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CTAS User Manual 2-1

Receipts: Introduction

Issuing the receipt is the first step in the recording of receipts and should be done
immediately upon receiving the payment.

Receipt forms should be in triplicate and pre-numbered by the printer. The original is given
to the person making the payment. One copy is for the treasurer’s records and one copy is
for the clerk’s record. If the offices of clerk and treasurer are combined as clerk/treasurer,
only the original and one copy are needed. A separate receipt should be issued for all money
received, including amounts received by mail such as tax apportionments from the county
treasurer and state shared taxes or grants from the state. In these cases, the original receipt
should be attached to the detailed statement accompanying the remittance and kept on file.
The information must be filled in at the time of the transaction. This is necessary for making
entries in the accounting records and for providing supporting documentation for all receipts.

Cash received should be deposited intact with the treasurer or in the depository each day. If
the money is deposited with the treasurer, it should be accompanied by the treasurer’s copies
of the receipts, and the treasurer should make out the daily deposit. If the money is
deposited directly in the depository by the clerk, a copy of the deposit slip and the treasurer’s
copies of the receipts should be furnished to the treasurer.

Accessing the Receipts Section

By default, CTAS opens to the Receipts section. To access the Receipts section from within
the Accounting Module of CTAS, click on the Receipts icon.
& ¥ - o

)

______ = [ | ] |

Accounting Payrdll Investments _ _ [pdebiedmem = ~ Reports Admin Help  Exit

Receipts  Claims¢ Disbursements Budget Cash Chartof Wendors
Accounts

Receipts

Receipis List | Add Receipt

Search By A Search by Receipt Date

Receipt Daie \ - | ovi0172012 =] 7o |vameoom

1 Search

1
| Date Ty Receipt o T8 Remitter 7+ Description T8 Amount 78 Void T8 Cleared 7+ Deposit Date/lD ¥4 Occurrence Date
] 3 Above County st Half Tax Seltlement 520,000.00 No- o 1102

Jane Doe *Building Permit s

o
John Doe Dog Licenses 51500 No
Stteof Minnesota (s Tax $7.500.00 Ne
Ed Win Water and Sewer Conn 5300.00 Ho
\rlater-Sewier Billing January W & S Fayments £1.200.00 No
The Bank Checking Interest

Ed Furling Dog Licenses

The Bank Interest on CD

Stateof Minnesots  DNR - Snowmobile Trail
0410212014 TSFA22014 General Fund Transfer in to Read and
- 04102014

E
>

12 Jones Asphalt Sale of Grader Na

- 0472372014 13 The Bank Plow Truck - Loan Proc No
051412014 co Depositfrom €D No
= 0772112014 T4 Above County Misc. Taves o
0772112014 15 Township Residents  Special Assessments No
1 Feders Government  Grants and Aids No

i7 State of Minnesota  Grants and Aids o

18 Above Caunty Grants and Aids No

18 City of There IRRRE Grant and Other No

2 Town Residents Charges for Services 0, No

} 5 Bad Guys Fines and Foriets $1,000.00 o

- 0772172014 2 The Bank Plow Truck - Loan Proc $10,000.00 Mo No

| 2) View/Edit ‘ 2) Void (/N) | ‘ 4)Delete | |QEmor|luCS\l‘ ‘ gPin | -

You can’Add Receipt, View/Edit, Void, Delete, Export to CS\/\‘(export data from a Receipt

list tab search into a spread sheet format), or Print receipts from the Receipts List tab screen.
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Receipts: Entering a Receipt

To begin entering Receipts, click on the Add Receipt tab in the Receipts section.
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- Accounting

Receipts  Claims

Receipts

Payroll

Disbursements

Receipis List | Add Receipt’

Indebtedness

Chart of . %/&ndors

-
_Agcounts

P
Reports Admpn~ ~ Help  Exit
”N

" 2 -
. _-
-

7:55 PM

Search By

Search by Receipt Date

0110112014 =] 7o | oso820M

Date ¥+ Receipt No. TR Remitter ¥+ Description T+ Amount ]

98 1110272074 $20,000.00
5 010222014 2 Jane Doe Building Permit $120.00
& 011572014 3 John Doe Dog Licenses $1500
5 D804 4 State of Minnesots  Gas Tax 5750000
5 0172972074 5 Ed Win Viater and Sewer Conn. $300,00
& DG4 6 ater-Sewer Billing  January W & S Payments $1.300.00
5 02I03014 7 The Bank Checking Interest $i600
5 02112074 8 Ed Furling Dog Licenses $1500
5 D4R 9 The Bank Interest on CO 8500
5 04319014 10 State of Minnesots DR - Snowmbile Trail $500.00
5 041022014 TSFA22014 General Fund Transfer into Road and $5,000.00
. 04710074 ) Jones Asphalt Sale of Grader $5,000.00
5 0472379014 1 The Bank Plow Truck - Loan Proc $25,000.00
5 Ds/14R014 (03 foh) Deposit from CO $1,000.00
5 D710 i Above County Misc. Taxes 58,000.00
= 071014 15 Township Residents  Special Assessments $5,000.00
5 072172014 1 Feders Government  Grants and Aids $10,000.00
= 072172014 7 State of Minnesots  Grants and Aids $10,000.00
= 07212014 18 Above County Grants =nd Aids 52,000.00
= 072172014 19 City of There IRRFE Grant and Other 52,000.00
= 07212014 2 Town Residents Charges for Services $20,000.00
& 07212014 2 Bad Guys Fines and Forfiets $1,000.00
= 072172014 2 The Bank Plow Truck - Loan Proc $10,000.00

Avewrs | | avedom | | 6) Print

4) Delete ‘ [Q&pmmr_w||

Cleared,

[
N
i

No

“No

Mo
Mo
No
Mo

Ho
s

No
Ho
Ho
Ho
No
Ho
Ho
lo
No
Ho
Ho

¥+ Deposit Date/ID 7+ Occurrence Date TR
| (01/02/2014) -
(01/0212014) -
(01/15/2014) -
(0172312014) -
(0172312014) -
(012812014) -
{02i02/2014) -
(07182014) -
(03/31/2014) -
T (033172014) -
(04/02/2014) -
(04/10/2014) -
(0472312014) -
(05/14/2014) -
(072112014) -
(0772112014) -
(©772112014) -
(0712112014) -
| (0721/2014) -
©7212014) -
(0712112014) -
(072112014) -

(0712112014) - 2

I's

m

After the Add Receipt tab is selected, you can enter the information from your receipt. An

example of the Add Receipt tab is shown on the next page.
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Receipts: Entering a Receipt (continued)

Dimiete Snlectnd Racords

12.04 PM

Deared Ocurenca Dute

Diterersce

With the Add Receipts tab open, complete the following steps:

Enter the receipt number in the Receipt Number field. The receipt number will
come from a pre-numbered receipt book. The default receipt number will be the
largest receipt number previously entered, plus one.

Enter the date of the receipt in the Receipt Date field.

Enter the deposit date in the Deposit Date/ID field. All receipts with the same
Deposit ID will be added together when reconciling CTAS with the bank
statement.

Enter the name of the person or entity from whom the money was received in the
Received From field.

Type a brief explanation of why the money was received in the Description field.
You can enter up to 90 characters in the field.

When you are adding or changing a receipt, you can insert comments concerning
this transaction in the Notes field. You can enter up to 255 characters in the field.
Enter when the amount in the receipt was received in the Occurrence Date field.
This is an optional field to track receivables or deferred revenue as you enter
receipts. A receipt shall be considered a receivable if the occurrence date is in
the year prior to the receipt date. The receipt shall be considered deferred
revenue if the occurrence date is in the year after the receipt date.

In the Summary section, enter the total amount of the receipt in the Total field.
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Receipts:

Entering a Receipt (continued)

Next, in the Account Distribution section, enter the Fund Number to indicate

which fund will receive the money.

Enter the Account Number to define the source of the receipt.

You can also enter a Program Code. You are not required to enter a Program

Code. An explanation of the Program Code is shown in Chapter 8 of this

manual, Chart of Accounts.

Enter the amount of the receipt allocated to this fund and account.

Continue to enter Account Distribution lines until the receipt is allocated to all of

the funds receiving money. The difference must be zero in order to save the

transaction.

Click the Save button to save the Receipt. The Add Receipt tab will always be

available to add additional receipts.

In CTAS v8, the users will be able to select an Investment or a Debt to be

associated with a receipt under the following conditions:

0 When aReceipt is added or edited and the “Sale of Investment” account code
is selected, the user can select the related investment so the sale can be
properly reflected in the Investment section.

0 When areceipt is added or edited and either “Proceeds of General Long-term
Debt” or “General Obligation Bond Proceeds” or “Premium on Bonds Sold”
account code is selected, the user can relate the receipt to a debt instrument
by creating a new debt instrument or select an existing debt instrument.
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Receipts: Adding or Changing Remitter Information

The New and Edit buttons on the Add Receipt tab allow you to enter information into a
remitter file fol\people, companies, and other governments from which you receive money.

Y
Y

. CTAS =y
N
Accounting Payroll Investments Indebtesness Reperts Admin Help Exit
N
Receipts Claims Disbursements Budget Cash Chartof Vendory
Accounts A
N
A
Receipts N 7:57 PM
N
Receipts List ' Add Receipt \
N
~ Recsipt Number 29 \\ Notes
~ Receipt Date | 03/03/2014 m
* Deposit Date/ID  (09/09/2014) - ‘Geared Occurence Date | 07/05/2014 [+]
* Received From  EETRAIREREE v [ New | g
Pz B .00
* Description {Grants and Aids| [ B | Distributed
Difference
Account Distribution
Fund Number 4 Account Number + Program Code + Amount + Investment -+ Debt &
» -+ 100 General Funds 33401: Local Government Aid $0.00.
4 100: General Funds ‘33405: Taconite Production Aid $0.00
4 100: General Funds 33406: Taconite Homestead Credit $0.00
- 100: General Funds 33429 State - PERA Aud $0.00
4 100: General Funds 33430: Disparity Reduction Aid 50.00
-+ 100: General Funds 33440: Fire Aid S0.00
*
Delete Selected Records
importfomFile | [ Save | [ Caneel

The remitter file enables CTAS to populate a remitter’s information into a new receipt when
you type the name of a remitter or choose a name by clicking on the down arrow at the end
of the Received From field. In a remitter file:

e The fields that are populated are the Received From, Description, Fund Number,
and Account Number.

e Fields are populated from the remitter’s most recent transaction.

e Click the Edit button to update the information on a remitter.

e A remitter can only be added or changed in the Add Receipt tab.

e Enter a new remitter by clicking the New button. An example of the Add
Remitter screen is shown on the next page.
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Receipts: Adding or Changing Remitter Information (continued)

-
Add Remitter A —
e

~ Remitter Name:

Address

Contact Name:

Phone # Ly Extn
| Fax# J_-

E-Mail Address

V| Active

When the Add Remitter screen appears, complete the following steps:

e Enter the remitter’s name in the Remitter Name filed. This designates from
whom you will receive the money. This is a required field.

Enter the remitter’s address in the Address field.*

Enter the remitter’s contact name in the Contact Name field.*

Enter the remitter’s telephone number in the Phone # field.*

Enter the remitter’s fax number in the Fax # field.*

Enter the remitter’s e-mail address in the E-Mail Address field.*

The Active box must be checked in order for the remitter to be selected when
entering receipts.

e Click the Save button to store the new remitter.

*These fields are for informational purposes only and are not required to be
completed.

When the Edit button is selected, the Edit Remitter screen appears (see next page). You can
then make the desired changes by clicking in the appropriate field. Click the Save button to
record your changes.
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Receipts:

Adding or Changing Remitter Information (continued)

,

* Remitter Name

Address

Cortact Name

Phone #
Fax #

E-Mail Address

Washington County
100 Courthouse Road

Stolen Base MB

Alexander Capone, Courty Treasurer
(651) 555-B656 Bin 122
(651) 555-6657

acapone@washington-cry mn.us

Active
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Receipts: Changing a Receipt

To change a receipt, hlghllght the receipt in the Receipts List tab and click the VleW\Edlt
button or double left cllck on the receipt. .

.
e
e
7
/ //
¥ S—— SR — Foo. Xy |
— Accounting Payroll Investments Iﬂdebtedpéss Reports Admin Help Exit P ’
- 7 7z
" - T - ) = e
& s 8 & 8 .
7’
Receipts Claims Disbursements Budget Cash Chaof  Vendors o7
Accbunts P
#
4 ’
. s 7z
Hee ‘ Y A& N TR
’ 4
Receipis List | Add Receipt / P
Search By Search by Receipt Date P
’ oZ
/| 010112014 [x] 1o | oo0e2012 = .-
7 7’ e - o |
Date W+ Receipt No. ’ W+ Remitter W+ Description ¥+ Amount id 7 v Cleared W+ Deposit Date/ID ¥+ Occurrence Date e,
(= | T
011022014 2 Jane Doe Building Permit s12200
+ 017152014 3 John Doe Dog Licenses 751500 No (01/16/2014) -
-+ 01/2972014 4 State of Minnesota  Gas Tax 7 $750000 No (01/2802014) -
0172972014 5 Ed Win \tiater and Sewer Conn.. 7 $300.00 No (012972014 -
+ 0173072014 6 Water-Sewer Billing | January W &S Paymentz © 51.300.00 No (012972014) -
0200272014 7 The Bank Checking interest, ~ $10.00 No - {020272014) -
+ 021172014 8 Ed Furling Dog Licenses, # $15.00 No Ho7a014) - 3
+ 033172014 9 The Bank Interest gD $5.00 No (03/31/2014) -
4 0313172014 10 State of Minnesota DNB—’Smmbl\e Trail... £500.00 No (03/31/2014) -
5 041022014 TSF422014 General Fund Afansfer into Road and $5.000.00 No (04/022014) -
5 041072014 12 Janes Asphalt // Sale of Grader $5.000.00 No (04/10/2014) -
5 0412372014 13 TheBank _~ Plow Truck - Loan Proc. $25.000.00 No (04/232014) -
5 051472014 183 - Deposit from CO $1.000.00 No (05/14/2014) -
£ 072172014 “ Abgyé County Misc. Taxes T sB o (arizi2014) - i
5 072172014 15 Township Residents  Special Assessments (O2172014) -
+ 072172014 16 7 FederaGovernment  Grants and Aids (072172014 -
5 072172014 17 e e State of Minnesotz~ Grants and Aids C@n2iRn0E) -
1 072172014 18 L’ Above County Grants and Aids $2.000.00 No (0772172014) -
1 072172014 sl City of There IRRRB Grant and Other_ $2.000.00 No (0712112014) -
1 072172014 20,7 Town Residents Charges for Services $20,000.00 No (0772112014) -
4 0772172014 Pha Bad Guys Fines and Forfiets $1,000.00 No (072720145 -
= 0772172014 " 2 The Bank _ Plow Truck - Loan Proc. ~S10,000.00 No (07/2172014) - b2
Hvewst | | Jvoaom | | 4Dcete | [BBpottocsv| | 6P
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Receipts: Changing a Receipt (continued)

The receipt will open in a new tab:

.
.
\F e CTAS - || |
Accounting Payroll Investments Reports Admin Help Exit
& @ A8 E e
Receipts Claims Disbursements  Budget [adv/[.har?c.‘ Wendors
P Accounts
.
2
z =
Receipts R 8:45 PM
Receipts List | Add Receipt | 1 )P
~ Recsipt Number 1 Notes
 Receipt Date | 01/02/2014 E‘
“ Deposit Date/ID (01/02/2014)- Cleared | Occurrence Date
P U hove County] - ﬂ | Summary
= — * Total
z e 7
Description | 15t Half Tax Settisment] | Edit | o A
U
7 Difference
/
Account Distiibution )
Fund Number 4 Account Number # Program Code I/ | Amount + Investment A Debt B
» + 100: General Funds 31005: Property Taxes 7 $10,000.00
+ 201: Road and Bridge 31005: Property Taxes II $5,000.00
4 225 Community Developme...: 31005: Property Taxes 7 $5,000.00,
U
ik ’
/
U
/
/7
U
1
1
/
7,
7
| Delete Selected Records ’
U
/I Import from File Save | cancel
y— W
1
U
/

An “X” in the Cleared box indicates the receipt has cleared the bank. Once the receipt has
been cleared, the receipt number and the total amount of the receipt cannot be changed.

After completing your change(s), click the Save button.
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Receipts: Voiding a Receipt

2-10

The need to void a receipt could result from a check returned for lack of funds or an error
that was made when the receipt was written.

e o — L — == &

— Accounting Payroll Investments Indebtedness Reports Admin Help Exit

Receipts Claims Disbursements Budget Cash Chartof Vendors

Receipts

Receipis List | Add Receipt

Accounts

7:58 PM

A O

Search By Search by Receipt Date
01012014 [z] 7o | ooi0mom4
Date W+ Receipt No. W+ Remitter W+ Description ¥+ Amount T+ WYoid Cleared W+ Deposit Date/ID ¥+ Occurrence Date V-nT'
i It Half Tax Settlement ; i B
011022014 2 Jane Doe EMMing Permit Ne Ne (01/0212014) -
+ 017152014 3 John Doe Dog'Licenses £15.00 No No (01/16/2014) -
-+ 01/2972014 4 State of Minnesota  Gas hax $7.500.00 No N (01/2802014) -
0172972014 5 Ed Win \iater ind Sewer Conn.. $300.00 No No (012972014 -
+ 013072014 6 \niater-Sewer Billing Januaw‘\w &S Payments $1.300.00 No No (0102972014) -
0200272014 7 The Bank Checking Interest $10.00 No No - {020272014) -
+ 021172014 8 Ed Furling Dog Licenkes $15.00 No ‘No Ho7a014) - 3
+ 033172014 9 The Bank Interest on ;D $5.00 No ‘N (03/31/2014) -
+ 033172014 10 State of Minnesote DNR - Snowncbile Trail.. $500.00 No No (03/3172014) -
5 041022014 TSF422014 General Fund Transfer mto‘f{oan and $5.000.00 No ‘o (04/022014) -
5 041072014 12 Jones Asphalt Sale of Gradery $5.000.00 No Ho (04/10/2014) -
5 0412372014 13 The Bank Plow Truck - Ldan Proc. $25.000.00 No o (04/232014) -
5 051472014 183 co Deposit from D'y $1.000.00 No lo (05/14/2014) -
5 07212004 14 Above County Misc. Taxes \ 58.000:00. No Mo (072172014 - T
4+ 072172004 15 Township Residents Special Assessmen $5,000.00 No Na (0721/2014) -
& 072172014 16 Feders Government  Grants and &ids $10.000.00 No [ (072172014) -
5 072172014 17 State of Minnesotz Grents and dids \ $10.000.00 No Ho C@n2iRn0E) -
1 072172014 18 Above County Grants and Aids ‘\ $2.000.00 No ‘o (0772172014) -
& 072172014 13 City of There IRRRE Grant and Othery 52,000.00 No “Ne (07/2172014) -
1 072172014 20 Town Residents Charges for Services $20,000.00 No No (0772112014) -
4 0772172014 7 Bad Guys Fines and Forfiets $1,000.00 No Ho (072720145 -
= 0772172014 2 The Bank Plov: Truck - Loan Proc ' ~ §10,000.00' No Ho (07:2112014) - b2
2) View/Edit ] | 3) Void (Y¥/N) | ‘ 4) Delete ] [ﬂapmgncsvl | 6)\Print
» Y G \
\ \
\\ \
\\ ‘\

\

. T\(S\v\oid a receipt, highlight\the receipt on the Receipts List tab and click on the
Void (Y/N) button.
o After the void option is selected, the Void Receipt screen appears (below).

e Click on the Yes button to void the receipt.
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Receipts: Deleting a Receipt

The need to delete a receipt could occur if an error was made when the receipt was entered.

\ = —— PR — e =
— Accounting Payroll Investments Indebtedness Reports Admin Help Exit
AsE & a8
Receipts Claims Disbursements Budget Cash Chartof  Vendors
Accounts
Rece AR espu
Receipis List | Add Receipt
Search By Search by Receipt Date
pt 01012014 [=] 1o | omios201 =
Date W+ Receipt No. W+ Remitter W+ Description ¥+ Amount T+ WYoid W Cleared W+ Deposit Date/ID ¥+ Occurrence Date e,
i | It Half Tax Settlement .000.00° i | (01/0212014) - B
011022014 2 Jane Doc Building Permit $120.00 No [ (01/0212014) -
+ 017152014 3 John Doe \ Dog Licenses £15.00 No No (01/16/2014) -
-+ 01/2972014 4 smeulenéfota Gas Tax $7.500.00 No “Ne (0172812014) -
0172972014 5 Ed Win \ \iater and Sewer Conn.. $300.00 No No (0172812014) -
+ 013072014 6 \ater-Sewer Bilkng ' January W & S Payments $1.300.00 No ‘No (0128/2014) -
0200272014 7 The Bank \  Checking Interest $10.00 No - No (02i0272014) -
+ 021172014 8 Ed Furling \ " Dog Licenses $15.00 No No (0780 14) - 3
+ 033172014 9 The Bank ‘\ Interest on CO $5.00 No No (03/31/2014) -
+ 033172014 10 State of Minnesote  \ DNR - Snowmobile Trail.. $500.00 No ) No 03/3172014) -
5 041022014 TSF422014 General Fund ‘(ransfer in to Road and. $5.000.00 No ‘o (04/022014) -
5 041072014 12 Jones Asphalt Sgle of Grader $5.000.00 No “No (04/10/2014) -
5 0412372014 13 The Bank Pid Truck - Loan Proc. $25.000.00 No No (04/232014) -
5 051472014 183 co Depagit from CO $1.000.00 No Ha (05/14/2014) -
5 072172014 4 Above County Misc. Vaxes $8.000.00 No No (07/21/2014) - T
5 072172014 15 Township Residents  Special gssessments $5.000.00 No [ (07/21/2014) -
w 072172014 16 Federa Government Grants and Aids $10.000:00. No Na (07/21/2014) -
+ 072172014 7 State of Minnesota Grants ané‘a\ms “510.000.00 No N - (O7212014) -
1 072172014 18 Above County Grants and Ajds 52.000.00 No No | (072172014) -
& 072172014 13 City of There IRRRE Gram‘a\nd Other 52,000.00 No o (o7RiRm4) -
1 072172014 20 Town Residents Charges for Seryices $20,000.00 No No (072112014) -
& 072172014 21 Bad Guys Fines and Forfief$ 51,000.00 No “Ne (0772172014) -
= 0772172014 2 The Bank Plaw Truck - LoanProc §10,000.00 Mo . 4 Ho (07:2112014) - b2
Hviewst | | Jvoaom | | 4Deete | [5BEpottocsv| | 6 Pt
4 — \
' N
1 ‘\
g \
! \

e _Todelete a receipt, highlight the receipt on the Receipts List tab and click the
Delete button.

o After the delete option is selected, the Confirm Receipt Delete screen will appear

(below).

Click on the Yes button to delete the receipt.

N

N
i % N
[e_l Are you sure yoﬁwant to delete selected 1 Receipts?
g = 4 N

_ B

N
N
N
S

|_‘ Ve | [ N
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Receipts: Export to CSV

With data displayed from a search of receipts in the Receipts List tab, select the Export to
CSV button. 7

e
e
= T WY T G T . - w3l
7’

Accouns Pepmll  memment Ipdebmedmess  Beports amn ’

e 4

& i 8 & » .

Recepts Oams Dibunements Judget Cuh  Chatol  Vendon ,,

7

Heeeips List 283 Heceint v,
Search By Search by Heceipt Dot ~
| Racapt Dnts - s = o RS - ,’

’ o h
™ ¥ Anceit Ha T Aemae T5 Descripgion To heort v Vod v Closyd T Deponit Gt ¥4 Gecutrence Deen e

s U390 T3 MME ACH- LGAIFERA LMD  LGA|PERA RATE INCREASE 40,0000 Ne ey

| 0033015 TH Hinel Charrest [rrsr——_—— $1.25000 No 4 Mo

“overn | [ avesoar | [ posse | [sesmwcor] | aee |

In the Save As box, select where you would like the file to be saved and adjust the file
name if necessary. Select Save when finished.

-
-
- < -
-
[ S ) - ==
o5 Save As - - — - - - -7
~
@ Ul-_DSHBP » AN - - - | 43 ‘ | Search Desktop 2
 — = -
Organize * MNew folder AN - = e (7]

\\ g <
- ~ - -
43¢ Favorites Libraries S< Mark Albarado " | Computer 3
| B Desktop System Folder -7 I System Folder UESS System Folder |i|

& Downloads s K3

CDMS2Test

=| Recent Places Shortcut

240 KB

-
| Metwork -7 SDMs2
[ System FQJCEF’ Shvdeut

. 23 KB

P N

_eThsa Goagle Chrong GroupWise

& shortcut @ | Shortcut AN Shortcut
178 KB 208 KB N W 1012 bytes
~
~
N
) %

4 [ Libraries

b 2] Documents
> o Music A
> [&] Pictures o T - Mozilla Firefox OpenOffice 4.0.1 paint.net
> vid Pae | Shortcut Shortcut Shortcut
R -7 1.08 KB 104 KB 115KB
-
- ~
48 Computer A7 8 f, Cities | County \P\ CTAS Database 01 13 2015 5
N
File name: Receipts.csv So -
Save a5 type: o v]
A
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Receipts: Export to CSV (continued)

CTAS will save the file to the location specified in the save as box. Below is an example
of the CSV file when opened.

Hee 1 5 x
[ PAGELAYOUT — FORMULAS  DATA  RIVIEW DIVELCFER e Albarad 1
Calib n -8 W = B Swee Genenl Bad Good e Z hutof
oo y..
S A- & E Insert Desete Format
mat Fainter LA 4 Merge & * - p Che
Alignmen = -
fa ~
A 5 3 D [ b 1 i L M o P R
1 [Receiptio Date Receint I Remitter Deseription Amount Void  Clesred  Deposit Date/iD Occurrence Date
814 1/29/3015 0:00 790 MMRB ACH « LGA { PERA AID LG FERA RATE INCREASE 10000 No Mo (00/78/3015) - 2
£15 1/20/3015 0:00 T91 HUBBARD COUNTY - TAX SETTLEMENT  NOVEMBER 2015 TAX SETTLEMENT 1000 No No (00/20/2015] - 1
816 1/29/2015 0:00 792 Neil Diaman, Ll Assassmant for Road 1350 No Mo (00/29/2015) -
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Receipts: Print an Individual Receipt

In the Receipts List tab, highlight a receipt, then select the Print button.

Rl T TR T =T T \ U 4 4

Total Page ba 1

’ N
7’ A
’

After reviewing the preview, click on the iDrinter icon to begin the printing of the report.
By clicking the red “X” you can close the Report Viewer screen.
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Receipts: Using the Search Feature

In the Receipts section, you can choose from a number of options to search for receipts. The

default option is to search by date.

") s — CTAS. =
Accounting Payroll Investments Indebtedness Reports Admin Help Exit
a s & saaeas
Receipts Claims Disbursements Budget Cash Chartof Vendors
Accounts
Receipts 8:49 PM

Receipis List | Add Receipt

Search By Search by Receipt Date

Receipt Date = 01/01/2014 =] 1o | 0m0s2014 [+]

Payor = = =
Receipt No. Ne. T Remitter W Description T8 Amount T+ Woid T8 Cleared W Deposit Date/lD ¥+ Occurrence Date 2 e,
Fund and Ascount Number Above County st Half Tax Settlement $20.000.00 No No (01/0212014) - I 1
Deposit Date/1D : i 2.

Riecept Tatal Amouid | Jane Doe Building Permit $120.00 No No (01/02/2014) - L’

T OT52014 3 John Doe Dog Licenses 515,00 No No (01/15/2014) - L

-+ 01/2972014 4 State of Minnesote - Gas Tax 7.500.00 No No (0172812014) - Re

0172972014 5 Ed Win \iater and Sewer Conn.. $300.00 No No (01/29/2014) - ,

+ 013072014 6 \ater-Sewer Billing | January W & S Payments £1.300.00, No [ (01/2872014) - 74

& 020022014 7 The Bank Checking Interest $10.00 No No (0210272014) - ’ |
+ 021172014 g Ed Furling Dog Licenses $15.00 No No (07/18/2014) - =
+ 033172014 9 The Bank Interest on CO $5.00 No No (03/31/2014) -

4 0313172014 10 State of Minnesota DNR - Snowmobile Trail... £500.00 No No [D!}ST;‘ZDM},’

5 041022014 TSF422014 General Fund Transfer in to Road and. $5.000.00 No Ho (04/02/27%) -

4 04102014 12 Jones Asphalt Sale of Grader $5.000.00 No No LD&E}D!‘ZDMJ-

5 0412372014 13 The Bank Plow Truck - Loan Proc. $25.000.00 No No 32014 -

5 051472014 183 co Deposit from CO $1.000.00 No N 7 (oaaz0s) -

5 072172014 4 Above County Misc. Taxes $8.000.00 No Ho 7 n2iRmE) - B
5 072172014 15 Township Residents  Special Assessments $5.000.00 No No (07/21/2014) -
v A _ Fecera Government_ Gren'= 2rd ks o {01

5 072172014 17 State of Minnesotz ~ Grants and Aids $10.000.00 No [ (07/21/2014) -

1 072172014 18 Above County Grants and Aids '$2.000.00 No Nor (0772172014) -

1 072172014 19 City of There IRRRB Grant and Other $2,000.00 No silo (0712112014) -

1 072172014 20 Town Residents Charges for Services $20,000.00 No 4 Ho (0772112014) -

1 072172014 21 Bad Guys Fines and Forfiels $1,000.00 No Ho (0772112014) -

072172014 » The Bank Plow Truck - Loan Proc. $10,000.00 No Ho (0712112014) - 2

vews | | AV | | speete | [9Epottocsv| [ g 5
i e S z
d
7
7
4
7
7

The default date search range is the last thrpe’Weeks. To change the range of search dates:

v,

Click on the first date fie[d'éhd enter a new starting date, or use the calendar by
clicking on the down arfow at the end of the field.

Click on the second.date field and enter a new ending date, or choose a date from
the calendar by cticking on the down arrow.

Click the Search button.

Transactions meeting the date criteria will be displayed.
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Receipts: Using the Search Feature (continued)

2-16

The second option is to search by payor.

¥ — CTAS — . =at)

Reports Adrmin Help  Exit

Accounting Payroll

Investments Indebtedness

Receipts  Claims Disbursements Budget Cash Chartof Vendors
Accounts
Receipts
Receipis List | Add Receipt

Search By Search by Payor

Payor -

Date \\ ¥R Receipt Mo T Remitier T4 Description ¥R Amount ¥4 Void WA Cleared 78 Deposit Date/ID
-+ 010272014 \\ 1 Above County 1st Half Tax Settlement $20,000.00: No Mo (01/02/2014) -
- 010272014 \ 2 Jane Doz Building Permit 512000 No Mo (01/02/2014) -
-+ 011572014 3 John Dos Dog Licenses $15.00 No Mo (01/15/2014) -
u 0172972014 4 State of Minnesota Gas Tax $7,500.00 No Mo (01/29/2014) -
& 012972014 L Ed Win Water and Sewer Conn $300.00 No No (01/29/2014) -
& D1/30/2014 Rl Vater-Sewer Billing  January W & S Payments $1,300.00 No Mo (01i28r2014) -
u 02/0272014 7 \\ The Bank Checking Interest $10.00 No Mo (02/02/2014) -
= 021172014 3 \ Ed Furling Dog Licenses $15.00 No Mo (07/18/2014) -
+:03/31/2014 9 \\ The Bank Interest on CD $5.00: No No (03/31/2014) -
+ 03/31/2014 10 \\ State of Minnesota DNR - Snowmobile Trail $500.00 Ne Mo (03/31/2014) - - v
& 04/02/2014 TSF422014 N General Fund Transfer in to Road and. $5,000.00: No ‘No (04/02/2014) »
= 0410/2014 12 \\ Jones Asphalt Sale of Grader $5.000.00° Ne No (04/10/2044) -
+ 042372014 13 \\ The Bank Plow Truck - Loan Proc. $25,000.00 Ne No {D&-‘Z)émﬁ) -
4 05142014 1Aw3 \ CD Depoasit from CD $1,000.00° Ne Na wﬁwzmn) -
& 07212014 14 \."{bwe County Misc. Taxes £8,000.00° No Mo ’ 4 {07i2112014) -
E) B Special Assessments £5,000.00° No No . 2 (0721/2014) -

07/1/2014

Towmnship Residents

8:50 PM

=

-
T+ Occurrence Date < &

’

m

N 17212014 (O72112014) -
5 072112014 17 Stole o Wjnnesola  Granis and Aids No (07121/2014) -
& 072172014 18 Bbove Couty Grants and Aids $2.00000 No No (O7R12014) -
1 072172014 1 City of There' IRRRE Grant and Other.. $200000 No N/ (72112014 -
o 072172014 20 Town Residerts, Charges for Services 52000000 No 2o (720 -
& 072172014 7 Bad Guys \ Fines and Forfiets <1.000.00 No No (0721120143 -
1 072172014 2 The Bank N Plow Truck - Loan Proc. $10,000.00 No Ho (072112014) - -

AviewEdt | | AVod (/M) | | ADelete | [SEwottoCsv| [ gPumt
\ NAY?
AY 7
N d
e
\\ A
e
N .
N z
. AY 7
To search by payor . .
. N ,
4
\\ ’

e Choose the Search by-Payor option. The screen will then display the Search by
Payor field.

e Enter all or part'of the name of the remitter in the field under Search by Payor.

e Click the Search button.

e All remitter names matching the search criteria will then be displayed.
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Receipts: Using the Search Feature (continued)

Another option is to search by receipt number.

VF —— S— (@ = | G |t
Accounting Bayroll Investments Indebtedness Reports Admin Help Exit
A s & saa e
Receipts  Claims Disbursements Budget Cash Chartof Vendors
Accounts
Receipts 8:51 PM

Receipis List | Add Receipt

Search By Search by Receipt No.

.

Date vu\ﬂeoewm Mo, TR Remitter 7R Dmcn% T Amount
40 01/02/2014 1‘\ Above County 1st Ha\fTax?Sthement
4o 010272014 2\ Jane Doe Building Permit \
4o 01/15/2014 3 \\ John Doe Dog Licenses \
4o 01/29/2014 4 \ State of Minnesota Gas Tax ‘
4 0172972014 5 \\ Ed Win \Water and Sewer Conn \
4o D1/30/2014 ( \ Water-Sewer Billing  January W & S Payments |~ \
4o 020272014 7 ‘\ The Bank Checking Interest \\
4o 0211172014 8 \ Ed Furling Dog Licenses N
& 033112014 g N The Bank Interest on CD
& 033112014 10 \ Steteof Minnesota~ DNR - Snowmobile Trail
& 0410212014 TSF422014 Y, Genersl Fund Transfer in to Road and
& 041012014 12 \ Jones Asphalt Sale of Grader
o 042312014 13 ¥ The Bark Plow Truck - Loan Proc.
& 051412014 w3 <D Depasit from CD
& 0712172014 14 &bgwe County Misc. Taxes
Towvship Residents  Special Assessments

4 07/21/2014 15

m State of Wlinnesota

TH Void
520,000.00 No
$12000 No
$15.00 No
§7500.00 Ko
530000 No
$1300.00 No
$1000 No
$15.00 No
N 500 Ne
580000 No
5500500 No
$5,00000 o
$25,000.00 m
$1.00000 No® .
$8,000.00 No
$5,000.00 No

N

$10,00000 No

Grants and Aids
18 Above Cobgey Grants and Aids $2000.00 No
1 City of Thera IRRRB Grant and Other_ $2,00000 No
20 Toun Residetlg Charges for Services 52000000 No
7 21 BadGuys  \  Fines andForfies $1,000.00 No
= 072112014 P TheBenk N Plow Truck - Loan Proc. £10,000.00 Ko
AviewEdt | | Avod M) | | 4Delete | ‘pBpottocsv| [ 6P
\\ U
\
AY
\
\
\
1 . \
To search by receipt number: \
\

R Clearsd
Mo
Mo
Mo
Mo
No
Ma
Mo
MNa

‘No
Mo
‘No
No
No
Mo

5 Deposit DatelD
(01/02/2014) -
(01/02/2014) -
{01/15/2014) -
(01/28/2014) -
(01/28/2014) -
(01/28/2014) -
(02/02/2014) -
(0718/2014) -
(02/31/2014) -
(03/31/2014) -
(04/02/2014) -
(04/10/2014) -
(04/22/2014) -
(0514/2014) -
{07i21/2014) -
(07i21/2014) -

(07 ;214401@
(07i21/2014) -
(07/21/2014) -

7121/2014) -
2014) -
(07/21/2014) -

=

-
¥+ Occurrence Date &

m

e Choose the Search by Recelpt No. option. The screen will then dlsplay the

Search by Receipt Number fields.

e Enter the beginning number in the range of receipts you want to search in the

first field under the Search by Receipt Number heading.

\
\

e Enter the last receipt number in range you want to search in the second field.

e Click the Search button.

o All of the receipt numbers within the specified range will be displayed.
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Receipts: Using the Search Feature (continued)

You can also search by Fund and Account Numbers.

NE — CTAS - | D

Accounting Payroll Investments Indebtedness Reports Admin Help Bt

a s & saaa e

Receipts  Claims Disbursements Budget Cash Chartof Vendors

Accounts
Receipts £51 PM
Receipis List | Add Receit
Search By Search by Fund and Account Number
[Fund and Accourt Number ] [100: General Funds ] (31005 Propery Tares ~
» ==
Date R R&:é\pt No. ¥ Remitter ¥+ Description \ T+ Amount 7+ Void ¥ Cleared ¥+ Deposit Date/ID 7+ Occurrence Date TR T‘
4 010272014 1 \\ Above County Tst Half Tax 'Seﬂ\err\‘eql $20,000.00 No No (01/02/2014) -
£ 010272014 2 \\ Jane Doz Building Permit \\ $12000 No o (0102/2014) -
-+ 011572014 3 \ John Dos Dog Licenses N $15.00 No Mo (01/15/2014) -
u 012872014 4 \\ State of Minnesots Gas Tax \\ $7.500.00 No No (01/23/2014) -
-+ 012972014 5 AY Ed Win \wiater and Sewer Conn \\ 520000 No No (01/28/2014) -
& 011307074 g v Viater-Sewer Billing " January W & S Payments N 78130000 No Ho (019812014 -
5 020272014 7 A The Bank Checking Interest \ £10.00 No Mo (02i02/2014) -
& 021172014 8 \ Ed Furling Dog Licenses {i500 No No (071812014) - 2
-+ 033172014 9 \Ihe Bank Interest on CO S5, QE‘ No No (03/31/2014) -
-+ 03/3172014 1o Stwte of Minnesots DNR - Snowmobile Trail $500.08 No Mo (03/31/2014) -
- D4/0272014 TSF4Z2014 Gen\e{a\ Fund Transfer in to Road and 55,000.00 }JQ No (04/02/2014) -
& 04107074 12 Jones Nsphait Sale of Grader $5.00000 No® “No (04/10/2014) -
- 0472372014 13 The Banky Plow Truck - Loan Proc $25000.00 No N No (04/2272014) -
-+ 051472014 1AWw3 co \\ Deposit from CD $1.000.00 No \\ Na. (05/14/2014) -
& 072172004 14 Above County \ Misc. Taxes $8.000.00 No \\ Mo (07:2172014) -
- 072172004 15 Township Res\de\rq.s Special Assessments $5,000.00 No A No (07i2172014) -

| Grants and Aids 510,000.00" No No (07/21/2014) -

" State of Minnesots o (O721/2014) -

\ Grants and Aids $10,000.00 No

18 Above County E{ams and Aids 52,000.00 No o (0721/2014) -

13 City of There IRPRB Grant and Other $2,000.00 No h}‘\ (0721/2014) -

20 Town Residents Charégs for Services 520,000.00 No No \\ (0721/2014) -

7 bt Bad Guys Fines arX Forfiets $1,000.00 No No \\ (07/21/2014) -

07212014 2 The Bank Plaw Trucky- Loan Proc. §10,000.00 No No N (07/21/2014) - o
A A}
2) View/Edit | | 3) Void (Y/N) | ‘ 4) Delete ‘ [Qamntnr_‘;vJ | 6) Print \\
\\ N R
N N
\ N
Y \\
To search by fund and account numbers: \
N
N N
\ \

e Choose the Search by Fund and Account Number option. ’F}]e screen will then
display the Search by Fund and Account Number fields.

e Enter the Fund number in the first field, or click on the down arFoyv to choose a
Fund number. AN

e Enter the Account Number in the second field, or click on the down arrow to
choose an Account Number.

Note: You must enter both a Fund number and an Account Number.

e Click the Search button.

e All of the receipts with the specified Fund and Account Numbers will be
displayed.
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Receipts: Using the Search Feature (continued)

Searching by Deposit Date/ID will provide the information on receipts that were listed on the
bank deposit slip for a specified day.

P — CTAS = |
= Accounting Payroll Investments Indebtedness Reports Admin Help Exit
A s & sae s
Receipts Claims Disbursements Budget Cash Chartof  Vendors
Accounts
Receipts 8:51 PM
Receipis List | Add Receipt
Search By Search by Deposit Date/ID
Deposit Date/1D - (/7 )-
Search
Date v\g Receipt No. & Remitier %{, Description T8 Amount T8 Void & Cleared ¥4 Deposit Date/lD ¥8 Occurrence Date Fa
+ 01/022014 Vi Above County st Half Tax Settlement $20.000.00 No No (01/0212014) -
4w 0110272014 ‘2\ Jane Doe V" Building Permit $120.00 No No (01/02/2014) -
+ 017152014 I\ John Doe ‘| Dog Licenses 515,00 No No (01/16/2014) -
-+ 01/2972014 4 \\ State of Minnesote | | Gas Tax 7.500.00 No No (0172812014) -
0172972014 5y Ed Win V' \Water and Sewer Conn.. $300.00 No No (0172812014) -
+ 013072014 BTN ater-Sewer Billing January W & S Payments £1.300.00, No [ (0172812014) -
4 0200272014 7 ‘\ The Bank 1 Checking Interest £10.00 No e (02i02/2014) - |
+ 021172014 8 \ Ed Furling | Dog Licenses $15.00 No No (07/1812014) - b
+ 033172014 9 ‘\ The Bank ‘||meresmn cb $5.00 No No (03/31/2014) -
4 0313172014 10 \ State of Minnesota 1DNR - Snowmoebile Trail... £500.00 No No (03/31/2014) -
5 041022014 TSF422014 ‘\ General Fund VTransfer into Road and $5.000.00 No Ho (04/022014) -
5 041072014 12 \ Jones Asphalt ‘FaleofGrader $5.000.00 No No (04/10/2014) -
5 0412372014 13 ‘\ The Bank Plow Truck - Loan Proc. $25.000.00 No No (04/2312014) -
5 051472014 A3 \ D Beposit from CO $1.000.00 No N (05/14/2014) -
/ 4 \\ Above County n’ilsc. Taxes $8.000.00 No Ho (07/21/2014) - B
Township Residents Special Assessments $5.000.00 No No (07/2172014) -

| | Federa Government | Grants and Aids
4 0772172014 17 §tate of Minnesota Giants and Aids $10,000.00 No
072172014 18 Ahove County Grpnts and Aids '52,000.00 No
4 0721720014 19 C\f}\ﬂf There IRRRB Grant and Other sZODDDD No
4 072172014 20 TowrNResidents Ch%rges for Services $20,000.00 No
4 0721720014 pal Bad GD‘S Fings and Forfiets $1,000.00 No
= 072172014 2 The Bani Plow Truck - Loan Proc. $10,000.00 No
\ \
vews | | yvodem | | speeter, | [9Emstocsy| [ gpum
e @ 3 ' e
\
\ i
\ 1
1
- 1
To search by deposit date: '
. 1
\ 1
1

"o
Mo
No
No
No
Mo

OI2172018) -
21208 -
(0712172014) -
(0712172014) -
(072172014) -
(0712720145 -
(07/2172014) - £

e Choose the Search by D'eposit Date/ID option. The screen will then display the
Search by Deposit Date/{D field.

e Enter the deposit date.

e Click the Search button.

o All of the receipts with this deposit date will be displayed.

Office of the State Auditor



CTAS User Manual

2-20

Receipts: Using the Search Feature (continued)

The last search option is to search by amount.

NE — CTAS - | T
“ | Accounting Payroll Investments Indebtedness Reports Admin Exit
aE & asa e
Receipts Claims Disbursements Budget Cash Chartof Vendors
Accounts
852 PM

Receipts

Receipis List | Add Receipt

Search By

Receipt Total Amount -

Date
-+ 010272014
- 010272014
-+ 011572014
u 0172972014
& 012972014
-+ 01/3072014
u 02/0272014
u 021172014
4 03/31/2014
4 031/2014
o 04/02/2014
4 04/10/2014
& 047232014
4 D5/14/2014

\
W Beceipt No
i\
s
s
3 \

BTN S N

8

9

10
TSF422014
12

13

[\

14

Search by Receipt Total Amount

s 1000| o 000 [ Exact Amount |:5
T+ Remitter T+ Des ion V8 Amount ¥+ Void w8 Cleared 78 Deposit Date/ID 7+ Occurrence Date V{lT‘
Above County 1st Hil\fTax Settlement 520,000.00 No Mo (01/02/2014) -
Jane Dos Buildipa Permit $12000 No [
John Doe Dog Ucenses 515,00 No Mo
Stetecf Minnesota  Gas ‘:ax 750000 No Mo (01/28/2014) -
Ed in Wateq and Sewer Conn 530000 No Mo (01/28/2014) -
Vister-Sewer Billing  Janudry W & S Payments £130000 Ne [ (01/28/2014) -
\ The Bank Chec;cm; Interest 51000 No Mo (02/02/2014) -
N, EdFurling Dog ljcenses 515.00 No Mo {0718/2012) - =
N The Bank Interdst on CD 500 Ho Mo {03/31/2014) -
\Stete of Minnesota DNR:— Snowmabile Trail $500.00' No Mo (03/31/2014) -
Bgperal Fund Trangfer in to Road and £5.000.00 No Mo (04/02/2014) -
Jonds Asphalt Sale bf Grader £5.000.00 No Mo (04/10/2014) -
The Bank Plow!Truck - Loan Proc. $25,000.00 No Mo (04/22/2014) -
[ AN Depgsit from CD £1,000.00' No Mo (0514/2014) -
Above Counth Misdl Taxes £2,000.00 No Mo {07i21/2014) -
Township Resiignts  Speckal Assessments £5,000.00 No Mo (07i21/2014) -

State of Minnesota

- Federa Governmeri

i
Grarlis and Aids

§10,000.00° No

+
& 072172014 18 Above County Ngrafis and Aids 5200000 No No (0712112014 -
= 072112014 18 City of There IRREE Grant and Other.. 5200000 No Ho (O721/2014) -
s 0712112014 20 Town Residents Chakdes for Services 52000000 No No (0712014} -
& 072112014 21 Bad Guys Firek ani Forfies £1,000.00 No No (0772112014} -
o 072112014 2 The Bank Floy Truck®, Loan Froc.. £10,000.00 No Ho (0712112014 - -
~ I
AViewEdt | | AVod (/M) | | ADelete | [5)BpprtocsW |
T N
AY
AY

To search by amount:

\

Choose the Search by Receipt Total Amount option. The screen will then
display the Search by Receipt Total Amount fields.

If you want to search for receipts with a single amount, check the Exact Amount
box at the right of the search field. Enter the amount, then click the Search
button.

If you want to search a range of amounts, enter the smaller number in the range
of amounts you want to search in the first field under the Search by Amount
heading.

Enter the larger amount in the range in the second field, then click the Search
button.

After clicking the Search button, all of the receipts with amounts within the range
will be displayed.
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Receipts: Printing Reports

There are three reports that you can create and print from the Receipts section: the Receipts
Ledger, the Receipts Register, and the Remitter Ledger. To select a Receipts report you
want to create, click on the Reports tab from the Task Bar and choose the Receipts icon.

I

) I
N F I — o (0
/" Accounting  Payroll  Investments  Indebtedngss. o —Repod  ~ Admin
__________ — _ =
dae=mE SAE B & =z
Receipts Claims Disbursements Budget Cash  Chartof Vendors Financial | Tax  Payroll [Vear
Accounts Reports Filing
Accounting Employes Investiments || Indebtedness
s S e

Report Name
Receipts Register
Remitter Ledger
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Receipts: Printing Reports (continued)

A Reports screen will appear listing the three reports. To run a report, highlight the report
and click the Run button. The following pages describe each report andﬂl'ustrate how to

create and prlnt,each report. »
5 I'I — T ’,"/ = | D
Indebtedness Reperts Admin Help Exit

Accounting Payroll Tnvestmerfis

- = = 1 = = == IL~
a=E b a8 & & 8 b
Tax Payroll (Year A - Tvestments Indebtedness

Eudget' Cash Chartof Vendors Financial
Filing to Datg) ~

Accounts Reports =
Accoynmng Employes Investments Indebtedness
-
-

Receipts ,’ _-
1 -7
Report Name / 2
Receipts Register ,

Remitter Ledger h

Receipts Claims  Disbursements
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Receipts: Printing a Receipts Ledger

A Receipts Ledger is designed to provide a classification of revenues by source for each
Fund. The ledger should be printed and reviewed at least quarterly to find any receipts that
have not been coded correctly. After the close of the fiscal year, print a Receipts Ledger for
the full year. Review this report for any receipts coded incorrectly. When the ledger is
correct, print a final copy and store it as part of your permanent records.

To print a Receipts Ledger, click on the Reports tab in the Task Bar and then the Receipts
icon (see page 2-21 for illustration). A Reports screen will appear listing the three reports.
Highlight Receipts Ledger and click the Run button. The Receipts Ledger screen will
appear:

v iis o T e W & o A

Fund Al Funds

Available Accounts Selected Accounts
A
31000: Taxes - General Property Taxes
31010: Cumrent Ad Valorem Taxes E
U 31020: Deliguent Ad Valorem Taxes
31030: Mobile Home Tax
31040: Fiscal Disparities
31050: Tax Increments
31300: Taxes - General Sales and Use Taxes
31310 City Sales Taxes
31400: Taxes - Selective Sales and Use Taxes
31410: Hotel-Motel Tax
31700: Taxes - Imposed and Approtioned by the Courties
31701: Gravel Tax
31800: Taxes - Other

31810: Franchise Taxes

31820: Gambling Tax

31500: Taxes - Penalties and Interest on Delinguent Taxes

31910: Penalties and Interest on Ad valorem Taxes

31520: Forfeited Tax Sale Apportionments

32000: Licenses and Pemits

32100: Licenses and Permits - Business

32110: Alcoholic Beverages

32120: Heatth

32150: Public Ltilties ad

Budget Year (2014 z Start Date 01/01/2074 D'- End Date 12/31j2014 [E~

L eaaaaaa— ¥

On the Receipts Ledger screen:

e Selecta Fund or All Funds, either by entering the Fund number or clicking on the
down arrow and choosing from a list.

e Select the accounts to be printed by moving them from the Available Accounts
box to the Selected Accounts box. The “>>" button will move all accounts; the
“>” putton will move the individually-highlighted account(s). You can also
move an individual account by double-clicking on the account. The “<” and
“<<” puttons allow you to move accounts out of the Selected Accounts box.

e Using the up and down arrows, select the Budget (fiscal) Year.

e Enter the Start Date and End Date for your ledger.

e Click the Run button and the print preview (Report Viewer screen) will appear,
as shown on the next page.
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Receipts: Printing a Receipts Ledger (continued)

e After reviewing the preview, click on the Printer icon to begin the printing of the

New Towmship Recwipls Ledger
Fund Hamve General Fund
evount Humbes 100-31005
fevuunt Hame Propeity Tan
Date Hange: L/1/2004 Te L2/1052014
Date  Bemitier
BUDGET

0105/A004  Abowe Couney
07/21/2014  Ahove Couny

Tund Hame: General I und
Account Humber 100- 5100
Account Name: Tax Increments

Date Hange 1712014 Te 12/11/2004

Bemittey
BUDGET
07/21/2014  shove County

Fund Hame: General Fund
acraum Humbee 10031501
Aecoum Hame: Tau laeal
Date Ranpe: L/1/2004 Te 12/31,2000
Omg  Ruming
UDGED
WIS Above Courty

Select Printer L
=i Fax @M\croso& XPS Documen

= HP ePrint _ (=PDF Complete
in Pri 0 Send To OneNote 2010

[ ) T r
Status: Ready Prirt to file

Location: Next to Closet

Comment: Primary Office Printer

- Page Range
Al Mumber of copies: 1 lﬁl

Sel () Current Page P, 4

-
Pages: T QCQWET’E

er either a single page number or a single . - e
pAge range. For example, 512 27

e
4

-

By clicking the Paé]es button, you can choose to print only certain pages of the report. The
Number of copies box allows you to enter the number of copies you would like printed.
After selecting the printer details, click on the Print button to begin printing the report. The
following page has a sample of the report.

To close the report:
e Click the red “X” icon on the Report Viewer screen.
e Click the Cancel button on the Receipts Ledger screen.
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Receipts: Printing a Receipts Ledger (continued)

Sample Receipt Ledger Report

New Township Receipts Ledger 8/27/2014
Fund Name: General Fund
Budget: 5200.00
Account Number: 100-36210
Revised Budget: 50.00
Account Name: Interest Earning
Date Range: 1/1/2014 To 12/31/2014
Date Remitter Receipt Number Amount Recelved Year To Date Recelved Budget Balance
BUDGET 5200.00
02/02/2014 The Bank 7 $10.00 510,00 5190.00)
03/31/2014 The Bank 9 55.00 515.00 {5185.00)
Fund Name: General Fund
Budget: 51,000.00
Account Number: 100-36290
Revised Budget: 50.00
Account Name: Sale of Investment
Date Range: 1/1/2014 To 12/31/2014
Date Remitter Recelpt Number Amount Recelved Year To Date Recelved Budget Balance
BUDGET 51,000.00
05/14/2014  CD 1AW3 $1,000.00 $1,000.00 $0.00
Fund Name: General Fund
Budget: 595,00
Account Number: 100-35202
Revised Budget: 50.00
Account Name: Contribution From Enterprise Fund
Date Range: 1/1/2014 Te 12/31/2014
BUDGET 595.00
07f21/2014 Sewer Fund TF572014 510000 5100.00 55.00
General Fund Totals
Total Received for the year $141,765.00
Total Budget $171,525.00
Qver / (-) Under Budget ($29,760.00)
Report Last Lipdated: 08/29/2014 Page 7 of15
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Receipts: Printing a Receipts Reqister

A Receipts Register is a chronological record of cash received. The register should be
printed monthly and a copy saved as part of your permanent records.

To print a Receipts Register, click on the Reports tab in the Task Bar and the Receipts icon.
A Reports screen will appear listing the three reports. Highlight Receipts Register and click
the Run button, as shown on page 2-21. The Receipts Register screen appears:

[ Receipts Register )
Receipt Date Range
Fund All Funds| <
Start Date | 07072014 [+] EndDate 07072014 -~ [<]
| FPreview ‘ l Close |

On the Receipts Register screen:

e Selecta Fund or All Funds, either by entering the Fund number or clicking on the
down arrow and choosing from a list.

e Enter the beginning date for the range of dates you want reported in the Start
Date field and the ending date in the End Date field.

e Click the Preview button. The print preview (Report Viewer screen) appears, as
shown below.

4. Report Viewer

25 Ty | [0 T y |1 sogh @ - AP CRYSTAL REPORTS®
Main Repart |
* A _N
NewTownship Receipts Register 8/27/2014
Date Range : 01/01/2014 To 08/27/2013
Date  Remiter Receipt # Description Deposit ID Yoid  Account Hame Fund,/Acct/Prog Total
01/02/2014 Above County 1 1t Half Tax Settlement (01/02/2014)- N Property Tax 100-31005 $10,000.00
Property Tax 201-31005 $5,000.00
Property Tax 22531005 $5,000.00
520,000.00
03/31/2014 State of Minnesota 10 DR~ Snowmabile Trail (03/31/2014)- N DHR Grant 100-33480 $500.00
Grant
$500.00
04/10/2014 Jones Asphalt 12 saleof Grader (D4/10/2014)- N Sales of General Fixed 201-39100- 45,000.00
Asset
§5,000.00
04/23/2014 The Bank 13 Plow Truck - Loan Proceeds (04/23/2014)- ) OLT Debt Proceeds 201-39301- $25,000.00
525,000.00
07/21/2014 Above County 14 Misc. Taxes (07/21/2014)- N Tax Increments 100-31050 $1,000.00
201-31701- $1,000.00
100-31300- 51,000.00
100-31410 $1,000.00
100-31810- $3,000.00
100-31820- 1,000.00
56,000.00
07/21/2014 Township Residents 15 Special Assessmen s (07/21/2014)- N Special Assessme nt: 201-36105 $5,000.00
$5,000.00
Current Page No.: 1 Total Page No.: 5 Zoom Factor: 100%
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Receipts: Printing a Receipts Reqister (continued)

e After clicking on the Printer icon, the Print screen appears:

(=01 Print - I |

General | Layout

Select Printer

=i Fax = Microsoft XP5 Decumen

e HP ePrint o= PDF Complete

Iq‘?‘l\ﬂain Printer on stg-dc2 =0 5end To OneMote 2010

4 n 3 ‘ |
"

Status: Ready Prirt to file | Preferences

Location: Next to Closet

Comment: Primary Office Printer Find Printer...

Page Range

Al Mumber of copies: 1
Selection Cument Page
4 y '

@ P X 1 Collat,

Enter &ther a single page number or a single . 1= 1

page dange. For example, 5-12 e ‘

1 P
-
i Bt [ cancel ] [ &y |
rd
z

’

.
’

T

1

1

1

! .
I

1 .

1

’
-’

By clicking the Pages blittOI:l: you can choose to print only certain pages of the report. The
Number of copies box allows you to enter the number of copies you would like printed.
After selecting the printer details, click on the Print button to begin printing the report. The

following page has a sample of the report.

To close the printing of the report:
e Click the red “X” icon on the Report Viewer screen.

e Click the Close button on the Receipts Register screen.
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Receipts: Printing a Receipts Reqister (continued)

Sample Receipt Register Report

New Township

Date Range :

Date

01/02/2014

03/31/2014

04/10/2014

04/23/2014

07/21/2014

07/21/2014

07/21/2014

01/01/2014 To 08/27/2014

Remitter

Above County

State of Minnesota

Jones Asphalt

The Bank

Above County

Township Residents

Federa Government

Report Last Updated: 08/29/2014

Receipt#

Description

1st Half Tax Settlement

DNR - Snowmobile Trail
Grant

Sale of Grader

Plow Truck - Loan Proceeds

Misc. Taxes

Special Assessments

Grants and Aids

Receipts Register

Deposit ID

(01/02/2014) -

(03/31/2014) -

(04/10/2014) -

(04/23/2014) -

(07/21/2014) -

(07/21/2014) -

(07/21/2014) -

Page1of5

Void

Account Name

Property Tax
Property Tax
Property Tax

DNR Grant

Sales of General Fixed
Assets

OLT Debt Proceeds

Tax Increments
Gravel Tax

Tax Local
Hotel-Motel Tax
Franchise Taxes
Gambling Tax

Special Assessment

Community Development
Block Grants

Federal Transportation
Aid

Federal Payments in Lieu
of Taxes

Emergency
Preparedness/Emergency
Management Aid

Fund/Acct/Prog
100-31005-

201-31005-
225-31005-

100-33480-

201-39101-

201-39301-

100-31050-
201-31701-
100-31301-
100-31410-
100-31810-
100-31820-

201-36105-

100-33130-
201-33170-
100-33160-

225-33150-

8/27/2014

Total
$10,000.00

$5,000.00
$5,000.00

$20,000.00

$500.00

$500.00

$5,000.00

$5,000.00

$25,000.00
$25,000.00
$1,000.00
$1,000.00
$1,000.00
$1,000.00

$3,000.00
$1,000.00

$8,000.00

$5,000.00

$5,000.00

$2,500.00

$2,500.00

$2,500.00

$2,500.00
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Receipts: Printing a Remitter Ledger

A Remitter Ledger is designed to provide information on the amount of revenues received

from remitters.

To print a Remitter Ledger, click on the Reports tab in the Task Bar and then the Receipts
icon. A Reports screen will appear listing the three reports. Highlight Remitter Ledger and
click the Run button, as shown on page 2-21, and the Remitter Ledger screen will appear:

Start Date 05/27/2014 [~

Available Remitters. Selected Remitters.

End Date 05/27/2014 [~

Print Preview ] [ Cancel

On the Remitter Ledger screen:

e Select the remitters for the report by moving them from the Available Remitters
box to the Selected Remitters box. The “>>" button will move all remitters; the
“>” putton will move the individually-highlighted remitter(s). You can also
move an individual remitter by double-clicking on the remitter. The “<” and
“<<” puttons allow you to move remitters out of the Selected Remitters box.

e Enter a Start Date for the report.
e Enter an End Date.

e Click the Print Preview button and the print preview (Report Viewer screen)

appears, as shown on the next page.
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Receipts: Printing a Remitter Ledger (continued)

 Afterreviewing the preview, click the Printer icon to begin the printing process.
By clicking the red “X” yau can etosé the Report Viewer screen.

Remittes Ledgers

Date Hange: 1712014 To 0272008

| Remitter Mame:

Above Uounty

Date Dresuripting
01/02/2004  1stHall Tax Settlerment
01022004
| onefnis
|00 Mise Trees 1 10031080 £1,00006
|00 Mise Trees 1 10030800 £1,00006
| Mise Twes b LO-AALG L0
| urfL e Mise Tmes b3 - AL L0
| UFfELAANA Mise Tmes u Bl BRI
| 1004

LstHall Tax Settlersent.

LsrHal Tox Semlemenr

st T

100-33620- $1,000.00

| O Grans ad Ads 18

| O Grans md Ads 1% 201-58810- 11,000.00
|07 AMe Grans aed Mk = 0151008 450000
| 0772004 Grarts and Hds F-3 601-33160- 1500 00
07/ 2004 Grarts and Hds F-3 601-33480- 1500 00
0221204 Grares and Mok F3 0153650 £500.00
0221204 Grares and Mok * 01 53640 £500.00
0L PrapemyTae £ 10031008 £50,000.00

farscanan
Toom Famlﬁ_';‘-

Tetal Page Na.: 2

e After clicking on the Printer icon, the Print screen appears:

ot o]
Select Printer S

=i Fax @M\cro;m‘t KPS Documen
= HP ePrint _ E=PDF Complete
in Pri = Send To OneMote 2010

_E [ 3
Status Ready Prit to file

Location: Nexd to Closet

Comment: Primary Office Printer

Page Range
A Mumber of copies: 1 EI

Selection () Cument Page v

- = -
©) Pages: 1 Colger ™
s Mlcdge™ (53] 53
Entef either a single page number or a single PRl 1 1

-

pagél range. For example, 5-12 "
-

By clicking the Pages putt’dn, you can choose to print only certain pages of the report. The
Number of copies box allows you to enter the number of copies you would like printed.
After selecting the printer details, click on the Print button to begin printing the report. The
following page has a sample of the report.

To close the printing of the report:
e Click the red “X” icon on the Report Viewer screen (print preview).
e Click the Cancel button on the Remitter Ledger screen.
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Receipts: Printing a Remitter Ledger (continued)

Sample Remitter Ledger Report

New Township Remitter Ledgers 8/27/2014
Date Range : 1/1/2014 To 8272014
Remitter Name : Above County
Date Description Receipt Number Account Number Amount
010272014 1st Half Tax Settlement 1 100-31005 510,000.00
01/02/2014 1st Half Tax Settlement 1 201-31005 $5,000.00
010272014 1st Half Tax Settlement 1 22531005 55,000.00
072172014 Misc. Taxes 14 100-31050- $1,000.00
0742172014 Misc. Taxes 14 100-31301- 51,000.00
072172014 Misc. Taxes 14 100-31410- S1,000.00
0F/21/2014 Misc. Taxes 14 100-31810- $3,000.00
072142014 Misc. Taxes 14 100-31820- 51,000.00
07/21/2014 Misc. Taxes 14 201-31701- 51,000.00
07/21/2014 Grants and Aids 18 100-33620- 51,000.00
072172014 Grants and Aids 18 201-33610 $1,000.00
07/21/2014 Grants and Aids 25 601-31005 550000
072172014 Grants and Aids %5 601-23160- 5500.00
072172014 Grants and Aids 25 601-33480- S500.00
0742172014 Grants and Aids 5 601-33620- 5500.00
07f21/2014 Grants and Aids 25 601-33640- S500.00
07/21/2014 Property Tax 28 100-31005- $90,000.00
Report Total $122,500.00
Remitter Name : State of Minnesota
Date Description Receipt Number Account Number Amount
01/29/2014 Gas Tax 4 201-33418- §5,000.00
01/29/2014 Gas Tax 4 225-33440- 52,500.00
033172014 DMR - Snowmaobile Trail Grant 1 100-33480- S500.00
07/2172014 Grants and Aids 17 100-33401- 51,000.00
072142014 Grants and Aids 17 100-33405 51,000.00
07/21/2014 Grants and Aids 17 100-33406- 51,000.00
07/21/2014 Grants and Aids 17 10033429 51,000.00
0742172014 Grants and Aids 17 100-33430- 51,000.00
07/21/2014 Grants and Aids 17 100-33440 55,000.00
Report Total $18,000.00
Report Last Lpdated: 08/25/2014 Page 1of 2

Office of the State Auditor






