REVENUE/TRUST
CASH RECEIPTS

The primary purpose of the Cash Receipts process is to allow regional centers
to record the receipt of cash to the clients' account and to the genera

| edger. Secondly, depending on prior processing (SCF naintenance, recurring
recei vabl es, invoice processing), the procedure will also relieve recurring
recei vabl es; commt funds for B&C and P& ; relieve SOF | oans; create a
negative state claimtransacti on when cash receipts are used to relieve a SOF
| oan that had previously been witten off; allocate funds directly to the
client's avail abl e bal ance; and, if necessary, conpletes the general | edger
entries for transferring funds fromthe 02 client to the (01) regional center
operati ng.

Pl ease note that although the cash receipts process can relieve SCF | oans, TCB
| oans nust always be relieved under a separate procedure.

NOTE: PRI OR TO STARTI NG THE CASH RECEI PTS PROCESS, IT IS CRITI CAL THAT ALL A/R
MAI NTENANCE HAS BEEN COVMPLETED THROQUGH THE EDI T AND POSTI NG OF THE
JOURNAL ENTR ES.

IT IS ALSO RECOWENDED THAT THE CLOSED RECEI VABLE AND THE MONTH
END SCF LOAN REPORT HAVE BEEN GENERATED AT THE END OF THE REG ONAL
CENTERS MONTHLY PROCESSI NG CYCLE. FAI LURE TO DO SO COULD
ADVERSELY | MPACT THE CONSUMERS SUBSI DI ARY AVAI LABLE BALANCE AND
CPEN RECEl VABLE CONTROL RECCORD.
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REVENUE/TRUST
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Cash Receipts Menu Qptions

1.

Process Direct Deposit

Al ows regional center to load the disk file that has been downl oaded
fromthe bank with the clients' direct deposit data.

Direct Deposit Error Report
List any errors that have resulted fromthe data received fromthe bank.
Enter/ Updat e Cash Receipts

This option is used to actually process the cash receipt transactions.
The regional center will assign a batch identifier to the group of cash
recei pts bei ng processed.

Al lows regional center staff to manually enter cash receipts. Ether
the client's SSI, SSA or U nust be used to enter the data. This
procedure will also allow a 3rd benefit acronymbe used to enter cash
recei pt |F the SOF has already been established in the Trust Master file
(ot her SOF).
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REVENUE/TRUST
CASH RECEIPTS

During this procedure, if no match is made or the receipt is greater
than the receivable, the user has the option (CMD 5) to place the
transaction in a tenporary file. This allows staff to conplete further
research after the remainder of the batch has been entered. The purpose
for additional research is to deternm ne whether the recei pt should be
allocated for board & care, personal & incidentals, or becorme a part of
the client's avail abl e bal ance.

NOTE: Any receipt that is applied to B& or P& will becone commtted
funds. Committed funds cannot be used for any other
di sbursement such as noney managenent without first
uncomm tting these funds.

4, Cash Recei pts Wthout Receivabl es Report
This report will list all receipts that were placed into a tenporary
file during the cash receipt entry process (CVD 5). Staff should review
the report and deci de whether the recei pt should be allocated to B&C
P& or just be added to the client's bal ance.

5. Cash Recei pts Wthout Receivabl e Mintenance
Al lows regional center staff to naintain the transactions placed into
the temporary file during the cash receipt entry process and listed on
t he Cash Recei pts Wthout Receivable.
The options are to either establish a receivable for a specific month or
to treat the receipt as incone. The default, taking no action, is to
treat the receipt as incone

6. Cash Receipts Wthout Receivable Edit Report

Edits the transactions naintai ned during the Cash Recei pts Wthout
Recei vabl e Mai nt enance.

NOTE: Steps #4, 5 & 6 may be skipped if there were not any cash receipts
processed that did not have a receivable.
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REVENUE/TRUST
CASH RECEIPTS

Cash Recei pts Batch Report

Cash Receipts Batch Repports are printed for each individual batch, as
determned by the user. The report will list each transacti on and

i ndi cate whether or not a recurring receivable nmatch was found. For

those that did not match, a notation is nade to indicate whether the
transaction created a receivable or was treated as incone.

Load CR s Batch Into AAR Transaction File

This option allows the user to load all the cash receipts batches into a
single transaction file so that the cash receipts nmay be edited and
subsequent | y post ed.

BEdit R Transactions

This option edits all the cash receipts and lists those that did not
pass edit.

Post /R Transacti ons

This option wll update the client trust accounts; subsidiary account;
adj ust the appropriate receivables; relieves SOF | oans; transfers cash
for relieved SOF | oans; creates journal entries, and generate reports.
a. Reports Cener at ed

1. Cash Receipts Register

Lists the specific detail of the Cash Recei pt transactions
and the journal entry created.

2. System Generated Transaction
Lists the specific detail of the R transacti on whenever a
SOF | oan has been relieved, the amount of cash transferred,
and the journal entry created.

3. Cash Receipts Deposit Report
List the R transactions and the deposit amount. The total

on this report should be used to reconcile to the total of
al | batches processed.
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b. Journal Entries
1. Cash Receipts
a. Record cash received into client account
Dr: 02- 00- 0- 01020 02 Cash
b. Rel i eve receivables fromnornmal CR
C: 02- 00- 0- 02010 Recei vabl es
C. Record receivabl es created during C R w t hout

recei vabl e nai nt enance
Dr: 02- 00- 0- 02010 Recei vabl es

d. Record i ncome fromreceivables created during CR
wi t hout receivabl e nai nt enance

G 02- 00-0- 20010 or Incone (SSl)
02- 00- 0- 20020 I ncome (G her than SSI)

e. Rel i eve | oans when cash recei ved was used to relieve a
SCF | oan (due to/due fron

Dr: 02- 00- 0- 10090 Due to 01
O: 01- 00- 0- 20081 Due from 02
f. Cash transfer for relieved SOF | oans
Dr: 01- 00- 0- 01070 01 Cash Transfer
G 02- 00- 0- 01070 02 Cash Transfer
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CASH RECEIPTS

2. Physi cal Cash Transfer

a.

01 Fund (Qperati ng)
Dr: 01- 00- 0- 01030

(O 01- 00-0-01070

02 Fund (dient/Trust)
Dr: 02- 00- 0- 01070

G 02- 00- 0- 01020

01 Cash

01 Cash Transfer

02 Cash Transfer

02 Cash



REVENUE/TRUST
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MANUAL CASH ENTRY

LINE A/ D CLI ENT NAME ucl SS & CLAIM#  SOF  AMOUNT
ROVBL MJ YR

SOF  SS MY YR 399 LI NE # 0 FUNCTION (A CD A

SS # 0 CLAM#

ucl ROVBL # 0 OTH DI RECT DEP #

AMOUNT 0000000

CVD1: CLI ENT | NQUI RY CvD5: MOVE O R TO CTEMP
CMD 7: END CVD 8: REVI EW CVMD 9: REVIEWFROM LINE#  CMD 10: TOTALS

NOTE:
I f during cash receipts this nessage is displayed:
ATRANS AMI > OPEN RCVBLE TO INPUT I N CTEMP FILE ENTER LINE # & H'T OMD 5"

It is recommended that regional center staff do the follow ng:

1. If it is the beginning of the month and the cash receipt is for the current month, process without
putting the transaction into the CTEMP file.

2. If it is not the beginning of the month or if the cash receipt isfor aprior month, enter the line #
and pressthe CMD 5 key to put the cash receipt into the CTEMP file. This transaction will be
included in the Cash Receipts Without Receivables Report. Regional center saff can then
complete the necessary research and either process as a receivable or cash income.
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