Customer
makes a
payment

Customer
comes with a
bill

No

)

City of Allentown: Process Flow - Treasury
Treasury Cashier Window

- Cashier goes into the
Tyler Cashier System

- Selects the payment
type

- Scans or enters account
number and amount paid

- Cashier looks up the
customer's account and
amount due through
Admin/Eden

- Prints out the bills

A

Check———

- Cashier verifies
the accuracy of the
check

- Scans the check

Customer

A

Cashier gives
customer the
receipts

Cash———»

- Cashier counts
the cash and tests
for counterfeit bills
- Puts the money
into the cashier
drawer

- Cashier validates
bill into the Tyler
Cashiering System by
printing date and
amount on the back
of the bill

- Prints customer
receipt

A
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Cashier keeps
the bills and
checks in a file
box




At the end of each
day, the cashier
closes the window
and begins the
settlement process

A 4

City of Allentown: Process Flow - Treasury

- Cashier counts the cash in the
cashier drawer and matches to
the total amount listed in Tyler
Cashiering System

- Takes out the money received
that day

- Goes through every check
and matches to Tyler
Cashiering System

End of Day Process

Cashier prints out
the day's batch

A

At the start of the next business
day, other departments turn in
their registers prior buiness day's
deposit bag, report & bills to the
Treasury window.

Cashier puts all the
deposit bags into the
safe and all the reports
& bills in a mail trail.

reportand
settlement report

A 4

- Cashier writes the date,
batch number, desk
number and deposit
amount on the deposit
bag and deposit ticket

- Signs both

- Treasury
Accountant counts
the checks and

» »

cash and matches to
the deposit ticket.
- Signs both

Cashier puts the batch report,
settlement report and bills
together

Thereports & bills are
given to the Treasury
Accountant, who
prepares a desk sheet
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A 4

Cashier locks
the register
drawer in the
safe

- Treasury Accountant puts the
checks/cash and deposit ticket into
the deposit bag

- Cashier brings the deposit bag to
the safe




City of Allentown: Process Flow - Treasury
Register 9

When large volume of mail are received, it is more efficient to enter the payments directly into the

Admin System.

"Live" accounts——————»|

Data Entry Clerk enters the
bills into the Tyler Cashiering
System or gives the bills to
the cashier to enter it
through their registers

Data Entry Clerk opens
and sorts the bills

according to the different
kinds of payments

"Other" accounts—»

- Data Entry Clerk insures
checks are correct and then
enters the bills into the
Admin Sytem

- For each kind of payment,
the Data Entry Clerk adds up
all the checks and matches
them to the total for the
receipts entered

A 4

- Data Entry Clerk
prepares the deposit
bag and tickets

- Prints out areport
listing all the
payments entered

The Treasury
Accountant double
checks the amount,
signs on the deposit

bag and then puts the
deposit bagin the safe

A

A
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Thereport is given to
the Treasury
Accountant who
prepares the desk
sheet




Data Entry Clerk
gets all the
deposit bags
from the safe

City of Allentown: Process Flow - Treasury
Data Entry

A 4

A

Data Entry Clerk opens
the deposit bagsin the

cashier room

Check:

- Data Entry Clerk runs each
check through a scanner,
which uploads the check into
the bank.

- Matches the amount to the
deposit ticket

Data Entry Clerk
prints out a

Cash

- Data Entry Clerk counts the
cash and matches it to the
deposit ticket

- Put the cash into the Dunbar
lockbox

A 4

report for each
register

v

Data Entry Clerk

A

Dunbar picks up the
cash once a week
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prints out a
receipt

Thereports and
receipt are given to
the Treasury
Accountant as proof
of the deposit

X




Settlement report

Batch report

Bills

City of Allentown: Process Flow - Treasury

Data Entry(continued)

Treasury Accountant prepares

"| different's registers' different

desk sheet which lists

payments

A

Bills

Desk sheet

The Data Entry Clerk
sorts bills according to
different kind of
payments listed in the
desk sheet

\—'Other" accounts———»|

- The Treasury Accountant
checks the total amount of
different kind of payments
with the desk sheet

- Posts these payments to
the general ledger
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—"Live" accounts—————

"Live" accounts
are updated to
the customer

accounts on the
Eden System

The bills go to Audit
and Revenue atthe
end of month

A

The Data Entry

The Data Entry
Clerk needs to
enter the
data into the
Admin system

Clerk files the bills

A

- Data Entry Clerk goes into the Admin
System

- According to each bill, enters the account
number and amount paid

«—  For Register 1-8

A

- Matches to the amount listed in the desk
sheet

- Initials on the desk sheet showing that
this number is correct and has been

entered
v

The desk sheet is returned
to the Treasury Accountant

!

The Treasury Accountant goes
into the Eden System

For Register 9

v

- Using the amount listed on the desk sheet,
the Treasury Accountant prepares a journal
entry

- Posts the journal entry in Eden which
updates the General ledger
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