Applying Crisis Assistance Funds

Upon receipt of Crisis Funds, apply the

monies to the account as a payment
transaction.

In the Cashiering module, open the
Cashiering Entry table.

From the Cash Receipts tab, click the
Add icon to begin a new batch.

The Batch Name will auto-populate.
Enter a Batch ID.

Process Date defaults to the current
date.

Leave all other fields with the default
setting.

Click OK to save.

354599

Cashiering > Cashiering Entry > Cash Receipts

Cash Processing (BROWSE) ==l

Cash Receipts | cash Maintenance | Verification Listing I Journal Print | Post |
Q&+ # X|m4q 10f1 P WG C ok cancel ]
Batch Name Batch ID Station Cashier Batch Information
agiess1 CRISIS FUNDS agiessen e

Batch LD.: |CRISIS FUNDS

Process Date: | 2021-02-26
Station: | 1 e
Bank Group: | 1 w
Print Receipt:
Reverse LP:
Cashier: |agiessen
Select Cash Drawer
More Information

In Use: 0

Journal: 0

Journal By:

Journal Number:

Locked:

Ready
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Move to the Cash Maintenance tab.
Select the Cash Entry tab.

Click the Add icon.

A popup window appears.

354599

Cashiering > Cashiering Entry > Cash Maintenance > Cash Entry

Cash Processing (BROWSE) IZ“E”EI

Cash Receipts | Cash Maintenance | verification Listing | Journal Print | Post |

Cash Entry § Add Many
Receipt (BROWSE)

Q]2 X [0 4 [hone seicciea | b 11| C o concel @ L 2
Date: I:l Batch Mame: agiess1 Entry: READY
Agency # Station: |1 Type: W [:I

Receipt # Name on Receipt: Receipt Printed:

Account Payments | Miscellaneous Transactions | Method of Payment
Payments on Account (BROWSE)

QR4+ X | | [ 2 "H|G oK CanceI|Accnunt Detais E)

Ap Account Occ. Name Balance Payment Depaosit Mext Deposit  NSF/CARe
Account Payment Totals Balance: Payment: Deposit Required:
B Ready

Receipt Totals Amount Owing: 0.00 Amount Tendered: 0.00 Change: 0.00

There are no records matching your search criteria
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In the Account Info section, enter the
Account number, customer name, or
Customer number.

Tab or click in the next field. Available
customers appear based on account
information entered.

Select the customer to receive the
payment by placing a checkmark in
the box.

Enter the full Amount of the check in
the Amount to Apply field.

Tab to update the Balance After
Payment field.

Click Apply. This action closes the Add
Account Payment Entries window.

354599

Add Account Payment Entries (FIND)

B

[] Muttiple Receipts
[[] Rewverse Late Payment

=

| Account Search Entry
Account Info Other

Account: 105

Name: Alpha Code:

Customer: @ [

Service Address
House: Mod: Street: Apt.
City: Home Phone: Bus. Phone:
| Filter Zero Balance | | Select all | | Clear Al |
Acc# || Occ, Debtor  Mame Hou... Street Apt City Active  Balance Sel, Wiew
105] 21|  105RGicusts .|  105PINEST o [anyTOWN LY | 184.80| —=—1
Previous Bill
Balance Forward: 0.00 | Balance Owing: 0.00 | Cutoff Date: |2E|21-E|2-Dl W |
Current Bil
Bill Amount: 183.09 | Balance Owing; 183.09 | Cutoff Date: |2021-EI3-DE v |
Summary
Balance Owing: 184.80
Deposit Owing: 0.00
Total Balance Owing: 184 80
Late Penalty: 1.71| Due Date: | 2021-02-22 v
Payment
Amount to Apphy: 184.80
Balance After Payment: 0.00

@‘E’!gﬂ NorthStar Documentation

This document cannot be reproduced without the written consent of WPPI Energy.

47
10/30/2023



The Method of Payment table is Cashiering > Cashiering Entry > Cash Maintenance > Cash Entry > Method of Payment
activated. Cash Processing (BROWSE) HBE

. i Cash Maintenance i i isti i
Note: The account will show as Cash Receu:ntsl | Verification Listing I Journal Print | Post |

‘Incomplete’ within the Receipt section | 3 ENTY Add Many
until a payment code is applied. Reeipt [BROSE] |
Q|+fx||“‘ 10f1 ’»‘I|GOKCEI1EE|O!‘%

At Payment Code, use the dropdown Date: Batch Mame: agiess1 Entry: 1 READY

menu to select the Crisis Assistance Agency # 0 Station: |1 Type: (1 [w| [Apsly
Payment code. The payment code Receipt# 232021 Name on Receipt: |RG1 Cust 6 Receipt Printed:

description auto-populates.

Account Payments | Miscellaneous Transactions | Method of Payment

Method of Payment (BROWSE)

+fX||§|* 1 of 1 "‘H ancellallél

The account now shows as Ready to Record Details
proceed with processing. el B

Click OK to save.

‘ Payment Code: 14 v [CRISIS ASSISTANCE PAYMENT |

Amount Tendered: 184.80
Bank No / Branch MNo: W I ” |
Reference:
Payments Total Tendered: 184.20
Ready
Receipt Totals Amount Owing: 18480 Amount Tendered: 18480 Change: 0.00
Ready
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Move to the Account Payments table  Cashiering > Cashiering Entry > Cash Maintenance > Cash Entry > Account Payments
to review the entry for accuracy. Cash Processing (BROWSE) E“E'.

Cash Receipts | Cash Maintenance | verification Listing | Journal Print | Post |

Cash Entry | Add Many

Receipt (BROWSE)
Q|‘|‘f}(|lﬂ‘ 10f1 ’HIGOKCanceIe!‘Ué

Date: | 2021-02-20 Batch Mame: agiess1 Entry: 1 READY
Agency # 0 Station: [1 Type: 1 L' Apply

Receipt # 232021 Name on Receipt: RG1 Custg Receipt Printed:

Account Payments § Miscellaneous Transactions | Method of Payment

Payments on Account (BROWSE)
QB + # X/ 4 1016 P M| C o Cancel | Account Details @)
Browse | Record Details
Ap Account Occ. Balance Payment Depaosit Mext Deposit  NSF/CARe
= 0.00 0.00
P RG1Custa
R 105 21 RiG1Custs 12,91 12,91 0.00 0.00
5 105 21 RG1Custo 15.00 15.00 0.00 0.00
u 105 21 RG1Custa 7.07 7.07 0.00 0.00
w 105 21 Ri1Cust s 43.71 43.71 0.00 0.00
Account Payment Totals Balance: 184.80| Payment: 184.80| Deposit Required: 0.00
Receipt Totals Amount Owing: 18480 Amount Tendered: 18480 Change: 0.00
Ready
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Move to the Verification Listing tab. Cashiering > Cashiering Entry > Verification Listing

Cash Processing (BROWSE) - =[x
Click the Edit icon.
Cancel m @ Ih
o Results | status | Errlog
Select the Batch for verifying.
Y
ns__20230712_140226-687.pdf
Training Light & water CASH RECEIPTS JOURNAL VERIFICATION agiessen 07/12/2023 14:02 Page: 1
C||Ck OK tO run the Veriﬁcation. Process-Date Entry Name on Receipt Receipt # Login Tendered Required Change
Ap Customer Account Mo. Balance Payment Deposit Mext-Depos  Rev. Late MNSF Charge
Batch mame : agiessl CRISIS FUNDS cashier: agiessen amy Giessen Bank Group: 1
Rev'ew the report Payment By (WII/ 02/26/2021 1 RG1 Cust & 232021 agiessl apply 1B4 . ED 184 .80 0.00
how Crisis Assistance Payment) and P immimans et G - S ¥
snow Crisis Assistance Fayment) an H 108 135'351 g : 12-‘35 ”:33 g:gg 3%
to make sure the funds will be posted i 105 105-021 RCI Cust 6 13:07 1207 0.0 8.60
W 10% 105-021 mG1 Cust & 43,71 43.71 0.00
to the CorreCt G/L ACCOUnt, and * Payment By : 14 CRISIS ASSISTANCE PAYMENT 184 BO
nothing goes to Suspense. S . . .
Batch Summary 1 Entries in agiessl CRISIS FUNDS cashier: agiessen Amy Giessen
Payment By : 14 CRISIS ASSISTANCE PAYMENT 184.80
Tendered : 164.850
change L 9 _99
Click Close when done. palance :  184.80
_+_
-
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Proceed to the Journal Print tab.

Click the Edit icon.

Select the Batch to Journal Print.
Click OK to print the journal.

Review the report Payment By (will
show Crisis Assistance Payment) and
to make sure the funds will be posted

to the correct G/L Account, and
nothing goes to Suspense.

Save and/or Print based on Utility
procedure.

Click Close.

Advance to the Post tab and post the
batch.

354599

Cashiering > Cashiering Entry > Journal Print

Cash Processing (BROWSE)
Cancel m @ Ih

Results | Status | Errlog

FY
ns__20230712_140226-687.pdf
Training Light & water CASH RECEIPTS JOURNAL (00001S4& agiessen 07/12/2023 14:02 Page: 1
Process-Date Entry Name on Receipt Receipt # Login Tendered Required Change
Ap Customer ACcount Mo. Balance Payment Deposit  Next-Depos  Rev. Late NSF Charge
Batch mame : agiessl CRISIS FUNDS cashier: agiessen amy Giessen Bank Group: 1
02/26/2021 1 RG1 Cust & 232021 agiessl apply 1B4 . ED 184 .80 0.00
E 105 105-021 RGl Cust & 104.59 104.59 0.00 0.00
P 105 105-021 mG1l Cust & 1.52 1.52 0.00 0.00
R 105% 105-021 RG1 Cust & 12.91 12.91 0.00 0.00
5 10% 105-021 mG1 Cust & 15.00 15.00 0,00 0.00
u 10% 105-021 mG1 Cust & 7.07 7.07 0.00 0.00
L] 10% 105-021 mGl Cust & 43.71 43.71 0.00 0.00
* Payment By @ 14 CRISIS ASSISTAMCE PAYMENT 184 B0
Batch Summary 1 Entries in agiessl CRISIS FUNDS cashier: agiessen Amy Giessen
Payment By : 14 CRISIS ASSISTANCE PAYMENT 184.80

Tendered : 164.850

change : 0.00

Balance : 184.80

ar
_+_
-
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Return to Account Gateway and
locate the account that received the
Crisis Assistance payment.

From the Account Balance History
table, the newly applied funds appear
as the most recent entry with the

description Crisis Assistance Payment.

354599

Account Gateway > Account Balance History

| Service Summary (BROWSE) | Service Detais (BROWSE) | Account Balance History (BROWSE) |

QR4 2z pHETaCoue@SaB &k
Browse | Detail | Service | Statistic | Ch=
Trans Date Jour Code Jour Mo Amount Description Balarice
2021-02-26 CR. 1546 -184,80|CRISIS ASSISTANCE PAYMENT 0.00\..
PUPAEIForx] ng e TTICATE P pLic
2021-02-01 B 544 183.09[REGULAR. BILLING 183.09
2021-01-18 CR 1533 -180.87|CASH PAYMENT 0.00
2021-01-01 B 538 180.87[REGULAR. BILLING 180.87
2020-12-17 CR. 1537 -178.76|CASH PAYMENT 0.00
2020-12-01 B1 537 178.75[REGULAR. BILLING 178.78
2020-11-20 CR 1536 -179.87|CASH PAYMENT 0.00
2020-11-01 B 536 179.87[REGULAR. BILLING 179.87
2020-10-19 CR. 1535 -181.05|CASH PAYMENT 0.00f =
2020-10-01 B 535 181.05[REGULAR. BILLING 181.05
2020-09-18 CR. 1534 -182,25|CASH PAYMENT 0.00
2020-09-01 B1 534 182, 25[REGULAR. BILLING 182.25
2020-08-24 CR 1533 -180,04|CASH PAYMENT 0.00
2020-08-03 B 533 180.04[REGULAR. BILLING 180.04
2020-07-17 CR. 1532 -177.93|CASH PAYMENT 0.00
2020-07-01 B 532 177.93[REGULAR. BILLING 177.93
2020-06-19 CR. 1531 -175.81|CASH PAYMENT 0.00
2020-06-01 Bl 53 175.81[REGULAR. BILLING 175811
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