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State of Idaho Cash Receipts
Office of the State Controller
Division of Statewide Accounting

CASH RECEIPTS USER MANUAL

REPORTS AND PROCESSED DOCUMENTS

INTRODUCTION

Two types of Cash Receipts reports are available — a Cash Receipts Report and an Audit
Report. Each type searches for specific criteria that you select. The Cash Receipt report

can be produced in PDF, .txt, or .csv formats. The Audit report can be produced in PDF

format only.

Document ' Attachment ° Approval

« Cash Receipt Report
© Audit Report

GENERATE A CASH RECEIPT REPORT

1. Choose any combination of selectable Report Criteria. In addition, you can enter
any combination of search criteria in the Searchable Fields.

Report Criteria Searchable Fields

Status Deposit # number
Batch Date - date the batch is Name (check/warrant)

released to STARS by STO Created by (last name) - name of the person who created
Tran Code - Transaction code | the Cash Receipts document

Index Doc # - document number
PCA Group
Voided Deposit Vendor # and Sfx — Vendor number and Suffix

Voided Deposit Range

If you select Tran Code, the entire Cash Receipts document that has at least one
transaction with the transaction code (TC) you select will be printed. In other words, you
may see other transactions with different transactions codes because they are on the same
document as the transaction that has the TC you selected.
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If you enter/select a specific Batch Date in the criteria, be aware that a batch date is not
assigned until STO releases the batch, so a Status of ‘Awaiting STO’ and a Batch Date
entered will generate a blank report because there would be no such transactions.

Figure 1 - Cash Receipt report form

CashRcpt Menu Applications Logoff
Status Deposits Distribute Attachment " Approval Reports
“Choose Report Criteria Cash Receipt Report Report Menu |
Status | ~] Batch Date| |
Tran Code | [v] Index [ [¥] PCA [ [v]
Voided Depositlvl  Voided Deposit Range [None ] to |

Searchable Fields Use "%" for wildcards

Deposit# [ | Name (check/warrant) |
Created by (last name) | Doc# [ |

Group [ | Invoice # [ | Vendor# [ | sfx[ |

Show Code Detail (PDF only)
Show Deposit Detail (PDF only)

Sort options

) Deposit # ) Do ) Group O status () Req Release Date

POF Report | TXT Report_ | CSVReport | Reset

2. If desired, select Show Code Detail (PDF only) to print the fiscal coding on the
PDF version of the report.

3. If desired, select Show Deposit Detail (PDF only) to print the deposit types and
amounts on the PDF version of the report.

4. Select a sorting option to sort the results by.

5. Click a file type to generate the report — PDF Report, TXT Report (text file),
CSV Report (comma separated value). If a PDF report is blank, it means there are
no transactions that meet your report criteria.

GENERATE AN AUDIT REPORT

The Audit report form is the same as Cash Receipts Report form, except that there are no
‘Show Detail’ options and the report is available only in PDF format.

1. Choose any combination of selectable Report Criteria. In addition, you can enter
any combination of search criteria in the Searchable Fields (see the description of
the Cash Receipts report above).

If you select Tran Code, the entire Cash Receipts document that has at least one
transaction with the transaction code (TC) you select will be printed. In other
words, you may see other transactions with different transactions codes because
they are on the same document as the transaction that has the TC you selected.
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If you enter/select a specific Batch Date in the criteria, be aware that a batch date
is not assigned until STO releases the batch, so a Status of ‘Awaiting STO’ and a
Batch Date entered will generate a blank report because there would be no such
transactions.

2. Click PDF report. If a PDF report is blank, it means there are no transactions that
meet your report criteria.

PROCESSED DOCUMENTS

From the main Cash Receipts menu, click Processed. Documents that have been sent to
STARS can be found here.

1. Enter a search criteria such as the Batch Date, Batch Number, a Batch Date Range,
Document number, Batch Type, or Group name, and then click Find.

Figure 2 - Processed document search

Batch Date Batchit Find
Batch Range [01/02/2015 to [03/18/2016
Document # Batch Type Group Reset |

CD15403 568 4/6/2015 6:30:44 PM APR. 3 CHECK, DEP #1 Sent to STARS 592
CD15447 ] 561 4/3/2015 6:30:34 PM ARP 2 CHECK DEPOSIT #1 Sent to STARS 586

Select CD15450 J 564 4/3/2015 6:30:34 PM APRIL 1 CHECK DEPOSIT #1 Sent to STARS 583

2. Click Select next to a document to view it’s “header” (the document number, Batch
Type, Description, Group name, and Comments) as well as the fiscal coding.

a. Click the Attachments tab to view any attached, scanned documentation (there
should be an asterisk on the tab if there are attachements).

b. Click Preview Deposit to view a PDF format of the “deposit slip” — the Check,
Currency, Coin, and Warrant details and individual amounts.

c. Click View History to see who approved and released the document and when.

Figure 3 - Processed Document

Search Documents " Attachment " Reports
Dep # Doc# CD1 Batch Type J Sent to STARS
Description APR 3 CHECK Group OGI

Comments

| Preview Deposit | | View History |

[JaccTittes [lindexTitle [JPcATitle [JExpSubTitle [IRevSubTitle [lGrantTitle [ProjectTitle [JBU Title [IFund Title

HMEWMEWMWEM

0 582.00 | 9385 | 50000 1535 ADAl | 0461 | 48 | 244 4115 T
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