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Manual Entry Process

1. Open the ARBTCRUB Create/Update Cash Receipt Set screen.

T | | Workspace x IEE

& O % https://santacruzfinance.co.santa-cruz.ca.us/Production/Workspace?nav=workspaces&id=228page=0

CENTRAL Workspaces arbtcrub| Q @ Help ~ IM

TECHNOLDEIES

Create/Update Cash Receipt Set (ARBTCRUB)

ot Lilcms foung

D Accounts Payable 4 IN Invoice Processing e A ”

Menu

82 AP Workspace
APOHININ
2 Bank Recon Worksp... Invoice Entry

= 1099 Workspace

Desc Job # Status Start Type

No records were found for user.

\q‘q-o L]

Cafrachad 2t bins Dok 91 909 MGG AN SRMTARON Qarifie Standacd

Invoice Proof Listing

APOHINBP '

2. Once you are on the Create/Update Cash Receipt Set (ARBTCRUB) screen, click on the +
button in the main screen area to switch to Add Mode.

CENTRA E Create/Update Cash Receipt Set (ARBTCRUB)
= Search —
Set | ‘ Receipt ‘
Q Apply Search
+
=] L
All Tasks
5 fa ot SetID: ) Status:
Clear Criteria etib O e e, 0|7 Status T
Created By, ’ Y  Updated By: T  Updated Date =HA 4
Filters:
O Created By Me _
0O Posted Glals
B Un-Posted
Set Total: 000 Receipt Count [+] Record Count: o
Search Criteria:

3. You can confirm you are in Add mode because the system will display the word Add in the
upper right-hand corner. Now, click on the top orange pencil.

Set H Receipt ‘

Add

il
[

Updated Date &

c Updated By &

Set Total ted By @

Status @

Us reat
BE (Batch Entry) _ AUD029 AUDO29 09/21/2023

09/21/2023

Click on the top orange pencil

2 | Page



(¢, CENTRALSQUARE

TECHNOLOGIES FINANCE ENTERPRISE

Entering the Cash Receipt Set Information

4. Enter the following information on the Set tab.

> CENTRAL atomee Create/Update Cash Receipt Set (ARBTCRUB)
= (—
Q | Receipt
= = Add
& Set 1D ¥ User Set Total: 0.00 Status: BE -
E Created By Created Date: o2/2/2022 g Updated By SUNOOT Updated Date 02/ /2022 2
&
Tota
c Set Total: 000 Receipt Count: Q Record Count: 4]
2

e Set ID: The CR Set ID format should be created using the following methodology
(Required field)
o User’sinitials (3 characters) + Dept code (2 digits) + Date (6 digits). Example: Laura
J. Bowers, Dept 12, February 8th, 2022 = LIB12020822
o If you create multiple sets per day add a suffix at the end of the set ID, i.e.
LJB12020822A, LJB120208228B etc.
o User Set Total: Enter the total of all the transactions you are about to enter in the User
Set Total field.
o Status: Display only - To track the current status of the batch. Statuses include:
o BE —Batch Entry — The receipt has not been posted to the GL.
o AP - Approved — The receipt is fully approved and can be posted to the GL.
o DS - Distributed — The receipt has been posted to the GL.
o [EX — Extracted — This typically denotes that an error occurred. Contact your
system administrator.
e Created By: Display only - Will default to your User ID.
o Created Date: Display only - Will default to today’s date.
o Updated By: Display only - To track who made the last changes to the set.
o Updated Date: Display only - To track the last date the set was updated.
e Set Total — Display only — System calculated set total.
e Receipt Count — Display only — The number of cash receipts within the set.
e Record Count — Display only — The number of line items within the set.

5. Save the Set by clicking the Save icon on the left menu panel (the gray vertical bar menu)

=
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When the record has been successfully saved to the database, a green message is displayed
that indicates the records was accepted:

Entering Receipt Header Information

6.

Click on the Receipt Tab to enter cash receipt information.

CENTRAL

e Create/Update Cash Receipt Set (ARBTCRUB)

Q

= © Add

j Customer ID* Customer Name: DEP D Tax Exernpt

& Receipl.* Receipt Date’™ 5 User Receipt Til: ex 0.00 System Receipt Til 000
7. Click the + sign at the top of the screen.

Set Receipt
~ ~ tomer ID *

8. Click the orange pencil.

& ~ Customer ID * Receipt *
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e Customer ID — This field will default to C99999. (Required field)

e Receipt - Select Generate ( ¥ ) to the right of the Receipt field and select the CRREF seed
generator to add the next sequential cash receipt number. (Required field)

¢ Receipt Date — Enter the date of the receipt. (Required field)

e User Receipt Ttl - Enter the total amount of the receipt.

Entering Receipt Line Item Information

9. Click on the orange pencil.

Receipt Details | ‘ Receipt Text

- GL Account *

Switch to Added R

e GL Account - Enter the Account. A value must be entered in both the GL ORG KEY and
OBJECT fields. The JL PROJ KEY and OBJECT fields are optional. You can enter this
information directly into the fields if you already know the account numbers. (Required)

o Refunds: If you are processing a refund and need to abate an expenditure Object
Code, please enter the correct expenditure Object Code here. (When you enter
the Unit Price for this line, please make the value negative)

o BankFees: If you receive credit card income and have bank fees, please use Object
Code 62310. (When you enter the Unit Price for this line, please make the value
negative)

To lookup account numbers, click in the ORG KEY field and then click off to the right on
the ellipsis button with the 3 dots.

(1) Put your cursor in the

Org Key or Object

(2) Click the ellipse
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Then select Lookup GL ACCOUNT. This will allow you to look up valid combinations of
the org and the object together.

Lookup Org Key

I Lockup GL Account &

v Show Ledger
+ Show Job Ledger Side
Show Work Order

You can filter your lookup by the account number or by the description fields. Please
note that the first Long Desc filter is to filter based on the org key description whereas
the second Long Desc filter is to filter based on the object code description. Also keep in
mind using the filter icon/button to the right of each filtering field to ensure that you are
filtering based on the correct parameters.

Ledger Lookup

Account Long Desc Long Desc Year Active Ledger
le] | = o) [== Jofx] [+ Jefx|[ |
-—-

001020-10700 GF SUBFD-MHSA.. | ACCOUNTS RECE.. | 2022

001020-34304 GF SUBFD-MHSA.. | COMMITTED - M... 2022 A GL
001020-34400 GF SUBFD-MHSA... | FUND BALANCE 2022 A GL
001238-10100 COURTS-ENHAN... | EQUITY-POOLED.. @ 2022 A GL

To enter a Project account, click in either the PROJ KEY or OBJECT field for the JL ledger
and then click off to the right on the ellipsis button with the 3 dots. This will allow you to
look up project information similar to how you looked up the GL account information.

Account

OBJECT

(2) Put your cursor in the

Org Key or Object
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e Description - Enter a description into the Description field (the module will sometimes
default the description to the GL object description, but you can customize the
description)

¢ Quantity and Unit Price - Enter a quantity into the Quantity field and a unit price into
the Unit Price field. The Extended Amount will calculate based on quantity X unit price.
(Required)

o Refunds: If you are processing a refund and need to abate an expenditure
Object Code, please make this value negative.

o Bank Fees: If you receive credit card income and have bank fees, please make
this value negative.

All the other fields will either default or can be left empty.

10. Save the Set by clicking the Save icon on the left menu panel (the gray vertical bar menu)

When the record has been successfully saved to the database, a green message is displayed
that indicates the records was accepted:

™ _1%s - s —

If the total of your line items does not yet total the amount you entered into the User Receipt
Total on the header portion of your screen, then the system will clear out the line item
portion so you can enter additional line items until they total the User Receipt Total amount.

Once the total of your line items equals the User Receipt Total that was entered on the
header portion of the screen, the system will clear out both the header portion and the line
item portion of your screen.

11. Click on the Arrow at the top of the screen to delete the new Receipt that has been created.
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Customer ID: * |

Receipt: * |

Receipt Details || Receipt Text || Account Te:

12. Click on the Set tab and verify that your User Set Total equals the system Set Total.

CENTRAL  Ensure that your User Set Total equals Q.  @rep | IM

the system calculated Set Total

Edit 10of1

=~

5 SetlD: ‘ ICM12022122 |I User Set Total: | 5000.00 ‘ IStah.ls: ‘ BE

Created By: ‘ SUNOOT | Created Date: | 02/212022

H ‘ Updated By- SUNOOT ‘ Updated Date- ‘ 02/21/2022 g |

Totals

B3

Q

| Set Total 5,000.00 I Receipt Count: Record Count:

13. If you edited the User Set Total amount, click Save again.

Importing a Cash Receipt

Complete the Import Template

1. Fill out the Affidavit and Record of Deposit template.

a. Download a copy of the Affidavit and Record of Deposit entry import template from

the Auditor-Controller Intranet.

b. Fill out the CRForm of the Excel template with your cash receipt information.

8 | Page
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COUNTY OF SANTA CRUZ Set (Batch) ID 11812020922
FINANCE ENTERPRISE arripaviT AND RECORD OF DEPOSIT ACTTC Deposit No.
I hereby swear, under penalty of perjury, that the amount due the treasury of said county for moneys collected by: ACTTC
is the sum of nine hundred dollars
S 900.00 in settlement of the following s to and including the data below: Total Wire Deposit
Subscribed this Wednesday, February 9, 2022 Laura Bowers X2684 Total Cash 500.00
PREPARED BY, EXT Total Checks 400.00
Edith Driscoll - Auditor/Cﬂﬁrcller Total Deposit | $ 900.00
HEAD OF DEPARTMENT - NAME & TITLE by: DEPARTMENTAL APPROVAL
Sum of Lines Below ] 900.00
'l - - ] 0] ]
Line] GLKey GL Obj JL Key JLObj | Description Amount
1 121000 41220 TEST REVENUE 100.00
2 122100 41222 TEST REVENUE 200.00
3 126000 42384 TEST REVENUE 400.00
4 128000 42047 TEST REVENUE 200.00
g

c. Print a copy of your Excel workbook.
d. Next, click the UPLOAD tab in the Excel workbook. The UPLOAD tab will be
automatically updated based on what you entered on the CRForm tab. The data will be

formatted for import into Finance Enterprise.
| |

CRFerm UPLOAD

e. Delete all blank lines.
f.  Within Excel, use File > Save As to save the file with a unique name. Save the file in CSV
format.

T [ Desktop
| AUD-36 AFFIDAVIT AND RECORD OF DEPOSIT v20 |

Excel Macro-Enabled Workbook (*xlsm) - |:

Excel Workbook (* xlsx)

Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Waorkbook (*.xIsb)

Excel 97-2003 Workbook (*.xls)

CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*xml)

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

Excel Template (*xItx) M
Excel Macro-Enabled Template (*xltm)
Excel 97-2003 Template (*xIt)

Text (Tab delimited) (*1xt) M
Unicode Text (*.txt)

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

Csv (Cﬂmma delimited) (*.csv)

Formatted Text (Space delimited) (*.prn)
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You will receive the following notification. Click OK.

Microsoft Excel >

The selected file type does not support workbooks that contain multiple sheets,

! * To save only the active sheet, click OK.
* To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

Cancel

Load the File to Finance Enterprise

2. Upload the CSV file into Finance Enterprise.

a. InFinance Enterprise open the ARUTFI utility.

Accounts Receivable File Interface (ARUTFI)

Total 1 items found

b. Click the Local button to find the CSV file you just saved.

»
CENTRAL Accounts Receivable File Interface (ARUTFI)

TECHNOLDGIES

Please enter the name of your Interface Filename Local...

Are you using a Delimited file?

Please enter a name for your new AR/CR Set”®
Line Printer ARCHIVE - DO ARCHIVE v
File Interface 0l - Standard Interface v

Optional Questions

c. Select the file that you want to import and then click Open

10 | Page
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kS
> is » Desktop v ;-‘ eard esktop
B > ThisPC * Deskt (3} Search Desk
New folder = - in'} o
~  Name Date modified Type Size “
plects 85 AUD-36 AFFIDAVIT AND RECORD OF DEPOSIT v20.csv 2/9/2022 3:17PM  Microsoft Excel Co.. 3KB
o @7} AUD-36 AFFIDAVIT AND RECORD OF DEPOSIT v20x1sm 2/9/2022 314PM  Microsoft Excel M. 82 KB
ments :“@ AD Update 2/9/2022 3.01 PM Internet Shortcut 1KB
loads ‘3 County Intranet 2/9/2022 3:.01 PM Shortcut 1KB
4 eTimeCard 2/9/2022 301PM  Shorteut 1KB
s £ BT14093 pdf 2/9/2022 225PM  Adobe Acrobat D.. 231KB
. [ BT14092 pdf 2/9/2022 225PM  Adobe Acrobat D.. 232KB
s (C) £ BT14091 pif 2/9/2022 224PM  Adobe Acrobat D.. 232 KB
’ [#) set proof.pdf 2/8/2022 5:49PM  Adobe Acrobat D.. 4KB
24 (\\scznas06\aud\home N
a \aucy [£ TAX BT-1.pdf 2/8/2022 206 PM  Adobe Acrobat D.. 408 KB
\SCZNASD4) (1) [£) ACH BT-1.pdf 2/8/2022 205PM  Adobe Acrobat D... 713 KB
\SCZFSO0\PCMF) (M:) [£ MOU_GenRep.pdf 2/7/2022 234PM  Adobe Acrobat D.. 1,063 KB
oDebt (N:) he 5 Time nff Remiest Praredires - rev 01142022 dnee 1/19/2022 1118 A Micrgenft Word D 2001 KR 9
File name: | AUD-36 AFFIDAVIT AND RECORD OF DEPOSIT v20.csv N Al files (=) v
Open Cancel
T —

d. Complete the following fields:

CENTRAL e Accounts Receivable File Interface (ARUTFI)
CHNOLDEGIES
Please enter the name of your Interface Filename 677504DB-3407-479F-9892-BDIB2F9F:
Are you using a Delimited file? [Yes)
L Field Delimiter 01 - Comma Delimited A4
Please enter a name for your new AR/CR Set* ICMI2022122
Line Printer ARCHIVE - DO ARCHIVE v
File Interface 0l - Standard Interface N
Optional Questions

e Are you using a Delimited File? Select Yes (checked) and select 01-Comma Delimited.
e Please enter a name for your new AR/CR Set: The CR Set ID format should be created
using the following methodology:
o User’sinitials (3 characters) + Dept code (2 digits) + Date (6 digits). Example: Laura
J. Bowers, Dept 12, February 8th, 2022 = LIB12020822
o If you create multiple sets per day add a suffix at the end of the set ID, i.e.
LJB12020822A, LJB120208228B etc.
e. Click the Submit button.
You will receive a notification that the job was submitted

11 | Page
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f. Go back to your Workspace tab, which should still be open on another browser tab. Go
to the My Jobs panel and click the Refresh icon to refresh the jobs list until your ARUTFI
job is complete.

My Jobs 0 A
Desc ‘h Job # Start Type
Accounts Receivable File Interface | 2730766 | Completed | 2/9/2022 3:23:27 PM
Job: ARBTCREP 273073 Completed | 2/8/2022 5:43:54 PM Job
Job: ARBTCREP 273072 Completed | 2/8/2022 5:39:39 PM Job
Job: GLIEDM 2730666 @ Completed | 2/8/202210:47:24 AM | Job

) o« ]o Y

Job Details

Job: 2730766 Status: Completed

Desc: Accounts Receivable File Interface Start: 21902022 3:23.27 PM

Type: Worlkdflow End: 2/9/2022 3:23:28 PM

Verity Accuracy of Import

3. Verify that your cash receipt imported correctly.

a. Once the status is Completed, you can view the imported cash receipt set by going to
the ARBTCRUB screen and searching for the Set ID that you just created.

O | Workspace x |+ - [}
& O ] https://santacruzfinance.co.santa-cruz.ca.us/Production/Workspace?nav=workspaces&id=228page=0 8 {% :

CENTRAL

SLoeres Workspaces arbterub| Q © Help ~

Create/Update Cash Receipt Set (ARBTCRUB)

B Accounts Payable 4 IN Invaice Processing e A

22 AP Workspace
Desc Job # Status Start Type
Mo records were found for user.

APOHININ APOHINBP
-
& Bank Recon Worksp... Invoice Entry Invoice Proof Listing

22 1099 Workspace / Dafrachad at hinn Cab 21 9029 AGIG4A CAMT-NAAN 0cife Srandace

12 | Page
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b. When you are on the Create/Update Cash Receipt Set (ARBTCRUB) screen, click on

Apply Search with Un-posted selected (it should already be selected by default).
CENTRAL

s Create/Update Cash Receipt Set (ARBTCRUB)

L}

Search

Set

‘ Receipt ‘
Apply Search

All Tasks -

Clear Criteria

»> Click on Apply Search

Crea with the Unposted box

checked.

0 |Y Status

Y  Updated Date:
Filters:

O Created By Me
O Posted
B Un-Posted

Set Total:

000 Receipt Count [+] Record Count:
Search Criteria:

c. The system will present all your unposted cash receipt sets. Click on the Pencil button

next to the Set that you imported.

Set

U

‘ Receipt ‘

Status
= e
d. The cash receipt set will open. Review the set information to validate that the Set Total

is correct and that the Record Count is correct (it should match the number of rows that

existed on the UPLOAD tab). You can also click on the Receipt tab to verify that the
cash receipt details/line items loaded correctly.

Set ‘

Receipt ‘

< > + @ @ Edit Tofe B~

Set ID: LIB12020922 User Set Total

90000 | Status | BE
Created By AUDO24 Created Date | 02/0912022 B | Updated By AUDO24 Updated Date | o2/0912022

Totals

Set Total

900.00 IZecam Count: 1| Record Count

13 | Page
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Run a Set Proof Listing

It is required that you run a batch proof report after entering your cash receipts set. This will
allow you to verify the information that you entered and identify any potential issues that may
prevent the receipt from being posted. In addition, the set proof listing report is required to be
attached to your receipt set as backup.

1. Click on the Screen Links icon on the left menu bar and then select Set Proof Listing.

CENTRAL Create/Update Cash Receipt Set (ARBTCRU

TECHNOLDGIES

=] Merge Cash Receipts Sets Set 1D

(2) Click on Set Proof

Created B LlStI ng

(1) Select the Screen

Links icon 5,000.00 Receipt Count:

2. A new browser tab will open. Click Submit to run the report.

TECHNOLDGIES

CENTRAL Cash Receipts Set Proof (ARBTCRBP)

Please enter the name of your CR Set® ICM12022122
Would you like the Set Proof in short format? O (No)
|: Would you like errors only on the set proof? O (No)
How would you like the set proof sorted? ao
Print Total Lines for which sort level? ol
©On what total level would you like page breaks? ol

Line Printer ARCHIVE - DO ARCHIVE hd

Optional Questions \
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You will receive a notification that your job has been submitted.

3. Go back to your Workspace tab, which should still be open on another browser tab. Go to
the My Jobs panel and click the Refresh icon to refresh the jobs list until your ARBTCRBP job

is complete and Batch Proof report is available.

CENTRAL

- Workspaces
-
Menu X ’
O Cash Receipts » Cash Receipt Processing c e My Jobs e A
-
22 CR Workspace
Desc Job # 3 S Sta Ty
ARBTCRUB ARBTCREP © ° . et 55
Task List d § . N Job: 2/21/2022 10:31:09
Create/Update Cash Cash Receipts Set Procf
Receipt Set - ARBTCRBP R | EEREEES] AM
& Main Menu ) « o Y
ARBTCRDS Job Details
Distribute Cash Job: 2731310 Status:Completed
Receipts Set (CR and Desc: Job: ARETCREF Start: 2/21/2022 10:31:09 AM
GLl Type: Job End: 2/21/2022 10:31:14 AM

Doc Type Desc
B 2731210Tail Sheet
Undo Job e B 2393854Doc Cir Batch Proof (verbose)
(5
Refreshed at Mon Feb 21 2022 10:31:20 CMT-0BOO (Pacific Standard
Time)
f 2putuc |

Attachments

4. Once the job is completed, click on the job (it should be highlighted in orange when selected)
and then link for the C/R Batch Proof to open the report for viewing.

My Jobs c 9 A
Dese Job # Status Start Type
Job: 2//202210:31:09
la | = o L |
Job Details
Job: 2731310 Status:Completed
Desc: Job: ARBTCRBF Start: 2/21/2022 10:31:09 AM
Type: Job End: 2/21/2022 10:31:14 AM

Attachments
Doc Type Desc

K 2721310Tail Speet
b 2393354D Cir Batch Proof (verbose)

Refreshed at Mon Fel 21 2022 10:31:220 CMT-0800 (Pacific Standard

Tirme)

The report will open in a new tab in the browser.
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B
CENTRAL e Document Viewer
Docld: 2393856 ARBTCRBP Zip and download originals
1 et Q - 4+ & = A v -9 v @ | @ »

A hard copy of the report can optionally be printed using the printer icon in the upper-right
corner of the report viewing window. A window will open where the printer to use can be
selected from a drop-down list of available local or network printers set up for the
workstation.

Use the report to verify that the cash receipt information entered is correct. Any BLOCK
messages printed on the report will prevent the cash receipt from posting and must be
resolved before the receipt set can be posted.

If any errors are noted in the review process, return to the ARBTCRUB screen, and make the
necessary changes to the cash receipt, save the changes made, and rerun the proof report
to verify that the block messages are gone.

5. Save a copy of the set proof listing report so it can be attached as backup to the cash receipt.
Click on the disc icon in the far-right corner.

Zip and dowﬂ'wha 5

vV v 9 v @ | e 8l

You will then be prompted to designate the folder where the report will be saved. Save the
file with a name that identifies the Set ID and anything else you find useful to identifythe file.
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Save As

1 H > ThisPC > Desktop

rganize v New folder
= This PC ~
¥ 3D Objects

I Desktop

[5| Documents

¥ Downloads

D Music

&= Pictures

B Videos

& Windows (C:)

e« ALINN2A ANerm v

Name

€% AD Update

[£] CHEDDARC_111220.pdf

[£] WT08160 FOR APPROVAL pdf

[2] BT14063 FOR APPROVAL pdf

[2] TAX BT-1,0df

[£] ACH 8T-1,pdf

[2] cSF Application_21pdf

[£) 01.31.22 BT PERS.pdf

[£) 58 County WT -012622-Cabrillo College-VA-vr.pdf

Date modified

2/1/2022 2:34 PM

2/1/2022 9:15 AM

1/31/2022 402 PM
1/31/2022 401 PM
1/27/2022 3.00 PM
1/27/2022 3.00 PM
1/27/2022 122 PM
1/26/2022 4:30 PM
1/26/2022 11:59 A..

Type

Internet Shortcut

Adobe Acrobat D.
Adobe Acrobat D.
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D..
Adobe Acrobat D..

TKB
3,095 KB
197 KB
649 KB
411KB
977 KB
239 KB
886 KB
966 KB

v O

O Search Desktop

File name: [ JES14183 set proof

Save as type: Adobe Acrobat Document (*.pdf)

Attaching Supporting Documents

1. To assist with the approval process, backup documentation must be attached to the
ARBTCRUB screen.

Click on the Attachment link (paperclip icon) in the navigation panel along the left edge of
the screen. The panel will open to display the tools used to perform the attachment.

CENTRAL

TECHMOLDGIES

Create/Update Cash Receipt Set (ARBTCRUB)

- Attachments :
Set ‘ | Receipt |
Q Add New Attachment
Sea - Q
& SetID: ICM12022122 User Set Total:
£y
Created By: SUNQOQ Created Date: 02/21/202: ﬁ Up
Y K
otals
~ Set Total: 00000 Receipt Count: Re
¥
l-]

Click on the Add New Attachment button in the panel.
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Attachments

Add New Attachment

‘ Search (ex: pdf) Q ‘

An “Add New Attached Item” window will open.

Add New Attached Item

Descriptior

Choose Document

Choose an Attach Definition.. W

In the “Add New Attached Item” window, enter a Description of the item to be attached.

Next, click on the Browse button. Find the file that you would like to attach and click on Open
to attach it.

© open X
Saved to this PC ) This PC » Downloads v | 0 O Search Downloads
Organize « New folder =~ [ @
& OneDrive ~ Name Date modified Type Size 1
B This PC ~ Last week (1)
_..j 3D Objects [ ] 6773D4DB-3407-479F-9392-BD1B2FOF48E..,  2/17/2022 2:00 PM KLSX File 2 KB
I Desktop ~ Earlier this month (5)
Documents @ Set Proof $ 2/10/2022 8:44 AM Microsoft Edge P... 26 KB
& Downloads [ EES2CF26-38C3-9009-90BB-44BATF55582..,  2/9/2022 6:10 P XLSX File 5 KB
b Music D Contract.xlsx 2/T/2022 4:39 PM KLSX File 11 KB
= Pict D Oct21 Interest Alloc.xlsx 2/4/2022 11:21 AM KLSX File 178 KB
ictures
D Test020222.csv 2/2/2022 %41 AM CSV File 1KB
E Videos

i Local Disk () v Last month (2)

[] B722184C-3700-4A23-8AA5-DB2602DEDT...  1/21/2022 2:37 PM XLSX File 5 KB
i Network ¥ [l google 1/27/2022 10:52 AM JFIF File 18 KB \
File name: |Set Proof wllfils v
|- Open | | Cancel |
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It should look something like this when you are done:

Add New Attached Item

| PROOF $

Add a description, select and
AIP12092623X PROOF pdf attach your file, and select
CR_FY24 as the attachment

definition.

CR_FY24

Click the Attach button to attach the selected document to the ARBTCRUB receipt record.

You should receive a File Attached Successfully message.

Click on the Close button to close the “Add New Attached Item” window.

CENTRAL
Your attached
' document will now be

displayed.

Q [y

E L1 ] + m

Add New Attachment
= , .
‘ Search (ex: pdf) Q ‘ v
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A link icon will be displayed in the Attachments panel with a label matching the Description
that you entered during the attachment process. When the icon is clicked, the attached file
will open for viewing as long as there is a program on the workstation that can open that file
type.

If you would like to attach another document, click on the Add New Attachment button again
and repeat the above process. Note — don’t forget to attach a copy of your Set Proof Listing
as backup for your receipt.

Submitting the Cash Receipt for
Approval

1. After the cash receipt set has been completed, you will then need to self-approve the receipt
set. Click on the pending tasks icon and then click Approve.

CENTRALSOUARE ¢ reate/Update Cash Receipt Set (ARBTCRUB) Q. @+ | IM
Approvals —— —————
Set H Receipt |
EZ + w =-

& CR_APPROVAL

Created By

S o EEEnEe

Since: 2/21/2022 9:31:22.4 Tasks iCOn-

oo

(2) Click Approve 1-10f 1 Records

ﬁmu::lmlwnmmp”

Comments can optionally be added to your self-approval. These comments are viewable by

all approvers.

AWaQ Lormirmer

4
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Cash Receipts will be approved according to the following flow:

Employee enters Employee self Supervisor reviews
Cash Receipt and approves the Cash and approves the
attaches backup Receipt Cash Receipt

Control staff Control reviews and Email notification to Treasurer reviews
manually posts the approves the Cash enterer notifying and approves the
Cuash Receipt Receipt them of approval Cash Receipt

Deleting an Unposted Cash Receipts
Set

1. Navigate to ARBTCRUB

im} | Workspace x  + - o
&~ G ] https://santacruzfinance.co.santa-cruz.ca.us/Production/Workspace?nav=workspaces&id=228&page=0 \-0 fE :

" CENTRAL

Workspaces

arbtcrub| Q © Help - IM

TECHNOLDGIES

Menu

O Accounts Payable > IN Invoice Processing z e A

88 AP Workspace

APOHININ APOHINBP .
]
& Bank Recon Worksp... nvoice Entry Invoice Proof Listing
= J

1099 Workspace Dafachar 2t Mns ok ) 9097 NG1S AN CRAT NBO 100 Standard

2. When you are on the Create/Update Cash Receipt Set (ARBTCRUB) screen, click on Apply
Search with Un-posted selected (it should already be selected by default).
» CENTRAL

TECHNOLDGIES

Create/Update Cash Receipt Set (ARBTCRUB)

Search

Set Receipt

Click on Apply Search st

Citore Created By Wlth the Unposted bOX bdated By Updated Date =)
ilters: ‘

O Created By Me Checked

O Posted Bl

B Un-Posted
Set Total: 000 Receipt Count: [+] Record Count: ]

Search Criteria:
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3. The system will present all unposted cash receipt sets, whether you created it or not. Select
the Cash Receipt Set to be deleted (make sure it is highlighted in blue). Click the Trash can

icon to delete the Set.

CENTRALSOUARE create/update Cash Receipt Set (ARBTCRUB)
Set || Receipt |
Q
i= +
= I T I
| S
g = - SetID Status
E] ICM12022122 BE SUNOO1
ol -
IRO205 BE SUNODT
LI L 0 -
~
L=
Switch to Added Records
o)

4. You will receive a confirmation message. Click Yes to confirm that you would like to delete

the cash receipt set.

Confirm Delete?

Are you sure you want to
delete the current record?

Yes
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