UTHSC Billing And Invoicing

To use the Billing and Invoicing Software, first you must open the Cash Receipts Toolbar
by finding the shortcut and double clicking on it:

’E Cash Receipts With Invoicing Toolbar

This will open the following:

F2 Cash Receipts Toolbar H=]
g S o/
Print Cazh Payroll

Receipts Report Deductions

Set-up and M aintenance
-

i it

Invoicing I1zer M aintenance

Rel 4.8%er 1/12/2006

o/

In¥oicing

will open the invoicing window.

{ will open the Cash Receipts Form

Print Cazh
Heceipts Report

will create a Cash Receipts Report

o/

Payroll
Deductions

will open the Payroll Deduction interface
|8

¥

Izer Maintenance

will open the User Maintenance program




Invoicing:

o/

In¥oicing

To invoice your customers you first need to click on the button.

This will open the invoicing screen:

AMC Invoicing Interface Program
Invoice Processing

Last Date Processed

Journal Date Im W
Package Codes Fkg Code | Fkg_Mame | -

2B UCT Street Emploves

a03 Doctor Access

53 UCT Employee

532 UCT Employee Payroll D educt

UCT Encusive

h34 UCT Otker Private Tenants

535 LUCT Street Employes Payroll b

B3E UCT-P2 Employes

R37 UCT-P2 Employes Payroll

h38 UCT-P2 Encysive

539 UICT-P2 Other Private Tenantz

540 51 Employes

541 151 Employes Payroll

R4z MSI Student after-hour DEB:. .

B43 OCE-4 Emploves

B44 OCE-& Employes Payrol j

FAR MrRA Par Ca

Dezcription I

Beginning lnvoice IE
Mumber

Create Invoice

Print Invoices
Records

E«it Form |

Rel11/14./2005

Create Invoices

1. You need to choose a =" 0 |27172006 =] This is the date that will
appear on the invoices. You can choose any date that you would like. It is
recommended that you choose the same date each month to avoid confusion.

2. Next you need to choose which package/s you want to invoice. You can choose
one or you can choose multiples by holding down the ‘Ctrl’ key and click each
one that you want. (Notice the highlighted one in the picture.)

Create |nvoice

3. Once you have chosen your Journal Date and Packages, click FlzEars
This will create the invoices and show balances for the customers. A window will
appear telling that it has completed.




Printing Invoices:

1. To print invoices you must choose the same Journal date that you chose when
creating the invoice/s

. Print Irai o . . L
2. Nextclick % | This will open a window showing the invoice/s.

=

w

From this window click the print icon
4. See attached sample of invoice.

at the top to print the invoices.

E xit Farm

When you are done invoicing, simply click



Cash Receipts

Cash Receipts is used to receive money from your customers and can also be used to
make changes to credentials.

il

1 button. It will open the cash receipts

To use Cash Receipts click on the
form and ask for a password.

T |

-
Uzer Marme: I

0k, Cancel |

Enter your password here to be able to use the form. The password is used for reporting,
to know who took in what money. After you enter your password the following window
will be available. (Please not that on the top of the window it shows who is logged in)

{# Cash Receipts Form

r_ Cash Receipts | Access History
— Lookup Infa
e |
Credential ID || j Customer Mame I j q —

Patran Mame I d ‘I{i a‘

Receipt Amt I Payment Type I ~| Receipt#
Paid Thru D ate I I Commet I Balance I

Employes 1D | Package Code I j Yalidity Code I vl

Patron 1D I Last Mame I First Mamne: I
Address I City I State I Zip Code I

Home Phone I Business Phone I Cell Phone I

Department I

License Plate I Plate State I Wehicle ear I
Wehicle Make I Yehicle Model I “ehicle Colar I
“Wehicle Stall I Wehicle WM I

Custamer Mame Customer 1D I— Select a d_ifferent customer fior the selected
I Credential and Click 'Change Customer'

Address I j
I Business Phone I Change Customer
City I State I Zip Code I Add Mew
Cuztomer

i

Print a

. . Fiel 5.0%er 01./11/2006
Lag Out | Exit | I Receipt Print Cash Receipts Repart F =

Save | Cancel |




To look up a credential use the “Lookup Info” box shaded grey.

{# Cash Receipts Form

r_ Cash Receipts | Access Histary
— Lookup Infa
s —
Eredential D |00000000000020115738 PROTECHACCESS x| CustemerMame  [pROTECHACCESS - 00000000000020115735 E = —

Patran M ame
14 ROBERT |« |
MARCHAND GERARD
Mares Maria

Receipt &mt MARKET BOB | Recept#

P MARKHAM CHRISTIME - P
. MARGUES-TAVARES GRACIETTE

Paid Thru D ate MARROGUIN SANDRA Balance I $0.00

MARTI DavID =

You can look by:

Credential ID if you know the number on their badge you can type it here
directly
Customer Name this is the name of account or customer responsible for paying for

the credential. When you lookup by customer you will see in the
pull down menu all credentials on that customers account.

Patron Name you can search by last name here. As atip if you click the down
arrow then start typing it is easier to find the correct person.

Once you choose a credential the remaining fields on the form will populate with that
credentials information.

{# Cash Receipts Form

[_ Cash Receipts | Access Histary
— Lookup Infa
e | |
Eredential D |00000000000020115738 PROTECHACCESS x| CustemerMame  [pROTECHACCESS - 00000000000020115735 E = —
\ ML
FatronName  [M&NCL ROBERT | Gl

Receipt Amt I Payment Type I ~| Receipt#

Paid Thru Date |1 2/15/2007 Comment I Balance I $0.00
Emplayes D |1 234 Package Code IProtech Access j Walidity Code Ilssued 'l

Patron 1D |1471 Last Mame IMANEL First Mamne: IHDBEHT
Address I City I State I Zip Code I

Home Phone I Business Phone I Cell Phone I

Department I

License Plate I Plate State I Wehicle ear I
Wehicle Make I Yehicle Model I “ehicle Colar I
“Wehicle Stall I Wehicle WM I

Custh M. Cuist D I— Select a d_ifferent customer fior the selected
Heamer Hame IPHDTEEHAEEESS Lstemet R Credential and Click 'Change Customer'

Address | PROTECHACCESS -FA =l

I Business Phone I Change Customer |
City I State I Zip Code I

Fiel 5.0%er 01/11,/2006

Frint a X .
B | r FReceipt Frint Cash Receipts Report

Save | Cancel | Log Outl




Receiving Payment:

Fieceipt Amt l— Fayment Type lﬁ Fieceipt #
Paid Thru D1ate IW Comment | Balance lng
1. Look up the individuals credential.

2. Notice in the bottom right of the pink area shows the customer’s balance. This is

I $0.00

3. Next enter in the amt of payment received. You do not need to put in the ‘$’ sign.

the balance for the entire customer account.

Receipt &mt I

Balance

4. Choose Payment Type. You can choose CASH, CHECK, CREDIT, or OTHER.

Fayment Type I

5. Enter in Your Receipt Number.

[

Receipt # I

- Paid Thru Dat
6. Change the Paid Thru Date to the correct date. — [12715/2007
7. Enter any Comments you would like to appear on the report.

Comment |

8. If you would like to print a receipt after accepting payment, click the check box

Frint &
Receipt

on the bottom of the window labeled ‘Print a Receipt’.

9. Now you can choose to save the payment, making it effective, by clicking

o . . .
il. Saving changes the paid thru date on all Credentials on that customer

account.

Modifying a Credential:

Address I

Home Phone I

Department I

City I State I

Business Phone I

Employee [D |1234 Package Cade IProtechAccess j Walidity Cods Ilssued 'l
Patron (D |14?1 Last Mame IMANEL First Mame IHDBEHT

Zip Code

Cell Phone I

License Flate I
Wehicle Make I
Wehicle Stall I

Plate State

Wehicle Model I

Wehicle Year

—

“Wehicle Color I

Yehicle YIN I

Custamner Mame IPHDTEEHAEEESS

Address I

|
City l—

State I_

Customer D

E—

Business Phone I
Zip Code I

Select a different customer for the selected
Credential and Click 'Change Customer'

PROTECHACCESS - PA j

Change Customer

In the blue area of the Cash receipts Form is all the information in the system for the

chosen credential.

1. You can change any of the credential information on this screen.
2. 'You can make changes at the same time as accepting a payment and then Save.




3. You have the ability to change the Package the customer is in (where they can

park)

4. You can change the Customer Account the credential belongs to. (must be done
separate for receiving money)

Access History:

The Second Tab on the Cash Receipts Form is Access History. %Pt [ Access Histay I

Cash Receipts Form

| | Cazh Receipts

M arne

[rata to Digplay
% jpocess

" Financial ¢ %P Log |

Access History

DateTime |n

DateTime Access

device hame

Access Code

Feason Description

2006-01-19 16:58:00.00

v

1/19/2006 4:58:00 P

FH Pressler Exit Rdr 6

GRANTEXIT

MORMAL EXIT

141342006 1:52:00 P

LH Fannin Entry Rdr 2

GRAMTEMNTR

NORMAL EMTRY

2006-01-12 16:53:00.00

1/12/2006 4:56:00 P

SOM/SPH East Exit Re.

GRAMTEIT

HNORMAL EXIT

1/12/2006 4:53:00 P

SOM/SPH East Entry B

GRAMTENTR

MORMAL ENTRY

2006-01-12 16:27:00.00

1/12/2006 4:46:00 P

UTHSC-P Doc Farnin B

GRANTEXIT

MORMAL EXIT

141242006 4:27:00 P

UTHSC-F Do Main En

GRAMTEMNTR

NORMAL EMTRY

2006-01-12 12:00:00.00

141272006 12:01:00 P

UTHSC-P Doc Fannin B

GRAMTEIT

HNORMAL EXIT

141242006 12:00:00 P!

UTHSC-P Doc Main En

GRAMTENTR

MORMAL ENTRY

2006-01-1010:00:00.00

1/10/2006 10:00:00 Al

SON/SPH East Exit Re.

GRANTEXIT

MORMAL EXIT

2006-01-1003:14:00.00

11042006 5:13:00 AM

FH Pressler Exit Rdr B

GRANTEXIT

MORMAL EXIT

1/10/2006 9:14:00 Ak

LH Fannin Entry Rdr 2

GRANTEMTR

HNORMAL ENTRY

2006-01-09 12:45:00.00

1/9/2006 1:15:00 P

FH Pressler Exit Rdr 6

GRANTEXIT

MORMAL EXIT

1/9/2006 12:45:00 P

LH Fannin Entry Rdr 2

GRAMTENTR

MORMAL ENTRY

2006-01-09 11:26:00.00

1/9/2006 11:40:00 AM

LH Pressler Exit Rdr 5

GRANTEXIT

MORMAL EXIT

1/9/2008 171:26:00 Ak

LH Fannin Entry Rdr 2

GRANTEMTR

HNORMAL ENTRY

2006-01-06 12:42:00.00

1/6/2006 12:42:00 P

SON/SPH East Exit Re.

GRANTEXIT

MORMAL EXIT

2006-01-06 11:42:00.00

1/6/2006 11:53:00 AM

SON/SPH East Exit Re.

GRANTEXIT

MORMAL EXIT

1/6/2006 11:42:00 AM

SOMASPH East Entry R

GRAMTENTR

MORMAL ENTRY

2006-071-04 12:28:00.00

1/4/2008 1:28:00 P

UTHSC-P Doc Main Ex

GRAMTEIT

HNORMAL EXIT

1/4/2006 12:38:00 P

UTHSC-P Doc Main En

GRAMTENTR

MORMAL ENTRY

2005-12-14 15:34:00.00

12/14/2005 3:41:00 P!

FH Pressler Exit Rdr 6

GRANTEXIT

MORMAL EXIT

12/14/2005 3:34:00 P

LH Fannin Entry Rdr 2

GRAMTENTR

MORMAL ENTRY

2005-12-14 15:18:00.00

12/14/2005 3:159:00 P

OCE-A Exit Reader

GRANTEXIT

NORMAL EXIT

12/14/2005 3:18:00 P!

OCE-4 Entry Reader

GRAMTENTR

MORMAL ENTRY

12/14/2005 3:17:00 P!

OCB-B Entry Reader

GRAMTENTR

MORMAL ENTRY

2005-12-14 15:17:00.00

12/14/2005 3:17:00 P

OCE-B Exit Reader

GRANTEXIT

MORMAL EXIT

2005-12-14 14:54:00.00

12/14/2005 3:03:00 P!

LH Pressler Exit Rdr 5

GRANTEXIT

NORMAL EXIT

12/14/2005 2:54:00 P!

LH Fannin Entry Rdr 2

GRAMTENTR

MORMAL ENTRY

2005-12-14 14:01:00.00

12/14/2005 2:52:00 P!

SON/SPH East Exit Re.

GRANTEXIT

MORMAL EXIT

12/14/2005 2:01:00 P!

SOMASPH East Entry R

GRAMTENTR

MORMAL ENTRY

2005-12-14 12:08:00.00

12/14/2005 1:07:00 P!

SON/SPH East Exit Re.

GRANTEXIT

NORMAL EXIT

12/14/2005 12:08:00 F

SOM/SPH East Entry B

GRAMTENTR

MORMAL ENTRY

2005-12-14 12:04:00.00

12/14/2005 12:05:00 F

FH Pressler Exit Rdr 6

GRANTEXIT

MORMAL EXIT

12/14/2005 12:04:00 F

LH Fannin Entry Rdr 2

GRAMTENTR

MORMAL ENTRY

2005-12-12 15:55:00.00

12/12/2005 4:31:00 P!

RH Pressler Exit Rdr 6

GRANTEXIT

NORMAL EXIT

L1

Access history has three choices for Data to Display:

[rata ta Digplay

Shown above, shows every time and location the selected credential has

Shows all revenue associated with that credential. At your location the
only revenue you will see here is labeled ‘IV’ indicating when the

* Access " Financial %P Log
AcCCesS:
been used.
Financial:
credential was invoiced.
VP Log

The VP Log would show Value Pass History. Your site currently does not
use Value Pass so this choice is not relevant to your location.



Cash Receipts Form

| | Cash Receipts  Acoess Histary
Mame [ ata ta Display
[ " Access  Financiat " WP Log |
Access History
| |DateTime Entrance | DateTime Exit description tran type fee system date time =
I 1 1419/2006 12:55:00 P
I 1 1/18/2006 3:51:02 PM
It 1 11142006 3:13:47 PM —
1/10/2006 10:00:00 Ak Unpaired E xit ouT 0 141042006 10:01:14 &
1/6/2006 12:42:00 PM |Unpaired E xit auT 1] 14942006 12:43:50 PM
I 1 12/12/2008 9:21:53 &
12/9/2005 4:35:00 PM |Unpaired E xit aut 0 12/9/2005 4:35:54 PM
12/9/2005 3:58:00 PM |Unpaired Exit aut 0 12/9/2005 3:53:01 PM
12/1/2005 4:26:00 PM |Unpaired E it auT 1] 1241/2005 4:26:39 PM
12/1/2005 3:55:00 PM |Unpaired Exit out 0 12/1/2005 3:55:18 PM
1142242005 10:46:00 A/ Unpaired Exit aut 0 1142242008 10:46:07 &
It 1 114172008 3:28:52 P
I 1 11416742005 1:00:24 P
I 1 11/15/2008 2:26:52 P
1042442005 10:54:00 A/ Unpaired Exit aut 0 1042472005 10:55:43 &
1042442005 10:33:00 A/ Unpaired Exit aut 0 104242005 10:34:12 &
1041742005 10:53:00 A Unpaired Entry auT 1] 1041742005 10:54:16 A
10,12/2005 B:38:00 Pk Unpaired Exit out 0 1041242005 £:39:13 P
10/7/2005 4:27.00 PM Unpaired Entry aut 0 1041242005 £:08:33 P
9/28/2005 12:46:00 Pk Unpaired Exit aut 0 9/28/2005 12:47:08 P
9/28/2005 12:22:00 P Unpaired Entry auT 1] 9/28/2005 12:41:23 P
9/26/2005 3:53:00 PM |Unpaired Exit out 0 9/26/2005 3:53:50 PM
9/19/2005 4:38:00 PM Unpaired Entry aut 0 9/19/2005 4:43:41 PM
8/30,/2005 5:50:00 PM |Unpaired Exit aut 0 8/30/2005 5:50:05 PM
8/8/2005 11:02:00 AM |Unpaired E xit auT 1] 8/8/2005 11:03:15 AM
8/8/2005 11:01:00 AM |Unpaired Exit out 0 8/6/2005 11:01:44 AM
7/11/2005 E:22:00 PM Unpaired Entry aut 0 742542005 10:36:12 &
7/11/2005 E:22:00 PM Unpaired Entry aut 0 741142005 6:22:27 PM
7/11/2005 6:21:00 PM Unpaired Entry auT 1] 741142005 6:21:56 PM
747/2005 £:29.00 PM Unpaired Entry out 0 7/11/2005 12:42:15 P
1/1/2005 Unpaired Entry aut 0 /1372005 11:34:55 4|
1/1/2005 Unpaired Entry aut 0 /1372005 11:34:45 4|
14172005 Unpaired Entry auT 1] 5/13/2005 11:34:36 &
1/1/2005 Unpaired Entry out 0 E/13/2005 11:34:26 &
5/18/2005 11:16:00 4| Unpaired Entry aut 0 5/18/2005 11:27:17 & -




Printing a Cash Receipts Report:

The ‘Cash Receipts Report’ gives you a report of all payments that were received. It
shows which cashier took the money, who paid, and when they paid. It also totals how
mch money was received by each cashier as well as a total of all money received. You
can choose a date range for this report.

This report can be open two different ways:
From in the Cash Receips form you can click the button at the bottom

Frint Cash Receipts Feport
- >
. . Print Cazh
Or, on the Cash Receipts Toolbar you can click ... = Receipts Report

Both will bring you to the same parameters screen (pictured below) where you can
choose your beginning date and ending date for your report. After you chosen your date
range click ‘OK’ and it will generate the report. You can then choose to print the report

=i

by clicking the print icon on top of the report window.

Enter Parameter ¥alues |

Parameter Figldz:

EndD ate

Enter Beginning D ate

Discrete Yalus 1/ 172008 =]

Ok I Cancel




Payroll Deductions:

To process payroll deductions for access payments you first need to prepare the files that
you are sent containing the deduction information.

Changing the format of the file from excel to .CSV:

1.

N

4.

Open the file in excel.

H Save

From the file menu within excel chose ‘Save As ...’ 5ave fs...

Change the file type to CSV

VNN Sy FComma delimited) O, cs

Then choose ‘Save’. (make sure to note where you saved file to)

Processing deduction payments:

1.

i/

Paym_ll
Open the Payroll Deduction interface by clicking —_Peduetions | from the Cash
Receipts Toolbar. This opens the following window:

M List of Deductions To ScanMet Interface

Thiz Farm iz Add Deduction Information To Scanket

Enter Journal Date | $25/2008 j

CSy ASCI Interface File Path | MILPath Browse

Import D ata Beginning On Line

Process Frint Payments Repart

Rel1.3- 01/24/2005

Choose a Journal Date. This will likely be the day the actual deduction was made
but does not have to be.
Choose the file that contains the deduction information.

a. Click the Browse button. _B’Dwsel
b. Browse to the location that you saved the CSV files to and choose a file to

process
Choose the line that the actual payroll data begins on. For example if the first 8
lines of the payroll file is information about the site or date information and the
first employee ID is on line 9 then you would choose 9. This goes in the box:

Import D ata Beginning On Line



©

Process

Click the button This will apply the deductions from the file that
you chose earlier.

Repeat steps 3-5 to apply all payroll deduct files.

When you are done you can choose to print a Payments Report.

Ftint Payments Report

You can also do this at a later time, if you would like, just be sure to change the
journal date to match the day you want the report from.




User Maintenance

User Maintenance is used to manage who has access to the Cash Receipts Program. To

¥

¥

Usger Maintenance

access User Maintenance click
open the following window:

on the Cash Receipts Toolbar. This will

m User Setup Form !E
S
User ID |Alex Password I******
Full Name IAlex ESpinOZa v Administrator
IR
O Login Name | Password |Fu|| Name
Add i} & Login X) Espinoza
_C Uszer Mame: I tal Ruelas
update _I: Pazaward: || Bult USQF
C h Sheffield
O ] 0K | Cancel | n Davis
Undo Froreorer — —toch Access
B Sheila nfong Sheila Jaselk
: A :
Delete Terri LB Terri Roberts
e
Close

e Enter you password to be able to edit users. (Not all users will have the ability
access User Maintenance.) This will clear the username window and give you
access to the program.

[N user setup Form M=l E3
o
User ID Alex Password I******
Full Name Alex Espingza [+ administratar
KIKI
O Login Name Password |Full Name
Add Alex "AE«A® 1Alex Espinoza
Crystal Shwyw | Crystal Ruelas
Update Dgfault AR ﬁ:ﬂ Dgfault Usgr
ina «Bwyw | Gina Sheffield
3 John By John Davis
Undo Protech A+ ¥~ |Protech Access
B =Sheila ol n§ Sheila Jaselk
Terri LB Tern Roberts
Delete
i
Close




To navigate existing users use the arrow buttons mnum After finding a user
that you are looking for you can change their password or delete

=

Delete

them.

[

Add Fill in their name and

To add a new user simply click Add.
password.

If you would like a userto have the ability to add or modify other users check the
box labeled ‘Administrator’. ¥ Administratar

If you want to undo a change you made before saving click

K7}
undo. Undo
When you are done making changes click the update button. This will save your
changes. Update
When you are done using the application click the close button to
5
Close

exit.




