessary, edit the Description.
iv. Select the Bank Code.

v. Enter the Amount.

vi. Continue setting up distribution.

Section 3: Database Setup
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Adding ASClI-Interfaced Receipt Items

—_—

—_—

11.
12.
13.
14.

36

© Vv X N O Uk WD

Go to Program Setup>Database Setup>Receipt Item Setup.

Click &A%

Enter an alphanumeric Receipt Item Code (up to 8 characters).

Enter the Description.

(Optional) Enter a Search Format (click Help for assistance).

Select the GL Distribution method.

Select your (distribution) Edit Option.

Select whether or not to Print GL Distribution on Receipt.

Select the ASCII export Type (located in the Interfaced Receipt pane).

Click Interface-Specific Options and set the path and file name for the current receipt
item (click the Export Info/Data Layout Help button for assistance); click Close to
return to receipt item setup.

Select your Post Method.
If the current receipt item does not use the default cash account, enter its Debit GL #.
Enter the # of Validations.

(Optional if the Edit Option is set to Edit Amounts and GL Distribution) Fill out the
default distribution for the current receipt item:

i. Double-click the bar labeled |<double-click or begin typing here to add a new rowi.=|
ii. Enter or select the General Ledger Number.
iii. Verify and if necessary, edit the Description.
iv. Select the Bank Code.
v. Enter the Amount.

vi. Continue setting up distribution.

Section 3: Database Setup
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Lesson 3.2: Tender Code and Validation Setup

38

1.

o v kM wnN

Go to Program Setup>Database Setup>Tender Code Setup.
Click 812

Enter the Code (up to 3 characters can be used; e.g., CK or CKS for checks).
Enter a Description of the tender code.
Select the Category.

Enter the Number of Validations required for the current tender code. The number
you enter dictates how many times a tender item will be stamped through the receipt
printer to validate the payment. Typically, only checks are run through, so you would
enter 1 in this field. Entering any number enables the fields below, letting you type
information that will be printed on the tendered item. For example, you could type
For Deposit Only in Validation Line 1 and <ACCOUNT> (be sure to include the
brackets) in Validation Line 2. These entries will appear on the back of the check
when stamped through the receipt printer.

Za Cash Receipting User: BSAT DB:Demo  Group: DEMO Ve

Fle View Navigaton DataBntry Tasks Reports BS3A Appications Help

Tender Code Setup i)
N E AR & | QlAdd g)Delete | 8 audt New Tender Code
£ = Code: KD Codes
$ may be inserted into the validation ines to pull data from the
13 Quick Recsipt Entry rr— recept beng printed.
[ Tables: Recepts Description: CHECK DEMO <DATE > Prints Receipt Posting Date
[75] Program Setup -
Category: [Checks =] | <evrvDATE> Prints Recept Entry Date
Set
Quick Sesrch # Vaidatons: 1 (7] Open Cash Drawer [ Ovemides... | | ceamER Prints Cashier Narme, e.g,, “Cashier: <crSHER>™ | [ ]
Recsge # ' B
Rececx Amount Validation Line 1: FOR DEPOSIT ONLY <DRAWER > Prints Workstation/Cash Drawer ID
Recacx ltem Amourt - -
i|  Validation Line 2: <ACCOUNT> I <ACCOUNT > Prints Bank Account Number, e.g., “For Deposit Only
" Account <ACCOUNT>™
Validation Line 3:
2 <RECEIPT> Prints Receipt Number, e.g. “Receipt # <RECEIPT>™
Open Racuipts Vaiidation Line 4: '
None <RECPTTOT > Prints total amount of the receipt
Validation Line 5:
Unposted Journal Entried <CHECKTOT > Prints the total amount of the check
Nos Post Journal Entries Related To This Tender Code Separately <BNKDESC > Prints Bank Description
K
: == <BNKNAME > Prints Bank Name
R User A
e <BNKRTE > Prints Routing Number
<CHECKNUM > Prints The Check Number
<RECEIVEDOF > Prints Received Of
C\_‘_‘.‘,‘ , :’.x View changes... D-scafd Ch,a"g,”,l \ Close \
Posting Date - 10/17/2012 | Interest Date - 10/17/2012 | | o

3.2: Tender Code and Validation Setup

CLOSE X

Section 3: Database Setup
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7. If a payment made with the current tender code requires placement in the cash
drawer, check the Open Cash Drawer box.

8. Select whether or not to Post Journal Entries Related to This Tender Code Separately.

This option is most useful for tender types that are deposited to bank accounts
separately from other tender types. When enabled, this setting causes the journal
entries to be created separately; as a result, a tender type set up this way cannot be
combined with other tender types on the same receipt. If checked, enter the Debit
Account Number Override.

Section 3: Database Setup
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Lesson 3.3: Generic Data Import/Export Setup

Generic imports and exports can be set up to allow you to exchange information with
outside software. For example, if you use a tax billing program other than BS&A, set up a
Generic Import to pull the appropriate data from that database (parcel number, owner
name, amount due, etc.). This creates a table of customers, amounts, etc.

Open Receipts
20 Open._ ($1.55342)

Nore

|

VWD Ny nnsl

Unposted Journal Entries:

«

|

|}

1.

B (fea)

2012
2012
2m2
2012
2012
2012
2012
2012
2012
2012

C (Referencenu. | D
60-25-27-101-002
60-25-27-101-003
60-25-27-101-004
60-2527-101032
60-25-27-101033
60-25-27-101-034
80-25-27-101-035
60-25-27-101-036
60-25-27-101037
60-25-27-1014038

File Name: C:\Users\tfeldpausch\Desktop [TAXEXPORT, TXT

( Browse.. | | Sean ||

vy
) clese ]

3.3: Generic Data Import/Export Setup

|

N —— — =R
Generic Import x
cpNew Import [ Save ToDB BiLoad FromD8 [ Delete FromDE i Load Import From Fle i Save Import To Fle

= Fixed Width Settings... Name: TAX IMPORT

%] Counter Receipt Entry 5

| Department Recept Entrf | | Worksheet: Start Row: g |

1] Quick Receipt Entry Desc/MNotes: CrestedBy: BSAT Date:  10/22/2012

[7] Tables: Generc Recep.. . Madified By: Date:

[ Program Setup . || Reference Number Consists OF:  Modify...
Quick Search Rt ™ St a Export Setup..,
Receat

_iltoate - 10/22/2012 | 1, @

KA

7N
<

CLOSE X

Cash Receipting
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Set up a Generic Export to return the paid information to the tax billing software.

72 Cash Receipting User; By i —— - o X
= == Generic Import s |
File  View igal = =
lo- caNew Import [ save TooB BBiLoad FromD8 [ Delete From DB | i Load Import From Fie i, Save Import To Fie
|
I “"m o v <] [ Fed width Settings.. || | Name:  TAXIMPORT =]
12 Counter Recept Entry 5 =
B oot s e S . Mwm. TAXDEMO ‘ 5
1 Quick Receipt Entry Desc/Notes: Bz (SSAT et L2
[ Tables: Generic Receip.. | | Modified By: Date:
I [=] Program Setup . | | Reference Number Consists Of:  Madify...
Reference Number Column |
Quick Search Jota Export Setup...
Receat 2 [ |
Raceicx Amount | o st ————————————————————————————) |
Recesr m Aot I | ['A(Season) B (Year) I CRel D E = G 1
S 2012 60-25-27-101-002
S s 2012 60-25.27-101003
Open Receipts |S 2012 60-25-27-101-004 |
|s 2012 602527101032 H
Open_(81 |
i S | s 2012 60-25-27-101-033
Unposted Journal Entries: s 2012 60-2527-101-034
Node B 2012 802527101035 I
[s 2012 60-2527-101036
( s 2012 60-25-27-101-037
’ 3 2012 60-25-27-101-038
| . %’7’77‘ »
Q-—n File Name:  C:\Users\tfeldpausch \Desktop \TAXEXPORT, TXT Browse.. | [ Scan | [ preview |
8584 Message Centecl | [m"“"—' |
- t Oate - 10/22/2012 | 1 @
E P
= o 1 3] " ~
3.3: Generic Data Import/Export Setup CLOSE X
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Lesson 3.4: Recurring Department Receipt Setup

Setting up a Recurring Department Receipt can speed up your data entry for receipts that
always debit and credit the same accounts. Receipts created using Recurring Department
Receipts can be edited on an individual basis.

1. Go to Program Setup>Database Setup>Recurring Receipt Setup.
Click [ &1

3. (Optional) Enter the (default) Rec'd Of. This could be used to enter the department or
the name of the person turning in the receipts.

4. (Optional) Click Addr to fill out the Received Of address; click Close to return to the
receipt setup.

Enter the Recurring Receipt Code.

(Optional) Enter Description/Notes about the current receipt.
Enter the Credit Account Number.

(Optional) Enter the Default Amount.

Click Det ("detail") to enter the Debit Account Number and to verify or select the Bank
Code.

O ® N o WU
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10. Click Close to return to receipt setup.

Fle View Navigaton DataBntry Tasks Reports BS3A Appications Help

-
v - [Re(umng Department Receipt Setup =
pplication Vi N B [ Qladd @)Delete [wlAudt | [F Tools ~ New Recurring Receipts
Ql 9=
;_J Counter Recept Entry B =
/23] Department Recept Entry Recdof: PATTY SMITH [(Addr| RecuringRecept Code: DEMO
.g Quick R;‘:‘" Entry Descripbon/Notes
Tables: Recepts
am Setup TRASH BAG TRANSMITAL
Quick Search jeric Data Export Setup...
Recaor # = 3
Receqx Amount Fs
Recesr e Amourt 3
Desaription: BLACK TRASH BAGS
Wotifcations | Debit L umber: () CredtGLhumber:  101-000-650.001
Open Receipts Amount: $50.00 Bank Code:
None
Unposted Journal Entries:
Nene

Total: $5000

c R . View changes... |Discard Changes Close
By BEBA TOPTWAN

BS8A Message Center It

Posting Date - 10/17/2012 | InterestDate - 10/17/2012 | £, @

3.4: Recurring Department Receipt Setup

CLOSE X

11. Ifrequired, set up additional lines.

Section 3: Database Setup
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Section 4: Receipt Entry

BS&A

SOFTWAR E-.

In this section you will learn how to:

o Distinguish between different receipt entry methods

o Set up receipt entry options
o Enter, print, and revalidate receipts

o Void unjournalized receipts



Lesson 4.1: Entry Methods

Counter Receipt Entry

Counter Receipt Entry creates one receipt at a time; an alternative is Quick Receipt Entry,
which lets you add a number receipts, creating them all at the same time with the click of a
button.

Department Receipt Entry

Department Receipt Entry is designed for users who do not use BS&A Cash Receipting as
the receipting authority (such as Parks and Rec, Register of Deeds, etc.). At the end of the
day, a rep from the department will bring you a list of monies taken in, and Department
Receipt Entry provides the means to account for it.

Quick Receipt Entry

The Quick Receipt Entry screen is an alternative to Counter Receipt Entry. As a receipt is
entered into Quick Entry, it is saved to memory, allowing you to exit the screen at any time
without actually creating the receipts. You can return to the screen to process more
receipts, and create them all at the same time with the click of a button.

Section 4: Receipt Entry
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Lesson 4.2: Entry Options

Not all options may be beneficial to you, but are provided to help you fine-tune your data
entry.

Counter and Department Receipts

E‘_E Options

Counter and Department receipts share the same options, set through the
button on the Tool Bar of their entry screens.

Fie View Navigaton DataBntry Tasks Reports BS3A Applications Help
) N B & Qladd @vod |[Elasdt [ options G view Jounal Entry | @ Nosale || Attmnt [0] | b Search Linked Apps

m—— = [ recdof: [ Address | Receipt: [Next Availabie] PostDate: 10242012 [

J Counter Recept Entry Cashier: Status: Open
] Department Recept Entry
£ Quick Receipt Entry

[7] Tables: Generic Receip...
75 Program Setup

Cursor Start Position: Received Of Name [ ~]

Counter Recept Saved Action:  |Ciear Screen for New Receipt ~|
]

Dept Receipt Saved Acton: l Keep Saved Receipt Visible on the Screen

Defauit Tender Type: (#)

Default Counter Receipt Item: (&)

Open Receipts
20 Open _ ($1.55342) V| Auto-Fill distnbution amounts for Counter Receipts

Unposted Journal Entries: | Autommatically open address window "1 Allow Focus To Advance To Post Date
oo [V] Allow Focus To Advance To Description/Notes

| Focus Received Of Field After Loading A Recurring Department Recespt

Disfyd Changes  Close |

Total: $0.00
Tendered $0.00
<8t Change: $0.00
BSSA Message Center E%' e Save | | Cancel
Postng Date - 10/24/2012 | Interest Date - 10/24/2012 £, (@ I
4.2: Entry Options CLOSE X

Section 4: Receipt Entry
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Quick Receipts

Options...

Quick Receipt Entry has its own options, set through the[ ] button directly on

the entry screen:

File View Navigation DataEntry Tasks Reports BS83A Appications Hep

Application Views

1 Prompt for ‘Received OF after entry of each receipt reference entry
| Prompt for "‘Amount’ after entry of each receipt reference entry.
| Display distributions immediately after entering an amount.

mtbiml-mbrmh%h&uﬁ‘gﬁdwﬂlmbhﬁdbﬂwhww
instesd of to the right.

"1 Never validate payments from the quick receipt screen.
| Validate each check immediately after entering a check number.
A finoh e aiion oo ol ok

(&l Immediately validate check without check £ sfter each receipt reference entry if using checks
2s the default tender type.

1] Altow Receipts In The Quick Entry List To Have Separate Batch Numbers

—
s

Totals: A $0.00

| Run Proof Report... | Create Receipts | | Cancel |

Posting Date - 10/24/2012 | Interest Date - 10/24/2012 ¥, @

4.2: Entry Options CLOSE X

Section 4: Receipt Entry
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Lesson 4.3: Entering a Counter Receipt

1. Go to Counter Receipt Entry. If you are viewing a blank screen, proceed to step 2. If

o] Add

you are viewing a saved receipt, click
(Optional) Enter the Received Of.

and proceed to step 2.

3. (Optional) Click Address to fill out the Received Of address; click Close to return to the
receipt entry.

4. (Optional) Enter Description/Notes about the current receipt.
Verify or enter the Post Date. If you change the Post Date here on the receipt entry
screen (1), it affects the current receipt only. If you need to change the Post and/or

Interest Date for all upcoming receipts (until you change it again or exit the program),
change them in the buttons located in the Status Bar (2):

Fl= View Navigation DataEntry Tasks Reports BS8A Applicatons  Heb

Q- 2% FE & bladd @vod | [@audt | options | il view Journal Entry | @)No Sale | =8 Attmnt [0] | (b Search Linked Apps
nocotonviews LT [Adtess | recent: o vaiaoll 1 postates o502 [
= DescriptionMotes
J Counter Receipt Entry Cashier: BSA Status: Open
-] Department Receipt Entry
3l Quick Recsipt Entry Batch: Workstation: DEMO1

[7] Tables: Receipts
[#5] Program setup
Quick Search Receipt kem Reference Dt Amount | Distribution Validations

| = <double-click or begin typing here to add a new row.>

Open Receipts
18 Open. .. {$1.247 32

Unpested Journal Entries:

None

Total:
Tendered

wow e
s 58
o 2 @

% Adding New Recept
BSBA Message Center

Sort Indesxz Recept = rZ Postng Date - 10/18/2012 | Interest Date - 10/18/2012 | 1 Q

4.3: Entering a Counter Receipt CLOSE X

If changed, the field (and button, if changed there) will flash due to a setting in
Program Setup>General Settings (see page 24).

6. (Optional) Verify or enter a Batch Number.
7. Verify or select the Receipt Item.

8. Verify or enter the Reference.

Section 4: Receipt Entry
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9. Verify or enter the Amount.

10. (Optional) Click Distribution and verify or enter the distribution; click Ok to return to
the receipt entry screen.

11. Verify or enter the number of Validations.
12. Click Save. The Tendered dialog appears automatically...
i. Verify or select the Tender Type and enter a Check #/Reference # if applicable.
ii. Verify or enter the Amount Owed.
iii. Click Save to return to receipt entry.

13. What happens next depends on your Receipt Print Option in General Settings. Most
users have a receipt printer, and set this option to Prompt to Print Receipt (Don't
Automatically Print), as used in this example:

Print Receipt -

I@I Print Receipt?
@

Yes Ma

If set to Don't Print Receipt, Don't Prompt, you will still be able to print the receipt
(see page 67).

Section 4: Receipt Entry
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Lesson 4.4; Entering a Counter Receipt Using "Search Linked
AppS"

© N o ok

56

Go to Counter Receipt Entry.

Search Linked Apps

Click

(Optional) Select the (BS&A- Interfaced) Receipt Item and Reference. While optional,
this step is helpful in that it fills out all of the Owner Information, letting you skip step
4 of these instructions. If more than one amount is owing from the BS&A app used as
the Receipt Item, select any of them. You will be selecting which amounts to pay in
step 8.

Enter/verify the Owner Information (not necessary if you followed step 3).
Skip Results With $0.00 Amounts Due is checked by default and can be unchecked.

C|iCk[ Search Linked Applications ] then Ok

(Optional) Click Details to view more details; click Print to print the invoice/bill.

Check the boxes of the items to pay for this receipt.

Search Linked Appicatiom - aesms o
Q- <5 M0 H Find Dwner Fram Recespt Rem
1 "Note: The recapt dem/reference sumber \aokup » only waed for filing out the Onner Informaten below,
Recept ltern -
: | Counter Recept Entry
' 4 Departrent Recegn &
L Quick Recept Entry
) Tables: Recspts Lasthame: SMITH Festhame: ALLEN
3 Progan Sen
g - Sweet Name: Street Drecton: -l
> Vahcatons
Quick Search Sheet Nabar: U Steet Suffe: v oy e f / Sup Resyts W $2.00 Due
Rane 0 — E

State 2o Search Lisked Applications {
At Due  Owner Nese Owner Add Owain Pt
$15000 SMITH ALLEN 775 MAIN  Dwsls | Pwe X
$I60.00 SMITH ALLEN 775 MAN Doty Pt b
$610.00  SMITH ALLEN 77 MAIN Detsie | Pt X
$19125 SMITHALLEN 775 NAIN Cetasn Pre x
$373F SNITH ALLEN 775 MAIN Detaln Pt X

4.4: Entering a Counter Receipt Using "Search Linked Apps™ cLosE X |
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9. Click Ok to return to Counter Receipt Entry.
10. (Optional) Enter Description/Notes about the current receipt.
11. Verify or enter the Post Date.
12. (Optional) Verify or enter a Batch Number.
13. Verify or enter the Amount(s).

14. Click Distribution and verify or enter the distribution; click Ok to return to the receipt
entry screen.

15. Click Save. The Tendered dialog appears automatically...
i. Verify or select the Tender Type and enter a Check #/Reference # if applicable.
ii. Verify or enter the Amount Owed.

iii. Click Save to return to receipt entry.

Section 4: Receipt Entry
Cash Receipting 57



Notes

58

Section 4: Receipt Entry

Cash Receipting



Lesson 4.5: Entering a Quick Counter Receipt (Batch Entry)

The Quick Receipt Entry screen is an alternative to Counter Receipt Entry. As a receipt is
entered into Quick Entry, it is saved to memory, allowing you to exit the screen at any time
without actually creating the receipts. You can return to the screen to process more
receipts, and create them all at the same time with the click of a button. Quick Receipt
Entry is designed to make it as easy as possible to enter batches of receipts. This entry is
aided by the Quick Receipt options you choose to utilize; please review page 51. This
method creates separate receipts for each line. It does not combine all entries into one
receipt.

Go to Quick Receipt Entry.

(Optional) Click Options to set entry options for the current batch of quick receipts.
If required, enter your Cashier Name and password.

Verify or enter the Post Date.

(Optional) Verify or enter a Batch Number.

(Optional) Select the Default Tender Type.

Select the Receipt Item.

Verify or enter the Reference.

© O N U kA W=

Click Add (not necessary on BS&A-interfaced items; they are added after entering the
reference).

10. Continue adding receipt items.
11. Verify or enter the Amount Owed.
12. Verify or select the Tender Code.
13. Verify or enter the Payment.

14. (Optional) Click Det to verify or enter Received Of information and Distribution; click
Close to return to receipt entry.

Section 4: Receipt Entry
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15. Click Run Proof Report and select the format (summary or detailed); carefully review

the report and close it.

File View Navigaton DatsEntry Tasks Reports BS8A Applications Hebp

-i;‘rods'

3 Counter Receipt Entry
=] Department Receipt Entry
1] Quick Receipt Entry

[] Tables: Receipts

[ Program setup

Quick Search

Racsie &
Receigt Amount
Recesx Ioem Amount

Open Receipts
21 Open... ($1.470.60)
Unposted Journal Entries:

AT

None

CR

By BSEA BOPTWANE

Cashier: 5SAT Workstation: DEMO1 Options

Post Date: 10/19/2012 j Batch: 36 Default Tender Type: « [#]

Receipt Item: L5 [#] Reference T [ | Aad

Rept tem Reference Amount Owed | Tende... Check/CC Num | Payment Det |
1 uB 1STE-D00103-0000-00 207 k(M) $6207 [ .. |
2 uB 1STE-000103-0000-00 si0807 k[ s108.07 . (%]
Totals: $170.14 $170.14
ez

Run Proof Report...
BS8A Message Center
Posting Date - 10/19/2012 | Interest Date - 10/15/2012 1\ Q@ I

4.5: Entering a Quick Counter Receipt (Batch Entry)

CLOSE X

16. Provided everything is correct, click Create Receipts (not required; you can exit the
screen and return, and the receipts you just entered will be saved), then Yes.
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Lesson 4.6: Entering a Recurring Department Receipt

1. Go to Department Receipt Entry. If you are viewing a blank screen, proceed to step 2.

] Add

If you are viewing a saved receipt, click and proceed to step 2.
Select the Recurring Receipt Code.

Verify the data coming from the Recurring Department Receipt template.
If required, enter your Cashier Name and password.

Verify or enter the Post Date.

(Optional) Verify or enter a Batch Number.

N o vk WwN

Verify or enter the Amount.

d |[@Tods + audit | [ Options View Journal Entry | (5 Attmnt [0]

Recurring: DEMO B Recevedof: PATTY SMITH Address | Stahus: Open
ot Ent Descriptionffotes Cashier: BSAT Receipt: [Next Available]
scept Entr TRASH BAG TRANSMITTAL .
# Validations: 0 PostDate: 10/15/2012 [[59
- Batch: 37 Workstation: DEMO1
Credit GL 2 Description Amourt
101000650001 (/)] BLACK TRASH BAGS $50.00 | Det. |[x]

<double-click or begin typing here to add a new row >

Open Receipts
24 Open .. (51.690.74)

Unposted Journal Entries;

None

Total: $50.00
Tendered $0.00
Difference: $50.00
|:|| |h' Adding New Recept /iew changes.. ™ [ cancel]
BSBA Message Center G o % E— |
Sort Indexc Receipt = Posting Date - 10/19/2012 | Interest Date - 10/15/2012 ! Q
4.6: Entering a Recurring Department Receipt CLOSE x

8. Click Save. The Tendered dialog appears automatically...
i. Verify or select the Tender Type and enter a Check #/Reference # if applicable.
ii. Verify or enter the Amount Owed.

iii. Click Save to return to receipt entry.
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Lesson 4.7: Entering a Non-Recurring Department Receipt

1. Go to Department Receipt Entry. If you are viewing a blank screen, proceed to step 2.

] Add

If you are viewing a saved receipt, click
(Optional) Enter the Received Of.

and proceed to step 2.

3. (Optional) Click Address to fill out the "received of address"; click Close to return to
the receipt entry.
4. (Optional) Enter Description/Notes about the current receipt.
5. Ifrequired, enter your Cashier Name and password.
6. Verify or enter the Post Date.
7. (Optional) Verify or enter a Batch Number.
8. Enter the Credit Account Number.
9. Enter the Amount.
10. Click Det ("detail") to enter the Debit Account Number and to select the Bank Code.

Click Close to return to Receipt Entry.

- witts it | [ Tos s [ optisos - s Eniy | Attmnt [0]
Iy | s 5] Recoietet SOV | kens | Sun: Oen
.L.,-. fecsmyt £t Descrpnon hotes Cashies: BEAT Receipt:  [Next Availadle]
e vemrt L=t Bt NOTES =
fout " # Validators: & PestDate: 1w0/z22012 [T
Gy Batch; 77 Vorkstation; DEMD1
—— | Crmcit GL & Deescription Aymourt
S— y ]
i 3 161000-650.001 [ M) BLACK TRASH BAGS s560.00 | Det. |||
P —— - Serble-ciich oy bemm breng heve m e & e oow -
—_——
Qpe=n Bocaiphd
26 0ps 157, TAOT4)
Lingrorstesrd J quinel Ermres
Home
Tota: £560.00
Tendered 50 00
o L N Difference: =000
T Atiding hms Rnsne Non.hi |
ECSES EI'J'I-'| i i B::El Cancel
Sort Index: Recept = Posting Date - 10/22/2012 | Interest Date - 10/22/2012 JI
4.7: Entering a Non-Recurring Department Receipt CLOSE X
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11. Click Save. The Tendered dialog appears automatically...
i. Verify or select the Tender Type and enter a Check #/Reference # if applicable.
ii. Verify or enter the Amount Owed.

iii. Click Save to return to receipt entry.
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Lesson 4.8: Printing a Receipt

1. If your Receipt Saved Action (see page 50) for either a Counter receipt or a
Department receipt is set to Clear Screen for New Receipt, you can page up (or down,
depending on the receipt you are currently viewing) to the receipt you want to print:

a. Pressyour [Page Up] or [Page Down] key
OR

b. Click w or > in the Tool Bar. If the screen was cleared after you entered the

receipt, paging down returns you to the most recently-added receipt.

5 Version: 10/15/201
Fle View Navigaton DataEntry Tasks Reports BS8A Appiications  Help
[« RAET VW N5 |ﬁ’ oladd @ void [8laudt | §F options i view JournalEntry | @)No Sale & Attmnt [0] | fiby Search Linked Apps
Application Views ey u“m”! RecdOf L i | Adaress | meceipt: gogse Post Date:
] Counter Recept Entry - - Cashier: Status: Open
| Department Receipt Entry
4 Quick Receipt Entry Batch: Workstation: DEMO1
[7] Tables: Receints
[#5] Program setup
P [ 1 _ | o 11
Ma 0000001653 (&) e $150.00 | Distrbution | 0
MR 0000001654 B Dat $160.00 [ Distrbution | 0
ug NRDG-000775-0000-00 (8] Det $237.32 | Distribution 0
Open Receipts
26 Open... ($2.300.74)
Unposted Journal Entries:
None
Total: $547.32
Tendered $547.32
v \ Change: $0.00
A | Viewing Existing Receipt save | | Cance
BSBA Message Center -
Sort Index: Receipt = Posting Date - 10/22/2012 | Interest Date - 10/22/2012 | 1 (@
4.8: Printing a Receipt CLOSE X
3. Select the receipt format (Name) and Destination.
4. Click Print Receipt.
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Lesson 4.9: Validating Receipts and Tendered Items

If you use Point of Sale printers and have set tendered items or receipt items up to validate
(see page 38), you will be prompted to validate these items after you save the receipt.
Simply insert the items to validate and the printer does the rest. If you need to re-validate...

1. Pull up the receipt to be revalidated.

2. Click the Data Entry menu and select either Counter Receipt Entry or Department
Receipt Entry (depending on the receipt type).

3. Click Re-Validate Receipt.

g _User BSAT DB Demo Group: DEMO Version: 10/15/2013 o o]
Fle View Navigaton | DataEntry = Tasks Reports BS3A Appications Help
[« RAECRLW N lF Counter Receipt Entry » | o] AddReceint @nNosae = atmnt [0] | G Search Linked Apps
plic ation Vie: DepartmentRecetENtY b | @)  yod peceipt 959 Post Date:
Description/Notes
fj Counter ch;m&m;n e & PrntReceipt Status: Open
%] Department Receipt Entry
2] Quick Receipt Entry {§8 Optons Workstation: DEMO1
[ Tables: Recepts e
[ 5 Program Setup Wl View Journal Entry
Quick Search | Feferen [ RRS— —[De 7 2 [ Vaidations ||
== 5 MR 000000 — s 515000 [ Digrbution | 0 >
Recasr o fe = L ]
& | 00000 R Vedate Rkt | ») $16000 [ Disrbuton | 0
ko ue NRDG-000775-0000-00 B Da $23732 [ Distrbution 0 >
Open Receipts
26 Open.. ($2.30074)
Unposted Journal Entries:
None
Total: $547.32
- Tendered $547.32
Change: $0.00
R | Wewing Exasting Recept e
BS8A Message Center s
Sort Index: Recept = Posting Date - 10/22/2012 | InterestDate - 10/22/2012 | £, @
'] KX
4.9: Validating Receipts and Tendered Items CLOSE X
4. Insert the item in the printer.
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Lesson 4.10: Voiding Unjournalized Receipts

Only unjournalized receipts can be voided. Receipts that have been journalized and posted
cannot be voided, because the linked applications have already been updated with those
journalized/posted entries. No distinction is made at this point between interfaced receipts
and non-interfaced (no BS&A app affected) receipts.

o Inorder to void a journalized/interfaced receipt, you will need to go into the linked
application and void or reverse the payment from there.

o Inorder to void a journalized/non-interfaced receipt, you will need to go into General
Ledger and create a manual journal entry to reverse the payment.

Voiding a Single Receipt

1. Locate the receipt. The accompanying "Basics" courseware illustrates several search
methods. A frequently-used method is to open the table (in this example, Receipts),
sort by the data you're looking for (in this example, Receipt Number), and begin
typing the criteria.

2. Double-click the record you want to go to.

@ void

3. C(Click , then Yes.
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4. Enter the Reason and click Ok.

File View MNavigation DataEntry Tasks Reports BS&A Appications Hep

By BSLA SOFTWARE

@ Viewing Existing Receipt

BS8A Message Center

4.10: Voiding Unjournalized Receipts

Q-0 SE) & bladd @vod | [@audt | [F options | il View Journal Entry | @)No Sale | =8 Attmnt [0] | b Search Linked Apps
\pplic ation v Rec'd Of: Address | Receipt: 0959 Post Date: =
] Counter Receipt Entry DEaciAAvOh Cashier: Status: Open
'] Department Receipt Entry _
2] Quick Recsipt Entry Batch: Workstation: DEMO1
[ Tables: Receints
5] Program Setup
Quick Search Feceipt kem Amourt. | Distribution Valdations.
MR $150.00 e
Racaer & P4
Recaon Amount Fs MR $160.00 Distribution 0
S L UB $217.32 [ Distrbution 0 >
T i s s
DEMO
Open Receipts
26 Open _ ($2.300 74)
Unposted Journal Entries: [_[}LJ
None

Total: $547.32
Tendered $547.32
Change: $0.00

Save | | Cancel

Sort Indesxz Recept = Posting Date - 10/22/2012 | Interest Date - 10/22/2012 | 1\ OI

CLOSE X

Voiding a Block of Receipts

1. Open the Receipts table.
2. Sort and block the records.

-
3. Click 3 ook >Void Block of Receipts, then Yes.

4. Enter the Reason and click Ok.
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Section 5: Day End Processes

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Run the Drawer Balancing utility
o Journalize and post receipts

o Create deposits



Lesson 5.1: Drawer Balancing Utility

76

1. Go to Tasks>Drawer Balancing Utility.
2. (Optional; if used) Select the Workstation ID.
3. Verify or enter the Post Date and Entry Date filters.
4. Click Load Receipts.
5. |If applicable, enter the Beginning Amount for cash and Beginning Amounts for non-
cash transactions.
Fill out each Tender Type with the amount in your drawer.
7. Be sureyour Over/Short amounts are $0.00. Until they are, journalizing is not
recommended.
Za Cash Receipting _ User: gsaT—0 e BEMO — 51| |
| “ ‘ — = Wu.mumsg__ p— oy e
Q-5 Y =M
— \ Tender Type #ltems Amount In Drawer | +
Application Views $0.05 5 $0.25 || workstaionID: pEMOL [ %]
[£]] Counter Recept Entry P s e L
-] Department Recept Eng Cashier: ESAT [#)
4] Quick Receipt Entry $0.25 1 $0.25
[ Tables: Receipts $0.50 0 $0.00 B <
23] Program Setup o . o StartDate: 02052013 ([ EndDate: 02052013 [[T]
Quick Search .00 0 $0.00 = |EniryDateFiter - 0l
Recet # Fo = i StartDate: 02/05/2013 ([)] EndDate: 02052013 [[]) "
. - $10.00 5 $60.00 [ Load Receipts |
B $20.00 7 $140.00 —
bl $50.00 4 $200.00 [ Ciear Cash Amounts
OpenReceipts $100.00 | L - fmountReceved  BegAmount QuerfShot
50pen.. ($676.59) Cash Total: $553.83 $478.83 $75.00 $0.00
Unposted Journal Entries:
== R | Tender Type #1tems AmountInDrawer | #Recd | AmountReceved | Beg. Amount Overfshort |
None ACHTAX PAYMENTS 0 $0.00 0 $0.00 $0.00 $0.00
CREDIT CARDS 0 $0.00 0 $0.00 $0.00 $0.00
CHECK 0 $118.69 1 $58.69 $50.00 $0.00
EFT PAYMENTS 0 $0.00 0 $0.00 $0.00 $0.00
CHECK DEMO 0 $0.00 0 $0.00 $0.00 $0.00 3 40
3 40
o REEA 907 Grand Total: $672.52 §547.52 $125.00 $0. 0.00
BSSA Message Cent | oK | Save ance
Sort Index: Post Date e Date 0200572013 1\ @
il = - o ‘_/\
5.1: Drawer Balancing Utility CLOSE X

8. C(lick Ok, then Yes.
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Lesson 5.2: Journalizing and Posting Receipts

When journalizing linked .NET receipts, the linked application creates and stores the journal
entry, then passes the information back to Cash Receipting to be posted to GL at the same
time as all of the other receipts. When journalizing linked Pervasive receipts, the
journalize/post process must be run in the linked Pervasive application after being done in
CR .NET, since CR .NET cannot force the legacy Pervasive applications to post their journal
entries.

The Notifications Pane, located on the left side of your screen, will tell you at a glance how

many Open (meaning "unjournalized") receipts you have. You may click the command link
(1), or go through the Tasks menu (2).

DB: Demo

oup: DEMO _ Version: 02/01/2013

| Fie View Navigaton DataEntry | Tasks | Reports BS8A Applications  Help

| - o000 & 42 Journalize Post » Journglze Receipts... beh Linked Apps
A Re( Drawer Balandng Utiiity. .. Post Journal Entries to BSA General Ledger...
3 Counter LEntry De Receipt Totals Utiity E 3 e it
: | Department Receipt Entry
| Quick Receipt Entry D e Batch: Workstation: TEST
[ Tables: Receipts View Deposits...
[F=] Program Setup
kS [ ] ~ st _ [ J |
= & LAWN | $340 | Distrbution 0
LES F5
Recsipt I=m Amount R
ot
Open Receipts .
5 Open. ($67659) 1
Unposted Joumal Entries:
Nane
Total: $3.40
Tendered 5340
Change: $0.00
H | Viewing Existing Receipt Save | | Cancel
BSBA Message Center = il

Sort Index: Post Date Posting Date - 02/05/2013 | Interest Date - 02005/2013 | Ql

5.2: Journalizing and Posting Receipts CLOSE X

1. Click [n] Open... ($--.--) and then Yes or go to Tasks>Journalize/Post>Journalize
Receipts.

2. Select the Date Filter (all or a date range).

(Optional) Select additional filters. One filter will not negate the other; however, if two

or more filters are used, the receipt data must meet all sets of criteria in order to be
selected for journalization.
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4. Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct; click Run.

Select the (print) Destination and click Ok.

Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.
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Lesson 5.3: Deposit Creation

Creating deposits is done after journalization. Any receipts that were not taken through
Cash Receipting will not be included. If receipts were taken in outside of Cash Receipting
(ACH payments, as an example), creating deposits in General Ledger is a better option, as it
will include both Cash Receipting payments and ACH payments from Tax, Utility Billing, etc.

Go to Tasks>Deposit Creation.
Enter the Activity From and To.
Select the Bank Code.

Enter the Deposit Amount.

Click Create New Deposit.

o vk wN =

Double-click a journal entry to move it from the Undeposited Items pane to the
Deposited Items pane. Another option is to use your Shift or Ctrl key to select
multiple journal entries and then click Add to Deposit.

7. (Optional) click Deposit Adjustment Notes to enter a note about the current deposit
adjustment; click Ok to return to deposit creation.

Verify or enter the Deposit Date.

(Optional) Enter a Reference.
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11.
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Click Create Deposit.

=

Actiwty From:  02/05/2013 | To: 02/05/2013 @I (7| Show Detalled Descriptions Deposit Amount: $540.52
Sankc  GEN [ ] | Create New Desosit | | Load ExstingDeposit Difference: 50.00

Sepomt AQjument Not=s.

Undeposited Items il the 'V' key lo view the associated Journal enlry,  Printlnd=positad Recapts astactrments {31

Post
| Date Ao Jaurmal Refererce

205015 &R &

Amount Descrption
700 TR SYSTEM RECEIPTS (LB)

Confirm Deposit Creation

——— Yi ab creats a depost $540.52.
| 44d To Deposit| | Remave From Deooslt!l Add o -,:: :’w,:: wil be "02/05120:?".' SPeuton 5

_"‘"’"’“’., _“"”’ Do you weh to contnue?
:z Ao Journal Referance
| OSR0L R =3
02052013 >® R
| 020572013 €R R 165,30 CR SYSTEMRECEIPTS (LB)
Deposit Status: Not Deposited  Deposited Total DepositDate:  02/05/2013
Number of Items: L 3 <
Total Amount: $7.00 §540.52 §597.52
Sewrvh Binting Depasits For ReceiptsJaurmal Setnes

lg Reference: REF

[ ceseoegost |

Ciose l

5.3: Deposit Creation

CLOSE X

Provided everything is correct, click Yes.
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Section 6: Reports

BS&A

SOFTWAR E-.

In this section you will learn about commonly-run reports. Screen shots show the main
Report Options screen for each report.



Lesson 6.1: Deposits Report

Category: Receipt Registers

Deposits Report - Options

-~ Population Options

Population: IAII Records ;l Population Options...
Apply ReportOptions To Population
[ Apply Advanced Query to Population

Advanced Query...

— Optians
|:| Print Banks On Separate Pages
[] show Totals By Day/Bank Only

Show Receipt Details
Show Payment Type Totals

[] order Payments By Entry Order [_| Order Payments By Check #

Custom Footers...

~— Filters

Posted Status: IOpen And Completed Receipts LI

[] Filter By Cashier Select Cashiers

Selected Cashier:  All Cashiers

[] Filter By Workstation | Select Workstations...

Selected Workstation: Al Workstations

[ Filter By Bank Code

Selected Banks:

[] Filter By Tender Type

Selected Tender Tvpes:

Select Banks... | [] Filter By Batch

All Banks
Select Tender Types..

All Tender Types

Selected Batches:

Select Batches...

All Batches

Set Fonts... | | Reset Fonts

oK

Cancel
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Lesson 6.2: GL Distribution Report

Category: Receipt Registers

Gl Distribution Report - Options

— Population

Population:  |all Records ;I Population Options...

&pply ReportOptions To Population [ ] Apply Tableview Filters
[ ] &pply Advanced Query to Population

Advanced Query...

— Posting Filters

Start Date:

Posted Status: IOpen And Completed Receipts

crsom
|

[] Include vVoided Receipts

—MiscFilters

] Filter By Cashier ] Filter By Batch

ﬁu

[

Cashier: Batch;

[] Filter By Warkstation | Select Workstations...

Selected Waorkstation:  All Warkstations
[] Filter By GL Number

ﬁ-‘ Tou 2 - =

From: = - =

[ ] Filter By Receipt Item | Select Receipt Items...
Selected Receipt Ikems:  All Receipt Codes
[] Filter By Recurring Receipt Code

Selected Recurring Receipt Codes:  All Recurring Receipt Codes

Select Recurring Receipt Codes...

*fg.

L

[ ] Group By Bank Code [ ] Don't Consolidate Receipt GL Details
[] show GL # Descriptions From Receipt Items (Mot From General Ledger)
[] Totals Only {Don't Print Details)

Subtotal By Post Date

[] Frint Notes
[] Print Check Mumbers

| Set Fonts... | | Reset Fonts |

Cancel

Section 6: Reports
88

Cash Receipting



Notes

Cash Receipting

Section 6: Reports

89



Lesson 6.3: Receipt Register

Category: Receipt Registers

Receipt Register - Options

— Population

Population: IAIIRecgrds ;I Population Options...

Apply ReportOptions ToPopulation [ ] Apply Tableview Filters
[] &pply Advanced Query to Population

Advanced Query...

PostingFilters

Start Date:
2t

Posted Status: IOpen And Completed Receipts
[] Include Voided Receipts

=]

~—MiscFilters

(] Filter By Cashier | Select Cashiers... | [] Filter By Batch Select Batches...

Selected Cashiers: All Cashiers Selected Batches:  All Batches

(] Filter By Workstation | Select Workstations... [ Filter By Receipt Item

Selected Warkskation:  All Workstations Selected Receipt Items:

Select Receipt Items...

Receipt Types: IAII Receipt Types ;I

All Receipt Codes

[] Print Subtotals By Tender Type [] Print Totals On & Separate Page

rint Subtotals By Bank Code ubtotal Banks by Fun
Print Subtotals By Bank Cod Subtotal Banks by Fund
[] Print DR GL Number Distribution
[] Print Subtotals By Receipt Item [ Print Notes

[] Print Subtotals By Batch

[] Print Subtotals By: IWorkstat'on

|

[] Print Subtotals By Recurring Dept Code

=

Report Format: IPrint Line Detail

Custom Headers...

[C] Filter By Subsidiary DB Select Databases...

Selected Subsidiary DBs: All Receipt Codes

=

Receipt Sort Order: IPDst Date

| Set Fonts... | | Reset Fontsl

oK

Cancel
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Lesson 6.4: Receipt Listing

Category: Receipt Registers

Receipt Listing - Options >

— Population

Population: I,a.ll Records ;I Population Options...
&pply ReportOptions ToPopulation [ ] Apply Tableview Filters
[] apply Advanced Query to Population

Advanced Query...

— PastingFilters

Posted Status: IOpen And Completed Receipts ;I

[] Include Voided Receipts

~—MiscFilters

[ ] Filter By Cashier [] Filter By Batch Select Batches...

Cashier: » Selecked Batches:  All Batches

[] Filter By Workstation | Select Waorkstations...

Selected Workstation:  All Workstations

[] Print Amounts Tendered [ ] Print Receipt Time

| SetFonts... | | Reset Fonts | oK
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