Government of the U.S. Virgin Islands



Posting Payment Entries to Munis Using the New
Deposit Slips
Payment Entry Module Instructions

Objective

This document provides comprehensive instructions on utilizing the “Payment Entry”
module of the Munis ERP system to record transaction details from the newly
implemented deposit slips.

Overview

To support the automation, timely completion of the bank reconciliation process and
ensure the accuracy of the Statement of Cash, collectors across all agencies are
expected to:

1. Make all deposits to the bank within 24 hours of receipt of funds (SOPP 119).
2. Post all revenues into the Munis / ERP system within 24 hours of receipt (SOPP
105).

All agencies are required to utilize the deposit slips provided by the Department of
Finance (pictured below):
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. Deposit Date 20
ik Lostien Apncy: i First Bank Virgin Islands
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Deposit slips should be entered into Munis within 24 hours of their receipt. The new
deposit slips contain deposit numbers that automatically link entries in Munis to the
corresponding bank transactions, enhancing the efficiency and accuracy of bank
reconciliation.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting
the necessary permissions have been assigned to your user account. If the roles have

not been established, contact the system administrator to have them updated or added
into the Munis system.

Using this Manual

The process of entering each payment on the deposit slip in the Payment Entry module
is outlined in Steps 1 — 20 of the Procedure section of this manual.

Please note that Steps 1 — 20 will have to be repeated for every payment shown on the
deposit slip.



Procedure

Please follow the steps below to enter transaction details into Munis using the deposit
slips:

1. Log into Munis using your individual username and password:

< O M (3 https/tyler-usvirginislandsvi.okta.com o a re
| &
Sign In
Username
|v] Remember me
Next
Need help signing in?
Powered by Okta Priv




2. Open the Payment Entry program:

Click General Revenues > Payment Processing > Payment Entry

C @ &) https;//usvirginislandsvi.tylerhub.com/Page/Display/3a8c4270-7c3a-41cc-844b-fdd2c729ec83

Munis Landing Page

e O

A Enterprise ERP
v Financials
v Human Capital Management
Iv General Revenues I
v Asset Maintenance
v Departmental Functions
v System Administration
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v Help
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Approvals

Tyler Menu i Favorites

‘ Q  search ‘ Recent Activity

Check Reconciliation

Bank Reconciliation
Payment Entry

Check Reconciliation (2)
Vendor Inquiry/Reports (3)
Account Trial Balance

Retro Pay History

G/L Account Inquiry
Account Trial Balance Report

Expenditure Central (2)

Financials

Check Reconciliation (2)

Check Reconciliation

. tyler

technologies

Tyler Links

Tyler Search: Find just what you are looking for
Tyler Community: Join thousands of other clients online
Tyler Support: Let us help you

Tyler Tech website: The leader in public sector software




Batch numbers are automatically populated when you enter the Payment Entry
module. Record the pre-populated batch number on the relevant deposit slip:

Payment Entry

X | a @ |+ /| @ 0 0 Oo S)
Close Search Browse Add Update View All Content Find Resume Batch View-Rev Output-Rel Deposit Rpt Settlement Update
Deposits
Payment Entry
Batch Information Batch numbers are automatically populated in Munis —
atch Number 80408607 | enter this number onto the deposit slip
Entry Date 06/27/2025

Processing Date | 06/27/2025

200F8218

GOVERNMENT OF THE UNITED STATES VIRGIN ISLANDS
Deposit Slip

Daily Summary of Collections

or Batch Scquence No. Deposit No. 39010001 ERP Bank No. 010010
Deposit Date: 20
DEPT No: Loc/dept: Agency: Island g ,
First Bank Virgin Islands
Verification by Division of .
= Treasury Conk:
Reconcilement/ Audit Section
Checks: Tetal Cheche
Audited By Date of Collection e
Date Collector’s Signature Bank Validation

359040004 222067285408 749w im3i32035ae &5




4. Click “Add” to enter the transaction details from the deposit slip:

'-::E-. Payment Entry

Batch Information

Batch Number

Entry Date

Processing Date




5. Enter the deposit number from the deposit slip into the “Default Deposit” field:

200F8218
GOVERNMENT OF THE UNITED STATES VIRGIN ISLANDS
Daily S { Collecti Deposit Slip
1 ummary ol Colicctions
or lech churzncc N I Deposit No. Ml JRP Bank No. 010010

Deposit Date: 20

DEPT No: Loc/dept: Agency: Island

First Bank Virgin Islandy

Verification by Division of s
Cou Cash:
Reconcilement/ Audit Section

Checks! e Tetal Chechs

Audited By Date of Collection Toul &

Date Collector’s Signature Bank Validation

*3590 4000 & pi22ab?28548 749w im3i3c203sae 25

Payment Entry

Batch Number 80409225
Entry Date 07/07/2025

Processing Date | 07/07/2025 o]
Clerk

Effective Date | 07/07/2025 o}
GL Effective Date | 07/07/2025 o]
GL Year/Period 2025 10 JuL
Description

Department 3901

Life CycleStep | 10 - In Proof/Initial

Deposits

etautt Deposit |3 Coverrizes )

Batch Totals
Number of items.

Total Amount

Batch Options

Receipt Option NO RECEIPTS -
[ Auto valiate?

Bank Code

Bank Account

Processing Date.
0of0




6. Click on “Overrides” to enter the suffix of the relevant payment method. Do not

click on the “+” button:

Payment Entry

Batch Number
Entry Date
Processing Date
Clerk

Effective Date

GL Year/Period
Description
Department

Life Cycle Step

Deposits

Defauit Deposit

Batch Totals
Number of items.

Total Amount

Batch Options

Receipt Option

Bank Code

Bank Account

0ofo  [<

07/07/2025

07/07/2025

07/07/2025

GL Effective Date | 07/07/2025

2025

3901

80409225
o]
[£]
o]
10 o

10 - In Proof/Initial

[ Auto vaiidate?

NO RECEIPTS

Processing Date.

]




7. Manually enter the suffix of the applicable payment method in the “Deposit
Reference” field.

In the example below, the Deposit Number is 10000 and the payment method is
Credit Card. Therefore, the “Deposit Reference” field should contain “10000CC”.

Note: Only add a suffix for the payment method for this transaction, not for all the
transactions on the deposit slip:

s Deposit Overrides

< v Select the corresponding suffix from the list for
o e the applicable payment method
Payment Entry > Deposit Overrides > # /
peposit Tender Type Pre/Suffix Deposit Reference
BANK XFER BX 10000
CASH 10000
CHECK 10000
CREDIT CARD cc l 10000CC I
E-CHECK EC 10000
MANUAL BANK PMT MP 10000
MULTIPLE MU 10000
OTHER oT 10000
WIRE TRANSFER WT 10000

10



8. Update the “GL Effective Date” field to the match the deposit date on the deposit
slip. The “Effective Date” can be the same as the “GL Effective Date”:

200F8218

GOVERNMENT OF THE UNITED STATES VIRGIN ISLANDS
Deposit Slip

Daily Summary of Collections
. Deposit No. 39010001 :Rp Bank No. 010010

or Batch Scquence No.

I Deposit Date: 20 l
DEPT No: Loc/dept: Agency: Island :
First Bank Virgin Islandy
Verification by Division of .
s Cash:
Reconcilement/ Audit Section
Checks: e Tetal Chechs
Audited By Date of Collection Total3-
Date Collector’s Signature Bank Validation

*3590 40004 222067285408 749w im3i32035e s 5

2% Payment Entry
B

Payment Entry > /'

Batch Number 80409225

Entry Date 07/07/2025

Processing Date | 07/07/2025 []
Effective Date | 07/07/2025 o}

GL Effective Date | 07/07/2025 a

GL Year/Period 2025 10 JuL
Description
Department 3901

Life CycleStep 10 - In Proof/Initial

Deposits

Default Deposit + || Overrides

Batch Totals
Number of items

Total Amount

Batch Options

Receipt Option NO RECEIPTS >
[ Auto validate?

Bank Code

Bank Account

11



9. Enter relevant details regarding the transaction into the “Description” field:

-
’-E_:-. Payment Entry

Batch Number
Entry Date 07/07/2025
Processing Date | 07/07/2025
Clerk

Effective Date | 07/07/2025
GL Effective Date | 07/07/2025
GL Year/Period 2025

80409225

al

10 JuL

Joescription

Department 3901

Life Cycle Step 10 - In Proof/Initial -

[33iis

10.To see a list of the department codes for all government agencies, click on the three
dots on the further right hand side of the “Department” field:

“s% Payment Entry

Payment Entry > /'

Batch Number
Entry Date 07/07/2025
Processing Date | 07/07/2025
Clerk

Effective Date | 07/07/2025

GL Effective Date | 07/07/2025

GL Year/Period 2025
Description
Department 3901

Life Cycle Step 10 - In Proof,

80409225
a
10 Jue

Initial

11.Select the code of the relevant agency from this list:

é‘yo

Payment Entry

Department
02

1
1001
1002
1031
1101
1102
n
1201
1202
1203
121
1212
1301
1302
1400
1401

1402
search / Filter

Qv

%+ Department Code Help

560@8‘13

Name

all

IRB VENDOR

LEGISLATURE STT

LEGISLATURE STX

LAW REVISION COMMISSION STT
DEPT OF JUSTICE STT

DEPT OF JUSTICE STX

Test Creation

SUPERIOR COURT STT

SUPERIOR COURT STX

SUPERIOR COURT STJ

SUP COURT- INSPECTION LANE STT
SUP COURT INSPECTION LANE-STX
JUDICAL COUNCIL STT

JUDICAL COUNCIL STX

SUPREME COURT OF THEV |
SUPREME COURT - STT

SUPREME COURT - STX

Select the relevant department code from the
list

1 of 278

12



12.Click Accept to move on to the next stage of the posting process:

Payment Entry

Batch Number 80409225

Entry Date 07/07/2025
Processing Date | 07/07/2025 o]

Clerk

Effective Date | 07/07/2025 [c]

GL Effective Date | 07/07/2025 o]

GL Year/Period 2025 10 JuL

Description

Department 3901

Life Cycle Step 10 - In Proof/Initial -
Deposits

Default Deposit + J[ overrides |

13



13.Uncheck the “20 - Real Estate” option and select the “1-General Billing & Misc Cash”

option from the “Category” drop-down list.

If the transaction belongs under a specialty classification, select the appropriate
category instead of the “1-General Billing & Misc Cash” option:

'-E:E-. Payment Entry [Gov't of the U.S. Virgin Islands]

[ = R @

(’ e \)
@ B B 8 ®© @ o

(" 17 === /
Customer GB Invoice B 5 Bankruptcy Payment Plan SSN/FID Quick Entry Scan Bill Preferences

Payment Entry [Gov't of the U.S. Virgin Islands] > Q

Find Bills

Category Year Bill Number

1 - General Billing & Misc Cash  ~ Q Go

1 - General Billing & Misc Cash >
20-

Real Estate

21 - Deferred Tax
22 - Tax Sale

23 -Tax Lien

24 - Tax Deed

25 - Personal Property

O0000O0|0

30 - Motor Vehicle

]

35 - Motor Vehicle Decals
Batch # 80409246 Department 3901 Batch Total 0.00

Deposit 39016813 Current Receipt 0.00 Receipt Count 0

14



14.Click on “Enter Receipts” in the menu bar:

%% Payment Entry [Gov't of the U.S. Virgin Islands]

Close ‘ En Customer GB Invoice Business Bankruptcy Payment Plan SSN/FID Quick Entry Scan Bill Preferences View Batck

Payment Entry [Gov't of the U.S. Virgin Islands] > Q

15.Click on “Misc Receipts” in the menu bar and verify that the previously entered
departmental code is displayed on the screen:

° ‘:E-. Payment Entry [Gov't of the U.S. Virgin Islands]

Payment Entry [Gov't of the U.S. Virgin Islands] > Q

Batch Information
Batch # 80409684 Department 3901 Batch Total 0.00

Deposit ) Current Receipt 0.00 Receipt Count 0

Additionally, ensure that the relevant details are filled in the “Paid By” and
“‘Comment” fields. Please note, the “Paid By” field is MANDATORY.

Ex. “Paid By” — John Doe

o B -
& Miscellaneous Receipts

« | v | O

Payment Entry [Gov't of the U.S. Virgin Islands] > Miscellaneous Receipts > #

Payment Detail Charge Detail

Loc/dept 3902 DOF CSTED ST CROIX o

Customer 0

5 0.00
Comment t : 0.00

GL Payment Allocation

Seq Org Obj Proj Acct Desc Amount Description

15



16.In the "Charge Code" field, enter the respective charge code assigned by DOF then
press the "TAB" key on your keyboard:

.
"::-. Miscellaneous Receipts

« | v 8| O

Payment Entry [Gov't of the U.S. Virgin Islands] > Miscellaneous Receipts > #' /
Charge Detail

Payment Detail

Loc/dept | 3902 DOF CSTED ST CROIX I Charge code * l

Customer 0 Description

Contract Quantity 0.00

Paid by " ) Price 0.00

Comment ’ Charge amount t 0.00
Cash it

GL Payment Allocation

Seq Org Obj Proj Acct Desc Amount  Description

16



17.Verify that the auto-populated 'Cash Account' field is accurate based on the selected
Charge Code. Update the field if necessary.

Also, verify the populated Org, Obj, and Project Code (if applicable). Update the
field(s) if necessary. Please note, expense org/obj codes cannot be utilized for
payment entries.

If the mapping is incorrect, promptly contact the Department of Finance after
updating the cash account on this screen:

4 Miscellaneous Receipts

< v O (A

Payment Entry [Gov't of the U.S. Virgin Islands] > M aneous Receipts > #
Payment Detail Charge Detail
Loc/dept 3902 DOF CSTED ST CROIX Charge code *
Customer 0 Description
Contract Quantity 0.00
Paid by cusTomER} | Price 0.00
¥
Comment t Charge amount 0.00
| cosnaccount |
GL Payment Allocation
Seq Org Obj Proj Acct Desc Amount Description

17



20%F8218

Deposit Slip

GOVERNMENT OF THE UNITED STATES VIRGIN ISLANDS

Daily Summary of Collections

or Batch Sequence No. Deposit No. 39010001

II'ZRI’ Bank No.

010010

Deposit Date:

DEPT No: . Loc/dept Agency: Island

20

First Bank Virgin Islandy

Veniiication by Division of =
Treasury Cash:
Reconcilement/ Audit Section
Checks: TeialChedls
Audited By Date of Collection e
Date Collector’s Signature

Bank Validation

3900004 1222467285410 749w im3i3ic03oe

s 5

18.The payment amount goes into the “Price” field:

-~ " =,
*%s% Miscellaneous Receipts
o

c|v o] @
Payment Entry [Gov't of the U.S. Virgin Islands] > Miscellaneous Receipts > #
Payment Detail Charge Detail
Loc/dept | 3902 DOF CSTED ST CROIX Charge code *
Customer 0 Description
Contract Quantity 0.00
Paid by USTOMER] I Price 0.00 |

-
Comment Charge amount 0.00
Cash account *
GL Payment Allocation
Seq Org obj Proj Acct Dese Amount Deseription

19. Click Accept to progress to the payment methods screen:

18



, Miscellaneous Receipts

« fvie | ©

Payment Entry [Gov't of the U.S. Virgin Islands] ous Receipts > #

Payment Detail Charge Detail

Loc/dept | 3902 DOF CSTED ST CROIX Charge code *

Customer 0 Description

Contract Quantity 0.00

Paid by OMER] | Price 0.00

T

Comment Charge amount 0.00
Cash account *

GL Payment Allocation

Seq Org Obj Proj Acct Desc Amount Description

19



20.Make sure to select the correct payment method along with relevant details of the

transaction:

Payment Entry [Gov't of the U.S. Virgin Islands]

<« v 9 1]

Back Accept  Cancel Attach

Tender Payment

Payment Information

View Receipts (1) Total Amount $70.00

Add Another Payment

Tender Information

Total Tendered $0.00 Change Due

Amount 70.00

| Payment Method | CREDIT CARD

Deposit | 39016628CC

Credit Card Details

Card Number |

Additional Information
Paid By Customer Select Customer
Payment Memo | CUSTOMER

If it is a check, please enter the check number. Please note, this field is

‘MANDATORY”.

Ex: 1234 (no leading zeros)

ayment Entry [Gov't of the U.S. Virgin Islands]

Tender Payment

Payment Information

View Receipts (1) Total Amount $100.00

Add Another Payment

Tender Information

Total Tendered $0.00 Change Due

Amount i [

Payment Method [ cHECK

Deposit [ 10000

Check Details

I per |
BankCode | ]

Additional Information

Paid By Customer Select Customer
PaymentMemo | CUSTOMER

Payment Method Tender Amount | Deposit

10000

20



21.0nce finished, click on “Complete Transaction”. Repeat Steps 1 - 20 for any
additional payment(s) included on the deposit slip:

'E-. Payment Entry [Gov't of the U.S. Virgin Islands]

« |l v |0

ack focep  Cancel sach

Amount

Payment Method [ CHECK

Deposit [ 10000

Check Details

Additional Information
Paid By Customer Select Customer
PaymentMemo | CUSTOMER

Payment Method Tender Amount ' Deposit

10000

[ Add Tender ][ Delete Tender |

Print Options

[J output summary receipt Printer

[J output individual receipts Copies

[ vaiiate
mail receipt

Email receipt without printing

Complete Transaction \

21



22. After entering the final payment, click on the “Back” button:

Tender Payment

Payment Information

View Receipts (1) Total Amount $70.00

Add Another Payment

Tender Information

Total Tendered $0.00 Change Due

Amount 70.00

Payment Method | CREDIT CARD

Deposit | 39016628CC

Credit Card Details

Card Number |

Additional Information

Paid By Customer Select Customer
PaymentMemo | CUSTOMER

22



23.For every transaction entered, please provide the appropriate documentation based

on the transaction type by clicking on the “View Batch” button:

a. For Cash / Checks, upload deposit slip images
b. For Credit Cards / Tele-checks, upload settlement reports
c. For Wires, upload wire confirmations

"'5-. Payment Entry [Gov't of the U.S. Virgin Islands]
@ O

View and optionally reverse the contents of this
Batch.

Batch Information
Batch # 80408607 Department 3901 Batch Total 70.00

Deposit Current Receipt 0.00 Receipt Count 1

24 After clicking the "View Batch" button, a single transaction or list of transactions in
the batch will be displayed. Click on the relevant transaction:

'-':E-. Browse Receipt Batch Contents

€ ‘ v 5 & © B8 B : B
Payment Entry [Gov't of the U.S. Virgin Islands] > Browse Rect
P Bill Number Receipt . bate Amount Reason Paidby oept
2 2025 0 5838540 P 07/09/2025 10.00 CUSTOMER DEPARTMI
Search / Filter Record
of 1
Qv

23



25.Click on the drop-down arrow next to the “Attach” button and select the first option to
submit the supporting evidence for the selected transaction:

4
- ™

ﬁ‘@ﬁ@\ga

ayment Entry [Gov't of the U.S. Virgin Islands] > Receipt Inquiry

mount 10.00 Bank Code - Clerk 60360adedeji

atch 80409506 Transaction 56 &) Document Mappings Department 3901 FINANCESTT

'aid By Ref. CUSTOMER Source Payment Entry v

omment | Example for employee manu External System -
Contract

otes/Alerts

his receipt cannot be transferred due to the following reason: This receipt has not been posted.

bustomer/Property Journal Information

ustomer No. 6L Effective Date | 07/09/2025

roperty Code C] Post Date
Year/Period/dournal 2025 | 10

Misc. Description Example for employee manual

xternal System Status
atch 1D Batch Status 10 - In Proof/Initial v
atch Number Reversal Status Not Reversed v
ayment ID
Reason
Charge Allocation GL Allocation Tenders References
Line Chg Code Chg Description Interest Principal

Line number.

Payment Entry [Gov't of the U.S. Virgin Islands] > Receiptinquiry > Attachments

' Description File Public Type Requil Date Added Time Added

24



27.Click on “Drop file here or click to upload” to upload the document from your device:

'01:5'. Attachments

Payment Entry [Gov't of the U.S. Virgin Islands]

' Description File

N A I B

> Receipt Inquiry

> Attachments

Public Type

Requii Date Added Time Added

* Choose File to Attach

Drop file here or click to upload.

25



28. Select the relevant document and upload it by clicking on “Open”. Please note that
the supporting document must be in PDF format:

Organize v New folder

Requii Date Added Time Added

I Sample Transaction Receipt 7/9/2025 11:38 AM Microsoft Edg II

File nam v | Custom files v

Upload from mobile Cancel

| % Choose File to Attach
~

Drop file here or click to upload.

26



29.Enter a description of the attached supporting document in the “Description” field
and then click on “Accept”:

Attachment File Attributes

€ v

Accept — o

R e

Please enter a brief description (30 characters or less)

for this Munis Attachment file.

Payment Entry [Gov't of the U.S. Virgin Islands] > Receipt Inquiry > Attachments

Description [ |

Also, by default this file is considered “private” and
can only be viewed by Munis users. To change this setting

and allow for "public” viewing of this file, check this box

[[] File can be viewed by non-Munis users

A description to be used for this file is required

ment File Attributes

27



30.A summary of the key details of the uploaded file will appear. Click on “Accept”:

Payment Entry [Gov't of the U.S. Virgin Islands] > Receipt Inquiry > Attachments
N2 iptiy Eilo Bublic Tyoo Beguil Date Added Zime Added
Example for employee manual Sample Transaction Receipt.pdf General 07/09/2025 12:51:29

Brief description of attached file.

28



31.Depending on the browser used, a webpage displaying the uploaded file may

appear on your screen:

C @ ) https//usvirginislandsvimunisapp.tylerhost.net/6036prod/munis/gas/app/ua/ft/de0eOec7add12046328f596ecIbd26c9/ fal-files/79232/17346195_14035_S
= |y Y Draw v & A | ap - + @ 1 of1 | )
ipt
FROM RECEIPT # us001
East Ropaicnc. RECEIPT DATE 111022019
10tilirvee Lae P.0.# 28122019
New York, NY 12210
DUE DATE 260212019
BILL TO SHIP TO
John Smith John Smith
2 Court Square 3787 Pineview Drive
New York, NY 12210 Cambridge, MA 12210
QTY  DESCRIPTION UNIT PRICE AMOUNT
Front and rear brake cabies 100.00 10000
2 New set of pedal arms. 15.00 30.00
3 Labor 3hrs 5.00 15.00
Sublotal 145.00
Sales Tax 6.25% 9.06

@wu\

TERMS & CONDITIONS

Payment s duo within 16 days.

Close down the webpage with the uploaded document and toggle back to the
window you selected in step 23. Click on “Close” and this will take you back to the
main page of the Payment Entry module:

'{E‘. Payment Entry [Gov't of the U.S. Virgin Islands]

o [

Find Bills Bankruptcy Misc Receipt Cash a Check Prepayment GB Deposit NSF Recovery Preferences View Batch

N

Payment Entry [Gov't of the U.S. Virgin Islands] > Q

Batch Information
Batch # 80409689 Department 3901 Batch Total 0.00

Deposit 0000 Current Receipt 0.00 Receipt Count 0

29



32.0nce you are back on the main page of the Payment Entry module, select “Deposit

Rpt’;

Payment Entry

Batch Information

Batch Number 80409246
Entry Date 07/07/2025

Processing Date  07/07/2025

Effective Date 07/07/2025

GL Effective Date  07/07/2025

GL Year/Period 2025 10 JuL
Description
Department 3901

Life Cycle Step 10 - In Proof/Initial

Deposits
Default Deposit 39016813

Created 07/07/2025

Batch Totals

Number of Items 0

Total Amount

Batch Options

Receipt Option NO RECEIPTS

Bank Code

Bank Account

30



33. Select “Cash Account” under “Print sequence” and verify that the cash account is
correct. If so, proceed to Step 34. If not, return to Step 16:

4 Deposit Report [Gov't of the U.S. Virgin Islands]

ayment Entry > Deposit Report [Gov't of the U.S. Virgin Islands] > #'

eport criteria

angetype* | Entry Date ¥
aterange* | 07/07/2025 B t- 07/07/2025 [c]
L year/period * to*

eposit number

atch number 80409246
enders * M

Print sequence

(® Cash account

) saten

QO cerk

QO Deposit
O Dpepartment
O ARCode

rint options

(] Include AR Code, Department and Fund

Processing summary

ecord selected 0

ecord printed 0

31



34.Click on “Back” in the menu
module:

Deposit Report [Gov't of the U.S. Virgin Islands]

bar to return to the main page of the Payment Entry

\,%*?

ayment Entry > Deposit Re

eport criteria
angetype * | Entry Date

ate range * 07/07/2025 07/07/2025 =]
L year/period * to*
eposit number

atch number 80409246

‘enders * -

Print sequence
(® cash account
Q saten

QO cerk

QO Deposit

O Dpepartment
O ARCode
rint options

(] Include AR Code, Department and Fund

Processing summary

ecord selected 0

ecord printed 0

32



35. Click on “Output Ref”.

Ensure all the check boxes are checked and click on the following:

Accept > Save > Ok >Yes

'-::E-. Payment Entry

Batch Number 80409246 /

Entry Date

Processing Date 2025

Effective Date 7, 2025

GL Effective Date

GL Year/Period 2025 1 JuL

Description

Department
L e Step
D posit

Created 07/07/2025

Number of Items

Total Amount

Receipt Option

33



36.Click on “View All” to review the entries you have made and ensure that the relevant
fields are correct:

Payment Entry

Payment Entry
Batch Information
Batch Number 80409246

Entry Date 07/07/2025
Processing Date  07/07/2025

Effective Date 07/07/2025
GL Effective Date  07/07/2025

GL Year/Period 2025 10 JuL

Description

Department 3901

Life Cycle Step 10 - In Proof/Initial v
Deposits

Default Deposit 39016813

Created 07/07/2025

Batch Totals

Number of Items 0

Total Amount

Batch Options

Receipt Option NO RECEIPTS v

Bank Code

Bank Account

34



37.0nce you click on “View All”’, you will see a list of all entries that you have entered.
If you need to edit a particular entry, simply left-click on it and follow the necessary
steps outlined earlier in this document to make any changes:

Browse Accounts Receivable Batches

fPayment Entry >

Number
80393882
80395243
80396266
80396269
80396272
80396278
80396606
80397913
80398313
80398337
80398438
80398441
80398442

[Search / Filter

Qv

Q|33 & o @

Sutput Prin Display oF

Browse Accounts Receivable Batches

Clerk
6036bcarty
6036klIdavid
6036annhodge
6036annhodge
6036annhodge
6036annhodge
6036lestephane
6036¢cgeorges
6036eetodman
6036¢cvegas
6036fireed
6036fireed
6036fireed

Effective Date
11/22/2024
12/10/2024
12/05/2024
12/05/2024
12/05/2024
12/05/2024
10/21/2024
12/20/2024
01/28/2025
02/04/2025
11/27/2024
11/27/2024
11/27/2024

Year
2025
2025
2025
2025
2025
2025
2025
2025
2025
2025
2025
2025
2025

Period

2

[N

Lifecycle Step

In Proof/Initial
In Proof/Initial
Approved
Approved
Approved
Approved

In Proof/Initial
In Proof/Initial
In Proof/Initial
In Proof/Initial
In Proof/Initial
In Proof/Initial

In Proof/Initial

# items

Record

1 of 2648

Total Amount
-29.50
0.00
81,686.86
137,984.74
18,446.05
18,446.15
5132.98
0.00

0.00
500.00
6,885.03
5,301.42
4,003.38

Department
3901
2301
2301
2301
2301
2301
2702
1101
5201
8102
3701
3701
3701

Default Deposit
39012722
45004406535
40001583872
40001583872
40001583872
40001583872
REFERENCE#24102100324800)
D0J12202024
0017004297429
626-25/1535-2/4/25
37012002 $6,885.03
37012002 $5,301.42
37012002 $4,093.38
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