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Cash Control: Introduction

The Cash Control section allows you to enter the beginning balances for the fiscal year. In
addition, you can reconcile your CTAS system to your bank statement in the Cash Control

section.

Accessing the Cash Control Section

To access the Cash Control section from within the Accounting Module of CTAS, click on
the Cash icon. The Cash Control screen, as shown below, will appear.

. CTAS (Accounting Moculg)
File Accounting Pavroll  |nvestments Indehtedness  Accrual Help

Cash Control

Fund Mumlber Fund Mame Cash Processing
General Fund . 3

210 Foad and Bridge $4.7958.32 10100

220 Fire $0.00 10100 Deposits in Transit
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501 Watar $0.00 10100 i

N

1) Edit | 2) Reports |

’
7 N
7 N
N
<
A

7
‘("Accounting g = Payroll  Investments " Indehtednass  Accrual . o6
N 1

/

’
N

1 N 1]

’ N "

N [

’

The Edit button allows you to enter the beginning balances. The Cas\h\Proces'sing buttons
are used when reconciling the bank statement. In addition, by clicking on the Reports button
you can print a Cash Balance Report, Cash Control Statement, or a List of Outstanding
Checks and Deposits. Instructions for using these buttons are found in this chapter.
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Cash Control: Entering the Beginning Balances

To begin entering beginning balances, highlight the fund and click the I;dit button.

2

. CTAS (Accounting Module)
File Accounting Paproll Investments  Indebtedness Agcrual  Melp

s

Cash Control

Fund Number

400
an

Fund Name

General Fund

Capital Projects
Street Improverment

200 Special Revenue lmoo
210 Road and Bridge $4.798.3% 10100 Deposits in Transit
220 Fire 456265 10100
300 Debt Service /’%D oo 10100
a1 Special Assessment Band 2338545 10100 Outstanding Checks

4 $0.00 10100
7 $20.227.26 10100

Cash Processing

K
1) Edit

2) Reports

 Indebted

| O fmsnmig @ ol @ - ® Gz J

After clicking the Edit button, the Update Beginning Balance screen will appear:

Fund Murnber:

Fund Marme:

Fund Creation Date:

100

General Fund

4/9/1993 10:57:52 AM

Account Mumber: 10100
Current Balance: $4.728.30
Beginning Balance
Fiscal Year
Fund Amaunt: I $15.387.49 2010 =
Sawve | LCancel |

When the Update Beginning Balance screen appears, complete the following

steps:

e Enter the beginning balance for each fund in the Fund Amount box.

e Click the Save button.
Note: In CTAS, changes made to transactions in prior years will not
affect the beginning balances. You will need to edit the beginning
balances if the changes to prior year transactions would increase or
decrease the beginning balances for the current fiscal year.
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Cash Control: Reconciling the Bank Statement

To reconcile the bank statement, click the “Deposﬂs in Transit” button on the Cash Control

screen.

&.CTAS (Accounting Module)

s Indebtedness  Accrual L
o 9
=R RGBS O LE N
3 =
N
Feceipts Claims Dish. Budget Cash Beports AcctNa. Wendorsh Admin Exit
Cash Control
S
Fundl Number Fundl Name ~| Cash Processing
General Fund $16, 32 EEE—
210 Fioad and Bridge $4,798. 32 10100 %
2z0 Fire $0.00 10100 eposits in Transit
3m Special Assessment Bond $29,385.48 10100
401 Street Improvement $20.227.26 10100
410 City Center Building 1,452,368 10100 Outstanding Checks
601 Water $0.00 10100
1) Edit 2) Reports

‘ & Accouning ¢ Payroll € Investments © Indebledness © Accrual J

After clicking the “Deposits in Transit” button, the following screen will appear:

On the Deposits In Transit screen: y

Cleared Deposit Date Range

SwnDae [oqmon H  Endpas [ossozomn e Gt Clenred Deposits |

Dwposits In Tranwl Claard Doposuibs II

Depesi iD Amont |Deposiic / Amaunt
r'b"E.n: 20 ]SI $10.000.00 (D2/05/2010) - / $£400.00
$1.45618 /

$197.27 /

350000 /

4567761
$5.000 00 Seecs !/
Al

o5
< Bemove ’
Al

/ Seve | Cancal I

Select and move all of the deposits t,hat have cleared the bank from the Deposits
in Transit box to the Cleared Deposits box. The “ Select >” button will move the
individually-highlighted deposit(g): the ”All >>" button will move all deposits.
You can also move an individual'deposit by double-clicking on the deposit. The
"<Remove " and "<<All " buttons allow you to move deposits out of the Cleared
Deposits box. Click the Save,button when all of the deposits that have cleared
the bank have been moved tg'the Cleared Deposits box.

Note: The “Get Cleared Deposits” button is a search feature that allows you to
select a range of dates, then display all deposits in that range that have been
cleared within the date range selected.
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Cash Control: Reconciling the Bank Statement (continued)

After you are finished with the deposits in transit, click on the “Outstandmg Checks” button
on the Cash Control screen. /

Fie fecountng Bapol |mosssments  |pdebiedrms: fgenadl ey !
Cash Control
Funsd Mumiser Fursd Narne Beg Balance (2009) Account Mumber Cash Pmb“h“ |
100 Genarnl Fund $15.589.32 10100 —e
210 Fioad and Bridge $4796 32 10100 4
220 Fire $0.00 10100 Daposiu,'m'rmnsn
m Special Assessment Dond $29.305.46 10100
401 Stroot Inpravemant $20.227 26 10100
a0 City Centes Bluilding $1,452.36 10100 Outstending Chacks
(] Woter $0.00 10100
1) Edn 2 Repons I
& Aceourting T Payroll  C Irvestments  Indebledness T Acciual

The following screen will appear:

Outstanding Checks

Cleared Check Date Range
( StartDate:  |n4/172010 : End Date:  [04/3072010 : Get Cleared Checks ‘
Outstanding Checks Cleared Checks ’,
Check # [Vendar | Amount] Check # [Vendar 7 | Amount]
1002 K&K Construction $100.00 B042 The OfﬂI{E Shop $125.00
003 day Balk 50,00 ,
’
7
’
Select > /
7’
/
[eo= ] ‘
’
/
’
/7
_I ’
7’
/
’
’
4
/|
’
’
’
/
/ Save Cancel
/
/
/
/
On the Outstanding Checks screen: ’
I

e Select and move all of the checks that have cleared the bank from the Outstanding
Checks box to the Cleared ChECkS box. The “Select>" button will move the
individually-highlighted checlg(s) the ”All >>” button will move all checks. You
can also move an individual ckfeck by double-clicking on the check. The "<Remove
"and "<<All " buttons allow you to move checks out of the Cleared Checks box.
Click the Save button when all of the checks that have cleared the bank have been
moved to the Cleared Chxécks box.

e Note: The “Get Cleared Checks” button is a search feature that allows you to select
a range of dates, then display all deposits in that range that have been cleared within
the date range selected.
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Cash Control: Reconciling the Bank Statement (continued)

Printing a Cash Control Statement

The Cash Control Statement is used to reconcile your CTAS account records with the bank
statement. When the bank statement is reconciled, the amount in the “Total Per Bank
Statement” column will match the ending balance on your bank statement.

After the deposits and checks have been marked as cleared, print a Cash Control Statement
to compare your balance with the balance on your bank statement. To print a Cash Control
Statement, click on the Reports button at the bottom of the Cash Control screen.

. CTAS (Accounting Module)

Vendars

Cash Control

Fund Number ccount Number

0100

Cash Processing

Road and Bridge
220 Fire

$0.00 10100

Deposits in Transit

301
40
410
601

\
Special Azsessment Bond \
Street Improvement
City Center Building
‘Water \

$29.385.46 10100
$20227 26 10100
$1.452.36 10100

$0.00 10100

1) Edit

<

2) Reports

Outstanding Checks

‘ & Accounting © Payroll  C Investments

 Indebtedness

© Acenyal J

A Reports screen will appear, listing the three Cash Control reports:
Reports

| Report C ie
< 1) Receipts

© 2) Claims
© 3) Dishursemen ts
© 4) Budget

# §) Cash Control

© E) Financial Repors
£ 7) Chan of Accounts
© 8 Vendor

AN
' ~

To run the Cash Control Statement, highligﬁlt the report and click the Run button. The following
pages illustrate how to print the report.
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Cash Control: Reconciling the Bank Statement (continued)

Printing a Cash Control Statement (continued)

Once you have highlighted Cash Control Statement and clicked the Run button on the
Reports screen (see previous page), the Cash Control Statement screen will appear:

Cash Control Statement

Date Range
Start Date: |m1 7/2010 I
End Diate: |05;1 72010 |:|
Erint Prewview | Close

On the Cash Control Statement screen:

e Enter the beginning date of the bank statement in the Start Date field.

e Enter the ending date of the bank statement in the End Date field.

e Click the Print Preview button. The print preview (System Reports screen)
appears, as shown below.

e After reviewing the report, click on the Printer icon to begin the printing of
the report. By clicking the red ‘ij{ﬁl]tton, you can close the print preview
(System Reports screen). . - -

Town of Grand Slam Cash Control Statement osf7rme

Foa the Pesiod MATE010 to 05472010
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Cash Control: Reconciling the Bank Statement (continued)

Printing a Cash Control Statement (continued)

e After clicking on the Printer icon, the Printer Details screen appears:

Printer Details... |

Print T

FPage Range:
(® Entire Document [3 pages)

p From Page: I ToPage: I
1
y
/' Mumber of Copies: |1 Print |
1

1 !

1 1

/ [ LCancel
1 1
/

1

'
/ [

By clicking the From Page radio putton, you can choose to print only certain pages
of the report. The Number of Cdpies box allows you to enter the number of copies
you would like printed. After selecting the printer details, click on the Print button to
begin printing the report. A sample of the report is shown below.

To close the printing of the report:
e Click the Red “X” icon on the System Reports screen.
e Click the Close button on the Cash Control Statement screen.
e Click the Exit button on the Reports screen.

Sample Cash Control Statement

Town of Grand Slam Cash Control Statement 05/17/2010
For the Period 041772010 to 051712010
Less. Plus Total
Beginning Total Total Ending Deposits Outstanding Per Bank
HName of Fund Balance Receipts Disbursed Balance In Transit Checks Statement
General Fund 516,205.80 S0.00 50.00 51620580
Road and Bridge $16,487 50 $0.00 $0.00 $16,487 50
Fire $0.00 $0.00 50,00 $000
Special Assessment Bond 540,506 53 S0.00 50 540506 53
Street Improvement $16616.30 $0.00 $0.00 $16616.30
City Center Building $1,452.36 $0.00 $0.00 51,452 3¢
Water $0.00 $0.00 $0.00 $000
Total §91.268.58 $0.00 $0.00 §91.268.58 $62,831.08 $150.00 $28,587.50

Page 1
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Cash Control: Reconciling the Bank Statement (continued)

Printing an Outstanding Checks and Deposits Report

In addition to the Cash Control Statement, a report listing the outstanding deposits and
checks can be printed. To print the Outstanding Checks and Deposits report, click on the
Reports button at the bottom of the Cash Control screen.

N . CTAS (Accounting Module) -[3lx]
N R File Accounting Paproll Investments  Indebtedness  Accrual Help
N T e ] ’ LS
N = R O LER
» N
A N Receipts Claims Disb Budget Cash Beports AcctNo YWendors Adrain Exit
Cash Control

Fund MNumper Fund Name Beg. Balance (2009) Account Number Cash Processing
General Fund $15,589.32 10100
210 Y. Roadand Bridge $4.788.32 10100
220 N \ Fire $0.00 10100 Deposits in Transit
am Bgecial Assessment Bond $23.385.46 10100
4m Stre@klmpruvemenl $20.227.26 10100 [ .
410 City Ceter Building $1.452.36 10100 Outstanding Checks
601 Wiater AN $0.00 10700
~

4
1) Edit 2) Reports |

| @ fesmntng @ Pagel @ lesdnems @ e ® Az J

A Reports screen will appear, listing the three Cash Control reports:
reporis

| Report Categories
1) Receipts @ B) Cash Control

 2) Claims " B) Financial Repors
" 3) Disbursements 7 Chartof Accounts
 4) Budget 8 Vendor

Feport Mame

Cash Balance Statement
Cash Control Statement

Outstanding Checks and Deposits

The following pages illustrate how to print the Outstanding Checks and Deposits report.
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Cash Control: Reconciling the Bank Statement (continued)

Printing an Outstanding Checks and Deposits report (continued)

Once you have highlighted Outstanding Checks and Deposits and clicked the Run
button on the Reports screen (see previous page), the print preview (System Reports
screen) appears, as shown below. After reviewing the preview, click on the Printer
icon to begin the printing of the report. By clicking the 1edt.“X” you can close the

ing Checks and Deposits in Transit Report 058010

After clicking on the Printer icon, the Printer Details screen appears:

Printer Details...

Print Tao:

Page Range:
® Entire Document [3 pages)

p Fram Page: I To Page: I

1

'

'Numl:uer of Copies: |1 Frirt

’

7/
LCancel

’
’

1

1

1

1

] ’
i ’
1

By clicking the From Pagg,r'adio button, you can choose to print only certain pages of the
report. The Number of Cdpies box allows you to enter the number of copies you would like
printed. After selecting the printer details, click on the Print button to begin printing the

report. The following page has a sample of the report.

To close the printing of the report:
Click the Red “X” icon on the System Reports screen.

[ ]
Click the Exit button on the Reports screen.

°
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Cash Control: Reconciling the Bank Statement (continued)

Sample Outstanding Checks and Deposits Report

Town of Grand Slam Outstanding Checks and Deposits in Transit Report 03/30/2005

Date of Heport: 03802005

Dutstanding Checks

Date of Check Check Num bes To Whom Paid Check Amount
05.23/2004 5038 Daniel Zitzke $11.22
052372004 £035 FPayrall Period Ending 05/23/2001 $233.87

Total $24509

Deposzitz in Transit

Date of Deposit Deposit Numbes Deposit Rem itter Deposzit Amount
05,31/2004 1046 Stolen Base Bank $197.27

Total $19727

Office of the State Auditor June 2012
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Cash Control: Reconciling the Bank Statement (continued)

Changing the Amount for a Cleared Receipt

There may be times when you need to change the total amount of a deposit to reconcile with
the bank statement. The following pages will describe how to unclear a receipt and change
the total amount.

There are two options for changing the receipt to indicate it has not cleared the bank. The

Fund Nurnbior [Fund Mama Bg Balance (200%) Account Number
100 General Fund 1556932 10100
210

Fioad and Bridge $4798.32 10100
$0.00 10100
$29.365 46 10100
$20.227 26 10000
$1.452.36 10100
$0,00 1000

220
an
40
a0
L

1) Edin £) Repans |

™ Arccouniing © Payroll  Imsestments T Indebledness " Accrual

After clicking the “Deposits in Transit” button, the Deposits In Transit screen will appear:

Clwared Doposit Dme Rangs

StodData: 04112010 [ Endbaie [4a0200 [l Gt Clansud Dupoas

Duposits In Transit Clunrd Deponits
Amaunt DepositiD Ameunt
10,00 (REASRONG)

240000

{0 bl

On the Deposits In Transit screen:

e Select and move the deposit(s) to be changed from the Cleared Deposits box (on
the right) to the Deposits in Transit box (on the left). The “<Remove” button
will move the individually-highlighted deposit(s): the ”<<All” button will move
all deposits. You can move an individual deposit by double-clicking on the
deposit.

e Click the Save button to accept the changes.

e Follow the instructions for changing a receipt, as shown on the next page.
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Cash Control: Reconciling the Bank Statement (continued)

Changing the Amount for a Cleared Receipt (continued)

The second option for changing the receipt is to use the Receipts module. To go to that
module, click on the Receipts icon at the top of the screen.

by

« ) Datn ) Fund & Account
Bearch by Date

T §)Payor  9) Deposit DosepD
 DReceiptNo. 1) Amount $) Mgz [ 7o [ozmszon [
Dane Fuecwipt Mo, Remitir Desoripton At Void Cheared | Depost DateD
02050101052 Washingtan Co
OO0 1053 wasmngton Couny  Fropany Taxes $200.00 Mo No (02/052010)

1) Acd ‘\ |  Edi g J 3 Void (¥eséa) | 4) Delate ] £ Fepars |

=~

\
=
& Accousing  © P«)(mu  Inosinents ™ Indebtadness = ~ _Accrual
A

To change a receipt, higﬁlight the receipt and click\fﬁé Edit button. The Updating Receipt
screen will appear:

Feceipt Number: 1048
Receipt Date 11/24/2009 : Add Notes
B |8 Y
Deposit Date/|D: (11/252003) Cleared Total I $45.677.63
Distributed.
WWashington County -|  Mew
Received From: I J/‘? DhiEiEnes: ($45.677.63)
it e
Description: IPerenyTaxes and Special Assessments // L= $0.00
’
| Account Distribution ,
Fund Mumber | Accuuml\lumbp,r |ngram Code | Amount
100: General Fund [31000 Gensfal Property Taxes =l =] $1085060 =
210: Road and Bridge 31000 G/EﬂE!’B.' Property Taxes $17.438.47
301: Special Assessment Bond 31000: General Property Taxes $310018
401: Streetlmprovement 31008; General Property Taxes $7.362.91
’
301: Special Assessment Bond 36100 SPECIAL ASSESSMENTS $6,925.47
’
/ $0.00
/’ $0.00
’
’ $0.00
4
’ $0.00
’
p $0.00 <
’
Note: To delete an EBCPIIHH distribution detail item. enter "0.00" for the amount.
’ - ‘
l/ Sawve and Add Save and Exit | Cancel |
’

On the Updating Receipt sc;réen:
e Click the Cleared box to remove the “x”.
e Click the “Save and Exit” button. You will return to the Receipts screen.
e Click the Edit button again; the Updating Receipt screen will appear again.
e Make your changes to the receipt. This can include checking the Cleared box to
show the receipt has cleared the bank.
e Click the “Save and Exit” button.
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Cash Control: Reconciling the Bank Statement (continued)

Changing the Amount for a Cleared Check

There may be times when you need to change the total amount of a check to reconcile with
the bank statement. The following pages will describe how to unclear a disbursement

(check) and change the total amount.

There are two options for changing a check to indicate it has not cleared the bank. The first
option is in the Cash Control section. Begin by clicking “Outstanding Checks” button.

. CTAS [Acconmting
File Accoring Papod

5

Deposits nTran:;’

2
$1.452.36 10100 Cutstanding Chiacks.
.00 10700

1 Edi 2 Faports I

 pocouning T Payall O Invesimants  Indebtedness T Acoued

After clicking the “Outstanding Checks” button, the following screen will appear:

Clonred Chack Dato Rangn
SwaDate  [14z1/2m0

On the Outstanding Checks screen:

e Select and move the check(s) to be changed from the Cleared Checks box (on the
right) to the Outstanding Checks box (on the left). The “<Remove” button will
move the individually- highlighted check(s): the "<<All” button will move all
checks. You can also move an individual check by double-clicking on the check.

e Click the Save button to accept the changes.

e Follow the instructions for changing a disbursement (check), as shown on the

next page.
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Cash Control: Reconciling the Bank Statement (continued)

Changing the Amount for a Cleared Check (continued)

The second option for changing is to use the Disbursements module. To go to that module,

click on the Dish. icon at the top of the screen.

&. CTAS (Accounting Module)

Budget
Disbursements

To change a check, high‘light the check and click tﬁé\Edit button.

[ Search By:

& 5 Date © B) Fund & Account
 B)Vendor  9) Amaunt ($) Search by Date &l
 7) Check Number IDZ/‘UVEEHD H Ta |u4;1s/2mu H
Date |D|sb Mo “Wendor ‘Das:npnnn | Amﬂunt‘CIEared ‘de |C\a\m Mo
02/05/2010 6040 &K Canstruction Purchase of Grawel $200.00 Yes [RL]

10 1AD10 cD $50.00 e Mo

604 -Ci & & res Mo
02/16/2010 1AD Cd Depositinto Cd $100.00 Nao Yes
03/30/2010 1002, K&K Canstruction Grawvel $100.00 Nao Mo 1048
03/30/2010 1003 Jay Balk Mileage $50.00 Mo Mo 1048
04716/2010 6042 N The Office Shop Election and Office Suppli $125.00 Mo Mo
\
\
\
\
\
\
| \ |
\
\
1) Add | ‘\ 2) Edit ‘\_l 3) Void (vas/No) 4) Delete | 51 Reports |
A} = ==
\ S~~l
A ~
‘ = Accounting © Payroll F‘{nveslmems  Indebtedness r?\ﬁmﬁL\ J
\ -

The Updating

Disbursement screen will appear:

Ak Hotes
Clbnsws Summary
o P Totad Claimac 440000
/ Edit Dustibanad (000 B0)

’
| ,

/
Mote: To delete an account distribytion detail item, exter “0.00% for the amount.
- 3 i

’ Sove and Add Save and Egt

/7

On the Updating Disbursement screen:

Click the Cleared box to remove the “x”

Click the “Save and Exit” button. You will return to the Disbursements screen.
Click the Edit button again; the Updating Disbursement screen will appear again.
Make your changes to the check. This can include checking the Cleared box to

[
[ ]
[
[ ]
show the receipt has cleared the bank.
e Click the “Save and Exit” button.

Office of the State Auditor
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Cash Control: Printing a Cash Balance Statement

A Cash Balance Statement will print the cash balances for each fund as of the current date.
To print a Cash Balance Statement, click on the Reports button at the bottom of the Cash

Control screen.

&, CTAS {(Accounting Module)

File  Accounting Payoll  Investments  Indebtedness  Accrual Help :
Q@ |5 B[R] "
@ ] poa ]
D " | £ -
1

Admin Exit

Cash Control

Cash Processing

Fund Number Fund Name
General Fund ]

210 Fioad and Bridge $4.795.32 1100

220 Fire $0.00 0100 Depasits in Transit
am Special Assessment Bond $29.385.46 JDTDD
i Strest Improverent $20.227 25 10100
410 City Center Building $1,452.36 10100  Outstanding Checks
601 Wiater $0.00110700 -

1) Edit

 Indebtedness © Accrual J

 Payrall  Investments

| & Accounting

A Reports screen will appear, listing the three Cash Control reports. To run the Cash
Balance Statement, high|ight the report and click the Run button. The following pages

describe the Cash Balance Statement and illustrate how:to print the report.

_
\ 1
1

[ Report C‘ialeguries X
1) F}EEEID‘S B} Cash Control I,
o2 E:\aims  B) Financial Reports /I
3 disbursemems 7} Chartof Accounts /I
o4 Eiudget ) Vendar ,I

1 1
l

2 Statement
Cash Confral Statement ,’
Outstanding Checks and Deposits ’

[
1
'
[
[
[
'
'
'
[
[
'
l
1
'
1
’
Eun Exit |
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Cash Control: Printing a Cash Balance Statement (continued)

Once you have highlighted Cash Balance Statement and clicked the Run button on the
Reports screen (see previous page), the print preview (System Reports screen) appears, as
shown below. After reviewing the preview click on the Printer icon to begin the printing of

Town of Grend Slam Cash Balance Statem ent osfezoe

After clicking on the Printer icon, the Printer Details screen appears:

Printer Details...

Frint T

Fage Range:
® Entire Document [3 pages]

Q From Page: I To Page: I
Eﬂiumher of Copies: ’J'I Print

1 ,’
4
4
o , Cancel
4
! ’
4

By clicking the From Page‘redio button, you can choose to print only certain pages
of the report. The Numbér of Copies box allows you to enter the number of copies
you would like printed. After selecting the printer details, click on the Print button to
begin printing the report. The following page has a sample of the report.

To close the printing of the report:
e Click the Red “X” icon on the System Reports screen.
e Click the Exit button on the Reports screen.
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Cash Control: Printing a Cash Balance Statement (continued)

Sample Cash Balance Statement

Town of Grand Slam Cash Balance Statement 05/19/2010
As of 05/19/2010
Fiscal Year:2010
Beginning Total Total Ending
Name of Fund Balance Receipts Disbursements Balance
General Fund $15,589.32 $32,869.85 $28,578.37 $19,880.80
Road and Bridge $4,798.32 $21,600.10 $10,110.83 $16,287.59
Fire $0.00 $0.00 $0.00 $0.00
Special Assessment Bond $29,385.46 $11,121.07 $0.00 $40,506.53
Street Improvement $20,227.26 $9,445.04 $12,456.00 $17,216.30
City Center Building $1,452 36 $0.00 $0.00 $1,452 .36
Water $0.00 $0.00 $0.00 $0.00
Total $71,452.72 $75,036.06 $51,145.20 $95,343.58
Page 1
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