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Use the Cash Receipts windows ARBTCRUB to process non-related AR receipts.

Basic Cash Receipt Entry Process

Initiator

Create/Update |

A 4

Balance/
Run Proof

'

Department
Approve

Bring
deposit to

Traaciins

— NoO

Treasury
Approve

CRs Auto
Post

Users create cash receipt records.

Some departments may merge their
sets at the end of the day.

Initiator runs Proof Listing report

The proof creates reports showing receipt
details.

User approves set to initiate workflow.

Workflow is initiated and moves the CR set
to the Department approval.

Department takes their deposit over to
Treasury.

Treasury verifies what the department hands
them and compares it the Tender Type
report generated.

If the set contains an error it will be sent
back to the initiator for correction and re-
approval by their department.

If the Treasury approves the CR set then it
will auto post into the ledgers at the end of
the Treasury day (12:20pm).
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Accessing the ARBTCRUB screen

There are several ways to access the Cash Receipts screen.

Using the Search Bar

You may access this screen by navigating to the search bar in the top right
corner of any screen and enter ARBTCRUB or screen name in the search field. As
you type the matching screen link will display. Select the link or press Enter to
load the screen

ARBTCRUH cash receipt Q © Help - =

Create/Update Cash Receipt Set (ARBTCRUB) Cash Receipt Format Conversion (ARUTRC)
Cash Receipts Set Proof (ARBTCREBP)

Total 1 items found

Create/Update Cash Receipt Set (ARBTCRUB)

e e e

Using a Link

You may also access this screen by navigating to the Data Entry table in Cash
Receipts task center and selecting the ARBTCRUB screen link.

O *Department General Data Entry

«Q
o

== Accounts Payable

H ARBTCRIC - ARBTCRUB

General Ledger ‘

Creating a Cash Receipt Set —
Manual Entry

To create a new Cash Receipts set, you must first switch the screen from Search
Mode to Add Mode. This is done by clicking the + plus icon at the top of the
screen to the right of the task pane.

== Cash Receipts

rECLVE Lash Receipts Create/Update Cash

eceipt Set
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, CENTRAL Create/Update Cash Receipt Set (ARBTCRUB)
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— Search
Set Receipt
Apply Search

All Tasks

o
II

i

Cash Receipt Set Header
This panel holds the Cash Receipt Set details.

Set Receipt

H €] Add

Set1D 5 User Set Total 000 Status BE -

Created By TALBERTSON Created Date 09/15/2019 B | Updated By TALBERTSON Updated Date 09/15/2019 iz

Totals

Set Total: 0.00 Receipt Count: [o] Record Count o

Set ID (Required; Character 8) - Generate the set ID automatically using the
seeding value BTCHIDCR. Set ID must be unique and cannot be duplicated
within the system.

User Set Total (Required)- Enter the user set total. The user set total is the total of
all transactions within the set ID.

Status (Read only) - Indicates the current status of the set.

AP - Approved
CX - Cancelled
DS - Distributed (The entry set has been posted to the GL)
BE — Batch Entry (The entry set has not been posted to the GL)
EX - Extracted
RJ - Rejected
e WA - Waiting approval
Created By (Read only) - Indicates the user ID of the person who created the
set.

Create Date (Read only) - Indicates the date of creation of the set.

Updated By (Read only) - Indicates the user ID of the person who last updated
the set.

Updated Date (Read only) - Displays the date this record was last updated.
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Once the required fields have been inputted press Enter or click floppy disk icon
on the left menu list to save the record. A green message will pop up if fields are
inputted correctly. Now you can start inputting your cash receipt entry data.

Click the Receipt tab located next to the Set tab.

Set Receipt

Set ID: ¥ User Set Total:

Receipt Header

Complete the following fields in the Cash Receipt Entry Receipt tab. The
Receipt tab represents the receipts within the set. Keep in mind that one set
can have multiple receipts.

Set Receipt

Add

Customer ID* = Customer Name D Tax Exempt

Receipl.* ¥ Receipt Date: * =1 User Receipt Tl 0.00 System Receipt Ttl:

Customer ID (Required; Character 8)- Enter the PE ID of the department. If you
don't know the Customer ID, click the lookup on the right side of the field to
search for it.

Click the icon next to Customer ID field.

Set Receipt
H—
*
Customer ID: =
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Data Lookup

Saanch 1D Seurnca A "
PE D Harme Doing Busiress A5 Status calectt
i Finsree Departmen m| o i i
T I mqual to Jiiem
COFdE | Kings County Finance Depa | &C
Is ot eoual [ |
Srarte vath
Ends with
= il
15 P M
]
-l -
Code Agdress Ling 1 Adrecs Line 3 Aidress Line 3 Aidness Lira 5 Cany
=

There are several ways to look up your department’s record. Some of the
recommended ways is to search by Name, Security Code (CUSTOMER), or a
combination. In each search field you can narrow down your search by
different filter options in each search field. The Data Look Up is interactive and
will start to narrow down search instantaneously as you add more filter options or
search criteria. Once you have found your Department click Ok or double click
when the record is highlighted to select it for the receipt.

Customer Name (Required)- Displays the name of the Department accepting
the money.

Receipt (Required; Character 16) — Generate the set ID automatically using the
seeding value CRREF. Receipt must be unique and cannot be duplicated within
the system.

Receipt Date (Required)- Select the receipt date from the calendar or manually
key in date.

User Receipt Total (Required)- When there are multiple transactions for a single
reference, enter the total amount of all transactions in this field.

System Invoice Ttl (Ready only)- The system keeps a running total of all records
with the same invoice number and displays the total in this field.
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Receipt Details

Complete the following details for the receipt record.

Receipt Details Receipt Text Account Text
i= Add
Main Misc Text
Type Code™* w | Customer Type ID * -
Fee Code Group ¥ | FeeCode v
A\LCJUFI* GL * | ORG KEY OBIECT L * | ORG KEY OBIJECT
Quantity * 1.00000 Unit Price 0.00000 Payment Type: ¥ | PaymentRef
Description: a Hit AR
Division* GEN - Trans Format™ NB v Bank ID: AP ¥ | Extended Amount

Type Code - Select the customer type from the drop-down list. This is the
department or department division accepting the cash receipt.

Customer Type ID - Select the customer type ID from the drop-down list. The
drop-down options displayed in the Customer Type ID field are based on the
values selected in the Customer ID and Type Code fields. This is the department.

Fee Code Group (Optional)- Select your department’s fee code group. Some
departments have divisions which include their own fee code group.

Fee Code (Optional)- From the drop-down list, select the fee code associated
with the set. This is a required field when the Fee Code Group is used.

Account - (Required) Enter the account number associated with the revenue
line. If you use the Fee Code Group and Fee Code fields then the account field
will auto populate based on how the fee is configured. If you don't know the
account, you can use the lookup feature to search for it.

Main Misc Text

Type Code * v | Customer Type ID * v

Fee Code Group: v | FeeCode

* - S e - e N
Account GL ¥ | ORG KEY OBIEC L ¥ | ORG KEY OBIEC

Click on the ellipses icon on the right side to launch the Ledger Lookup screen.
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Ledger Lookup

Account Long Desc Long Desc Year Active Ledger
IR e &) 2020 @ || = a ® | =

General I Accrued Revenues 2020 .S ‘ GL T
100000-20000 Ceneral Due From Other 2020 o GL
100CO0-22006 Cenaral Investments 2020 A CL
100000-5S1000 Ceneral Warrants Payable 2020 s GL
100000-51077 Ceneral Accrued Expense. 2020 A oL
100C00-51233 CSeneral Crue Umbilical Co 2020 o GL
100C00-51258 Cenaeral Customer Deposi 2020 £ GL
100000-51282 General Deferred Revenue 2020 A CL
. > -

o NS

You can filter the account results by searching a specific key, description, or
department. You can further narrow down your results by utilizing more than
one filter field.

Ledger Lookup

Account Long Desc Long Desc Year Active Ledger

EACI BT ®] [0 Jofx| [+ Jefx]|
--

121000-81020 Finance ABX1.26 Aud Ad... 2020

121000-82001 Finance Business Licenses | 2020 A GL

121000-83032 Finance Cost On Delinqu... | 2020 A GL

8 | Page



{6, CENTRALSQUARE

TECHNOLOGIES

Ledger Lookup

Account Long Desc Long Desc Year Active Ledger
utilities || @ || = 2020
N

T11000-92094 Administrative Of... | Utilities 2020
121000-92094 Finance Utilities 2020 A GL
130000-92094 County Counsel Utilities 2020 A GL

Once you have found your desired click on the desired record to select it and
then click the OK button and the account information will populate into the
proper fields. The look up feature can be used on both the GL and JL accounts.

Quantity (Required) — System auto populates to 1.

Unit Price - Enter the unit price of the receipt. If the receipt is being spilt into
multiple tender types or accounts then input the unit price of this receipt line.

Payment Type (Required) - Select the method of payment made by the
customer.

Payment Ref (Optional) - Enter any reference associated with the payment
type. For instance, if the payment type is check, the payment reference could
be the check number.

Description (Optional) - Enter a description of this receipt. If nothing is inputted
then the description will default to the Object description.

Division (Required )- System auto populates data GEN in field. Do not change or
delete.

Trans Format (Required) - System auto populates data NB in field. Do not
change or delete.

Bank ID (Required) - System auto populates data AP in field. Do not change or
delete.

Extended Amount (Read only)- This field indicates the total of the receipt line.

If you need to add another line to the receipt click on the plusicon in the
Receipt Details header and a new record will populate.

Receipt Details

= [+l a

‘ Receipt Text H Account Tex
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Repeat the previous step until all receipt lines are complete. Once you have
completed all required and applicable fields verify that your User Receipt Ttl
and System Receipt Ttl equal and click on the floppy disk icon or press enter to

save your receipt.

If you need to create another receipt for your set click the plus icon in the
Receipts tab header and a new record will populate.

Set leceipt

= < > + wW

Customer ID-* CO0186 =

Receipt:* 004600 &

Repeat the previous steps to create all necessary receipts. Once you have
completed creating all your receipts and verified that your receipt totals are in
balance you will now need to run the Set Proof Listing report before approving
your set.

Balancing Cash Recelpt Set —
Accessing the ARBTCRBP Screen

There are several ways to access the Set Proof Listing report.

Using the Screen Links

A link for this is provided using the Links icon in the Menu bar on left edge of the
screen.

Click on the Set Proof Listing link to load the Cash Receipts Set Proof screen.

- Screen Links
Q
Set Proof Listing
Distribute Set
User Set Total 5000 = Merge Cash Receipts Sets

A

’ =

& Created By TALBERTSON Created Date: 0716/2019 1]

10 | Page



6) CENTRALSOUARE

TECHNOLOGIES

Using a Link
You may also access this screen by navigating to the Data Entry table in the
Cash Receipts task center and selecting the ARBTCRBP screen link.

When the screen loads it will auto populate your CR Set. You do not need to
change any of the pre populated answers. Click Submit and a green message
will appear in the top right corner stating, “Job XXXXXX submitted”.

N\
CENTRALSOUARE o peceipts Set Proof (ARBTCREP)

Please enter the name of your CR Set*

Would you like the Set Proof in short format? O (No
k Would you like errors only on the set proof? O (No)
How would you like the set proof sorted? oo

Print Total Lines for which sort level? o1

On what total level would you like page breaks? 01

Line Printer ARCHIVE - DO ARCHIVE

Optional Questions

View Report

To retrieve your report you will need to navigate back to your Workspace by
either clicking on the Workspace internet tab or clicking on the Central Square
icon in the top left corner to load a new Workspace screen.

-
l | Workspace x :e_ Interactive Cash Receipts (ARBTC X 6 Cash Receipts Set Proof (ARBTC x H

C O 8@ htips://kngc-app.kngecloud.aspgov.com/Production-Ul/uifuiscreens,/job/ARBTCREP?Filter=AR

i Apps  ked Patient Fusion @ Quest Diagnostics PennyMac Loan Ser..  # Great Lakes Studen... @ Citrix Receiver

|
CENTRAL Cash Receipts Set Proof (ARBTCRBP)

TECHNOLOGIES

When you’re back on your workspace you will need to navigate to your Jobs
table which is located on right side. Click on the Refresh icon to populate the
status of the job just ran. Click on the Doc — C/r Batch Proof to view your set
report.
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Jobs \Ee ~

Desc Job # Status Start Type
7972019
Job: ARBTCRBP 216398 | Completed i
F2720 AM
719/2012
Job: ARBTCRBP 216397  Failed Job
T22:44 AM
) 719/2019
Job: ARETCREP 216395 Failed Job
TIZET AM
PE1Q0Z: PE Listing 7/18/2019 CDD
216394 Completed
by ID 45830 PM Report
) - o LI

Job Details
Job: 216398 Status: Completed
Desc: Job: AREACRBP Start: 7/19/2013 7-27:20 AM
Type: Job End: 7/19/2018 7:27:22 AM

Attachment

Doc Type Desc
L C Toul Ol t3
K 34915 Doc C/r Batch Proof (verbose) I

Refreshed at Fri Jul 19 2019 072724 CMT-0700 (Pacific Daylight Time)

A new tab will open showing your report. The report will list all the receipts in the
set along with the tender totals and indicate if there any budget errors. Review
the report and verify that the total of receipts received and tender types
match. If you were unable to balance using the AR Cashier Balancing Screen
verify that each receipt has been coded the correct payment type.

County of Kings PROOF [cC/ R BATCH FROOF (Verbose) ] IRO128 Fage 1
FRI, JUL 1%, 2019, 7:43 AM --reg: TALEERTS--leg: GL JL--loc: ONSITE----job:21639% J021------prog: AR450 <2.33>--report id: ARCEBEVE
Account / Account Echo Account Misc Cd Receipt AR Reference Fay Bank Tax 1 Amount Rec#
Amount Descripticn Prep ID Ref Dt PO Reference Eank Slip Tax 2 Amount Hit
Customer ID Text Pt Format Hams Due Dt Bill Dt Product ID Dep Date Duty Amount A/R?
Cust Type ID Cust Type Div PEC Fe= Cods Rel Code (Quantity Pay Reference Disc Amt Charge Amount
121000-82001 Finance Business License 004554 | Ch I AP 0.00 1

50.00 First Time Business TALBERTS 07/18/19 0.00 W
Coolss HONE HNE 05 ¥ings County Finance Departmen 0. 00
cool84a FI-TREAS GEN 0.0a0 0.00
System Total /
Total for Cash CA 50.00
Total for Credit Card CC 0.00
Total for Check CE 0.00
Total for Other OT 0.00
Total for Lock Box LB 0.00
Total for Remote Deposit RD 0.00
Total for Tax Payment TX 0.00
Total for GOV Payments G0 0.00
Total for Bank Ready Bag BE 0.00
Total for Unspecified ' ' 0.00
Set ID: IROLZE System Computed Total: 50.00 User Computed Total: 50.00 TOTALS MATCE
GRAND TOTAL System Computed Total: 50.00 User Computed Total: 50.00 TOTALS MATCH
Final Budget Check
Mo Budget Errors
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Attachments

Attaching documents for cash receipt sets are optional. It is recommended for
users to attach any remittances or documentation relating to the deposit if
there is a need to view it for historical purposes.

To attach a document to a record make sure itis selected and click the paper
clip icon in the Menu bar. Click Add New Attachment.

— Attachments
Set Receipt ‘
Add New Attachment
=+ O
g Customer ID Recesipt
C0o0186 004601

4

| u«»

Input a description for your attachment and select CRATTACH in the definition
field. To select your file click Browse.

Add New Attached ltem

Remittance

Browse... Choose Document

CRATTACH v

Use the left pane to locate the directory where the file was saved, then locate
and select the file. When the file to be attached is selected, click the Open
button.
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TOpET 7 =
@Q'|- Desktop » - |" | | Search Desktop A
Organize ¥ Mew folder Z‘:: b E;l ®

p "
} | poF | AP Invoice Entry (3l AP Upload Test (CTV)
A Favorites ) Adobe Acrobat Document lLa Microsoft Excel Comma Separate...
Ml Desktop ~  165MB £ 234 bytes
& Downloads i AP Upload Test (CIV) TP || CzKings - Shortcut
=l RecentPlaces | _ I_Aj-ﬁ‘ Microsoft Excel Worksheet k Shartcut
E ==
|\ AU Scan_Folder ‘ 210K |PEAH 503 bytes
| Accountant] Cash & Investment Packet s Chris Verhaege
Adobe Acrobat Document JPEG image
| OUTLAWED WA > o e
, AUDITOR
) x_“ CIV Cancel Templete | eoF | CommeonCodesl8.2
 eFinance upgrad l_la Microseft Excel Comma Separate... } Adobe Acrobat Document
| ONESolution 7| 442 bytes 501 MB
. Spec Dist Financ g David Friends David Friends2
J 91" REALIGNMER JPEG image JPEG image
237 KB KB

| Capital Assets-In
J Courts 2018-201¢
J Courts 2019-202
J EXCEL

ErroNMessage

BN o\

144 KB

eFinancePLUS-TRAIN v4 3
@ chortcut
171KB

i Fire Fee Codes upload to SYUTLF - fi_invent_cusigm - Shortcut
| Leases IE M 2 - -
a icrosoft Excel Comma Separate... [ Shortcut
| Travel Advance | 7| 4.08 KB | P 541 bytes
| LWOP & Retiree Invenstment Packet i journal test
) Adobe Acrobat Document l_la Microsoft Excel Comrma $gparate...
2 4 i 2 © | 482MB 7] 570 bytes
File name: Cash & Investment Packet .[AH Files V]

Open || [ cancel |

This will activate the Attach button in the lower-left corner of the window. Click
the Attach button to perform the attachment.

" File attached successfully

A green File attached successfully message will be displayed in the top-right
corner of the browser tab. Click the x in the lower-right corner of the message to
close it.

Add New Attached ltem

Choose Document

=

Click the Close button in the Add New Attached Item window or repeat the
prior process to attach another document.

Tendered Report

Every time you save your cash receipt record after a change a Tendered
Report will be generated and attached to the record. To view the report click
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on the paper clip icon in the Menu bar when you have your receipt selected.
Click on Tendered document link to view the report.

CENTRAL | Create/Update Cash R
= Attachments
Set
Q
Tendered (8/27/2019)
i= < 2 +
g Customer ID* Co0186
rch lex pdf) Q zviomer. T —HEE
=
[ ax Exempt
é) Receipt Date *
System Receipt Ttl

The report will summarize all the ender types associated to your cash receipt set.
Treasury will pull up this report to verify the money you deposit. If your deposit
does not match this report they will reject your set and it will need to be
corrected and re-approved.

County of Kings
Tendered Amounts

Department Name: Kings County Finance Department

Department ID: Co0186

Set: IR0168
Pay Type Amount
CA  Cash 100.00
CC  Credit Card 300.00
€Kk  Check 100.00
OT  Other 0.00
BK  Bank Ready Bag 0.00
GO GOV Payments 0.00
LB Lock Box 0.00
RD Remote Deposit 0.00
T Tax Payment 0.00
Total: — 50000

*** Not Approved by Treasury ***

Submitting Receipts for Approval

After all receipts have been verified the set will need to be submitted for
approvals. As the creator of the set you are the first approver. This step is
essentially used to tell the system that you are done working on the set and are
ready to submit it to Treasury.
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Click on the Pending Tasks icon in the menu navigation pane on the left side
when you have the set open. The pane will expand and show you the buttons
for taking action on the set. Click Approve on the menu to submit your set to

Treasury

Approvals

All Tasks -

==t H Receipt ‘ © CR_APPROVAL

jo)

% Pending

= < > + :;ryup Albertson

Since: 7/19/2019 7:43-18 AM

@ Future

& Set ID: IRO1Z6 Group: TREAS_ALL
@ Future

Group: AUDITOR3

(' Link to Task List

Created By: TALBERTSON I CaETE I

x Reject

Y

Click on the Submit button to submit the set for approval.

Approve

Cancel

The Approvals will update to show the next approval group in the workflow. The
number of approval groups is dependent on the department’s need/request.
The Treasury will always be the last approval group in the workflow before it is
distributed. If any approval group rejects the cash receipt it will stop the
workflow and it will be sent back to the originator.

Note: There is a laptop/computer available in the Treasury to allow users to
make corrections on their set without having to return to their Department. If the
person does not have the proper authorization to approve deposits then it will
be to approved accordingly in order for it to be pushed to the Treasury again.
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Creating a Cash Receipt Set — Copy
Tool

Another way a user can create a cash receipt set is to utilize the copy tool to
replicate an already existing set. The set can any status to copy. Search the
cash receipt set you wish to copy in the ARBCRUB screen. Click on the wrench
icon in the left Menu bar and select Copy CR Set.

CENTRAL QUARE Create/update Cash
Menu 74
Q Search Peceipt
B Records iE 4+ MW
& Field Help

' Screen Links

IROI3SFI

IROEEF

# Attachments

Pending Tasks
IROIZEF|

2 Reload Record
IROZ3

) Bevert Chan

o
L=

)
(__:

B Export to Excel
CASTESTO72¢

o
In

0

Copy CR Set
Clear Posted Flags
Vioid Receipt

The Copy CR Set tool will pop up. You do not need to change and pre-
populated fields. Click Copy.

Copy CR Set

From Sel 1D } NAEF 10 Set 1D

Two messages will pop up stating Record Copied, Copy Complete.
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The screen will automatically come up with your new set. Make any necessary
changes, upload applicable attachments and proceed to proofing and
approval process.

| set || Receipt @ record copied 4

=+ W

ch o Adcled Records 1-10f 1 Records

Creating a Cash Receipt Set — Excel
Upload (ARUTFI)

The ARUTFI utility will be used to upload Cash Receipt transactions into the
Finance Enterprise system. The data files used with this utility will be created
using an Excel template containing the required column headings. Prior to
entering data into the Excel spreadsheet, ensure that all columns in the
spreadsheet are assigned the correct data type. All columns except columns R,
AB, AG and AH must have a data type of Text even if the field contains numeric
data. This is necessary to preserve the formatting including any leading zeros in
the fields containing numeric data. Columns R, AB, AG and AH should be
assigned one of the Date data types.

NOTE: (The upload provided is already formatted to these requirements. Do no
change)

The spreadsheet comes with color coded columns with have the following
meaning:

o - — Data in this column is static and should not be changed. You would
just drag down the same data to every row in which you are inputting a
transaction.

o - Data in this column is REQUIRED and would be unique to your
department/transaction record.

¢ Yellow- Data in this column is OPTIONAL and would be completed if itis
applicable.
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7T ™ = = =

Interface Version Trans Type CustID Cust Name Ledger Cade Org Key Object Code Job Ledger Code Orgkey — Object Cade T

INT-CUST-ID INT-CUST-NAME | [EEGETEEC NGO T

Co0186 KC Finance Department GL 21000 'R3033 L A
C00186 KC Finance Department GL 21000  'B2001 L A
v, r.

Column Details

The lines below details the data what should be inputted into each column:

INT-VERSION (Column A) - This field will ALWAYS have a value of ‘2" and is used
to tell the system which version of the upload utility will be used.

INT-TR-TYPE (Column B) — This field will ALWAYS have a value of ‘CR’ and is used
to tell the system that the transaction record is a cash receipt transaction.

INT-CUST-ID (Column C) —This field should be populated with the PE ID of the
assigned department number. For example, a value of C00186 would be used
for the KC Finance Department.

INT-CUST-NAME (Column D) - This field should be populated with the name of
the Department referenced in Column C of the record. This should match
exactly what is in Finance Enterprise. For example for the Finance Department
you would put ‘KC Finance Department’ not just ‘Finance Department.

INT-GL-GR (Column F) — The field will ALWAYS be set to ‘GL’ and represents the
Ledger ID of the account number to be used with the transaction.

INT-GL-KEY (Column G) - This field should be populated with the Org Key (fund
or budget unit) portion of the account number to be used with the transaction.

INT-GL-OBJ (Column H) - This field should be populated with the Object
(revenue, expense, etc.) portion of the account number to be used with the
transaction.

INT-JL-GR (Column |) — This field should ALWAYS be set to ‘JL’ represents the
Ledger ID of the account number to be used with the transaction.

NOTE: If your transaction does not hit the job ledger then you would leave the
next two columns blank and skip to column M

INT-JL-KEY (Column J) - This field should be populated with Org Key (project
number) portion of the account number to be used with the transaction.

INT-JL-OBJ (Column K) - This field should be populated with Object ((revenue,
expense, etc.) portion of the account number to be used with the transaction.

INT-TYPE (Column M) - This field should be populated with the code
representing the Customer Type associated with the transaction. If your
department is comprised of division then you would select the division that
pertains to the person depositing the money. If your department does not
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include division then you would simple choose the only available Type Code
(Department Initials). This information can be found in Finance Enterprise.

INT-DIV (Column N) - This field will ALWAYS have a value of ‘GEN’ and is used to
tell the system that the transaction record uses the General Division. Kings
County only uses a single division so this field will be the same for all records.

INT-REF2 (Column P) - This field should ALWAYS contain a value of ‘SYSTEM’. This
value is used to tell the system to assign a receipt number to the transaction
using a seed.

INT-DESC (Column Q) - This field is optional and for a description of the
transaction. If no description is inputted then the system will default to the
description of the Object.

INT-REF-DT (Column R) - This field should be populated with the date to be
assigned as the receipt date for the transaction record.

INT-QTY (Column V) - This field should ALWAYS be populated with a number of
‘1.
INT-UNIT-PRICE (Column W) - This field should be populated with the unit price of

the transaction. This will be multiplied by the value in column V to calculate the
transaction cost.

INT-PAY-TYPE (Column X) - This field should be populated with the two-
character code representing the payment method used with the transaction.
The value used must match one of the codes described in the following table.

Code ID | Code Description Code ID Code Description
BK Bank Ready Bag CA Cash

CcC Credit Card CK Check

GO GOV Payments LB Lock Box

oT Other RD Remote Deposit
X Tax Payment WT Warrant

Note: Direct deposit has been split out into the following codes: BK, GO, LB, RD,
TX.

INT-PAY-REF (Column Y) - This field will be populated with a payment reference
such as a check number or warrant number associated with the payment.

INT-BANK-ID (Column Z) - This field will ALWAYS be populated with a value of
‘AP’ and represents the Bank ID the receipt will be deposited into.
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INT-TRN-FMT (Column AE) - This field should ALWAYS contain a value of ‘NB’ and
is used to tell the system how to format the description as it appears in GL when
created by the system. The NB format tells the system to use the PE name, a
blank, and a description.

INT-HIT-AR (Column AF) - This field should contain a value of ‘Y’.

After all of the records have been entered into the spreadsheet, the
spreadsheet should be first saved as an Excel spreadsheet. This is
recommended in case any corrections will need to be made to the file.

Saving as CSV

After saving the spreadsheet as an Excel spreadsheet save as a CSV file, click
on the File menu and select the Save As option. Navigate to the directory
where the file should be saved, enter a file name, select the ‘CSV (Comma
delimited) (*.csv)’ option from the drop-down list for the file type field and then
click the Save button.

CSV (Comma delimited) (*.csv) ~ % Save
Excel Workbook (* xlsx) ~
Excel Macro-Enabled Workbook (* xlsm)

Excel Binary Workbook (*.xlsb) "
Excel 97-2003 Workbook (*.xls)
CSV UTF-8 (Comma delimited) (*.csv) PM
XML Data (*.xml)

Single File Web Page (*.mht, *.mhtml)
Web Page (*.htm, *.html) AM

Excel Template (*xltx)

Excel Macro-Enabled Template (*xltm)
Excel 97-2003 Template (*.xt) PM
Text (Tab delimited) (*.txt)
Unicode Text (*.txt)

XML Spreadsheet 2003 (*.xml) 3 AM
Microsoft Excel 5.0/95 Workbook (*.xls)

Formatted Text (Space delimited) (*.prn) PM
Text (Macintosh) (*.txt)

Text (MS5-DOS) (*.bxd)

CSV (Macintosh) (*.csv)

CSV (M5-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif) v

Accessing the ARUTFI Utility

The ARUTFI utility can be accessed via a variety of methods including using a
link in a Task Center in a Workspace on the Workspaces screen, using a link in
the Main Menu on the Workspaces screen, and using the Search field on the
Workspaces screen or in any open window. Each of these methods is shown in
the following screen shots.
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Using a Task Center link

T

Menu X

1. Select the Department
General Workspace if not

=
O *Department General » Minadisoiecied

28 Accounts Payable

-
== Cash Receipts /Update Cash Receipt

Set

2. Select the Cash Receipts

22 General Ledger Task Pane
ARBTCRBL

X Accounts Recevable Cashier
3. Click on the ARUTFI Balancing Screen
link to open the utility.

22 P-Card

22 Purchasing

Task List

ARUTMS ARUTFI
s Main Menu Merge Cash Receipts Sets Accounts Recevable File
Interface

Using the Main Menu

CENTRAL

Menu x
. 2. Click on tha arrow for tha Expanc )
D *Department General » f Accounts Receivable Utiitias
folder to expand it and 3
et ~ Accounts Receivable (AR)
= A nts Payable display the links available.
» Open Hold A/P [APOH) 5 Accounts Receivable Inquiry (ARIQ)
22 Cash Receipts
» P-Card Processing (APPC) » Reports (ARRE)
22 General Ledger > Repetitive Invoices (APRI) ' Set Processing (ARBT)
» Void, Typed and Reversed Checks (APTR) » Special Functions (ARSP)
%2 p-Card : Update Database (ARUP)
. « Utilities (ARUT)
22 Purchasing 1. Click on the Main Menu riter (RX) :
5 A ts Receivable Bal Forward (ARUTBF)

option in the Workspaces
tab of the browser

Accounts Receivable File interface (ARUTFI)

N 1 EENc o Wk (i g ~§ Cash Recelpt Format Conversion {ARUTRC]
$ List Report Definition File (RXL At st Rarahabla File P { )
T e

> Print an Ad Hoc Report (RXRE) Intarface (ARUTFI) $ Change Sel it
Date (ARUTCS)

4 Task List

| & Main Menu

ARUTFI

'| Accounts Receivable File Interface (ARUTFI)
2. Click on the Accounts Receivable
File Interface (ARUTFI) link. Total 1 items found
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Using the Search field with a Description of the utility.

Fileinterface Q= @ Help~

[

1. Enter File Interface or Accounts
Receivable File Interface in the Search field.

Accounts Receivable File Interface (ARUTFI)

Flat File Interface to Budget Set (CLBUBAFI)
2. Click on the Accounts Receivable Pendii
Flle Interface (ARUTFI) link. Total 2 items found

Selecting and Processing the Data File

When any of the above methods are used, the prompts associated with the
utility will be displayed on a new tab in the browser.

CENTRAL s, AccoUNts Receivable File Interface (ARUTFI)

Please enter the name of your Interface Filename

Are you using a Delimited file? 0 (he
Please enter a name for your new AR/CR Set"
» Line Printer ARCHIVE - DO ARCHIVE v

Optional Questions

In the ARUTFI tab, click on the Local button to open a file lookup window.

23 | Page



{6, CENTRALSQUARE

TECHNOLOGIES

. CENTRAL Cemarsns ACCOUNS Receivable File Interface (ARUTFI)

Please enter the name of your Interface Filename Local_.
¢ Open [ Ex
Are yo
T + File Uplooads » CR File Uploads v & Search CR File Uploads »p
Please -
Organize = New folder == | ] (7]
Lifl /8 superion Cloud Name Date modified Type =
# Con CHI-CSHRUME L) Finance Import (revised) 9/25/2019 1211 PM  Microsoft Excel C..

OF e Desktop
s Local Disk (C) 2. Select the file to
be uploaded

1. Use this pane to locate the

directory where the file was
saved.

3. Click the Open
button.

~ | All Files v

Open Cancel

In this window, navigate to the directory containing the file, select the file and
then click on the Open button.

NOTE: You will can you have your file selected because the file name will
populate in the File Name field.

The File Name will be placed in the field next to the ‘Please enter the name of
your Interface Filename’ prompt. The Local button will also be relabeled as
Remote and a blue File uploaded message should be displayed as shown in the
following image.

. CENTRAL

Accounts Recevable File Interface (ARUTFI)

Please enter the name of your interface Filename

Continue to populate the fields in the ARUTFI tab as shown in the following
screen shot.
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CENTRAL

Accounts Receivable File Interface (ARUTFI)

1. Place a check mark in the checkbox for e
Please enter the 'Are you using a Delimited file?" prompt. FANANG R IMPOR [HEVISEL) CaV

V¥ Are you using a Delimited file?

2. Select the 01- Comma Delimited

= Pl il option from the drop-down list for the B onuna efmerd &
Field Delimiter field.
Please enter a name for your new AR/CR Set’
B Line Printer 3. Enter a name for the Cash ARCHIVE - DO ARCHIVE = %

Receipt set to be created.

I» Optional Questions
4. Click the Submit button to
begin the file upload process.

For item 3 above enter “SYSTEM”.

Select the Optional Questions and enter ‘1’ in the ‘Number of header lines to
skip’. Then click Submit.

¥ Optional Questions

H Number of header lines to skip | 1 |
- Job Run Schedule Date | ‘ =] |
= Job Run Schedule Time | ‘ Q@ |

L Save As Favorite | |m

A job number should be displayed in the top-right corner of the tab. Once
received, the tab can be closed.

25| Page



6) CENTRALSOUARE

TECHNOLOGIES

After the tab is closed, return to the Workspaces tab and refresh the contents of
the Jobs panel.

> CENTRAL memnmnens  YVOTkspaces

0 *Department General » Data Entry 0 A Pending Tasks 20 A

22 Accounts Payable

B ARBTCRIC E-] ARBTCRUB Description Mods) Select
22 Cash Receipts Interactive Cash Receipts Create/Update Cash Receipt

28 General Ledger i

P-Card [ arercree [ arercrsL e e PR AR AR ADPROVAL

22 Purchasing .

() Task List Click the refresh button in
g ARUTMS B ARUTFI the Jobs task panel.

& Main Menu Merge Cash Receipts Ser Accour r-- fvable

~

Inquiry c 0 A =

ehable Inquiry Refreshed at Wed Sen 25207 5818 CMT-0700 [Pacific T

el < o 36 D

After the Jobs pane is refreshed, locate the record for the job and determine if it
Completed or Failed.
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Failed Job

Jobs 0 A

Desc Job# Status Start Type

Job: ARUTFI 9/25/2019 12:48-:08 PM

Rl qob'lrl

1. Check Status to

Job Detaile see if Completed

Job: 228760 Status: or Failed.

Desc: Job: ARUTFI Start:

Type: Job End: 9/25/2019 12:48:09 PM
Attachments

Doc De 2. If the Status is Failed, click on

K 228750 R the link to the Tail Sheet to view

it to determine why it failed.

Refreshed at Wed Sep 252 b - Shaee i o 2)

Scroll down past the Run Request section and look for any error messages like
the one shown in the following image. These should provide a clue as to what
needs to be fixed in the file.

RUN REQUEST DESCRIPTION USER SELECTION

System : £
A/R Function : Utilities
Utility Function : File Interface
Interface Filename : YbcOdcbfe-4&cb-4180-9a29-bd47a
Convert Delimited File : YES
Field Delimiter : 01
AR/CR Set : CASTESTUPLOAD
LP Copies, Name, Pri : OlARCHIVE 08
Header Lines : 0

End NU020 <1.19>

END OF PROGRAM

:FILE INTFILE=UP000597.DATA.JOB; SHR

:RUN /sungard/production/finance/job/prog/ar969.gnt

Begin AR9E9 <1.32> WED, SEP 25, 2019, 12:48 PM 1FAS 11 /18.2

Creating /sungard/production/finance/JOB/DATA/UP000597.0rig
Pad /sungard/production/finance/JOB/DATA/UP000597 to /sungard/production/finance/JOB/DATA/UP000597 (512) bytes

Converting from delimived file using: ,

ERROR: Invalid Transaction Type in interface file.
Transaction Type: IN
* Process Terminating...

ABNORMAL TERMINATICN
END OF PROGRAM
:PURGE UP000597.DATA.JOB

You will need to go back to your excel formatted spreadsheet to make the
necessary changes and re-save as a CSV before retrying to upload again.
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If the Status of the job shows as Completed, click on the link for the Tail Sheet
and view the contents to see how many records were created and to verify the

set was created.

Jobs

Q
o

Desc Job & Status Start ype

9/25/2012 14853

PM

Failed
1. Verify the

g Status is
Job: ARUTF 229062 Failed Comp|eted_

Job: ARUTFI 228786  Failed ;r‘:’ A3 350 Job
?QCL' i 228772 | Completed LR Workflow
Securty (28
M) « o 2)(» )| m
Job Details
ED%:::: 3§29$UTF| 2. Click on the link for the

Type: Job Tail Sheet and verify the
records were created.
Attachments

Doc Desc

5] 229064bTail Sheet

In the Tail Sheet, scroll down towards the end of the document to view the
number of records in the interface file, the number of records created, and the

name of the file created.

The file can then be located and opened in the ARBTCRUB screen. The records
can then be verified in the ARBTCRUB screen or using the proof report accessed
using the link in the screen, any necessary changes made to the records, and

then the deposit approved to initiate the workflow.
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