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Escape Introduction

How to Login to Escape

1 Double Click on the Escape Icon

1 Click on the connection group

There are typically two selections: Escape35 Production, or

i Select Start

Escape35 Training

B T ———— — R —
A Escape Online 5 - System Selection n
Connection Groups
[] Escape35 Production Add...
[] Escape3s Training
Change...
Remaove
Set as Default
No Defautt
Start Apply Cancel Exit

1 The login should be located in the upper left hand corner

File Action

Please Lomn

Izer Mame

Activity

& Escape Online 5 - Escape Training

Help

Password

1 Enter in your User Name
1 Enter your password
1 Click Login or use the Enter Key
I —————————————
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What is the Activity Tree?

o0 The Activity Tree is located on the left hand side of the Escape Screen.
Finance Activities = Green
o HR/Payroll = Employee Activities are Blue

o Payroll Activities are Pink

o

0 System = Grey
A Escape Online 5 - TLEHMANN on Escape Training
File Action Activity Help

« (> ~ Home Page

Finance

Activity HR / Payroll
Tree A A —

Online Resources
SCOE Resources

Based upon the User Permissions assigned to each User the Activity Tree will
display different activity items.

1. What information can be found in Online Resources?
Online Resources provides user access to many Escape features, Webinars, Guides,
Templates and Tutorials. There is also Tools in each screen for web based documentation
and can search by topics or key words.

Online Resources Tools » B

Friday Features

Release Information
Report Release Information

Paortal Release Information Tools ~ .
\webinar Information
Escape Guides

Templates
Tutorizls
Mewsletters

wiew.escapetech.com
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What information can be found in the SCOE Resources?

SCOE Resources provides users with access to local resources such as SCOE IT News,
Calendars, DBUG, Workshops and Forms. Click on the activities to open for more
information, documentation and cheat sheets. You can link the SCOE IT/Business
Calendar to your own for Payroll and AP Deadlines.

SCOE Resources
SCOEIT News

Calendar

DBEUG

‘workshops

Forms

What are the User Roles for the Finance Module?

a. The Finance module has the following roles:

w Admin — This is the most basic user. They can submit requisitions, run
reports and a handful of other activities.

w AP —This is for accounts payable clerks. This is a custom role that is
defined for each user.

w DeptUser — Generally a user in the district office. They have more edit
capabilities than an Admin user.

w DeptMgr — Similar to a department member but with more permissions
for processes and setup.

w Fiscal — Power user. They have edit access to almost every finance
activity and report.

How to find out what your user role is in Escape

1 You can hover over the name of the module and your role will be displayed in a
rollover text box.

1 Roles can also be assigned for a specific activity for an individual user. If a role has
been assigned through user-based permissions, the role will be displayed if you
hover over the activity.

A SR NG

Addibonsl Pay

Lewve Transd

Ml ane
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Notifications Preferences and Proxy Setup

*Must be on Escape Home Page to setup

Go to Action T My Settings i Click on Notification Messages

A Escape Online 5 -

File Action Activity Help

& Logoff Crl+ShiftsL

¥ GoHome  Cirl=Shift=H E'[::*J' - Home Page
10 %, My Settings ir Change Password Ctrl+Shift+P
Graich Close Cirl+F4 g@ Change Proxy Approver  Cirl+5Shift+E

Motification Messages Ctrl+Shift+N

1 Verify your email is correct
o If no email, then contact your District User Manager or helpdesk@scoe.org

1 Choose desired Notification Messages for each item
1 Use drop down to select Message Center, Email or Both
91 Default is Message Center Only setup in Org Record

Change Motification Settings for: TLEHMANM hd

Email Address:

General Motfication Messages:

tlehmann@pethk12.0rg

Target ]

Report Motfication Messages: | |

L1 -

Code Description [
1 Message Center Only |
2 Email Onty |
3 Email and Message Center

Approval Notification Messages:

I Cther Motification Messages: | |

Emor Motification Messages: | |

Change Cancel
[ |
::rn;.:.:»\.eaw.-&:-.I:I "
T o | =1
Go to Action i My Settings T Click on Change Proxy Approver toteca | =
. . . [(Cam |~ cawd
If approver is out of office and Proxy Approver is needed:

1 Type the Escape User ID or use the drop down menu to select the Proxy Approver
1 Enter Expire Date: Usually date return to office
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Account Receivable Activities

Customer Setup

Customer records identify the companies and individuals from whom you receive money. Each
customer is assigned a code — alpha or numeric. This is permission based.

Finance

» Budget
*»Fiscal

»* Requisitions
AP

Customers

Invorces

Print Invoices
Recepts

Enter AR Recespls
Receipt Transactions

Deposit Approvals

1 Customer — This is the basic information about the customer: name, customer ID, contact
and account information.

1 Notes — This is additional information that you want kept with the record. All users can see
this information. It can also be displayed in reports.
Invoices — This lists the invoices for this customer. Each invoice can be viewed separately.
Receipts — This lists the receipts associated with this customer. Each receipt can be viewed
separately.
Attachments — This is any pertinent document that you want “attached” to the customer.
History — This contains historical records of all information that has changed and by whom.

All users can see this information. It can also be displayed in reports.
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Customer Setup

Go to Financei AR T Customers

9 Click New to create a new customer

% & - LU\l Finance - AR - Customers
Search
[+ ] = 0 w4 Favorites v

Name

Sort Name
Customer id
Customer Category
Active

Name
Enter a customer name (or range) for customers to
list

Red x indicates the minimum required fields

Enter a Customer Id or leave blank for system to create

Enter Sort Name _ _
Active: Yes & S - LY Finance - AR - Customers
Complete Address Seachitht | Fom

Complete Contact information B oee= i o = - @ cancel
Save/Close

=2 =2 =0_-2-9_-9_-2

Customer Notes Invoices Receipts Attachments History

B 1 - Information
Customer Id
Customer Name °
Customer Sort Name °
Customer Cateqory
Active °
B 2 - Address
Street
City
State
Zip
County
Country
2 3 - Contact
Name
Email
Phone #
Phone Ext
FAX #
Mobile Phone #
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Due to the amount of information that needs to be maintained for a customer, there are several

parts:

)l
1

Customer Tab — This is the basic information about the customer: name, customer ID,
contact and account information.

Notes Tab — This is additional information that you want kept with the record. All users can
see this information. It can also be displayed in reports.

Invoices Tab — This lists the invoices for this customer. Each invoice can be viewed
separately.

Receipts Tab — This lists the receipts associated with this customer. Each receipt can be
viewed separately.

Attachments Tab — This is any pertinent document that you want “attached” to the
customer.

History Tab — This contains historical records of all information that has changed and by
whom. All users can see this information. It can also be displayed in reports.

Customer Search

Go to Finance i AR T Customers

1 Search by any field or multiple fields to narrow the search
1 Enter name or partial name

1 Active: Yes for active Only

1 Click Go to generate a list

IR {ol Finance - AR - Customers
Search

ﬁ . ; -; New . Favontes v Create DefaUIt
Favorite

Search Critena - Customer m for Active
Name Customers Only
Sort Name
Customer Id W Favortes ~
Customer Category
Active

Name

Enter a customer name (or range) for customers to

hst

. ________________________________________________________________________________]
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Create Invoices

It's recommended to create invoice for revenue that you are expecting from companies or
individuals to help track expected revenue. Cash Receipts can also be used to directly apply
revenue to an account.

Go to Financei AR Invoices

1 Click new to create by any field or multiple fields to narrow the search

5 2~ LUEYA:I Finance - AR - Invoices

Search

2 6Go & Clear Favorites v
Search Crntena - Customer .
2 1 - Invoice Information

Department
Invoice Number
Location

Customer Id
Customer Name
Customer Cateqory

The red x indicates the minimum required fields

i Enter to Customer id or 25 & - LAY A:I Finance - AR - Invoices
type name or partial Sacchitia | Form
name to select from drop da~ B e e ® Q Cancel (7] Tasks v
down menu
9 The contact information
. Invoice Mtems Accounts Receipts Notes Attachments History
P e O e |
Customer record T ——
H Department & BUSINESS (Business Department]
{ Enter the Invoice Date ks ¢
Customer Name L]
1 Enter the Due Date Sy
1 Select Recurs option if . .
multiple invoices needed State .
Zip Code 8
for the same customer E 2 - Invoice Information
X Invoice Date °
1 Enter the Comment, this Due Date 9/19/2020
. . Location
IS a SearChable f|e|d Recurs Non-Recurmng
Number of Recurring Invoices 0
Related Invoice é
Responsibility
Category
Comment °
| Scheduled Print Date |
Bank Account COUNTY {County)
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The Tax Rate will default based on the Fiscal setup record and the Location setup in the
Organization record if multiple tax rates within your District.

New Invoice Record - FY 2021

B 4 - Invoice Amounts

Taxable & 000
Non Taxable & 000
Sub Total & 000
Tax Rate 8250
Sales Tax & 000
Adustment Amt

Go to the Items Tab to enter detail for the Invoice

M Click New to add items

5 2~ RO EYA-{s8 Finance - AR - Invoices

Search List
2
d- 8

Form

"

¥, Save/Close &J Cancel [7] Tasks

Invoice ftems

Accounts Receipts Notes Attachments History

-}

| Oy | Uunt | UnitPrice

Invoice 'tems Accounts Receipts Notes Attachments History

mfl Expont l] Delete ﬁ' Q Cancel All
ltem # | Description | ay |
Enter in Details for llems

Enter in the Item Description

Quantity

Unit Price

Taxable Yes or No

Click New to create additional items or Save to go Accounts Tab

= =4 -4 -4 -9

. ________________________________________________________________________________]
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Go to the Accounts Tab to enter account code detail for the Invoice

M Click New to enter account code

M Review if Notes or Attachments needed for more detail
i Save/Close to create the invoice

o0 The Invoice Items and Accounts must balance in order to print the invoice

5 20~ RNl Finance - AR - Invoices

Search List Form
a~- B = i ) ¥, Save/Close &J Cancel (] Tasks v

Iny

Invoice Htems:1 Accounts Receipts Noles Attachments History:1

INew B Export |§ Delete &3 Cancel All

- 01-0000-0-0000-0000-8699-000-0000

NOTE: Invoices do not create encumbrance journal entries until processed
through Year End Closing at end of the fiscal year.
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Print Invoice

Go to Finance i ART Print Invoices
1 Enter the Department Record
9 Status default is J {Open}
1 Click Go to generate list of invoice

o =0 v LAYz Finance - AR - Print Invoices

Search List Setup Default
B o Q clear 3 Favorites v Favorite

W Favorites v

Search Critena - Prnt Invosces

5 1 - Invoice Information

Fiscal Year 2021 {2020/2021}
Department e

Status J{Open)

On Hold

Invoice Number Start

Invoice Number End

M From the list Go to Tasks to select Print Invoices

& 50~ L ENA:{e8 Finance - AR - Print Invoices

Search List

$500 00 |AVS Foundation Donatio

. ________________________________________________________________________________]
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Example Invoice Form

Business Department
8511 Highway 128
Healdsburg, CA 95448
(707)433-1375 FAX (707)431-0102
Direct any questions to I in the Business Department at (707)433-1375
CUSTOMER INVOICE
Involce # AR21-00002
N . Invoic 10 08/20/2020
The Community Foundation - SLO Due Date 09/19/2020
COUNY Sustomer # 000035
550 Dana S‘ Contract/Reference #
San Luis Obispo, CA 93401
Donation to school
| Description Qty  Unit Unit Price Amount |
Donation to school 1.00 1 500.00 500.00
Taxable Total .00
Non-Taxable Total 500.00
Sales Tax (8.25%) 00
Less Payments Received .00
BALANCE DUE $500.00
Detach this portion or make a copy of the invoice and mail it with the payment.

[ District Account Number Account Amount ]
01-0000- 0- 0000- 0000- 8699- 000- 0000 2021 500.00
Please make checks payable to: ABC/Business Department
Mail to: Invoice # AR21-00002

ABC Amount Due $500.00
Business Department Customer # 000035
8511 Highway 128
Healdsburg, CA 95448

Customer Copy

. ________________________________________________________________________________]
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Search Invoices

Go to Finance i AR T Print

All fields are searchable
Enter field options to narrow search
Comment can contain partial words

Created By: Enter your user id to locate only invoice created by you or use drop
down to select other users

= =4 =4 =4

2o o ~ LUAEyA:lsl Finance - AR - Invoices

Search

L Go Q Clear | New v .y Favorites v

Create a Search

Favorite_for your

2 1 - Invoice Information Invoices
Department
Invoice Number
Location wt Favontes »
Customer Id
Customer Name
Customer Cateqory
Status
Status Comment
On Hold

2 2 - Dates
Invoice Date
Scheduled Print Date
Due Date
Completed Date

5 3 - Other
Fiscal Year 2021 {2020/2021}
Bank Account
Invoice Amount
Responsibility
Cateqgory
Contract Number
Comment
Created By SKING {King. Suzie}
Created Date

5 4 - Recurring Invoices

Recurs

Recurs Option

Related Invoice

5 - Accounts

6 - History Information

7 - Note

8 - Attachments

Created By
Select the user who created the receipt
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Create Search Favorites

Can have up to 20 Search Favorites in every activity

1 Select Search Criteria
1 Click on Favorites to select Manage

Search

[+~ @ "vNew i Favomtes v

Manage... I

9 Click Add to create

1 Enter Name of your favorite

1 Auto Go is default which means when you select your favorite, it will automatically
launch the search

1 Click Apply Change

1 Click Save
Favo_nles_ Details
[ — |
Name
My Invoices
3 [v] Auto Go [ ] Default Favorite
[[JLogin Auto Launch
1
Values
X Ramaoy -
«1 Undo » Rado Cancel Change Apply Change
Cancel Save
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Enter Revenue

Revenue can be applied to an invoice in Enter Receipts. If
there is no invoice, then revenue can be applied to an
account in Enter Receipts. Receipt Transaction activity can
used for quick data entry of receipts.

Go to Finance i AR T Enter AR Receipts

% o ~ Ly Ey:\={e Finance - AR - Enter AR Receipts

Receipts

3y Go Q Clear {j‘ Favaortes =

Receipt Informahon

E Beginning Invoice Sequence

Fizcal Year 2021 {2020/2021}
Date F2020
Bank Account COUNTY {County}

Beqinning Sequence

I

Guick Start here

~| 2]

» Budget
» Fizcal
» Reguisitions

» AP

Customers

Invoices

Print Invoices
Receipts

Enter 4R Receipts
Receipt Transactions

Deposit Approvals

Go to Finance i AR T Receipt Transactions

Search

3 Go EJ Clear [ New gl Favorites =

Search Cnitena - Receipt Transachons Search

=R 021 {2020/2021} »

Batch Id
Status
Created By
Created Date
Comment

29 -~ laEy.iel Finance - AR - Receipt Transactions

Receipt Transactions
are batch format and
can be manually
entered or an import
file can be used.
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Enter AR Receipts

Go to Finance i AR T Enter AR Receipts

9 The Fiscal Year and Date will default to current

Go to Receipt #1 to enter the invoice or direct revenue

Enter the Invoice number
o0 Customer and Received From will lock
o Amount Received will default to invoice amount or update to actual amount
o Comment will populate from Invoice Comment or can edit

= =

1 If revenue not applied to invoice, Enter Customer, Invoice will be locked
o Enter Required fields at minimum

Go to Receipt #2 and continue to enter receipts

When all receipts entered click Go to create list to submit for Deposit

= =4

3 2~ RIEyA-1e8 Finance - AR - Enter AR Receipts

Receipts
B8 oo © Clear g Favorites v

E Beginning Invoice Si
Fiscal Year 2021 {2020/2021}
Date 8/25/2020
Bank Account COUNTY {County}
Beginning Sequence

Default Account Number
Place Receipts On Hold? No
List Receipts On Hold? Yes
Unposted Receipts? Yes
Balanced Receipts?
Created By

5 Receipt # 1
Invoice Number S AR21-00002 {Cust SCOE -Sonoma County Office
Customer Id &
Received From Bl
Amount Received 2,000.00
Account a
Receipt Type C {Check)
Reference # 1234
Comment Grant

E Receipt # 2
Invoice Number S AR21-00001 {Cust 000024-COMMUNITY CHILD CA|
Customer Id a
Received From &
Amount Received 528.00
Account a
Receipt Type C {Check]}
Reference # 5555
Comment Aftercare for Tinsley family

E Receipt # 3
Invoice Number 8
Customer Id SCOE (Sonoma County Office of Education)
Received From [}
Amount Received °
Account °
Receipt Type C {Check}
Reference #
Comment °
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Review receipts on list go to Tasks to select Submit for Deposit

& 2~ LLAENA-{98 Finance - AR - Enter AR Receipts

Receipts List
£ Open gExpon 4a _ i Gd
Submit For Deposit Balanced Receipt | Customer Name Comment Invoice # g Type CustomerRef #  Stotus = Hold
h
Recefpts epoet th i 00 No COMMUNITY CH Aftercare for Tinsley famil AR21-00001  C {Check } 5555 Open No
Receipts Report without Accts 00 Yes Sonoma County  Reimburse Field Tnp C {Check } 12345 Open No

On Hold Report with Accts
On Hold Report without Accts

1 Verify number of Receipts on the list
71 Click Yes to Submit

There are 2 receipts on the list which are in Open status, are not on
hold. and are correctly allocated.

Submit these receipts?

Yes: Submit the receipts
No: Continue working

@ -

7 Status changed to Submitted waiting for approval

3 S0 - LUEW\-{e8 Finance - AR - Enter AR Receipts

Receipts List
2 0pen B Expont g v [ Tasks v 7 Giid

| Recewed |ReceiptAmt| Balonced Recespt | CustomerName | Comment | Imwoce# | ReceptType | CustomerRef #
§/25/2020 $2.000.00 Yes Sonoma County  Grant AR21-00002 1234
8/25/2020 $528 00 Yes COMMUNITY CH Aftercare for Tinsley famil AR21-00001

2R2 10000007 |Sonoma County )l-’,v}u*-l:,n—,-ei wid Ty

. ________________________________________________________________________________]
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Receipt Transactions

Go to Finance i AR T Receipt Transactions

1 Click the New to open the form
9 Fiscal Year will default to current

& S~ RUUEN-{o8 Finance - AR - Receipt Transactions

Search

2 Go & Clear Favorites v

Search Critena - Receipt Transachons Search n

Fiscal Year 2021 {2020/2021}
Batch Id

Status

Created By

Created Date

Comment

Fiscal Year
Enter (or look up) & fiscal year.

1 Enter a comment for the batch, if desired
91 File Name is used for importing
i Save/Close to create Batch
1 Re-open to enter items
& S~ LIUEN-{e8 Finance - AR - Receipt Transactions
Search List Form
a~ B " 1 B = £ saveCiose &J Cancel (7] Tasks v
Batch ftems
2 1 - Batch Setup
Fiscal Year 2021 {2020/2021)
File Name
File Layout @

. ________________________________________________________________________________]
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1 Go to the Items Tab to enter receipts information and required fields

2% « BAEE= Finance - AR - Receipt Transactions

Semr e Fom

a- 1 & A s

Receipt Transactions Batch # | Status.
Baith  Sewa
[ovew o Cony BEgen B W et & Cownman
L o (FeRTye bweenr Comweel | Feensifen ARl TIRESRO Y OOM SINCORIT S0IMONT et Aot | Dwieties | Oweemd Covmt | Te——

€ [Chmck) & SHCOE [ & Somees Connty Ofn 500 00 019000 8 0008 0000 559 (00 QN0 COAMTY [T INZN000 [T1) Mo Gt Nevmmen 3
€ [Chnch) SASDT-GOND [I' 4 SCOE  » Sonoms Couty Ocn 7,000 004 SCOUNTY I IN2W2000 [T1) N UTBA WSE5
€ [Chmck) & RO0UOM | AAVS Afeefichad Progr 535 00 01-3000-3-0005-0000- 5679 OXLETR COUNTY [Con 2572000 (11 W At ol Pasgun 9

1 Review that there are no Errors/Warnings
1 Save/Close to enter more items later

1 Or go to Tasks to select Post Receipt Batch Data

m IR -le Finance - AR - Receipt Transactions

Search List Form
Qv |} Delete i “sClose W cnco [7) Tasks ¥

Post Receipt Batch Data

9 Click Yes to post receipt file

o Do you want to post the recsipt file now?

Yes: Post Now
No: Cancel

No

1 Batch is Completed Status
1 Items will need to be submitted for Deposit in Receipts Activity

5 S~ RIUEY-I Finance - AR - Receipt Transactions

Search List

2 Open _|New .JCopy BExpon ¢ v 7lGnd
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Go to Finance i AR T Receipts

1 Search by Batch Id number
1 Or Open Status to get all awaiting Deposits to create one Batch to SCOE
1 Click Go to get list of items to submit for Deposit

& o - LLAEY\:-I"8 Finance - AR - Receipts

Search
22 Go & Clear 4 Favorites v

Search Critena - Recaipts

1 - Receipt Information
2 2 - Deposit Information
Deposit Number Start
Deposit Number End
Deposit Date Start
Deposit Date End
Bank Account

Exclude Bank Account Receipt Number End
Batch Id 5455816 Receipt Date Start
In Progress Date Receipt Date End

In Progress By Customer Name

1 Review the list of Open Items

5 2 - RUUAEFA-{8 Finance - AR - Receipts

Search List
L2 Go Q Clear 'Ly Favorites v

Search Cnitensa - Recepts E

2 1 - Receipt Information ~
Receipt Number Start

Customer Id

Customer Category

Receipt Amount Minimum
Receipt Amount Maxmurr
Receipt Type

Customer Reference #

Stetus Open
On Hold

Status Comment

Balanced Receipts

1 Go to Tasks to select Submit for Deposit Approval

Search List

.7 Open _] Copy @Expon ﬁ
| Assign Deposit Num
Submit For Deposit

& 2~ LIAErA-{8 Finance - AR - Receipts

8/25/2020  $2.000.00 Yes

1 Verify the number of items
9 Click Yes to Submit

ESCAPE AP USER GUIDE

1Sonoma County Office

AVS AfterSchool Progra C {Check )}
8/25/2020 $2.000.00 Yes Sonoma County Office AR21-00003 C {Check)
8/25/2020 $500.00 Yes Sonoma County Office C {Check )
8/25/2020  $528.00 Yes AVS AflarRrhonl Denars O ok 1

C [Check )

Submit these recaipts]

There are 5 receipts on the ist which are in Open status: sce not an
holg, #nd are cocrectly alocated,

Yex Submit the recepts
MNex Continue workng

a—
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Approve Deposit

Go to Finance i AR T Deposit Approvals
1 Click Go to get list of submitted items

o 2~ LUEN:-{e8 Finance - AR - Deposit Approvals

Search

.1 Go Q Clear Ly Favortes v

Search Critena - Deposit -

Bank Account COUNTY {County}
Batch Number

Recept Number

Receipt Reference Numb

Deposit Number

Defauit Action Approve

Default Action
Select a default action for Deposit Approvals listed

1 Review the list
1 Go to Tasks to select Post Approvals

& 2~ KLY A-{e8 Finance - AR - Deposit Approvals

Search Li
=R Aot _\i @ Tasks ¥
i Post Approvals / ‘Comment | Action Result Dote Amt Status Comment | Betchid | Receipt Reference # Deposit #
Cu Sy 21U Geant |Approve 8/25/20) 2.000.00 3|- 1234 |
COUNTY =R t00007 & Remburse Field pprcwe L] a 25:' 500.00 & ot 30123"5 o)
8 COUNTY Q8 CR21-0000006 & Aftercare for Tinsl Approve é & B/25/20204 528008 a 344 85555 é

1 Verify the number of items

71 Click Yes to Approve . e e

1 Status changes to Audit eter Schon 04 . Doue

awaiting SCOE process P————
. Yes: P he approvals
! Submit AR06 and Tape No Cogiawerms
Yes No
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Report to Submit to SCOE - AR0O6 Receipt Detail

The ARO06 Receipt Detail is used to verify items and send deposit to the county with the CBO
signature or authorized signature, along with an adding machine tape to verify the checks balance
to report.

Districts have a “Clearing Bank Account” where all checks received are deposited and then one
check is submitted to SCOE for the total amount.

Go to Finance i Reports i ARO6

1 Enter in the Batch Id(s), separate multiples batches by comma
1 Or use other search criteria to get report needed
1 Click Go to generate the report

o S~ RUEFA-1 Finance - Reports - AR

List RequesyReport
2 Go 'd]GolExpon v Q Clear [;Pfev ‘ ! b ‘we Favorites =

Request Report

E 1 - Report
Report Number & ARDG
Description 8 Receipt Detail (use 1o send deposit to county)
Report Sample RO6

1 ’;9"3’;::‘8;:? D ~ All Reports have a

- ons

Bank Acct Id(s) Report Sample
Starting Receipt Date
Ending Receipt Date Click on the web
Starting In Progress Date
Ending In Progress Date button next to
Starting Deposit Date report id
Ending Deposit Date
Receipt Id(s)
Batch Id(s) 344 345
Depaosit Number(s)
User Created No -do NOT filter by user
Location(s)
Receipt Stotus
Receaipt Type(s)
On Hold? YES - Include receipts on hald
No Invoice Yes - Include receipts having no invoice
Invoice Department
Fiscal Year 2021 {2020/2021}
Rcpt Trans Batch Id
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Example ARO6 Report to submit to SCOE Business Services

1 Report must be signed by CBO or authorized signature
1 Send with adding machine tape to very total checks balance with report

ARO6a Receipt Detail
Recolpt Batch Recelpt Receipt C Receipt
Recelpt id Status Customer d Type Date Reference #  Invoice # Loc Deposit id Comment Amount ]
CRZ1-0000000 Auait (000024) COMMUNITY CHMRLO CAN 344 Chock 002920 5548 AR21-00001 Alercare ‘or Tinslay tamvly 52800
01- 9903 0- 0000- DOOO- §6HD- 000- AFTR S28 00
CR21-0000000 Audn (SCOE) Sonoma County Ofoe M5 Check 082620 12345 Grart Ravenue 500 00
55516
01- 0000 0- 0000- DOOD- 3699- 000+ D000 7.'»30 00
CR21-0000000  Auan (000014} AVS AlerSchool Progmn M5 Check GaRs520 7av Aller School Progmm 52600
5455818
01-0000- 0- 0000- DOO0- 8809- 000- BEFR 528 00
CR21-0000010  Auart {SCOL) Sonoma County O%ioe M5 Chock 082920 95455 AR21-0000)3 BYSA 200000
5455816
01. 0000- 0- 0000- DOOO- 5699 000- VOOD 200000
CRZ1-0000011  Audit {SO0E) Senoma County Ofice M5 Check CARS20 123456 Grart Revenus 500 00
5455817
0 1- 0000- 0- 0000~ DOOO- 8649- 000- OO0 %00 00
CRZ1.0000012  Auait (D00014) AVE AferSchoot Progran M5 Check 042620 THSW Aher Schoal Program S28 00
) 5455817
01. 0000- 0- 0000 DOOO- 368%- 000- BEFR 528 00 -
Totalfor ABC 458400
Fund-Object Recap
01-8689 Al Othwr Fons & Contracts 52800
018893 NI Other Local Revenues 4.05% 00
Fund 01 - General Fund  4.584,00
Total for ABC 452400
ea——
Org Recap
ABC . .
SRR g Minnie Mouse, CBO
Repont Total 4.584.00
—— -
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