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Introduction

Thank you for purchasing the SUSTAIN Disbursements Assistant.  As you probably already 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.

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 Disbursements Assistant

Overview

The SUSTAIN Disbursements Assistant allows your organization to automatically or manually create Disbursements for many types of payments.  If your organization uses the Automatic Disbursements feature, a payment will automatically generate case related Disbursements.  Using the Disbursements Assistant, your organization may also manage multiple cash accounts and automate check printing.  You are also provided with the ability to void and reissue checks.  

The Disbursement Assistant is integrated into SUSTAIN through the use of the Journal Entry and the Disbursement.  There are four components of the Disbursement Assistant, listed below.

Journal Entry:  Journal Entries are generated from the printing of checks and integrate the Disbursements Assistant with the other SUSTAIN Accounting Assistants.

Checking Accounts:  Checking Accounts allow you to designate from which account to disburse cash and aid in the check reconciliation process.  These accounts correspond to the General Ledger accounts (General Ledger Master) if you are using the SUSTAIN General Ledger Assistant.

Disbursement Type Table:  The Disbursement Type Table allows you to validate Disbursement Types used in the cash disbursement process.

Journal Type Table:  The Journal Type Table validates the Journal Types created by the printing of checks.

Accessing Disbursements By File

To access Disbursements by File, first log into SUSTAIN.  Once you have accessed SUSTAIN, open a file with a Disbursements folder.  For our example, we will open file 98-CR-001 and select the Disbursements folder.  Click the Show Configuration checkbox, and click the UNHIDE command button.  Your Disbursements folder should resemble the following illustration.
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Note the payout on 07-14-98.  This shows that a Disbursement was created for the amount of $500.  Open the Bond Refund Disbursement record (dark blue as indicated in the configuration).  Once the record is open, it should resemble the following illustration.
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The example screen above illustrates a Disbursement to refund bond.  To see all the fields use the scroll bar to the right of the table.  The fields are as follows:

xe "Disbursements: disbursement type field"Type:  The Disbursement Type code.  Your Disbursement may be Daily, Weekly, Monthly, or Annually.  The Disbursement Type code “daily” (frequency code “D”) can be printed daily or as often as needed.  This is explained in more detail during the discussion of the Disbursement Type Table.

xe "Disbursements: date field"Date:  The date money is to be disbursed. 

xe "Disbursements: amount field"Amount:  The dollar amount of the Disbursement. 

Jrl Type:  The Journal Type field tells SUSTAIN what Journal Type to use when creating the Journal record at the time the check is created.

xe "Disbursements: acct num field"

xe "Disbursements: pay to field"The next four fields identify the Payee (the person receiving the money).  To enter the payee (the person the money will be paid to), you will enter data for either Xref Folder Group and Pay to Xref Entity OR Pay to Ref and Pay to Ref ID.

Xref Folder Group:  The "Xref" Folder group "points to" the entities that can be payees.

NOTE:  To see these entities you will need to click the MODIFY RECORD toolbar button and open the Xref Folder Group drop down list, shown in the following illustration. 
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Pay To Xref Entity:  Using the Folder Group selected in the Xref Folder Group field, payees related to this file appear in the drop down.

Pay To Ref:  The Reference Table used to look up the payee.

Pay To Ref ID:  Once a “Pay To Ref” has been selected, users may choose the appropriate person to be paid.

Check Account:  The Checking Account selected for the Disbursement.

Check Date:  Generated when the check is printed.

Check Number:  Generated when the check is printed.

Check Memo:  Text entered here will print on the check if it is being paid to an entity, not  someone in a Reference Table.

Accessing Disbursements By Browse

To access Disbursements via the Browse Window, select “Disbursement” from the Entity drop-down list box, located on the toolbar of the SUSTAIN desktop.

Once the Disbursements Browse Window is open, select a key to browse by, assign your starting from/ending at values (which for our example will both be Division “CR”), apply any filters you would like, and click the BROWSE command button.  The Disbursements matching your browse criteria will now be listed in the Browse Window as shown in the following illustration. 
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To access a Disbursement, click the row number of the Disbursement and click the OPEN RECORD toolbar button.

Accessing Checks By Browse

To browse Checks, select “Check” from the Reference drop-down list box, located on the toolbar of the SUSTAIN desktop.

Once the Check Browse Window is open, select a key to browse by.  For this example select “Account, Number.”  Next enter or select “1-CASH” in the starting from Account field and “112” in the starting from Number field.  Click the BROWSE command button.  The Checks matching your browse criteria will now be listed in the Browse Window as shown in the following illustration. 
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To access a Check, click the row number of the Check and click the OPEN RECORD toolbar button.  For our example access the Check listed in row number five.  The record should resemble the following illustration. 
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To see all the fields use the scroll bar to the right of the table.  The fields are as follows:

xe "Disbursements: disbursement type field"Account:  The General Ledger Account that was credited.

Number:  The Check number.

Date:  The date the Check was printed.

Time:  The time the Check was printed.

Amount:  The amount of the Check.

The Salutation, Name, and Address fields are self-explanatory.

Reverse Type:  The type of Check reversal, (i.e., void, etc.)  

Reverse Date:  The Date the Check was reversed  

Reverse Time:  The Time the Check was reversed.  

Reverse Memo:  The reason the Check was reversed.  

Reverse User ID:  The User ID of the person who reversed the Check.

Reissue:  Used if a Check needs to be voided and printed again.  An example of this could be a paper jam in a printer causing a check to print incorrectly.  

Clear Date:  Part of SUSTAIN’s Cash Reconciliation functionality.

Status:  Part of SUSTAIN’s Cash Reconciliation functionality.

When you are finished viewing the record, click CLOSE.

Adding Disbursements - OVERVIEW

There are two ways to add a Disbursement in SUSTAIN, manually or automatically.  In this section we will examine the way to add Disbursements manually.  Automatic Disbursements will be discussed later in this chapter.

NOTE:  If your organization has the SUSTAIN Support Accounting Assistant, Disbursements are automatically created under the Support Account Line Item when payments are received.

Manually Adding Disbursements 

In this section we will manually add a Disbursement.  Open file 99-CR-002 and click on the Journal Entries Folder.  You will note a payment of $200 for Bond as shown in the following illustration.
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For our example we will add a Disbursement to refund the bond.  However, before we can add the Disbursement, we must complete a Revenue Transfer from the Journal Type of Bond to Bond Refund for $200.

To begin the Revenue Transfer, click on the CASH RECEIPTS toolbar button or choose the command CASH RECEIPTS from the TOOLS menu.  When the Cash Receipts Window opens, check to see if a Till is already open. If a Till is not open you will have to open one.  If you are not familiar with the procedure for opening a Till or are unfamiliar with the operation of the Cash Receipts Assistant, please consult your SUSTAIN Cash Receipts Assistant Guide.

Once a Till is open, click the Transfer option button, then select Revenue Transfer [TRF] from the Payment Instrument drop-down.  In the Memo textbox, enter “refund of bond.”  List the File you are transferring the funds from, (debiting), followed by the File to which you are transferring the funds to, (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.  When the transaction has been completed, the printed Receipt will contain the code TRF for Revenue Transfer along with the information you entered in the memo.  The Revenue Transfer is now complete and a new journal has been created which appears in the Journal Folder.

Click the Disbursements Folder and then click the ADD RECORD toolbar button.  A New Disbursements Window will open.  In the Type field, enter or select “D” for Daily.  In the Date field, enter the date 03-22-1999.  In the Amount field enter 200.  In the Jrl Type field enter or select “BONDRF” for Bond Refund.  For the Xref Folder Group field, enter 6 or select “Crim:  Pay To.”  For the Pay to Xref Entity field select the Defendant Michael Thomas Williams.  Lastly, for the Check Account field enter or select “1-CASH.”  Close the record to save it.  The Bond Refund will now appear on the Disbursements folder as shown in the following illustration.

[image: image8.png]FolderGioup | Crim: Staff [12] = ™ Show Corfiuaion

[ Everts Y Documents ) FleXefDAX | Wenats | Status

[ — [ Gifcels/Lanyers | EattesiAdesses | Chaiges/Sertences | Defendant Ino
[ Wineses Y

TounalErties | Bal [ Orenfens | Disbursements | T Standards

Ciiminal - 93.CR-002: James City County vs Willams. Michael_Filed: 012299
L7 Daily Payout, 03-22.99, Bond Refund, 200.00, Cash





SUSTAIN allows you to print checks daily, monthly, or as needed, individually or in batches.  To print a single check, browse Disbursements, and select the check you wish to print by clicking on the row number followed by the PRINT toolbar button.  To print a batch of checks, see the section “Printing Checks,” found later in this guide.  To view the journal created from the check click the UNHIDE command button.  

Monthly Disbursements

Some organizations require certain Disbursement types to be made on a monthly basis.  For example, the payout of the Judges' Retirement for the previous month.  These Disbursements can be related to a “dummy” file such as the one used in our example.  

Open an accounting file by clicking the OPEN CASE FILE toolbar button, or by selecting the OPEN command from the FILE menu.  When the Open Case File dialog box appears enter AC in the Division field, A0-AC-001 in the File ID field, and click OK.  The Disbursements Accounting file will open as shown in the following illustration.
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Click on the Disbursements folder.  Click the ADD RECORD toolbar button.  A New Disbursement record will open.  In the Type field enter or select “Monthly Payout (M).”  For the Date, enter 01-31-2000.  In the Amount field enter 4,590.00.  For the Jrl Type enter or select “Judges’ Retirement [JR].”  In the Pay To Ref field enter or select “Official (OFT)” as the payee in this case would be an official (the Treasurer).  In the Pay To Ref ID field select the specific official, in this case, the Treasurer of the State of Virginia.  In the Check Account field enter or select “1-CASH.”  In the Check Memo field enter “Payout of Judges’ Retirement.”  Your window should now resemble the following illustration.
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Close the record to save it.  The Disbursements folder will now show the entry for the monthly payout of Judges’ Retirement as shown in the following illustration.
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Automatic Disbursements

The Automatic Disbursements functionality of the Disbursements Assistant allows SUSTAIN to create Disbursements each time a payment is applied. Then, once a month, all Disbursements to the same payee are combined into one check.  For example, every time a payment is made towards Court Costs, a Disbursement for that amount is created.  When checks are printed, SUSTAIN totals all the Disbursements for Court Costs for the Cash Account, Date range, and Disbursement Type, and prints one Check. 

The Disbursements Assistant along with the payable accounts in the G/L Assistant allow you to automatically create Disbursements.  To  create/add Automatic Disbursements, you must set up your payables in the Chart of Accounts.  Select “G/L Payouts” from the Reference drop-down list.

NOTE:  The G/L Payouts Browse will need to be created in your organization, as it is a user-defined browse.  

When the Browse Window for G/L Payouts opens, click the BROWSE command button to see the Payable accounts, as shown in the following illustration.
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Highlight the account numbers “4-BONDRF” (Bond Refund), and “4-FNN” (Fines Newport News).  Click the OPEN RECORD toolbar button.  The G/L Master Records for both accounts will open.  The BONDRF record window is shown in the following illustration.
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The Bond Refund account record displays information related to Disbursements made to a “defendant” Party on the file.  The fields related to Disbursements are as follows:

· Dsb Jrl: The Journal Type to use when a Disbursement is created.  This Journal will update the General Ledger for the payout.  When Journals related to the Disbursements are applied, SUSTAIN will update accounts based on the Journal G/L Distribution.

· Dsb Type: The frequency of the disbursement, (i.e., should the money be paid out daily, weekly, or monthly.)

· Dsb Pay To Ent:  The Entity type for the Disbursement.  This example uses the Party entity so only parties can be payees.

· Dsb Pay To Filter: In the previous illustration this Filter restricts  the Payee to the Defendant.  For example if the Journal Type were REST, the filter might restrict to "Victims."

Select “4-FNN” from the drop-down list at the top of the record.  
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The Payable Fines account record displays information related to Disbursements made to an individual or agency that is in a Reference Table.  The fields we have not previously mentioned are below.

· Dsb Pay To Ref: The Reference Table to use to look up Payee ID.

· Dsb Pay To Ref ID: The Official ID or other Reference Table ID of the Payee.

NOTE:  You will either set up the Dsb Pay To Ref and the Dsb Pay To Ref ID fields or the Dsb Pay To Ent and Dsb Pay To Filter fields. 

In addition to the Automatic Disbursement settings in SUSTAIN, there is also an Automatic Disbursement setting in SUSTAIN Domain Administration.  To view this setting, log into SUSTAIN Domain Administration.  Once you have logged into Domain Administration, select an Organization, (which for our example will be Departmental Cases), enter your Password and choose the command DISBURSEMENTS from the SETTINGS menu.  The Disbursements dialog box will display.  To enable Automatic Disbursements click the checkbox, then click SAVE.  If you wish to disable Automatic Disbursements, remove the check from the checkbox and click SAVE.  If you do not wish to make a change at this time, click CANCEL to exit.  

NOTE:  For the purposes of this example, enable the checkbox and click SAVE.

To see an example of an automatically created Disbursement, return to the Case Manager and open the Cash Receipts Assistant.  If you are unfamiliar with the procedure for opening the Cash Receipts Assistant and/or opening a Till, please consult your SUSTAIN Cash Receipts Assistant Guide.

When the Cash Receipts Assistant opens, make sure that the Standard option button is checked.  In the Received From textbox, enter the name “Morgan, Jason.”  For Payment Instrument, select Money Order [MO].  Click the NEW FILE command button.  When the New Case Window opens, click on the Auto ID by Prefix folder.  Select or enter Criminal for Division and Criminal-Misdemeanor for Type.  Enter A2-CR in the Prefix text box and click the APPLY command button.  In the Journal Type field of Cash Receipts, enter or select Fine-Newport News [FNN].  In the Amount field enter $95.  Click TOTAL, followed by COMPLETE.

Browse Cases by today's date.  Locate and open the new Case file we just added.  Click the Journal Entries folder to view the Journal Entry created from the Receipt.  Next, click the Disbursements Folder.  You will notice that there are no Disbursements at this time because the Journal has not been applied.

Return to SUSTAIN Domain Administration and select the Departmental Cases Organization.  From the UTILITIES menu, select the GENERAL LEDGER command.  From the expanded menu, select the APPLY JOURNAL ENTRIES command.  The Apply Journal Entries dialog box will open as shown in the following illustration.
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In the Journal Date boxes enter today's date.  Click OK.  SUSTAIN will display a message box asking if you are sure you want to apply the Journal Entries.  Click YES.

Return to the Case file you opened in SUSTAIN. Click the Disbursements folder to see the new Disbursement.  When you are done viewing the Disbursement, click CLOSE.

PrintING checks  
Once you have logged into Domain Administration, select the Departmental Cases Organization, enter your Password and choose the command DISBURSEMENTS from the UTILITIES menu.  The Utilities menu will expand to the right to reveal the PRINT CHECKS command.  Click on PRINT CHECKS and the Print Checks dialog box will open as shown in the following illustration.  
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The Print Checks Utility allows you to print Checks daily, monthly, or as needed, and in batches.  

NOTE:  To print a single Check, browse Disbursements in the Case Manager, select the Check you wish to print by clicking on the row number then click on the PRINT toolbar button.  

To print a batch of Checks using the Print Checks Utility in Domain Administration, select the Cash Account and the Disburse Type from the drop-down list boxes.  For our example we will select "Cash" [1-CASH] and “Monthly Payout [M],” respectively.  Enter a Disburse Date or select one using the spin buttons or the calendar box.  For this example we will enter the beginning of the year thru Today's date.  Next, select an Option button.  Choosing the Align button and clicking OK causes a Check to be printed.  This Check will list as void.  Choosing the Preview button and clicking OK prints a preview of the checks.  Choosing the Print button and clicking OK causes checks to be printed.  For this example we will select the Print option button.  Click OK.  SUSTAIN will display a message asking if you wish to print the Checks.  Click YES.  SUSTAIN will display the number of Disbursements accepted and rejected as well as the number of the Check being printed, the number printed so far and the total amount of the checks printed up to that point as shown in the following illustration.
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This Utility may take some time to run.  You will receive a successful completion message when it is finished.  

There are several reasons a check could be rejected, including an incorrect disbursement type, a different account, or an account that is out of the date range you provided.  When you are finished printing checks, click CLOSE.  An error report will be printed.  Check the report to ensure that there were no errors.  

Reissuing checks

Occasionally, due to a printer jam or power failure you may have to reissue a check.  To reissue a check, select “Check” from the Reference drop-down list box.

NOTE:  The "reissue" reverse type should be used if the check will be printed again.  If no checks have been printed in the first place, see the section titled "Voiding Checks.”

Once the Check Browse Window is open, select a key to browse by, enter starting from/ending at values, apply any filters you would like and click the BROWSE command button.  The Checks matching your browse criteria will now be listed in the Browse Window as shown in the following illustration. 

[image: image18.png]Browse: Check [Tl

Browse By [Account, Number [0] <] [Browse | Loadan| close |

AdHo Fiter B
| Accepted: 17
StatngFion Endng At
[Account | hd
Nurer 1
AccountNurbe]_Date | Tine [ Amou]  Rene Fevee Type | FevereDale |~

T[Cash | 116[03.01-99] 2:37 pm| 100.00]Clerk of the Court [Check - Void _[03.01-99

7 [Cash | 115[03.01-99] 2:27 pm| 100.00]Clerk of the Court [Cheok -Reissue [0301:99 [a

3 [Cash | T14[10-01-90 | 9:56 om] 500.00[Orill J. Hammer

& [Cash | T13[10-01-98 9:56 am] 650,00 Sanderson, Katie =
5 [Cash | 112[10-01-98 | 9:56 am] 750,00 Groen, Sandra K. =
i et R E
‘ 5





Highlight check number 111 by clicking on the row number.  Click the REVERSE toolbar button (which also doubles as the DELETE RECORD toolbar button.)  The Reverse Check dialog box will open as shown in the following illustration.
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Click the Reissue option button.  In the Reverse Type combo box, select Check - Reissue.  You can set up your own Disbursement Reverse Types as long as the first three letters are VOD.  For more information on this, please see the section “Check Reverse Types,” in Chapter Two of this guide.  In the Memo text box, enter the reason the Check is being reversed.  For our example, we will enter “printer jam.”  Enter the current Date and Time.  The period defaults to the current fiscal period.  The Reverse Check dialog box should now resemble the following illustration.
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Click OK.  SUSTAIN will display a message box which reads “Check will be voided.  Are you Sure?”  Click YES.

Refresh the screen of the Check Browse we opened at the beginning of this example as shown in the following illustration.
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Use the horizontal scroll bar to view the Reverse Time (time the check was reversed), Reverse Memo (reason check was reversed), and User ID (identity of the person performing the reverse), as shown in the following illustration.
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Open File new file that matches check number and click on the Disbursements folder.  Click UNHIDE.  The Disbursement for the check we just reversed displays on the folder as shown in the following illustration.
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Notice that the Journal Entries related to the Check's Disbursement equal zero to adjust the General Ledger Chart of Accounts.  No Check Number or Check Date is listed for the Disbursement.  This means that the check can now be reprinted.  To Print the Disbursement, browse Disbursements, select the Disbursement you wish to print by clicking on the row number and click the PRINT toolbar button. 

voiding checks

The "Void" reverse type should be used if the Check should not have been printed at all.  (If the Check needs to be reprinted use Reissue.)  For example, your power goes out and you hand write a check for a defendant.  Then, the power is restored and the disbursement is entered in SUSTAIN, but the check is accidentally printed so it needs to be voided.  Voiding a Check creates reversing Journal Entries. 

NOTE:  If a Check is printed incorrectly as a result of a printer jam or a power failure, you would want to reissue the check, not void it.

To void a Check, first select “Check” from the Reference drop-down list box.  Once the Check Browse Window is open, select a key to browse by, enter starting from/ending at values, apply any filters you would like and click the BROWSE command button.  The Checks matching your browse criteria will now be listed in the Browse Window as shown in the following illustration. 
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Highlight check number 107 by clicking on the row number.  Click the REVERSE toolbar button (which also doubles as the DELETE RECORD toolbar button.)  The Reverse Check dialog box will open as shown in the following illustration.

[image: image25.png]Reverse Check

@ veid
O Reissue

Reverse Type: =

Memo:

Date: Time:

bl

Peiod: 1

ok | cancel





Make sure the Void option button is selected.  In the Reverse Type combo box, select Check - Void [VODCKV].  You can set up your own Check Reverse Types as long as the first 3 Characters are VOD.  For more information on this, please see the section “Check Reverse Types,” in Chapter Two of this guide.  In the Memo text box, enter the reason the Check is being voided.  For our example, we will enter “Check hand written.”  Enter the current Date and Time.  The period defaults to the current fiscal period.  The Reverse Check dialog box should now resemble the following illustration.
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Click OK.  SUSTAIN will display a message box which reads “Check will be voided.  Are you Sure?”  Click YES.

Refresh the Check Browse we opened at the beginning of this example and use the horizontal scroll bar to examine the Reverse fields for Check Number 107.  
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Open File 98-CR-002 and click on the Disbursements folder.  Click UNHIDE.  The Disbursement for the Check we just voided appears on the folder as shown in the following illustration.

[image: image28.png]W CR 98-

02, Commonwealth of

[_[OIx]
Folder Group| Crim: Staff [12] <] Collapse | Restict | Hide | [ iShow Coriiguration
[ Everts T Documents Y FleXetDAX | Wanants T Status
[ Case | Dfceslamers | Battes/Addesses Crorges/Sertences | Defendntlo
[ Wmewes Y
([ JoumalEnties Bal | Openfems | Disbursements Tine Standads

[ Criminal - 98-CR-002: Commonwealth of Virginia vs Bab Williams. _Filed: 01-02-98
[} Daily Payout, 09-20-98, Bond Refund, 85.00, Cash, CKf: 107 on 09-20-98
[ 09-20.98, 9, Bond Refund, 85.00, Apply Dt: 09-30-98, Reversed on: 03-25-99 due to: Check - Void,
[ 03-25.99, 9, Bond Refund, -85.00. Reversed on: 03-25-99 due to: Check - Void, check hand witten





Notice that the Disbursement still has the Check Number and date, and that the Journal Entries equal zero to adjust the General Ledger Chart of Accounts.  

Chapter Two:

Account Reconciliation
Overview 

The Account Reconciliation Assistant, working in conjunction with the Cash Receipts and Disbursements Assistants allows your organization to reconcile checking accounts in SUSTAIN with monthly bank statements.  This includes updating your current statement date and balance, clearing checks, clearing deposits and printing reports. 

Although this feature may be used at any time, it should not be used while checks are being printed or while any other updates are being performed to checks or deposits affecting the checking account number being reconciled. 

Account Reconciliation Reference Tables

There are four reference tables (Check, Checking Account, Deposit, and Deposit Type) associated with the Account Reconciliation function.  These reference tables follow the same procedure for setup and configuration as any other reference tables in SUSTAIN.  If you are unfamiliar with the Setup Procedure for Reference Tables, please consult the topic “Reference Tables,” which can be found in Chapter Three of your SUSTAIN Administrator's Guide.

From the Reference Table drop-down, select CHECK, click BROWSE, and scroll to the right to display the Account Reconciliation related fields Clear Date and Status, shown in the illustration below.
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The Clear Date field refers to the date you cleared the check in Account Reconciliation while the Status field indicates if the check has been reconciled.

It is important to note that a check may be cleared but not yet reconciled.  In addition, you cannot reverse or modify checks that have been reconciled.  To print checks, please refer to the section, “Printing Checks,” found elsewhere in this guide.

From the Reference Table drop-down, select CHECKING ACCOUNT, click BROWSE, and scroll to the right to display the Account Reconciliation related fields Next Deposit Number, Last Statement Date, Last Statement Balance, Current Statement Date and Current Statement Balance, as shown in the following illustration.
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The Next Deposit Number stores the number of the next deposit.  This field is modifiable in case you need to adjust the number.  Last Statement Date and Last Statement balance refer to, respectively, the date and the balance entered from your last bank statement.  Likewise the Current Statement Date and Current Statement Balance fields refer to, respectively, the date and balance of the current statement.  

From the Reference Table drop-down, select DEPOSIT TYPE and click BROWSE.  The Deposit Type Reference Table, illustrated below, is used for anything affecting the balance of a checking account that is not a check, (ex. Deposits, Interest, Service Fees, Adjustments).
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Deposits are always treated as an addition to the balance of an account.  If your deposit is for Service Fees, which reduce the balance, then the amount must be entered as a negative number.

From the Reference Table drop-down, select DEPOSIT and click BROWSE.  The Deposit Reference Table will display as shown in the following illustration.
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These Deposits are not reconciled since the Status and Clear Date fields are blank.  Deposits that have already been reconciled cannot be modified or deleted.

To add a deposit, click the ADD A NEW RECORD toolbar button.  When the New Deposit record window appears enter or select Cash [1-CASH] in the Account Number field.  The Number field will be generated by SUSTAIN.  In the Type field enter or select Daily Deposit [D].  For the Date and time fields enter 6/10/02 and 10:50am.  In the Amount field enter 2,150.00.  You may wish to enter text in the Comment Field if an explanation of the deposit is needed.  Your new Deposit record should now resemble the following illustration.
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Click SAVE so that we may add a service fee to this account.  SUSTAIN will prompt with “Add Another Deposit?”  Click YES.  In the Account Number field enter or select Cash [1-CASH].  In the Type field enter or select Service Fee [SF].  In the Date and Time fields enter 6/3/02 and 4:05pm.  For the amount enter –20 (negative.)  In the Comments field, type “May Bank Fees.”  When you are finished, your window should look like the following:
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Close the window to save the record.

NOTE:  There are no code tables or assistant settings for Account Reconciliation.

Reconciling Your Accounts

To reconcile your accounts you must first log into SUSTAIN Domain Administration.  After you have logged into Domain Administration, select DISBURSEMENTS/ACCOUNT RECONCILIATION from the UTILITIES menu.  The Account Reconciliation Window will display as shown in the following illustration.
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From the Account drop-down, select Cash [1-CASH].  The Last Statement Date and Balance display.  (If you have not reconciled before, these fields will be blank.)  Our current statement has a Date of 06-20-02 and an Amount of $8,403.00.  Enter this information in the current statement fields.  Click UPDATE.  Below the Statement Balances the “Reconciliation Status” area displays.  We have not cleared any Checks or Deposits yet, so the counts and amounts are zero.  The cleared Balance at this time is equal to the Last Statement Balance.  SUSTAIN will take last month’s balance and subtract all checks that have not been reconciled, add all Deposits that have not been reconciled and calculate the difference.  As shown in the following illustration, the difference is not zero because we have not cleared any checks or deposits.
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If you do not want to continue, you may click POSTPONE at any time and any data you have entered will be saved.

The first time you reconcile your account, you will want to create views for the Checks and Deposits fields you wish to display.

Click the VIEWS button.  This will cause the Reconciliation Views window to open as shown in the following illustration.
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We have saved views with the fields necessary for Account Reconciliation.  For more detailed information on creating Views, please consult your SUSTAIN Administrator’s Guide.  Click the VIEWS button to the right of either section of the window to see the fields in the Check or Deposit View.  Next, click CANCEL.  

For this example, we will clear Checks first.  Click the UNRECONCILED CHECKS button.  Checks are listed in numerical order using the saved View, as shown in the following illustration.  
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There are two ways to clear Checks.  You may either clear them one at a time or click the CLEAR ALL button and unmark the ones not cleared.  For this example we will use the CLEAR ALL button.  Your Account Reconciliation Window should now resemble the following illustration.
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Notice that a checkmark and Clear Date are entered for each Check and that the number of checks and the amount cleared are updated.  The Cleared Balance and Difference have also changed.  

For this example, we want to unclear check number 144 and any other checks you may have printed today or check numbers greater than 151.  Unclear numbers 144 and all the checks we printed today by selecting them and clicking the UNCLEAR button.   Note that the balances are updated.  

Check #135 is voided.  The Amount displays, but it is treated as if it was zero using the Account Reconciliation.  

The UNCLEAR ALL button is used if you have problems and need to start over.  Voided checks should be marked as well.

Now we’ll clear Deposits.  Click the UNRECONCILED DEPOSITS button.  Deposits are listed in numerical order.  There are two ways to clear Deposits; one at a time or you may click the CLEAR ALL button and unmark the ones not cleared.  For our example, we want to use the CLEAR ALL button.  Note that in the illustration below the checkmark and the Clear Date are entered for each Deposit.  
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The number of Deposits and amount cleared is updated as well as the Cleared Balance and Difference.  Unclear Deposits #16 and #17 by clicking the Cleared checkbox.  Your window should now resemble the following illustration.
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Note that the Balances are updated and the difference is zero. 

There is an UNCLEAR ALL button in case you have problems and need to start over.

To complete Account Reconciliation you must click the FINISHED button, which only appears when the Difference is zero.  The FINISHED button causes the Complete Reconciliation window to open as shown in the following illustration.
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The completion window allows you to print reports. You may print the Summary Report, the Detailed Report, or neither report by clicking the appropriate button.  The Summary Report is a one-page report with the previous month’s statement date and balance, the number and amount of checks and deposits that cleared, the current month’s statement date and balance and the difference between the cleared balance and the statement balance.  The zero difference shows that the account has been reconciled to the bank statement balance.  The Detail Report provides a detailed listing of each check and deposit that was cleared with totals, as well as printing the Summary report. Click Detail.  Enter 5/31/02 as the Thru date.  Click COMPLETE – WITH REPORT to print the reports.  You may click CANCEL to return to the Reconciliation Window.

NOTE:  Reconciliation Reports cannot be reprinted.  Once you close this window you do not have another option to print reports.

Log out of Domain Administration and return to the SUSTAIN Manager - Departmental Case to see updates from the Reconciliation.  Browse Checks starting with #129.  Those reconciled have a Clear Date and “Reconciled” in Status as shown in the following illustration.
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Next, browse Deposits.  Reconciled Deposits have a Cleared Date and “Reconciled” in Status as shown in the following illustration.
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Access the Checking Accounts Table.  In the Cash Account field, the current month's data is moved to last month's fields and the current fields are cleared.  

If you have problems reconciling, here are some possible troubleshooting solutions:

· You may have forgotten to enter a Deposit.

· You may have forgotten to enter a service charge.

· You may have cleared too many or too few Deposits and/or Checks.

· Check the last statement and current statement balances.

To force an Account to balance with the Bank's balance, enter an adjustment Deposit for the amount that the account is out of balance.  This transaction documents the fact that you adjusted the balance to match the bank’s balance.

For the first Reconciliation of an account, the following procedure is suggested:  Wait until you receive a bank statement where the Last Statement Date is after the date you began entering deposits and checks for the account in question into SUSTAIN.  In addition, make sure that you have a list of all uncleared/unreconciled checks for the bank account.

In the Account Reconciliation Assistant, select the Account number, enter the balances and dates from the bank statement into SUSTAIN and click UPDATE.  Because the account is internally out of balance SUSTAIN will prompt with a warning message which states, “The current balance does not match the calculated balance.”  (After the first reconciliation, if you have been able to balance your accounts with the bank statements, you will no longer receive this error message.)  Click OK.

Clear any checks and/or deposits that have been received.  At this time, the difference between the Last Statement Balance and the Current Statement Balance will probably not be zero.  A window providing the statement dates and balances will display.  Change the Last Statement Balance to whatever amount is necessary to force the difference to zero.  You will again receive the warning message that the account is internally out of balance, and that the current balance does not match the calculated balance.  Ignore this error message and continue the reconciliation as explained in the previous pages.

NOTE:  We recommend that you add a negative deposit for any checks that have not been entered into SUSTAIN.  Enter a Comment on the deposit records with the check number followed by the text that this deposit is not in SUSTAIN, “Not Cleared” or words to that effect.  If deposits are missing, add them with a Comment similar to the following format:  “Deposits from (date) not entered in SUSTAIN.”
Chapter Three:

Setup

Disbursements Reference Tables

There are two Reference Tables (Disbursement Type & Checking Account) that need to be set up to utilize Disbursements.  These Reference Tables follow the same procedure for setup and configuration as any other Reference Tables in SUSTAIN.  If you are unfamiliar with the Setup Procedure for Reference Tables, please consult the topic “Reference Tables,” which can be found in Chapter Three of your SUSTAIN Administrator's Guide.

The Disbursement Type Reference Table contains the information necessary when printing checks.  An illustration of a Disbursement Type Browse appears below.
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To add a Disbursement Type to the table, click the Add Record toolbar button and enter the following information:

· Code:  Enter the Disbursement Type code. 

· Description:  Enter the Disbursement Type description.

· Prt Frequency:  Enter the frequency of the printing.  This will enable SUSTAIN to increment the Next Check Date.  Frequency codes are “hard coded,” therefore you do not need to enter these codes in a table.  In addition these codes cannot be modified.  Only the following frequencies are allowed.
Code
Description
D
Daily or on demand.

W
Weekly

BW
Bi‑weekly (every 14 days)

M
Monthly

A
Annually

· Next Check Date:  Automatic Disbursements created with this type will have this Disbursement date.  If the date is past, SUSTAIN will automatically update to a future date using the frequency setting when Checks are printed.

· Check Account:  This is the account that will be credited when the Check is printed.  This account must be an account in the Chart of Accounts.

· Print Check:  Enter a “Y” or “N” to tell SUSTAIN whether or not to print a check for this Disbursement Type.  An example for not printing a Check would be if you accept Child Support "Pass Through" checks which you record, but send the Respondent’s Check directly to the Petitioner.

· Edit Balance:   Entering a “Y” or leaving this field blank tells the Disbursements assistant to ensure money is available on the File to pay out.  Entering an “N” tells the Assistant to disburse money regardless of the balance.

The Checking Account Reference Table is used and updated when printing Checks.  An illustration of a Checking Account browse appears below.
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To add a Checking Account to the table, click the ADD RECORD toolbar button and enter the following information:

· Account Number:  The account from which the cash will be deducted.  These correspond to General Ledger Accounts if you have the General Ledger Assistant.

· Description:  Enter the Checking Account description.

· Next Check Number:  Enter the next Check Number to be printed.  Once this is entered, SUSTAIN will update the table each time you print Checks.  Occasionally, if you have a problem with your printer, this number may need to be updated manually.

· Check Title:  Enter text if you do not have preprinted checks.

· Stub Title:  Enter text if you want a title on the check stub if your preprinted checks do not already have a title.

The remaining fields not pictured in the previous illustration primarily pertain to Cash Reconciliation.  To see these fields use the horizontal scroll bar along the bottom of the Browse Window.  

[image: image47.png]Browse: Checking Account

Biouee 8- [ comunt 101 <] Bowso | Loadal| Cioso |
Ad Hoc Fiter 5|
| Accepte 2
Sring Fom Endng At

=

nccountNext Depost o] Lot St Dat] Gur St Dot Lot St Brce G S Bl G Bonce] Flecon Pl
T [i-casH 10 146491
2[immM | 5 75000.00





· Check Address Merge:  Merges Address Line 1 and 2 from the 'Pay To' entity on a Check.  You would use this if you enter the street number in Address 1 and the street name in Address 2.  The only options for this field are Yes and No.

· Next Deposit Num:  Deposits are numbered automatically (system field) by Account in the Deposit reference table.  When a deposit is added in this table, the next deposit number is automatically added for the applicable account in the Checking Account reference table.
· Last Stmt Date:  Gives the date of the last statement.

· Curr Stmt Date:  Gives the date of the most recent statement.

· Last Stmt Balance:  Reflects the last statement balance.

· Curr Stmt Balance:  Reflects the current balance as of the statement date.

· Curr Balance:  Reflects the current balance of the account.

· Recon Flag:  Determines whether the account is “flagged” for reconciliation. 

· Audit Date:  Displays the date for audit purposes

· Audit Time:  Displays the time for audit purposes

· Audit User ID:  Displays the User ID for audit purposes.

Check Reverse Type Code Table
The Check Reverse Type code table allows you to create codes describing why a check should be reversed.
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The Check Reverse Type Code Table, shown in the previous illustration, behaves in the same manner as any Code Table in SUSTAIN.  You may enter your own Reverse Type codes as long as they start with the code “VOD.”  These Reverse Types should also be added to the Journal Reverse Types Table because this code will be entered on the reversing Journal.

Pay To settings

If an Entity or Reference Table such as the Party or Attorney associated with a file is considered a Disbursement Pay To entity, the Pay To Settings dialog box allows you to “mark” these Entities or Reference Tables with the “Pay To” setting.  Marking these Entities or Reference Tables ensures that they will appear in the Pay To drop-down of a Disbursement record when adding a Disbursement to a File.

To mark an Entity with the “Pay To” setting, select the ENTITIES command from the SETUP menu.  Click on “Party” and then click the SETTINGS command button.  The Settings dialog box will open as shown in the following illustration.
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Under the “Availability” section of the dialog box, check to make sure the “Pay To” checkbox is enabled.  If the checkbox is not enabled, enable it by clicking inside of the box to add an “X.”  This box, if enabled, tells SUSTAIN to display records from this entity when Disbursement records are added.  Click CANCEL.
To mark a Reference Table with the “Pay To” setting, select the REFERENCE TABLES command from the SETUP menu.  Click on “Official” and then click the SETTINGS command button.  The Settings dialog box will open as shown in the following illustration.
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Under the “Availability” section of the dialog box, check to make sure the “Pay To” checkbox is enabled.  If the checkbox is not enabled, enable it by clicking inside of the box to add an “X.”  This box, if enabled, tells SUSTAIN to display records from this reference table when Disbursement records are added.  Click CANCEL and then click CLOSE.

There is also a “Pay To” Folder Group.  For more information on this Folder Group see the section entitled “Setting Up The Pay To Folder Group,” immediately following.

Setting Up The Pay To Folder Group

To set up the Pay To Folder Group, select FOLDERS from the SETUP menu.  The Folder Setup Window will open as shown in the following illustration.
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Select “Xref” from the Type drop-down list and select “Crim: Pay To” from the Folder Group drop-down list.  The Folder Setup Window will now resemble the following illustration.

[image: image52.png][-[o[x]

Tope: ref [XREF] <] _Save | Saveas | Cancel | Groups...|
e [~
Case File I PayTo 1

Folder Group Type

XRef





Notice that the Folder Type is “Xref,” meaning that it points to a cross-reference.  Click on the Pay To folder.  The Folder Setup Window will expand as shown in the following illustration.
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Notice that Parties and Lawyers (a sub entity of Official) have (Xref) at the end of their row.  This indicates that these entities should appear in the drop-down.  If only Parties could be payees, then Lawyers would not have a Xref enabled.  To remove a cross-reference (Xref), highlight an entity, (for example Lawyers), and click the XREF command button.  In addition, you could choose to have a Defendant Filter on Parties, so that only the Defendant's information is displayed (i.e., listed in the drop-down.  When you are finished viewing the folder, click CANCEL.

Chapter Four:

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 Disbursements Assistant’s Help System.”  This will open Disbursements Help.

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