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Introduction

Thank you for purchasing the SUSTAIN Cash Receipts Assistant.  As you know, SUSTAIN is a complete family of products upon which you can design, develop, and implement sophisticated information systems.  

The SUSTAIN Assistants and Service Providers, available as optional components, complement and/or enhance the capabilities provided by your SUSTAIN Managers.  Furthermore, since each SUSTAIN Manager, Assistant, and Service Provider was designed with each of the others in mind, all of your SUSTAIN software works together to form a single, consistent, integrated information system.

The Cash Receipts Assistant extends SUSTAIN's capability to monitor your organization's Receipt of cash, check, money order and other forms of payment.  The Cash Receipts Assistant records the payment instrument used and allows the operator to apply the payment to any number of different SUSTAIN Files.  Additional features include the following: Receipt printing, revenue transfers, payment reversals such as voids and non-sufficient funds (NSF), and an extensive collection of management reports.

It should be noted that SUSTAIN and SUSTAIN Assistants are constantly being revised and enhanced. This, coupled with the fact that you may customize SUSTAIN’s “look and feel” to meet your specific functional and aesthetic requirements, may cause some illustrations used in this manual to appear slightly different from your system. 

Conventions Used In This Guide

Except when used in the title of a chapter, heading, index, or in a note to the reader, all function key names, menu names and commands will appear in bold black type and all caps (ex. FILE, F1, PRINT.)  To differentiate between a File name, menu name, or a command, look at the context surrounding the word.  For example, if we ask you to choose COPY from the EDIT menu, then the command is COPY and the menu that command can be found in is the EDIT menu.  

Important notes or suggestions will appear in bold, blue type, preceded by the word “NOTE,” as shown in the example below: 

NOTE:  Colors used in the illustrations in this guide may differ from those found in your system. 

Chapter One:

Working With The Cash Receipts Assistant

Accessing the Cash REceipts ASSISTANT

To access the Cash Receipts Assistant, first log into SUSTAIN.  If you are unsure of the procedure to log into SUSTAIN, please consult your SUSTAIN User's Guide.  From the SUSTAIN desktop, click the CASH RECEIPTS toolbar button or choose the command CASH RECEIPTS from the TOOLS menu.
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 Either of these actions will open the Cash Receipts window as shown in the following illustration.
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The features of the Cash Receipts window will be described throughout this guide.

Opening/Closing a Till

A Till is used to track monies received by your organization.  Your organization may choose to turn off Till Processing, but for the purposes of this example, we will be using a Till.  

Click the OPEN TILL command button to open your Till for the business day.  A dialog box will open, as shown in the following illustration.
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Enter your beginning balance, click inside the Print checkbox to enter or remove a check as desired, and click OK.  A message box will open prompting you to confirm the opening of the Till, as shown in the illustration below.
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Click YES to open the Till or NO to cancel your request.

If you checked the print checkbox, an Open Till statement will be printed with the following information: the heading “Open Till,” the Till number, the date in, time in, User ID, and beginning balance.

Once a Till is opened, the Status Bar portion of the Cash Receipts window provides information concerning the Cash Receipts window, as shown in the illustration below.  
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Using the above illustration, and reading from left to right, the information is as follows:  Till number, date and time the Till was opened, User, number of transactions, and total amount of the transactions.    

To close a Till at the end of the business day, click the CLOSE TILL command button.  The Close Till dialog box will open as illustrated below.
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Place or remove an “X” in the Print checkbox as desired and click OK.  A message box will open, prompting you to confirm the closing of the Till, as shown in the following illustration.  
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Click YES to close the Till, or NO to cancel your request.

If you checked the print checkbox, a Close Till statement will be printed with the following information:  the heading “Close Till,” the Till number, the date in, time in, date out, time out, User ID, number of Receipts issued since the opening of the Till, the beginning balance, the amount received in to the Till, and the ending balance.

Taking Payments/Printing Receipts
The first step in taking a payment and printing a Receipt is to open a Till as outlined in the previous section.  Once a Till is opened you may start taking payments and printing Receipts.  

NOTE:  Journal Types and Payment Instruments must be added in order to take a Receipt.  For more information, please see Chapter Two:  Setup.
Next, select a Cash Receipts type from the four option buttons located in the upper left of the Cash Receipts window and shown in the illustration below.
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Four options, (Standard, Transfer, Open Item, and Support Account), are available and reflect the SUSTAIN Assistants your organization has licensed.  For our example, choose the Standard option.  

NOTE:  For information about the Transfer option, please see the section “Revenue Transfers,” found later in this chapter.  For information concerning the Open Item option, please see the section “Taking Payments On Open Items,” found later in this chapter.  For a discussion of the Support Account option, please consult your SUSTAIN Support Accounting Assistant Guide.

Select or enter the name of the Party from whom payment was received in the Received From textbox, select or enter the type of  payment instrument (ex., check, money order, cash, etc.), in the Payment Instrument combo box, and enter any memo relating to the payment in the Memo textbox.  An example of this is shown in the illustration below.
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To fill in the case number of a File you currently have open, click the CURRENT FILE command button illustrated below.  
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If a Party does not have a Case File you must create one.  For example, a Party needs to pay an Answer fee of $96.00 and a certified copy fee of $5.00 yet he does not have a Case File.  The first step in taking his payment and issuing his Receipt would be to create a Case File for him.  Click the NEW FILE command button, shown in the illustration below.
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Follow the procedure outlined in the SUSTAIN User's Guide to add a SUSTAIN File, click the APPLY command button, and you will be returned to the Cash Receipts window and a new SUSTAIN File will have been added to the database.  

Next, go to the Data Entry section of the Cash Receipts window, shown in the following illustration, and enter or select a Division, enter a File ID number, enter or select a journal type, enter an amount, and enter or select an Xref Group and Xref Entity.  The Xref Folder Group field lets you select the payee from the drop-down. Then you can select a payee from the drop-down and the Division and File ID default for you.    
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NOTE:  If there is more than one transaction, there is no need to enter Division and File ID twice.  In addition, if your organization has set an amount for a particular Journal Type, (ex. Five dollars for a Certified Copy), then that amount will automatically be entered in the amount column.  For more information on the Xref Group and Xref Entity fields, please see Chapter Two:  Setup.  

If more rows are needed, clicking the + command button, shown in the illustration below which, adds ten rows at a time to the data entry section of the Cash Receipts window.
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Select a fiscal or accounting period relating to the payment by using the Period spin buttons, shown in the illustration below.
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If your organization uses the General Ledger, the period entered will be the period to which the journal entries related to the Receipt are posted.

If the payment is received on a date other than the current date, enter the date in the date text box, illustrated below.
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Check the Print Receipt checkbox (shown in the illustration below) if you wish to print a Receipt for the payment received.
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If you do not wish to print a Receipt, remove the “X” from the checkbox by clicking inside the checkbox.  

If you choose to print a Receipt the following data will appear on the Receipt: the Receipt Header text specified in the Cash Receipts System Settings dialog box in SUSTAIN Domain Administration, (for more information see Chapter Two of this guide), the Receipt number, Receipt date, Receipt time, received from, form of payment, memo (if any), File ID, Case Caption, Case Title, description of the fee the payment is being made for, the dollar amount of the payment, the File total for payments and the User ID of the person who issued the Receipt.

After all data has been entered relating to a payment, click the TOTAL command button, illustrated below, to receive a sum of the amounts entered.
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Enter the amount tendered in the Paid textbox, illustrated above.  If the full amount is being paid, you don't need to enter a Paid Amount.  The system assumes the total amount.  Click TOTAL again and the Change textbox will show the amount of change owed to the party making the payment.  If the payment received is less than the total amount due, SUSTAIN will prompt as shown in the illustration below.
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To finish a transaction, validate and print a Receipt (if the print option was checked), click the COMPLETE command button, illustrated below.
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SUSTAIN will prompt with a message box stating that the Receipt is completed and asking if you wish to clear the screen as shown in the following illustration.
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To clear the Cash Receipts screen for another transaction, click the CLEAR command button, illustrated below.  However, you may not want to clear the screen if the next transaction is similar.

[image: image22.png]



After you have finished taking a Receipt (or any time you choose to), the CLOSE command button, illustrated below, allows you to close and exit the Cash Receipts window.  Closing the Cash Receipts assistant does not close your Till.  You can reopen Cash Receipts and continue taking Receipts.
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A record of the transaction will now appear in the Journal Folder of the SUSTAIN File, as shown in the following illustration.
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To close a Till, refer to the section entitled “Opening/Closing A Till” found at the beginning of this chapter.

One Payment-Multiple Files

Frequently a party, for example an attorney, with several Files will wish to write one check to cover all applicable fees.  You can enter all of the information for each File on the same Cash Receipts window.  SUSTAIN will print Receipts and add Journals for each File.  Each of these Receipts will have the same Receipt number to relate them to this transaction.  The following illustration demonstrates this.  Mr. Nickelson is paying a $35 Notice of Motion fee for 96-CV-104 and a $96.00 Answer fee for 96-CV-100.
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Two Receipts would be printed for Mr. Nickelson, both Receipts will have  the same Receipt Number.  Journal Entries are created for each File.  The following is an illustration of the first File, where Mr. Nickelson paid $35 for the Notice of Motion, Receipt Number 27.
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The following illustration is of the second File in which Mr. Nickelson paid a $96 Answer Fee.  Notice the same Receipt Number for both Files.
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Using Code Sets
Code Sets allow you to create a single code that can be used to refer to multiple codes as a single unit.  Select the command CODE SETS from the SETUP menu.  The Code Sets dialog box will open as illustrated below. 
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In the above illustration, we have created a Code Set called “Journals for Criminal,” which contains the Journal Types needed for Criminal cases.

NOTE:  For information on the creation, modification, or removal of code sets, please see your SUSTAIN Administrator’s Guide.  

Select the Code Set “Journals for Criminal,” and click OK.  This will cause the Code Set dialog box to open as shown in the following illustration.
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The list on the right side of the dialog box shows the Journal Types that make up the Code Set.  You may add or remove Journal Types by using the ADD TO SET or REMOVE FROM SET command buttons.   

In Cash Receipts, Code Sets like the one in the previous illustration, may be used to save data entry time.  In the following illustration, we see that a payment is being taken from Mr. Jacob Moore.  
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Select “Journals for Criminal.”  From the Journal Type drop-down the Journal Types and default Amounts for the Journal Types in the Code Set will be filled in by SUSTAIN as shown in the following illustration.
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Enter amounts for any Journal Type that did not have a default amount.  In this example, enter $35 for Clerk’s Fee and $55 for Fine, for a total of $130, as shown in the following illustration.
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Complete the transaction by clicking TOTAL, entering the amount Paid (which does not have to be the full amount) and clicking the COMPLETE command button. 

Revenue Transfers
You may wish to transfer revenue from one account to another.  Examples in which this may occur include:  transferring the amount paid as bond to cover all or part of any assessed fines, transferring funds out of an existing attorney’s account to cover court costs, or simply correcting a mistake and transferring funds from an incorrect account or File to the correct account or File.

The following illustration  of a revenue transfer, shows $35 incorrectly applied to File 96-CV-104 being transferred to the correct File, 97-CV-104. 
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The procedure for a revenue transfer differs in several ways from a Standard Cash Receipt.  First, select the Transfer option button located in the upper left corner of the Cash Receipts window.  Second, under Payment Instrument, you must select “Revenue Transfer.” You may wish to enter the reason the funds are being transferred in the memo textbox.  Third, list the File you are transferring the funds from, or in other words debiting, followed by the File to which you are transferring the funds to, or in other words crediting.  Since you are taking funds from one account or File and transferring them to another account or File, the amount you remove from the first account must be entered as a negative amount.  The Paid field is left blank since no money is taken in a Revenue Transfer.  Lastly, the printed Receipt will contain the code TRF for revenue transfer along with the information you entered in the memo.

A revenue transfer is shown in the Receipts browse below.  Notice that for Receipt #26 the amount is zero because no money was actually received.
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Below is an illustration of the Receipt record for the browse shown in the previous illustration.  Notice the highlighted line, which reads “Revenue Transfer,” and the reason for the transfer which appears in the “Receipt Memo” line.
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Taking Payments On Open Items

The Open Item is the entity used to record each File's receivable accounts or unpaid assessments.  Each Open Item contains the balance, time payment plan and the Line Items (or Journal Types) owed.  In addition, functionality exists to calculate and maintains the arrearage and interest owed on delinquent Open Item accounts so you can send notices.  All this is integrated into SUSTAIN through the Journal Entry.  To create Open Items you must have the SUSTAIN Accounts Receivable Assistant.  Refer to the Account Receivable Assistant Guide for details about the Open Item creation process.

If your organization allows defendants to make payments in accordance with the terms of a payment plan, the Cash Receipts Assistant provides for this contingency by allowing you to take payments on Open Items.

The procedure for entering the payment and printing the Receipt is similar to taking a standard payment, with two exceptions.  First, select the Open Item option button located in the upper left corner of the Cash Receipts window.  Second, you must select an Open Item type from the drop-down in the Item column of the Cash Receipts window.  

The following illustration is of a monthly payment for restitution being taken in the amount of $50.  
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After entering the Received from data and the Division and File ID, SUSTAIN defaults to the Open Item on the Account because there is only one Open Item.  Many files will have more than one Open Item.  If this occurs, select the appropriate Open Item from the drop-down to insure that you are taking the payment on the correct one.  

In our example, shown in the previous illustration, the Item field shows the type of Open Item, the Payment Amount and the Balance Due. 

Whenever a payment is taken on an Open Item the Journal Type must be Paid on Account.

For more information on Open Items, please consult your SUSTAIN Accounts Receivable Assistant Guide.

Recording Credits

A defendant may be given “credit” for Community Service, for time served, or for a portion of fines and costs waived by an official.  

Journal Types to be used as credits must be set up in the Journal Type Table with a Type of “CR.”  XE "Payment:credit against open item"

XE "Open Item:credit payment against open item"These Journal Types allow the user to enter a credit payment against an Open Item without, affecting the Till, or the General Ledger Master (Chart of Accounts).

If your Organization accepts Community Service hours as payment on an Open Item, this feature allows you to credit the Open Item for an amount representing the number of hours worked.  Please note that a “credit” Payment Instrument type will need to be set up in the Payment Instrument Table so the Daily Cash Receipts Reports balance.  

To create a Payment Instrument to record a credit for community service, add a Payment Instrument, Code of “NOCASH” and a Description of “Credit – No Cash” to the Payment Instrument reference table.  Use a Journal Type of CRCS (Credit Community Service).  For more information on creating a Payment Instrument, please see Chapter Two of this guide.
If you are unfamiliar with the procedure for taking a payment on an Open Item, see the section “Taking Payments On Open Items,” found immediately before this section. 

Browsing/RePrinting Receipts


From time to time, someone may contact your organization requesting a copy of his or her Receipt.  To access the Receipt Browse window, select “Receipt” from the list of reference tables found in the Reference Table drop-down list box, which is located on the toolbar of the SUSTAIN desktop and is shown in the illustration below.
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Once the Receipt Browse window is open, select a key to browse by, assign your starting from/ending at values, apply any filters you would like, and click the BROWSE command button.  

NOTE:  The Receipt Browse window works in the same manner as any other Browse window in SUSTAIN.  If you are unfamiliar with the operation of Browse windows, please consult Chapter Eleven of your SUSTAIN User's Guide.

The Receipts that meet your browse criteria will now be listed in the Browse window as shown in the following illustration.
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To reprint a Receipt, select a Receipt by clicking on the row number and click the PRINT toolbar button.  

NOTE:  Reprinted Receipts will be printed with a line which reads “Reprint,” in addition to the normal information contained on a Receipt.

Browsing Tills


To check on the status of Tills (i.e. open or closed), the User ID, the beginning/ending balances and the time a Till was opened and closed, you may wish to browse Tills.  To access the Till Browse window, select “Till” from the list of reference tables found in the Reference Table drop-down list box, which is located on the toolbar of the SUSTAIN desktop and is shown in the following illustration.
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Once the Till Browse window is open, select a key to browse by, assign your starting from/ending at values, apply any filters you would like, and click the BROWSE command button.  

NOTE:  The Till Browse window works in the same manner as any other Browse window in SUSTAIN.  If you are unfamiliar with the operation of Browse windows, please consult Chapter Eleven of your SUSTAIN User's Guide.

The Tills that meet your browse criteria will now be listed in the Browse window as shown in the following illustration.
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Reversing Payments
To reverse a payment, open the Receipt Browse window.  If you do not know how to do this, please consult the section entitled, “Browsing/Reprinting Receipts” found earlier in this chapter.  

Once a Receipts Browse window is open, select the Receipt(s) you wish to reverse and click the DELETE toolbar button.  The Reverse Receipt dialog box will open, as shown in the following illustration.
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Enter or select a Reverse Type from the drop-down list box.  When selecting a Reverse Type, it should be noted that different Reverse Types affect Tills in different ways.  For example, a void (VOD) takes the amount out of the Till, clears parts of the Receipt and adds reverse Journal Entries.  Non-sufficient funds (NSF), on the other hand, adds another Receipt, does not reduce your Till and adds reverse Journal Entries, examples of which may be found later in this section.  Enter a memo, date, time, (date and time default to the current date and time if you leave them blank) and select a fiscal/accounting period.  Click OK.  SUSTAIN will prompt for confirmation of the reversal as shown in the illustration below.

[image: image42.png]ISTAIN





Click YES to reverse the Receipt.  The reversed Journal Entry will appear in the Journal Folder along with any other Journal Entries.  Below is an illustration of a Journal Entry for a Receipt reversed due to non-sufficient funds.
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Non-sufficient fund (NSF) reversals create a negative Journal Entry and a new negative Receipt.  This  cross-references the reversal to the original Receipt.  Receipts still have the amounts.
A Journal Entry created by a voided Receipt looks the same as a reversal due to non-sufficient funds, with two exceptions.  First the reversal is listed as due to a voided Receipt, not non-sufficient funds.  Secondly, unlike a non-sufficient funds reversal, a voided Receipt does not contain a cross-reference Receipt Number field.
Chapter Two:

Setup

Cash Receipts Related ENTITy & Reference Tables

There is one entity (Journal Entry) and four reference tables (Journal Type, Payment Instrument, Receipt, and Till) related to Cash Receipts.  This entity and these reference tables follow the same procedure for setup and configuration as any other entities or reference tables in SUSTAIN.  If you are unfamiliar with the Setup Procedure for entities or reference tables, please consult the topics “Entities” and “Reference Tables,” which can be found in Chapter Three of your SUSTAIN Administrator's Guide.

NOTE:  You may browse any entity or reference table.  If you are unfamiliar with the operation of a Browse window, please consult your SUSTAIN User's Guide. 
The Journal Type Table allows you to edit amounts entered by using the Operator and Amount fields.  For example, by using the “EQ” operator certified copies could be set to equal five dollars each as shown in the following illustration.
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Entries of an amount not equal to five dollars when a certified copy journal entry is made would cause SUSTAIN to display an error message.  You may also use the GE (Greater Than or Equal To) operator for some of your journal types.  Journal entries of an amount not equal to or greater than $10 for Bailiff Fees as shown in the illustration above, would cause SUSTAIN to display an error message. 

Other fields include Priority, Type, and Retired, as shown in the following illustration.
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The Priority and Type fields are used by Accounts Receivable and are covered in the SUSTAIN Accounts Receivable Assistant Guide. 

If a Journal Type should no longer be used, enter Y in the Retired field.  This results in the Journal type no longer appearing in the drop-down when adding Journals.  You may also use the Retired field to exclude this Journal from reports.  The Journal type, will however, continue to translate previous Journals.

The Payment Instrument reference table, shown in the following illustration, allows you to create the various types of Payment Instruments (i.e., check, money order, cash, etc.), which your organization will accept as payment and which will be listed in the Payment Instrument combo box of the Cash Receipts Assistant.
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A defendant may be given “credit” for Community Service, for time served, or for a portion of fines and costs waived by an official.  In this case you must create a Payment Instrument type that denotes credit for community service.  To record a credit for community service, add a Payment Instrument, Code of “NOCASH” and a Description of “Credit – No Cash” to the Payment Instrument reference table.  Use a Journal Type of CRCS.

The Receipt reference table, shown in the following illustration, allows you to reverse Receipts, reprint Receipts and open Receipt records.  This reference table also contains information concerning Receipts, including the Receipt Number, Name, Date, Time Amount, Payment Instrument, User ID, Receipt Memo, Apply Date, Till Number, Type, Reverse Date, Reverse Time, Reverse User ID, Reverse Memo, Reverse Type, Reverse, Xref Receipt Num, Prt Count, Prt Original Date, Prt Reprint Date, Audit User ID, Audit Date, and lastly, Audit Time.
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For more information on Reversing or Reprinting Receipts, please see those sections in Chapter One of this guide.

The Till reference table, shown in the following illustration, allows you to check on the status of Tills (i.e. open or closed), and to open a Till record.  This reference table also provides additional information concerning Tills including Till Number, User ID, Status, Begin Date, Begin Time, End Date, End Time, Count, Amount, Beginning Balance, Audit Date, Audit Time, and Audit User ID.
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Cash Receipts Settings Dialog Box
To access the Cash Receipts Settings dialog box, you must first log into SUSTAIN Domain Administration.  If you do not know the login procedure for SUSTAIN Domain Administration, please consult the topic “Domain Administration Login,” which can be found in Chapter Two of the SUSTAIN Administrator's Guide.   

Once you have logged into Domain Administration, select an Organization, enter your Password and choose the command CASH RECEIPTS from the SETTINGS menu.  The Cash Receipts Settings dialog box will open, as shown in the following illustration.
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The Cash Receipts Settings dialog box is divided into four Folders.  The first Folder, “Print,” shown in the illustration above, allows you to choose to print Receipts in Tape or Form.  Form prints on standard 8 ½” by 11” paper and does a form feed.  Tape is narrower, with 40 characters per line, with no form feed.  

The Page Length spin buttons control the length of printed pages.  The minimum length is set at 29.  

The Print Next Payment Date checkbox is discussed, along with Open Items, in the SUSTAIN Accounts Receivable Assistant Guide.  

Enter any text you would like to appear at the top of Receipts in the five textboxes provided under Receipt Header Text.  Typically this would be your name and organization.

The Default Address – Standard and Open Item Receipts Entity refers to which entity’s address should print on Standard and Open Item Receipts.  Select Party if you allow defendants to mail in their payments and you need to send the Receipt back to them.  An example of this would be a traffic ticket paid by mail where the Receipt will print for the Defendant-Party entity and then be mailed to the defendant.   

You may use the FILTER command button to specify criteria.  In our example, we would need to create a filter for parties that are defendants such as Div = CR and Pty Type = DEF.  If you do not want addresses on the Receipts, leave this area blank.

An example of a regular Form receipt appears below:
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The second Folder of the Cash Receipts Settings dialog box concerns the operation of Tills and is illustrated below.
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The Use Tills checkbox allows you to administer a “Till-based” system.  You may want to use a “Till-based” system to assist with balancing your cash drawer, or for a variety of other reasons.  If you do not want a “Till-based” system, remove the “X” from the checkbox by clicking it on the check box.  The Till Date Warning checkbox prompts if you enter a date for the Receipt that is not the date of the current Till.  An example of this is when a Receipt is taken today and yesterday's Till is still open.

The Open Items Folder, illustrated below, allows you to set up/create an Open Item View to display Open Item Data in the “Item” drop-down on the Cash Receipts window.  In the Selection List section you may choose/create a view.  The view should contain Balance Due, OI Ent Num, and any other fields needed to help select the correct Open Item to receive the payment.
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In the Default Payment Journal Type drop-down, shown above, you can select the “Payment” Journal Type.  This Journal type will default in the Type field on the Cash Receipts window.  Using the Default Payment Type reduces error and data entry time.

The Support Accounts Folder is discussed in the SUSTAIN Support Accounting Assistant Guide.

The Entity Xref Folder Groups (Received From) drop downs, shown in the following illustration, allow you to select “Xref” Folder Groups  for Standard, Open Item, and Support Accounts Receipts.  These Folder Groups cross reference or “point to” data that appears in the Received From drop-downs in the Cash Receipts window.  
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For each “Received From” type that your organization uses, create an Xref Folder Group in your Case Manager.  Let's look at the Standard one for our illustration.  A Folder Group was created in the Case Manager with the XREF Type.  The entities that we could receive money from are selected for the Folder and reflect our Case Manager's configuration.
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Based on the Xref Folder Group, Parties and Lawyers on the File will display in the Cash Receipts “Received From” drop-down because they have both have been flagged as “XREF.” 
The Entity Xref Journal Entries section of the Entity Xref Folder, allows you to cross reference Journal Entries to who made the payment.  This functionality is available for Standard Receipts only.  You will want to use a sub entity of Entity Cross Xref called “Party Xref” as shown in the following illustration.  The creation of sub entities is covered in the SUSTAIN Administrator’s Guide. 
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Select an Xref Type code from the Xref Type drop-down to indicate “paid by”.  Below is an illustration demonstrating this functionality.  As you can see, the Journal Entry displays and the cross reference information is underneath.
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When you have finished your Cash Receipts Settings selections, click SAVE to update the settings or CANCEL to abort.

System Settings Dialog Box
To access the System Settings dialog box, you must first log into SUSTAIN Domain Administration.  If you do not know the login procedure for SUSTAIN Domain Administration, please consult the topic “Domain Administration Login,” which can be found in Chapter Two of the SUSTAIN Administrator's Guide.   

Once you have logged into Domain Administration, select an Organization, enter your Password and choose the command SYSTEM from the SETTINGS menu.  When the System Settings dialog box opens, click on the Folder marked “Accounting Settings.”  The Accounting Settings Folder, illustrated below, allows you to enter or select a start date for the accounting or fiscal period, and to define the number of periods in your fiscal year.
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Double-clicking inside the Fiscal Year Start Date textbox causes a set of spin buttons to appear which allow you to scroll through dates, as shown in the illustration below.
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When you have finished your System Settings selections, click SAVE to update the settings or CANCEL to abort.

Chapter Three:

Help
Accessing Help


To access the Help System you may:

1. Choose CONTENTS from the HELP menu.

2. Press the F1 function key.

3. Click the HELP toolbar button.

From the Contents Page of SUSTAIN’s Help System, click on the words “Additional Help Systems,” found towards the bottom of the page.  Another page will open which lists the names of other available Help Systems.  Click on the words that read “Click here to access the Cash Receipts Assistant’s Help System.”  This will open Cash Receipts Help.

To choose another Help System, go to the Contents Page of Cash Receipts Help, click on the words, “Additional Help Systems,” and choose another Help System from the list.
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