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CASH RECEIPTS

The Cash Receipts processing allows you to enter and process payments against debtor accounts, and would typically be used on a daily basis as you received payments through the mail, or were notified by the Bank.

If you have the Bank Reconciliation System present on your system and the field in ARPARAM > Screen 1 > Field Number 7 > B/R Integrated is set to Y, details of the Cash Receipts payment will be passed to the Bank Reconciliation system providing a means of reconciling your deposits, and also producing a bank deposit slip. 

The payments will be applied against specific invoices or balances to ensure the correct application of funds for the purposes of ageing.

Menu Name:

ARECASH A/R Cash Receipt Processing 

Process Name:
ARCASH  or QARCASH
With ARCASH the amounts outstanding on the account will default on Screen 2, when entering payments.  You can be in Create/Amend/Delete or Review mode with this process.  

With QARCASH you have to enter the Invoice numbers that the payment is being applied to. This process assumes you are always in Create mode. If you enter an amount in this process and make an error, or wish to amend this entry but you have already filed away the entry, you cannot view the details of the transaction from this process.  You will be able to Amend or Review this transaction in the ARCASH process.  

If you know the Invoice Numbers that the current payment is paying, you can use QARCASH. 

You can use either option when entering Cash Receipts.  Both processes will achieve the same outcome. eg. the invoices will be marked off as being paid when the transactions have been posted.

When all payments have been entered, check the details by running an EDITCASH
When all entries are correct, post transactions via POSTCASH.  You can choose to send the print out to File or printer. You must post transactions to ensure all records have been updated.  

When the Cash Receipts are posted from this menu, a Bank Deposit will be generated in the Bank Reconciliation System, if the B/R integrated field in ARPARAM is set to Y.   The deposit number you will use in the Bank Reconciliation system is generated from the Cash Receipts posting.  Each posting will create a consecutive posting number.  

BANK DEPOSIT

This process allows the user to enter and maintain details of bank deposits. When these details are posted, General Ledger files and Bank Reconciliation files will be updated.

Menu Name:


DEPOMENU

Process Name:

EDITBDEP and POSTBDEP
If you have any additional cheques/cash that you need to add to the Bank Deposit - Amend the Bank deposit via BANKDEP.  Change the appropriate fields, notes/coin/cheque.  Print an EDITBDEP to check the validity of all transactions.

Answer all questions.  (Yes you want a Bank Deposits Edit List, Yes if you want to produce a Bank Deposit Slip) 

When all is correct, post transactions via POSTBDEP.  Choose F to send the posting to File.  It is not necessary to print a hard copy of this posting.  However, you must post transactions to ensure all records are updated.

If you are using the printed Bank Deposit list generated from the system (by responding with a Y to produce Bank Deposit List) to take to the bank, make sure you either photo copy the Bank deposit from the EDITBDEP process, or when you post the Bank deposit respond with a Y to print a copy of the Bank Deposit slip.

You will take both copies of the Bank deposit slip to the Bank.  The Bank will keep 1 copy and will stamp the other copy and return one copy to you stamped. When you return from the Bank file stamped copy from the bank in an appropriate place.

ARECASH – A/R Cash Receipt Processing

This menu provides access to the procedures required for entering payments against a customer’s account, using the ARCASH and/or QARCASH processes, which would normally be performed on a daily basis as receipts arrive in the mail.

The difference between the two processes ARCASH and QARCASH is in the way the payments are applied or part applied to transactions.  ARCASH displays all the unapplied transactions so that you can scroll through the window applying whichever ones you wish to.  QARCASH does not display the unapplied transactions for you.  You have to know the invoice number or transaction numbers that you wish to apply to, and type it in.

Entries can be edited with the EDITCASH process to ensure that no keying errors have been made, and when satisfied, POSTCASH can be used to update your ledgers with this information.

ARCASH 

ARCASH  Rev/x.xx            Primary Testing Company              Time          Date

Screen : 1                              A/R Cash Receipts                            xx     User Name

                   Please Select : CRE/AME/REV/DEL/END   C

               *1) From Customer   CASH     *** Cash Sale ***

               *2) Cheque No       123456

                3) Direct Deposit  N        Deposit Number

                4) Receipt Date    22/11/99

                5) Bank Account    BANK        BANK ACCOUNT

                6) Disc Account    DISCOUNT    Discount Account

                7) From Bank       NAB  National Australia Bank

                8) Bank Branch     Newcastle

                9) Drawer          Mr Ted Smith

               10) Cheque Amt             200.00

               11) $ Discount              0.00

                 Total Credit      $ 200.00 

*1) From Customer 

The customer code is used to uniquely identify each of your customers.  This will be the customer code of the customer making the payment.

*2) Cheque Number


This will be the number of the cheque that you are entering from your 
customer.  If the payment being entered is cash.  Enter Cash in the cheque number field.

 3) Direct Deposit

The response required here is Y or N. 


This field allows you to flag this cash receipt as being a direct deposit when your customer has automatically deposited the amount to your Bank Account. Flagging a receipt as a direct deposit allows you to allocate the deposit number, which will be transferred to the Bank Reconciliation system.  When you perform your Bank Reconciliation after this transaction is posted, you would use the deposit number you enter here as the Bank Deposit number for this entry.

If the deposit is not a Direct Deposit, enter N and you will not be prompted to enter a Direct Deposit number. 

 4) Receipt Date


This is the date that the cash receipt was made. This date will be used to age the transaction in the Accounts Receivable system, and also used to date any associated General Ledger entries.

 5) Bank Account

If the Accounts Receivable System is integrated with the Bank Reconciliation System then this account is the bank account that will have a deposit automatically entered to the Bank Deposits process BANKDEP. The cash clearing account, as set up on ARPARAM, will have the cash amount debited to it.

If the Accounts Receivable System is not integrated with the Bank Reconciliation system, then this bank account is the general ledger account that will have the cash amount debited to it.

 6) Discount Account


This is the General Ledger account that will have the discount amount debited to it. 

 7) From Bank

This is the code for the bank account of the cheque you are currently entering. eg. NAB for National Australia Bank. WBC for Westpac Bank.  These codes must have previously been set up in BANKTYPE in the Bank Reconciliation Menu.

 8) Bank Branch

This is the descriptive name of the bank branch that is on the cheque that is being processed. eg. Hunter Street Newcastle.

 9) Drawer

This is the name of the drawer for the cheque that is being processed.

By default, the drawer name is that of the customer for whom we are receiving a payment from.

The information in Fields 7, 8 and 9 can default with details as entered in CUSTMNT for each customer.  If you enter your customer’s normal Bank details in CUSTMNT Screen 4  - Fields 5, 6 and 7. As below: 

5) Normal Bank       NAB

6) Bank Branch       Newcastle 

7) Account Name    Account Name 

That information will default in ARCASH or QARCASH each time you process a payment from that customer. 

You are free not to enter anything in these fields in CUSTMNT, but each time you enter a payment from your customer you will be required to enter the information from these fields into the ARCASH or QARCASH screen.

10) Cheque Amt

This is the amount of actual payment, either by cheque or cash.

11) Discount Amt

This is the amount of discount that will be deducted from the invoice if payment is made before the discount date. This figure is normally calculated by the system applying the discount percentage to the discountable portion of the invoice. However, if an agreed amount of discount has been negotiated, this may be directly entered.

If there is no discount to be applied, leave this field blank and enter to the next screen.

Screen 2 of ARECASH or QARCASH will then be displayed.

On this screen you can apply the payment against Invoices/Transactions.

ARCASH  Rev/xxxx             Primary Testing Company               Time         Date

Screen : 2                              A/R Cash Receipts                            x     User Name 

Customer  CASH     *** Cash Sale ***                   Receipt Date 22/11/99

Customer Account Status    Unknown Account Status

 ----Trx Date--Typ--Trx Ref No-$ O/S Amt-------$ Disc------$ Cash------O/S Bal

P1   06/01/99   INV 1582               25.50               0.00             25.50             0.00

P2   02/09/99   INV 314             2230.00               0.00           174.50       2055.50 

----------------------------------Unapplied-           0.00--              0.00-----------------

1) New Account Status


2) Print Receipt

Field # to change or Sn or Pnnn or Cnnn  [     ](40 panes, 2 process screens )

The cursor will be positioned in the $ Disc field on Pane 1 of this screen.  If you need to allocate an amount of discount against this Invoice, you enter the amount in this column.

If you are not allocating any discount amounts, press <enter> and you will be in the $ Cash column.  In this field you will allocate the amount being paid against the invoice.

eg. In our above example, the customer is paying us $200.00 for Invoice 1582 $25.50 and Invoice 314 $174.50 - even though Invoice 314 is for $2230.00. You can allocate a part payment against an Invoice.

You will enter 25.50 in $ Cash amount against Invoice 1582 leaving an outstanding amount against this invoice of 0.00.  

The remaining amount of the payment $174.50 is then allocated against Invoice 314.  

When the entire payment has been allocated – Invoice 314 will have an unapplied balance of $2055.50. ie. Invoice 314 has an outstanding amount of $2055.50 still to be paid.

When you have allocated the total amount of the payment to the Invoices, press the F3 (Forward) Function Key 

The cursor will then be at the New Account Status field.

1) New Account Status 

A new account type may be entered for this customer at this field, and

the CUSTOMERS file will be updated when the cash receipts are posted.

If a customer was on hold and as a result of this payment, you are returning the customer to a status of active; you can change this status from this field.

You can choose not to change the account status of the customer concerned also.  If you do not wish to change the account status of the customers concerned, leave this field blank.

2) Print Receipt       

Is an N or Y option.

If the field in ARPARAM Screen 2  

18) Print ARCASH Receipts         

Is set to N, this field will be skipped.  If this field is set to Y the cursor will stop on this field and you will be prompted where to print a Receipt. 

Cursor will then be located at

Field # to change or Sn or Pnnn or Cnnn  [     ](40 panes, 2 process screens )

You can then make any changes to information entered in either of these screens.  If no changes are necessary, File this information away by pressing <enter> key. 

Then process the next payment.

You will note that in ARCASH the Invoice numbers were displayed.  To apply payments to Invoices you scroll down the window until you find the Invoices that are being paid. You then apply the payments to those Invoices.

In QARCASH the Invoice numbers will not be displayed.  The format of the screen is similar to ARCASH, but you are required to enter the Invoice numbers.


QARCASH  Rev/xxxx            Primary Testing Company        Time       Date

Screen : 2                              Quick Cash Receipts              xx    User Name

Customer  CASH     *** Cash Sale ***                   Receipt Date 22/11/99

     Trx Ref No Trx Date Typ    $ O/S Amt       $ Disc       $ Cash      O/S Bal

P1  [          ]

                                Unapplied         0.00       200.00

Entering deposits via QARCASH assumes you are always creating.  If you make an error or realise you need to change something in a QARCASH entry you can amend this information from ARCASH.  

You can enter Cash Receipts into the system via QARCASH or ARCASH.

When all Cash Receipts have been entered for the day, run an EDITCASH to check for the correctness of all information.  Entries made via QARCASH and ARCASH will be included in the EDITCASH process.

After you are satisfied as the correctness of all entries, run POSTCASH. This process actually posts the cash receipts entered via ARCASH and/or QARCASH, and updates the Accounts Receivable System, and optionally the General Ledger and Bank Reconciliation systems.

A numbered journal is produced as a hard copy audit of the receipts that have been posted, and the transaction file will be cleared after the receipts have been posted.

At the time of posting the Cash Receipts – the entries made in the General Ledger system will be



Dr     Cash Clearing Account



     Cr       Debtors Control Account

If you Accounts Receivable system is integrated with the Bank Reconciliation system a Bank Deposit will be created.

Bank Reconciliation is turned on (set this field to Y) or off (set this field to N) in ARPARAM Screen 1 Field 7 

7) B/R Integrated     

DEPOMENU – Bank Deposit Menu

The Bank Deposit Menu is used for the entry of Bank Deposit Details into the Bank Reconciliation System.

Bank Deposits are made up of cash, credit cards and cheques which, when taken to the bank will appear as a credit on the bank statement.

Note: If your system includes the Accounts Receivable module, then virtually all monies received from your customers should be processed through the "cash receipts" menus in that module.  When these cash receipts are posted, the system will create a bank deposit entry automatically; ready to be posted with the POSTBDEP process.

BANKDEP

This process allows you to enter and maintain details of bank deposits. When these details are posted, General Ledger files and Bank Reconciliation files will be updated.

Bank deposits may be broken up into three types of tender: 

· Cash (both notes and coins)

· Cheques 

· Bankable credit cards.  

Each of these types of tender may be entered using this process. Cash is entered on the first screen. Credit cards on the second screen. Cheques on the third screen.

The fourth screen in this process is used for the entry of expense account details relating to the deposit. With these details the entity entered must relate to the expense account entered or you will be given an error message and not allowed to proceed unless it references the correct entity.

From our previous example entered in QARCASH – assuming the Cash Receipt has been posted the Bank Deposit entry as below would have been created.

BANKDEP – Screen 1 

BANKDEP  Rev/xxxx            Primary Testing Company         Time      Date

Screen : 1                     Bank Deposit Entry                             x         User Name 

                    Please Select : CRE/AME/REV/DEL/END   A

         *1) Deposit Number  235689

         *2) Bank Account  BANK         BANK ACCOUNT

             Currency                   Bank of France

             Normal System Currency     MR RELAX MAN

                                        4444444

         *3) Date          22/11/99

         *4) From Entity   P            Primary Testing Company

          5) Direct Deposit  N

          6) Notes               0

          7) Coins               0.00

          Total Cash             0.00

          Total Cred Card

          Total Cheques        200.00

          Total Banked         200.00

You will note that the details as entered from the Cash Receipts process have come across to the Bank Deposit Entry.

Fields marked with a * cannot be changed.   You can now proceed to amend any field that does not have an * beside the field tag if you wish.  eg. You may have additional cash that you wish to deposit into the Bank, but the cash did not come from a debtor.  Or you may have a non-debtor cheque that you wish to deposit into your Bank Account.  You can do either from this process.

BANKDEP – Screen 2 

BANKDEP  Rev/xxxx            Primary Testing Company                                     Time       Date 

Screen : 2                              Bank Deposit Entry                                                x     User Name 

          Bank Account  BANK            BANK ACCOUNT

          Currency                      Bank of France

          Normal System Currency        MR RELAX MAN

                                        4444444

       Credit Card                               # of Dockets   $ Amount

--------------------------------------------------------------------------------------------------

P1

                                            Total Cred Card

                                            Total Cheque          200.00

                                            Total Cash              0.00

                                            Total Banked          200.00

This screen will contain details of all bankable Credit Cards.   If you have no Credit Cards to bank in this deposit, leave this screen blank. 

BANKDEP – Screen 3 

BANKDEP  Rev/xxxx            Primary Testing Company                            Time      Date

Screen : 3                              Bank Deposit Entry                                       x       User Name 

          Bank Account  BANK            BANK ACCOUNT

          Currency                      Bank of France

          Normal System Currency        MR RELAX MAN

                                        4444444

       Cheque #     Bank  Drawer                                $ Amount

P1     123456       NAB   Mr Ted Smith                            200.00

P2

Bank

Branch                                       Total Cheque         200.00

                                             Total Cash             0.00

                                             Total Cred Card

                                             Total Banked         200.00

This screen contains details of the Cheques as entered from Cash Receipts in our example.  It is on this screen that you can add additional cheque into the Bank Deposit if you wish. eg. Previously we mentioned about banking a non-debtor cheque into the Bank Deposit.  To do that, you simply add the cheque details into this screen.

BANKDEP – Screen 4 

BANKDEP  Rev/xxxx             Primary Testing Company                      Time                   Date

Screen : 4                               Bank Deposit Entry                               x               User Name 

          Bank Account  BANK            BANK ACCOUNT

          Currency                      Bank of France

          Normal System Currency        MR RELAX MAN

                                        4444444

       Account       Short name      Type    Entity        Debits       Credits

-----Description-----------------------------------------------------------------------------------------

P1     997           CASHCLEAR        A      P               0.00        200.00

P2

                                                                          Totals         0.00        200.00

                                                                          Credit - Debit            200.00

                                                                          Total Cheque            200.00

                                                                          Total Cash                    0.00

                                                                          Total Cred Card

Account name  Cash Clearing                                                      ----------------

Entity name   Primary Testing Company         Total Banked           200.00

The entry to the Cash Clearing Account on this screen has come across from the posting of the Cash Receipts.  When the Cash Receipts were posted the general Ledger entries created were:



Dr:  Cash Clearing Account




Cr:   Debtors

The Cash Clearing Account is an account that is used for clearing amounts from posting of Cash Receipts and Bank Deposits.

When a Bank Deposit is posted the General Ledger entries that will be created will be





Dr:    Bank Account




Cr:    Cash Clearing Account

If you add additional cash/cheque deposits to the bank deposit you will need to allocate the additional amount against an expense account. eg. Cheque being deposited as a claim against an insurance policy.  You may have an expense account – Ins. This expense account must exist in your General Ledger. 

Screen 4 of BANKDEP will then appear as: 

BANKDEP  Rev/xxxx           Primary Testing Company         Time        Date

Screen : 4                              Bank Deposit Entry                  x        User Name

          Bank Account  BANK            BANK ACCOUNT

          Currency                      Bank of France

          Normal System Currency        MR RELAX MAN

                                        4444444

       Account       Short name      Type    Entity        Debits       Credits

       Description

P1     997           CASHCLEAR        A      P               0.00         200.00

P2     381           INSURE                 A      P                0.00           20.00

       details of insurance cheque

                                              Totals         0.00        220.00

                                              Credit - Debit         220.00

                                              Total Cheque           200.00

                                              Total Cash               0.00

                                              Total Cred Card

Account name  Insurance

Entity name   Primary Testing Company         Total Banked           220.00 

Note:  The Total Banked has increased to $220 in our example.

The entries the will be made to the General Ledger in the entity of ‘P’ when this Bank Deposit is posted will be:



Dr:   Bank Account


$ 220.00



 
Cr:  Cash Clearing Account 

$ 200.00




Cr:  Ins Account 


 
$   20.00

EDITBDEP

This process is to be used to list entries made in BANKDEP to ensure correct entries were made.  Bank deposit slips may be produced at this time as an alternative to the standard edit list if required.

The standard edit list will show amounts entered for cash, credit cards, cheques and also details of amounts credited and debited to the various general ledger accounts. A summary of deposit details (for all financial institutions) may be printed at the end of the standard edit list if required.  This facility may be "switched" on or off via the parameters process: BRPARAM.

The optional bank deposit slips produced are documents that can be presented directly to the bank at the time of the deposit.  The slip contains all details about the deposit that the bank will need.  These details include the bank name and branch, the account name, number, and date, and also all details of the money deposited.  i.e. Cash, credit cards and cheques.

The edit list may be printed at any time, as it will not affect any information stored on the system.

POSTBDEP

This process posts the information entered from BANKDEP and also produces a numbered journal.  You may also produce bank deposit slips at the time of posting if you wish.

During the post, updating is performed as follows: -

The bank account in the General Ledger system is debited with the total amount deposited, and other accounts are debited or credited as per screen 4 of the process BANKDEP.  For each General Ledger transaction generated, the Bank "Deposit Number" will be stored in the "Reference" field of each G/L transaction.

Also the "OS.DEPOSITS" file is updated with the bank deposit information. This file is just a storage place for these details so they can be reconciled from the bank statement at a later date.

As well "POSTED.BANK.DEPOSITS" file will be updated if "Y" has been used for the question on BRPARAM "Keep details of bank deposits". This produces an archive file for later use.

The journal printed will show amounts entered for cash, credit cards, and cheques and will also provide details of amounts credited and debited to the various general ledger accounts.

The optional bank deposit slips produced are documents that can be presented directly to the bank at the time of the deposit.  The slip contains all details about the deposit that the bank will need.  These details include the bank name and branch, the account name, number, and date, and also all details of the money deposited.  i.e. Cash, credit cards and cheques.

Questions:

Question: Can I enter a payment, but not apply it to any Invoices/Transactions?

Yes you can enter a payment and leave the payment unapplied. You can still post the payments as normal with the remainder of the Receipts for that day.  If you do an ARENQ on the debtor’s account, you will find a payment with an unapplied amount.  You can then apply this amount via AROPENCR at a later time.

Question: If a customer takes up a Credit (eg: pays Invoice 123 and Invoice 345 and Credit Note 456) with a payment, can I apply that credit at the same time as entering the Cash Receipt?

Yes you can, providing you have the field from ARPARAM Screen 2 

19) Allow Credits on ARCASH      

Set to Y.  The credits will then appear in ARCASH. You can apply the credit at the time of entering the Cash Receipt.

If you do not wish to set this flag to Y, you can not apply the credit at the time of entering the Cash Receipt.  However you can apply the credits prior to or after you have entered the Cash Receipt via AROPENCR.
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