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Claims: Introduction

Claims should be prepared for every check to be issued. All payments must be supported by an
approved claim. Claims should be approved by the city council or town board regularly, and a list of
the approved claims should be recorded in the minutes. After a claim has been approved, a check
should be prepared; the claim should be marked “PAID;” the date and check number should be
written on the claim; and the claim signed, generally by the clerk, verifying the claim was paid.

Claims: Checks

The prescribed checks should be pre-numbered so that it is possible to account for all checks drawn
on the bank account. The endorsement statement printed on the reverse side should state: “The
undersigned payee, in endorsing this order check, declares that the same is received in payment of a
just and correct claim against the (City/Town) of and that no part of such claim has
heretofore been paid.” After obtaining the appropriate signatures, checks should be posted to
disbursements (see page 3-36).

Accessing the Claims Section in CTAS

To access the Claims section, select the Accounting tab (circled), then click on the Claims icon
(boxed). The Claims section will open to the Claims List tab, as shown below.

=g CTas _mx

( Accounting Yol Investrnents Indebtedness Reports Adpnin Exit
T —
aAE E aEaE 8

Receipts | Claims fDisbursernents  Budget Cash  Chartof  Vendors
Accounts

Claims 6:46 AM

Claims List | Add Claims

Search By Search by Claim Date

Claim Date - 04/15/2015 t] g 05172016 ]
Date v& JamMNo v+ Vendo v Descripio ¥4 Amoun 8 Approve ¥4 Posted ¥+ Check Numb v Yoid v CGcourrence Da 2| (iging Processing

2 05/12/20... 133 Vendor G.. Gabage an..  $150.00 No

2 05/12/20... 137 Vendor B... Service Char. 35,00 Mo Mo ' No

& 05/12/20... 138 Vendor P... Supenvisor.. 425,00 Mo Mo Mo Print Clains
wa 05/12/20... 136 Vendor El.. Electric and... $100.00 Mo No No

Claims List For Appr

Approve Claims

Print Checks

2) View/Edit l l 3) Void [Y/N) ‘ l 4] Delete ‘

From the claims screen you can Add, View/Edit, Void, or Delete claims. You can also export a
claim list to a CSV file (a spread sheet format) and Print receipts from the Claims List tab screen.
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Claims: Entering a Claim

To begin entering a claim, click on the Add Claims tab (circled) in the Claims section. From this
tab, you can enter information from a bill, invoice, purchase order, or claim.

Lo CTAS o= x
Accounting Payrall Inwestments Indebtedness Reports Adrmin Exit
Receipts  Claims  Disburserments  Budget Cash  Chartof  Vendars
Accounts
Claims 6:49 AM
Claims Lis(  Add Claims
SSS——— -
Search By Search by Claim Date
Claim Date > 04/16/2016 * 1o 05/6/200 -

Claims Processing

G ean.  $150.00 No o No
Yender B... Service Char... 45.00 No Mo s
. Print Claims
w 05/12/20,., 138 Yendor P... Supervisor.., $25.00 No Mo Mo
w 05/12/20,., 136 Wendor B, Bectric and.., $100,00 Mo Mo Mo
Claims List For Appr

Appiove Claims

Print Checks

2] View/Edit l | 3] Void (Y/N) l | 4] Delete l 5] Export to CSY

Once the tab is selected, the Add Claims screen will open, as shown on the next page.
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Claims: Entering a Claim (continued)

o cTAS
Arcoun ting Bayroll Inwvestments Indebtedness Beports Admin Exit

A s & aE & & _

Receipts  Clairns  Disbursernents  Budget Cash Chartof  Wendors
Accoun ks

Claims

Claims List | Add Claims

* Claim Murmber 141
* Claim Date E
© =N

* Pay to the order of

Address

* Diescription

B:51 AM

Notes |

Occurrence Date

Summary
* Totdl
Distrbuted

Difference

Account Distribution

Fund Nurmber

A Account MNurnber

+ Object Code

+ Program Code

A Amount

+ Debt k=

*

Delete Selected Records

Save Cancel

Once the Add Claims tab appears, the following steps are required:

A claim number must be entered in the Claim Number field. CTAS will automatically
enter a default number, which will be the highest claim number previously entered plus
1. Verify that the claim number is correct or edit this number if needed.

Enter the date of the claim in the Claim Date field.

Enter the name of the vendor in the “Pay to the order of” field. If the vendor has been
previously recorded in the Vendor section, begin typing the name of the vendor and the
complete name of the vendor will appear. You can also select a vendor’s name by
clicking on the arrow at the end of the field (circled) and choosing from the drop-down
list. A vendor can also be added to the vendor list by clicking on the New button (boxed,
center) to the right of the down arrow.

Enter a description of the transaction in the Description field.

In the Summary (boxed, right), enter the amount of the claim in the “Total” field.

The optional information below may be entered:

Insert comments concerning this transaction in the Notes field. You can enter up to 255
characters in the field.

Enter when the amount in the claim was received in the Occurrence Date field. This is
an optional field to track payables or deferred payments as you enter claims.
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Claims: Entering a Claim (continued)

CTAS ——
Account ting Payrall Investrnents Indebtedness Reports Adpmin Bt
A sE & Sa g &
Receipts  Claims  Disburserments  Budget Cash  Chartof  Vendars
Accoun its
Claims 6:91 AM
Clairms List | Add Claims
* Claim Mumber 141 Notes |
* Claim Date |z|
* Pay to the order of |z| e Occurrence Date D
Address
Summary
* Total $ 000
*
Dresaiiglion Distributed
Cifference
Account Distribution
Furd Number + Account MNumber + Object Code + Program Code = Amount + Debt -
*®
Delete Selected Records
@ Cancel
TS

The Account Distribution section (boxed) allows you to enter information relating to which account
the claim is allocated to. In this section:

e Enter a Fund Number to indicate which Fund will expend the money.
e Enter an Account Number to indicate which category to allocate the expenditure.

e Enter an Object Code. This defines the type of expenditures, such as wages, supplies,
gravel, electricity, etc.

e EnteraProgram Code (Optional). An explanation of the Program Code can be found in
Chapter 8 of this manual, Chart of Accounts.

e Enter the amount of the claim. You may enter additional Account Distribution lines until
the amount of the claim has been completely allocated. As you enter values in the
Amount field, the sum of the values will be automatically calculated in the Distributed
field in the Summary box. When you have completed filling out the Account
Distribution lines, the number in the Difference field must be zero in order to save the
transaction.

e A Debt can be associated with a claim under the following condition:

o When a Claim is added or edited and the “Principal Payments” account codes are
selected, the user can select an existing debt instrument. When the claim is posted
to disbursements, the associated debt information will be carried to the
Indebtedness Module. (see Chapter 18)

Click the Save button (circled) to continue.
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Claims: Adding or Editing Vendor Information

A vendor file allows you to add information on a vendor so that CTAS will automatically enter
information into a new claim when you choose the name of a vendor you have used previously. The
Pay to the order of, Description, Fund Number, Account Number, and Object Code fields are
prepopulated from the vendor’s most recent transaction, however, Amount and Claim Date fields are
not. A vendor can also be added or changed in the Vendor section (see Chapter 9).

To add or edit vendor information, first navigate to the Claims section of the Accounting Module
(see page 3-1 for instructions). Click on the Add Claims tab. The New and Edit buttons (boxed) on
the Add Claims tab allow you to enter information into the Vendor file while entering a claim.

A= 85 &=

Claims

Claims List | Add Claims

CTAS

Accounting Payrall Inwvestments Indebtedness Beports Admin Exit.

CLA

Receipts  Clairms  Disbursernents  Budget Cash Chartof  Vendors
Arcound its

* Clairm Murnber 144

MNotes

7:13 AM

* Clairn Date E|
* Pay to the order of E Iew Occurrence Date
Address Edit
Summary
* Total 4 0.00
*
DESERE Cistributed
Difference
Account Distribution
Furnd Murnber A Account Nurnber + Object Code A Program Code | Amount A Debt Ll
*
Delete Selected Records

Save

| ‘ Cancel
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Claims: Editing a Claim

»

To edit a claim, open the Claims List (see page 3-1 for instructions). To narrow the choices on the
Claims List, you can use the Search Feature (See page 3-33 for instructions). Highlight the claim
you wish to edit and click the View\Edit button (circled) or double click on the claim.

CE CTAS = x

Accounting Payroll Inwestments Indebtedness Reports Admin Exit

Receipts  Claims  Dishursernents  Budget Cash  Chartof  Vendors

Accounts
Claims 7:48 AM
Claims List | Add Claims
Search By Search by Claim Date
(i Diate - 01/01/2016 [-] 1, ossre0ts [+
Date ¥4 ClamMo v+ Vendo v+ Descrplio ¥+ Amoun ¥+ Approve ¥+ Posted ¥4 Check Numb ¥+ Void ¥+ Occurrence 08 ¥+ Claims Processing
+ 01/

31 Credit Un.. Plow Truck..  $6,250.00 Ye Yes 2441 INo

»a .. Telephone Bil $15¢ es 2442 - -

5 02/10/20.., 130 Northerm.., Sewer Comn.,  §2,500.00 e Yes 2440 No Print Claims

& 02/17/20... 132 Diarmond... Street Maint..  $4,220,00 Yes Yes 2443 Mo

= 02/23/20.. 134 Don's Ga.. Garbage an..  42,220.00 Yes Yes 2444 No itk
5 05/12/20... 136 Vendor El.. Electric and... $100.00 Mo Mo Mo

w 05/12/20.. 135 Vendor G.. Garbage an..  $150.00 Mo Mo Mo Approve Claims
w 05/12/20... 137 Vendor B... Service Char.. 45.00 Mo Mo )

& 05/12/20... 138 Wendor P... Supervisor.. 425.00 Mo Mo Mo RintiChecks

Enter Check #'s

Post Paid Claims To
Disbursements

< 2] View/Edit } | 3] Void [¥/N) l | 4] Delete l

N—
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Claims: Editing a Claim (continued)

The claim will open in a new tab, labeled with the claim’s number (boxed). In the individual claim
tab, you can change any field until the claim is posted. When the claim has been **POSTED**
(circled), only the Account Distribution can be changed.

oz CTAS = x
Accounting Payroll Investments Indebtedness Reports Admin Exit

A8 & S L &

Receipts  Claims  Disbursements  Budget Cash  Chartof  Vendors
Accounts

Claims 750 AM

Claims List | Add Claims | 132 x I

* Clairm Murmber 132 Notes

* Clairn Date | 01/29/2016

KN

*Pay to the order of | Telephone Compary EI Occurrence Date [-]  checkpate 022372016 [+
Address 45 Main St Verfied By: €05

Check Number 2442

Upton MK 55526 Summary
* Total
*Descrpton  (Tekephon: Bil DistribLited $150.00
( *POSTED* ) Difference $0.00
Account Distribution
Fund Murnber | Account Murmber + Object Code +® Program Code & Armount & Debt -
» & 100: General Fund ~ 41905: Town Hal - Telephone 321 Communications... $150.00
*

Delete Selected Records
Save Cancel

After completing your change(s), click the Save button.
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Claims: Voiding a Claim

oo

The need to void a claim could result from a decision not to pay a vendor or to pay the vendor a
different amount than in the original claim. To void a claim, open the Claims list tab (see page 3-1).

CEpge CTAS s

Accounting Payroll Investments Indebtedness Reports Admin Exit

A s & saaa e

Receipts  Claims  Disbursements Budget Cash  Charbof  Wendaors
Accounts

Claims 7:54 AM

Claims List | Add Claims

Search By Search by Claim Date
|claim Diate - 01/01/2016 [ 1, os/1e/08 [+
Date va Claim Mo v+ Vendo v+ Descriptio ¥+ Amoun v+ Approve 7+ Posted ¥4 Check Numb ¥4 Void  ¥# Qccurrence D3 T2 plaims Processing
w 01/20/20... 131 Credit Un... Plow Truck... $6,250.00 Yes Yes 2441 Mo
(=010 )., 132 Telephon... Telephone Bl - $150.00 Yes j ;
H : H H . o 1 Print Claims
w 02/10/20... 130 Northern... Sewer Conn..  $2,600,00 Yes Yes 2440 Mo
w 02f17/20.., 133 Diarmond... Steet Maint...  34,220.00 Yes Yes 2443 Mo .
£ 02/23/20... 134 Don's Ga.. Garbage an..  $2,220.00 Yes Yes 2444 Mo
5 05/12/20... 136 Vendor El.. Electric and... $100.00 Mo Mo Mo -
& 05/12/20... 135 Vendor ... Garbage an... $150.00 Mo Mo Mo
w 05/12/20... 137 Vendor B... Service Char.. 45.00 Mo Mo Mo -
w 05/12/20... 138 Vendor P... Supervisor.., $25.00 Mo Mo Mo
Post Paid Claims To
e —
7 N
2] View/E dit ] l( 3) Yoid [Y/N) ) | 4] Delete l
T~

To narrow the choices on the Claims List, you can use the Search Feature (see page 3-33).

To void a claim, click once on a claim line to highlight the claim, then click on the Void (Y/N)
button (circled). The Void Claim screen appears (below). Click on Yes to void the claim.

Vaoid Claim - l—‘—l

| Areyou sure you want to void selected 1 Claims?

You can void multiple claims by holding down the Control key (Ctrl) on your keyboard as you click
on the claims you wish to void. When you have selected the claims, click the Void (Y/N) button and
the Void Claim screen will appear.
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Claims: Deleting a Claim

©

The need to delete a claim could occur if an error was made when the claim was entered. To delete a
claim, open the Claims List tab (see page 3-1).

CE CTAS = x

Accounting Payrall Inwestments Indebtedness Beports Admin Exit.

A& & e &8

Receipts  Claims  Dishurserments  Budget Cash  Chartof  Vendors
Accourts

Claims 7:94 AM

Claims List ' Add Claims

Search By Search by Claim Date

[Clairn Date - 01/01/2016 -] 1o os87006 [-]
Date v# Clam Mo v+ Vendo v+ Descripio ¥+ Amoln ¥+ Approve v+ Posted v+ Check Mumb v+ Void v+ Occurrence DA Y| Claims Processing

w 01f20/20.. 131 Credit Un... Flow Truck... 96,250.00 Ye Yes 2441 Mo

[¥Y01/29/20... 132 ‘Telephon ... Telephone Bil | $150.00 ves

Print Claims

+ 02/10/20... 130 Nertherm... Sewer Conm..  $2,500.00 Ye Yes 2440 o

+w 02/17/20... 133 Diamond... Strest Maint..,  $4,220.00 Yes Yes 2443 Mo

& 02/23/20... 134 Dor's Ga.. Garbage an... | 32,220.00 Yes Yes 2444 No Claims List For Appe
w 05/12/20... 136 Yendor H... Electric and... $100.00 Mo Mo Mo

8 05/12/20.. 135 Vendor G... Garbage zn... $150.00 No N Mo S B
w 05/12/20... 137 Yendor B... Service Char... 45.00 Mo Mo Mo

+ 05/12/20... 138 Vendor P... Supervisor... $25.00 No No Mo Print Checks

Enter Check #'s

Post Paid Claims To
Disbursements

N
)

To narrow the choices on the Claims List, you can use the Search Feature (See page 3-33).

To delete a claim, click once on a claim line to highlight the claim, then click the Delete button
(circled). The Confirm Claim Delete screen will appear (below). Click Yes to delete the claim.

- - 1
Confirm Claim Delete - L_J

:I Are you sure you want to delete selected 1 Claims? I

You can delete multiple claims by holding down the Control key (Ctrl) on your keyboard as you
click on the claims you wish to delete. When you have selected the claims, click the Delete button
and the Confirm Delete Claim screen will appear.
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Claims: Export to CSV

CTAS allows you to export your data to a CSV file. The CSV ("Comma Separated Values") file
format is used by many spreadsheet applications, including Microsoft Excel. Some CTAS users
export data to CSV files to give them flexibility in analyzing and presenting their entity’s data.

You can choose which claims to export either by highlighting them on a Claims List or narrow
the choices on the Claims List by using the Search Feature (see page 3-33).

Once the claims are selected to export, click the Export to CSV button (circled).

CTaS

2 -

Accounting

Payroll Inwestments

Indebtedness

A =E &8 &g ik o8

Eeports

Admin

Exit

Receipts  Claims  Disburserments Budget Cash  Chartof  Vendors
Accounts
Claims 7:55 AM
Claims List | Add Claims
Search By Search by Claim Date
Claim Date - 01/01/2016 ] 1o osresis [-]
Claim Mo ¥+ Vendo ¥+ Descripio ¥+ A&moun ¥4 Approve 7= Posted ¥+ Check Mumb 7+ Void v+ OQccurrence Da 7+ Claims Processing
Lo 131 Credit Un... Plow Truck... $6,250.00 es Yes 2441 Mo
... 132 Telephon... Telephone Bl @ $150.00 Yes Mo
.. 130 Morthern.., Sewer Conn..  $2,600.00 Yes Yes 2440 1o rint Haims
w 02/17/20.. 133 Diamond ... Street Maint.., $4,220.00 Yes Yes 2443 Mo i i
+ 02/23/20.. 134 Don's Ga... Garbage an..  $2,220.00 Yes Yes 2444 o
+« 05/12/20... 136 wendor El.. Electric and... $100.00 Mo Rs] Mo i
w 05/12/20.. 135 Yendor G... Garbage an... $150.00 MNo Mo o
= 05/12/20... 137 Wendor B... Service Char... $5.00 Mo Mo Mo
« 05/12/20... 138 Wendor P... Supervisor.., $25.00 Mo Mo Mo
P ——
e | s s ]

When the Save As window opens, select the location on your computer where you would like the
file to be saved (boxed) and change the file name if necessary. Click on Save when finished.

ol Save As h—
G M dokop » ~+ [ 4 ||[ Search Desitop 2|
Organize ¥ New folder - @
Ir Favorites Libraries [ . | Computer L
B Desktop =] System Folder 33 SN ciom Folder 5

=l 2
% Downloads
5 L “ CDMS2 CDMS2Test
| & Recentplaces T QL’ Ei""”‘; y Shorteut Shortcut I
el 2388 240 KB
4 Libraries b~ CTASE Google Chrome GroupWise
%) Documents < Shortcut @ | shortcut Shorteut
o) Music 178 KB 208 KB 1012 bytes
&) Pictures . Mozilla Firefox OpenOffice 4.01 .| paintnet
 vid ) Shortcut Shorteut ¢’ Shortcut
1aeas 1.08 KB 1.04 KB 115KB
1 Computer 5 L) Cities | County | CTAS Database 0113 2015 "
File name:  Claims.csv -
Save astype: -
*
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Claims: Export to CSV (continued)

CTAS will save the data as a CSV file in the location selected. Below is an example of the CSV
file when opened.

H ©- L—&" S Clairns.csw - Excel
HORE INEERT PAGE LAYOUT FORKULAS DATA, REWIEW
“D ’x‘ Calibri Ju e =E=Ey. 5 S
Em - $-% 1
Paste B IU- H-A- E=E=EE H-

- 00 =0
Cliphoard Faont [F1 Alighment fa Mumber
08 - fe

A B C 8] E F G H

1 |Claim_ID Date Claim Mo, Wendaor  DescripticAmount  Approved Posted
2 37 1/20/2016 0:00 131 Credit Uni Plow Truc 6230 Yes Yes
3 38 1/29/2016 0:00 122 Telephori Telephor 150 Yes Yas
4 36 2/10/2016 0:00 130 Marthern Sewer Cor 2600 Yes Yes
3 39 2/17/2016 0:00 133 Diamond . Street Ma 4220 Yes Yes
& a0 272372016 0:00 134 Don's Gart Garbage a 2220 Yes Yes
7 42 5412/2016 0:00 136 vendor El Electricar 100 Mo Mo
8 41 571272016 0:00 135 Wendor G: Garbage a 150 Mo Mo
q 43 5/12/2016 0:00 137 vendor Bz Service Ch 5 Mo Mo
10 44 5/12/2016 0:00 138 Wendor PcSuperviso 25 Mo Mo
11

12

13

14

15

16

17

1a

19

Claims ®

WIEW DEVELOPER

- %ConditionalFormatting' E““Insert'

’_F Farmat as Table ~
(7 Cell Styles -
Shyles

I I
Check Nurvoid
2441 Mo
2442 Mo
2440 Ma
2443 Mo
2444 Ma
Mo
Mo
Mo
Mo

E" Delete -
EI Farrnat=
Cells

K L
Occurrence Date

PIRR A
& #

-

Editing

-
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Claims: Processing the Claims

The Claims Processing buttons on the Claims List tab (boxed) are designed to assist the clerk in
preparing the claims to be approved at the meeting. To begin the Claims Processing, open the

Claims List tab (see page 3-1).

o . CTAS

Arcounting Payrall Inwestments Indebtedness Reports Admin Euit

Receipts  Claims  Dishursements Budget Cash  Chartof  Vendors

8:11 AM

Search

Accounts

Claims

Claims List '\ Add Claims

Search By Search by Claim Date

Claim Date v 01/01/2016 [[] 1, o560 [+
Date v Clam Mo 78 Vendo v+ Descriptio T8 Amoln w8 Approve 7 Fosted v+ Check Murmb w8 Veid 79 Cecurrence Da 78

= 0120020, 131 Credit Un,. Plow Truck..  36,250.00 Yes e 2441 Mo

[

£ 02/10/20... 130 Morthern.., Sewer Conn.,  $2,600.00 Yes Yes 2440 Mo

w 02f17/20.. 133 Diamond... Street Maint..,  $4,220.00 Yes Yes 2443 Mo

| 02/23/20... 134 Don's Ga.. Garbage an..  $2,220.00 Yes Yes 2444 Mo

£ 05/12/20... 136 Vendor . Electric and... $100.00 Mo Mo Mo

w 05/12/20... 135 Yendor G.. Garbage an... $150.00 Mo Mo MNo

| 05/12/20.., 137 Wendor B... Service Char... 45.00 Mo Mo Mo

£ 05/12/20... 138 Wendor P.. Supervisor .., 425.00 Mo Mo Mo

Claims Processing

Print Claims

Claims List For Appr

Approve Claims

Print Checks

Enter Check #'s

Post Paid Claims To
Disbursements

]

2] View/Edit ] I 3) Void [Y/N) l I 4] Delete l 5) Export to CSY

The following pages describe the buttons and how to use them.
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Claims: Processing the Claims (continued)

Printing Claims

The first step for processing claims is to click the Print Claims button (circled).

e CTAS vt

Accounting Payrall Inwestments Indebtedness Reports Admin Exit

Receipts  Claims  Disbursements Budget Cash  Chartof  Wendaors

Accounts

Claims B8:13 AM

Claims List | &dd Claims

Search By Search by Claim Date

|Claim Date - 01/01/2016 [l 1o s/is/01s =]
Date: w4 Claim Mo 7= Vendo v+ Descriptio 7= Amoun 78 Approve 7 Posted ¥4 Check Mumb 78 Void 7+ Ocourrence Da T+ Claims Processing

w 01/20/20... 131 Credit Un... Plow Truck... $6,250.00 Yes P

90 i Telephone Bil 415! S 7 Eey—

: : : : | "
= 02/10/20... 130 Northem.., Sewer Comn..  $2,600.00 Yes s
S—.el.,. "

w 02/17/20... 133 Diarnond... Street Maint..  $4,220.00 Yes ——

= D2/23/20.. 134 Dor's Ga.. Garbage an.. 32,2200 Yes LSRRI L

w 05/12/20... 136 Wendor El.. Electric and... $100.00 Mo MNo Mo -

w 05/12/20... 135 Yendor G... Garbage an... $150.00 Mo Mo Mo

w 05/12/20.., 137 Yender B... Service Char... $5.00 Mo Mo Mo -

w 05/12/20... 138 vendor P... Supervisor... $25.00 Mo Mo Mo

Post Paid Claims To
Disbursements
[ 2) View/Edit ] I 3) Void [Y/N) l I 4] Delete l

The Print Claims screen will appear.
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Claims: Processing the Claims (continued)

Printing Claims (continued)

PrintClaims

Available Claims Selected Claims
Clairn # Date ‘endor Total Clairn # Date Wendar Total
5242016 Wendor Garbage .. | $150.00 0
136 5A2/2016 ‘Wendor Elechic $100.00
137 5/12/2016 ‘Yendar Bank $5.00
138 51272016 Wendor Post Office | $25.00 -
139 £M3/2016 Wendor Tool: & E... | $250.00
140 B/M13/2016 Wendor Garbage .. | $150.00
<
<
L] n (3
G D
- e —

Only claims which have not been approved will appear on the Print Claims screen.

To select the claims to print:

e Move them from the Available Claims box to the Selected Claims box. The “>>"button
will move all the claims in the box; the “>” button will move individually-highlighted
claims. You can also move an individual claim by double-clicking on the claim’s name.

The “<” and “<<” buttons allow you to remove accounts from the Selected Claims box.

o Click the Print Preview button (circled) and the print preview (Report Viewer screen)
opens.
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Claims: Processing the Claims (continued)

Printing Claims (continued)

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the claims. By
clicking the red “X” (circled, right) you can close the Report Viewer screen.

L3y Blw « » |t A & - ~
MainReport|

CTAS Claim
ClairNumber 135 ClaimDate:  05/12/2018
To:  VendorGarbage and Pest Contral, Claimant
78There Street
Down South, MM 23659
Far:
100-43230-401 Waste(Refuse) Collection Repairs and Maimenarie- $50.00
Contractuat Buildings E
100-43250-510 ‘Waste [Refuse] Colledion - Capital Outay: Land $50.00
100-43260-401 Weed Control- Repairs and Maintenance- Contractuat $50.00
Buildings
Total $150.00

Declartion

| declare under penalties of law thatthis acourt, daim or dermand is just and oomed and that no part of it has been paid

Signature of Dairmant

Paid by Order Check Murmber

Filledin my office thi day of-

Clerk

Current Page Mo.: 1 Total Page Mo.: 1 Zoom Factor: 100%
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Claims: Processing the Claims (continued)

Printing Claims (continued)

After clicking on the Printer icon, the Print screen appears.

General | Layout

Select Prirter

= Fax
= HP ePrint

= Microsoft XP5 Documen
= PDF Complete

i Send To Onehlote 2010

4

Status: Ready
Location: Next to Closet
Comment: Primary Office Printer
Page Range
@ Al

Selection () Current Page

LU

3

[T Prit ta file

MNumber of copies: 1 -

\_/
NI —

] [ Cancel

By clicking the Pages radio button (circled, left), you can choose to print only certain claims. The
Number of copies box (circled, right) 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 claims. The

following page has a sample of the claim.

To close the printing of the claims:

e Click the red “X” icon on the Report Viewer screen (previous page).

e Click the Cancel button on the Print Claims screen.
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Claims: Processing the Claims (continued)

Printing Claims (continued)

Sample Claim

CTASClaim
Chim Number : 135 Chim Date : 06,1 202015
To : WandorGarkeg=and Pest Contra | Chimant
78 Thars Strmat
Dioven South, MN =650
Far :
10043 30000 ‘Waste [Pefuse] Collaction - Pemirs and Maint=nance - 50000
Contmctual: Buidings
10043 30510 Wiaste [Pefuse] Coll=ction - Capim| Outhy: land A50000
10043 2609010 Wesd Control- Remirs and Maintenance - Contrctual: 550,00
EBuidings
Total S150.00

Decbmtion

Idec Bre under pena btis of Bw that ths account.chimordemand & justand correctand that no @t of it has been md

Sgnatureof Chimant

Paid by Ordar - Chack Numbar

Filled in my officethis day of

Clerk

Feport (ast Upieted : 02,28,2014 Page 1of 1
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Claims: Processing the Claims (continued)

Printing the Claims List for Approval

CTAS will produce a report which lists all the claims for approval by the town board or city council.
The signed list then becomes part of the minutes, showing which claims have been approved for
payment.

To print the Claims List for Approval for the board or council, open the Claims List tab (see page 3-
1). Click on the Claims List For Appr button (circled).

W CTAS s

Accounting Payrall Inwestments Indebtedness Reparts Admin Exit

AE & &L 8

Receipts  Claims  Dishursements  Budget Cash  Chartof  Vendors

Accounts
Claims 8:26 AM
Claims List | Add Claims
Search By Search by Claim Date
Claim Date v 01/01/2016 | 1, /608 B
Date v Camho v+ Vendo v+ Descripio ¥+ Amoun ¥4 Approve 7+ Posted ¥4 Check Numb v Void - 74 Coourrence Da 79| (laing Processing
w 01/20/20.., 131 Credit Un,. Flow Truck...  36,250.00 Yes Yes 2441 MNo
9 01/29/20... 132 .. Telephone Bl $150.00 Yes ] _
H H H H H - " Print Claims
£ 02/10/20.., 130 Morthern.., Sewer Conn..  $2,600.00 Yes ‘fes 2440 Mo
2 02/17/20... 133 Diarnond... Street Maint..,  34,220.00 Yes Yes 2443 Mo . N
= 02220, 134 Don's Ga.. Garbage zn..  $2,220.00 Yes Ves 2444 Mo Claims List For Appr )
| 05/12/20.., 135 Yendor B, Bectric and.., $100.00 Mo Mo Mo ]
= 05/12/20.. 135 Vendor G.. Gabage an.. 515000 No No No Approve Clains
| 0571220, 137 Wendor B, Service Char.., 45.00 Mo ] Mo )
£ 05/12/20.. 138 Vendor P... Supervisor.., 425,00 No No Mo
Post Paid Claims To
Disbursements

2] View/Edit ] | 3] Void (Y/N) l | 4] Delete l 5) Export to LSV

The Claims List for Approval screen will appear.
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Claims: Processing the Claims (continued)

Printing the Claims List for Approval (continued)

Claims List for Approval = &

Select Date Range

Start Date EDIEE [+

End Date 08272014  [~]

Preview || Close |

On the Claims List for Approval screen:

e Enter a starting date in the range of claims you want to approve in the Start Date field.
e Enter an ending date for the claims list in the End Date field.

e Click the Preview button and the print preview (Report Viewer screen) opens.
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Claims: Processing the Claims (continued)

Printing the Claims List for Approval (continued)

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the claims list.
By clicking the red “X” (circled, right) you can close the Report Viewer screen.

a2 CTAS Report Viewer

E@@

lohn Doe

City Council /Town Board

lohn Doe 2

Town Supervisor

lon Doe 3

City Council /Town Board

3 F B 1 i@ e -
Mai it
New Township Claims List for Approval 5/16/2016
Date Range:  4,/16/2016 To 5/16,2016
Date Yendor Description Claim # Total Account # Account Name Detail
05/12/2016 vendorGarbageand  Garbage and Weeds 135 $150.00
Pest Cantrol
100-43260-401- Weed Contral $50.00
100-43230-401- ‘Waste (Refuse) Colledion $80.00
100-43230-510- Waste (Refuse) Colledion $80.00
05/12/2016 WendorElednic Electicand Gas 136 $100.00
100-41915-381- Town Hall - Eledricand Gas $75.00
100-41915-363- Town Hall - Eledricand Gas $25.00
05/12/2016 WendorBank Service Charge 137 $5.00 1
100-31911-306- Bank Service Charge $5.00
05/12/2016 WendarPost Office SupervisorMilesge and 138 $25.00
Misc
100-31906-322- General Gowernment - Postage $25.00
Total For Selected Claims $280.00 $280.00

Current Page Mo 1

Total Page Mo.: 1

Zoorm Factor: 100%
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Claims: Processing the Claims (continued)

Printing the Claims List for Approval (continued)

After clicking on the Printer icon, the Print screen appears.

General | Layout
Select Printer
=0 Fax 2= Microsoft XP5 Documen
= HP ePrint o= PDF Complete
%‘Main Printer on stg-dc? it Send To OnelMote 2010
< i 3
Status: Ready [ Prirt to file
Location: Mexd to Closet
Comment : Primary Office Printer Find Printer... i
Page Range
@ Al MNumber of copies: 1 = :a
Selection () Curent Page
Pages:

[ Pt ][ camcal |

The Number of copies box (circled) 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 claims list. The
following page has a sample of the Claims List for Approval.

To close the printing of the claims:

e Click the red “X” icon on the Report Viewer screen (previous page).

e Click the Close button on the Claims List for Approval screen.
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Claims: Processing the Claims (continued)

Printing the Claims List for Approval (continued)

Sample Claims List for Approval Report

New Township Claims List for Approval 5/16/2016
Date Range: 4/16,/2016 To 5/16 /2016
Date Yendor Description Claim # Total Account # Account Hame Detail
05,/12,/2016 “endor Garbage and Garbage and Weeds 135 $150.00
Pest Contral
100-43260-401- Vieed Control $50.00
100-43230-401- WWiaste (Refuse) Colledion $50.00
100-43230-510- Waste (Refuse) Colledion $50.00
05/12,/2018 “endar El edric Electric and Gas 136 $100.00
100-41915-3681- Town Hall - Eledric and Gas $75.00
100-41915-383- Tawn Hall - Eledric and Gas $25.00
05,/12/2016 “endaor Bank Service Charge 137 $5.00
100-41911-306- Bank Service Charge $5.00
05/12,/2018 “endar Past Office Supervisoriileage and 138 425.00
Misc
100-41906-322- General Government- Postage $25.00
Total For Selected Claims $280.00 $280.00
lohn Doe City Council/Town Board Date
lohn Doe 2 Toven Supervisor Date
lon Doe 3 City Council/Town Board Date
Report Last Updated: 05/29/2014 Pagel ofl
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Claims: Processing the Claims (continued)

N

3

Selecting the Claims Approved

Until a claim has been marked in CTAS as approved, a check number can neither be entered for the
claim nor can a check be printed. To mark a claim as approved, go to the Claims List tab (see page
3-1). Click the Approve Claims button (circled).

L= CTAS = x
Accourting

A=E b A2l 8

Receipts  Claims  Dishursernents  Budget Cash  Chartof  Vendors
Accounts

Payrall Inwestments Indebtedness Reports Admin Exit

Claims 8:34 AM
Claims List © Add Claims

Search By Search by Claim Date

Ciaim Date - 01/01/2016 [ 1 /s [
Date va CaimMNo v+ Vendo v+ Desorpfio v+ Amoun v Approve v Posted v Check Nurmb v Yoid v Qoourrence D3 Y9 [iaims Processing

w 012020, 131 Credit Un.. Plow Truck..  96,250.00 Yes Yes 2441 Mo

(F901/29/20.., 132 Teleph ‘es Yes o

= 02/10/20... 130 Northerm... Sewer Corr.. 32,6000 Ye Yes 2440 Mo '

w 02f17/20.. 133 Diamond... Street Maint...  $4,220.00 Yes Yes 2443 Mo

® 02/23/20... 134 Don's Ga... Garbage an..  $2,220.00 Yes Yes 2444 Mo

w 05/12/20.. 136 Wendor H.. Bectric and... $100.00 Mo No Mo [~ N

= 05/12/20... 135 Verder G.. Garbage an..  $150.00 No Mo Mo Approve Claims )

w 05/12/20... 137 Vendor B... Service Char.. 45.00 No Mo Mo

= 05/12/20... 138 Yendor P... Supervisor... $25.00 No Mo No o Checks

Enter Check #'s

Post Paid Claims To
Disbursements

il

2] View/Edit ] l 3] Void [Y/N) l l 4] Delete l
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Claims: Processing the Claims (continued)

Selecting the Claims Approved (continued)

After clicking the Approve Claims button, the Approved Claims screen will appear.

Bpprove Claims

UnApproved Claims Approved Claims
Claim # Date Wendor Total Claim # Date Wendor Total
6 |Vendor Bank $5.00 > | v RES 5/12/2016 | Vendor Garbage ... | $150.00
138 §A2/2016 | Vendor Post Dffice | $25.00 5A12/2M6 | VendorElectic | $100.00
13 BM3/2016  |Verdor Tools & E... | $250.00
140 B/M13/2016 Wendor Garbage .. | $150.00 >
<
<

4 1 4

To select the claims to approve:

e Move them from the UnApproved Claims box to the Approved Claims box. The “>”
button will move the highlighted claim(s) from the UnApproved Claims box to the
Approved Claims box. The “>>"button will move all claims listed in the UnApproved
Claims box to the Approved Claims box. You can also move an individual claim by
double-clicking on the claim.

e The “<” and “<<” buttons allow you to move claims out of the Approved Claims box.

Click the Save button and the selected claims will be marked as approved.
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Claims: Processing the Claims (continued)

Printing Checks

CTAS gives you the capability to print checks directly from the program. Pre-numbered check forms
which have been formatted for use in CTAS are available from a number of vendors. A listof CTAS
check vendors is available on the CTAS web page of the OSA web site at
http://www.auditor.state.mn.us/default.aspx?page=ctas under the heading “Other Resources”.

Once a claim has been marked as approved, you can print a check for that claim. To print a check,
open the Claims List tab (see page 3-1). Click the Print Checks button (circled).

W - CTAS = | B
Accounting Payroll Investments Indebtedness Reports Admin Exit
Receipts Claims Disbursements Budget Cash Chartof Vendors
Accounts
Claims 12:37 PM
Claims List . Add Claims
Search By Search by Claim Date
[CIaim Date v 04/26/2016 B To 05/26/2016 B
.
Date v+ Claim N v Vendo v= Descript v+ Amo v= Appr v+ Post v+ Check Numbe v+ Void ¥+ Occumenc ¥*|  (paims Processing
(85 05/12/2016 135 : .. Garbage a.. $150.00 Yes : :
+ 05/12/2016 136 Vendor... Electric an... $100.00 Yes No No ’ it G ‘
aIms
« 05/12/2016 138 Vendor... Supervisor...  $23.00 Yes No No
« 05/12/2016 137 Vendor... Service Ch...  $3.00 Yes No No ’ ‘
Claims List For Appr
’ Approve Claims ‘
_
Print Checks »
[y -
’ Enter Check #'s ‘
Post Paid Claims To
Disbursements
2) View/Edit ‘ l 3) Void (Y/N) l l 4) Delete ‘ 5) Export to CSV

The Print Checks screen will appear.
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Claims: Processing the Claims (continued)

Printing Checks (continued)

Print Checks

Check Date |psze2018 [=]
Vertical Adj TR @

Preview H Close |

To print the checks:
e Enter the date of the checks in the Check Date field.

e You can adjust where the payee, date, and amount are to be printed on the check by
clicking on the Vertical Adj down arrow (circled, above) and choosing an adjustment.
This allows you to line up the payee name with the “Pay to the order of” line on the
check. Checks can be printed onto a blank sheet of paper to preview a sample of the
check.

e Click the Preview button and a print preview of the checks will be displayed on the
Report Viewer screen, as shown below.

e When the Report Viewer screen appears, insert the checks into the printer.

After reviewing the print preview, click on the Printer icon (circled, below left) to begin printing the
checks. By clicking the red “X” (circled, below right) you can close the Report Viewer screen.

N

o/ CTASReport Viewsr E@@J

3 e By »oM 1 A+ g @
Main Feport

5/16/2016
vendor Garbage and Pest Contrel kbR 150.00

One Hundred Fifty Dollars And No Cents

wendor Garbage and Pest Control
76 There street
Down South, MM 23659

‘vendaor Garbage and Pest Control 5/16/2016 415000
Garbage and Weeds

100-43260-401 $50.00 100-43230-510 $50.00
100-43230-401 $50.00

Current Page Mo. 1 Total Page Mot 1+ Zoormn Factor: 100%
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Claims: Processing the Claims (continued)

Printing Checks (continued)

After clicking on the Printer icon, the Print screen appears.

= Print _
General | Layout
Select Printer
=iFax = Microsoft XPS Documen
[ HP ePrint o= PDF Complete
@Main Printer on stg-dc2 i Send To OneMote 2010
1 n 3
Status: Ready [ Prirtt to file
Location: Meod to Closet
Comment: Primary Cffice Printer
Page Range
@ Al Mumber of copies: 1 =
Selection () Cument Page
() Pages: 13 Collate
23/ 1213
Enter sither a single page number or a singls 1" 1
page range. For example, 5-12
Pit | [ Canesl

After selecting the printer details, click on the Print button to begin printing the checks. The
following page has a sample check.

To close the printing of the checks:

e Click the red “X” icon on the Report Viewer screen (previous page).

e Click the Close button on the Print Checks screen.
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Claims: Processing the Claims (continued)

Printing Checks (continued)

Sample Check

5/16/2016
“Yendor Garbage and Pest Control *EEAARXN 100,00

Cine Hundred Fifty Dollars And Mo Cents

“endor Garbage and Pest Control
78 There Street

Down South, MM 23659

“endor Garbage and Pest Cortrol S/16/2016 $150.00
Garbage and Weeds
100-45260-401

$50.00 100-45250-510 $50.00
100-43250-401 450.00
“endor Garbage and Pest Control 5416/2016 $150.00
Garbage ahd Weeds
100-43260-401 450.00 100-43230-510 450,00
100-43250-401 $50.00
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Claims: Processing the Claims (continued)

Entering Check Numbers

After the checks have been printed, you can enter the check numbers. Once a check number has
been entered, you cannot print a check.

To enter a check number, open the Claims List tab (see page 3-1). Click the Enter Check #’s button
(circled).

[ - CTAS o/ & |
Accounting Payrall Investments Indebtedness Reports Admin Exit
Receipts Claims Disbursements Budget Cash Chartof Vendors
Accounts

Claims 12:37 PM

Claims List . Add Claims

Search By Search by Claim Date

[CIaim Date v 04/26/2016 B To 05/26/2016 B |:

Search

Date va ClamN v+ Vendo v+ Descript v+ Amo v= Appr v+ Post v+ Check Numbe v+ Void 7= OCCUITENC ¥#|  Qaims Processing

(5 05/12/2016 135 Vendor... Garbage a.. $150.00 Yes  No :

& 05/12/2016 136 Vendor... Electric an... $100.00 Yes No No ’ oot G ‘

aims
& 05/12/2016 138 Vendor... Supervisor...  $25.00 Yes No No
= 05/12/2016 137 Vendor... Service Ch...  $5.00 Yes No No ’ o ‘
Claims List For Appr
’ Approve Claims ‘
’ Print Checks ‘
[ Enter Check #'s ]
Post Paid Claims To
Disbursements
2) View/Edit ‘ l 3) Void (Y/N) ‘ ’ 4) Delete ‘ 5) Export to CSV

The Enter Check Number screen will appear.
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Claims: Processing the Claims (continued)

Entering Check Numbers (continued)

Person Verfying Claims >Da’ce 0512612016 [=]

.
Enter Check Number

Claim Information

Claim # Vendar Total Check Number
; Vendor Garbage and Pe...

136 Vendor Electric 100.00

137 Vendor Bank 5.00

138 Vendor Post Office 25.00

==

To enter check numbers:

e Inthe Person Verifying Claims box (circled), enter the name of the person verifying that
the claim was approved for payment and the check was written.

e In the Date box, enter the date of the checks. This is the date that will be posted to
disbursements as the date of the check.

e Enter the check number (boxed) for each claim.

Click the Save button.
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Claims: Processing the Claims (continued)

Posting the Paid Claims
The final step in Claims Processing is to post the claims to the disbursements.

Note: Only after a claim is posted to disbursements will CTAS recognize the claim as an
expenditure.

To post the claims to the disbursements, open the Claims List tab (see page 3-1). Click the Post Paid
Claims To Disbursements button (circled).

Accounting Payroll Investments Indebtedness Reports Admin Exit

Receipts Claims Disbursements Budget Cash Chartof Vendors
Accounts

il
Claims 2:17PM

Claims List |\ Add Claims
Search By Search by Claim Date

Claim Date - 04/26/2016 -] 15 05/26/2016 H

'

Date v+ Claim No v+ Vendor v+ Descriptio v= Amount v+ Approved v+ Posted v+ CheckN ¥+ Void v+ Occurrence D ¥4 gigims Processing

« 03/12/... 135 Vendor G... Garbage an... $150.00 Yes No 2448 No

« 05/12/... 136 Vendor El... Electric and... $100.00 Yes No 2449 No it e

= 05/12/... 138 Vendor P... Supervisor... $25.00 Yes No 2450 No
Vendor B.. Service Cha..  $5.00 Yes =

Claims List For Appr
Approve Claims
Print

Enter Check H#'s

Post Paid Claims To
Disbursements

n
L\

2) View/Edit ‘ ’ 3) Void (Y/N) ‘ I 4) Delete l 5) Export to CSV
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Claims: Processing the Claims (continued)

Posting the Paid Claims (continued)

Click Yes to post the claims or No to cancel the action.

CTAS _:_ I" '“""] ]

Areyou sure you want to Post paid Claims to Dishursements?

When the claims have been successfully posted, a screen confirmation will appear (below).

[cras ==

Paid claims were Posted succesfully

Note: You can only make changes to the Account Distribution once the claim has been posted.
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Claims: Using the Search Feature
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In the Claims List tab, you can choose from a number of options to search for claims. The first and
default option is to search by Claim Date (boxed, left).

CE CTAS = x

Accounting Payrall Inwestments Indebtedness Beports Admin Exit.

A& & e &8

Receipts  Claims  Dishurserments  Budget Cash  Chartof  Vendors
Accourts

Claims 8:02 AM

Claims List ' Add Claims

Search By Search by Claim Date
|Clairn Date - 01/01/2016 [[] 1. ose015 [-] P
(o )
S——
Date v# Clam Mo v+ Vendo v+ Descripio ¥+ Amoln ¥+ Approve v+ Posted v+ Check Mumb v+ Void v+ Occurrence DA Y| Claims Processing

w 01/20/20.. 131 Credit Un... Flow Truck... 96,250.00 Yes Yes 2441 Mo
..o 132 ‘Telephon ... Telephone Bil | $150.00 ves ! ! !
« 02/10/20... 130 MNorthern... Sewer Conn... $2,600.00 Yes Yes 2440 Mo

Print Claims

+w 02/17/20... 133 Diamond... Strest Maint..,  $4,220.00 Yes Yes 2443 Mo

& 02/23/20... 134 Dor's Ga.. Garbage an... | 32,220.00 Yes Yes 2444 No Claims List For Appe
w 05/12/20... 136 Yendor H... Electric and... $100.00 Mo Mo Mo

8 05/12/20.. 135 Vendor G... Garbage zn... $150.00 No N Mo S B
w 05/12/20... 137 Yendor B... Service Char... 45.00 Mo Mo Mo

+ 05/12/20... 138 Vendor P... Supervisor... $25.00 No No Mo Print Checks

Enter Check #'s

Post Paid Claims To
Disbursements

i

l 2) View/Edit ] I 3) Void [Y/N) l I 4] Delete l

The default date search range is the last three weeks. To change the range of search dates:

e Click on the first field under Search by Claim Date (boxed, center) and enter a new
starting date or choose a new starting date from the calendar you can access by clicking
on the down arrow at the end of the field.

e Click on the second date field and enter a new ending date (boxed, center), or choose a
date from the calendar by clicking on the down arrow.

e Click the Search button (circled).

e Transactions meeting the date criteria will be displayed.
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Claims: Using the Search Feature (continued)

The second option is to search by vendor.

= CTAS o= x
Accounting Payrall Inwestments Indebtedness Reports Admin Exit
Receipts Claims Disbursements  Budget Cash  Chartof  Wendors
Accounts
Claims 8:04 AM
Claims List ' Add Claims
Search By Search by Vendor
S /
Date V| Claim Mo v+ Vendo v+ Descripio ¥+ Amoun ¥+ Approve ¥+ Posted ¥+ Check Mumb ¥+ Void ¥+ Occurrence Da Y+|  Claims Processing
w 01/20/20... 131 Credit Un... Plow Truck... 96,250.00 Yes Yes 2441 Mo
.. 132 Telephon Telephone Bl @ $150.00°Yes Y es _
H . 1 Print Claims
w 02/10/20... 130 MNorthern... Sewer Conn... $2,600.00 Yes Yes 2440 Mo
w 02/17/20... 133 Diamond... Street Maint..  $4,220.00 Yes Yes 2443 Mo o
w 02/23/20... 134 Don's Ga... Garbage an..  $2,220.00 Yes Yes 2444 o
w 05/12/20... 136 Yendor H... Electric and... $100.00 Mo Mo Mo -
w 05/12/20... 135 vendor G... Garbage an... $150.00 Mo Mo Mo
w 05/12/20... 137 Yendor B... Service Char... 45.00 Mo Mo Mo -
w 05/12/20.., 138 Yendor P... Supsrvisor.., $25.00 Mo Mo Mo
Post Paid Claims To
l 2) View/Edit ] I 3) Void [Y#N) l I 4) Delete l

To search by vendor:

Select the Search by Vendor option (boxed, left) from the Search By drop-down menu
(circled, left). The screen will display the Search by Vendor field (boxed, center).

Click on the field below the Search by Vendor heading (boxed, center) and enter all or
part of the name of the vendor.

Click the Search button (circled, right). All vendor names matching the search criteria
will then be displayed.
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Claims: Using the Search Feature (continued)

The third option is to search by claim number.

EEa CTAS

Accounting Payrall Inwestments Indebtedness Reports Admin Exit.

a s b sage @

Receipts  Claims  Disbursements Budget Cash  Chartof  Wendaors
Accounts

Claims

Claims List | Add Claims

8:07 AM

Search By Search by Claim No.

[C\aim MNo. -
To

w 01/20/20... 131 Credit Un... Plow Truck... 96,250.00 Yes Yes 2441 MNo
; 32 Telephon... Telephore Bl - $150.00 ves ¥ : |
w 02/10/20... 130 MNorthern... Sewer Conn.,  $2,600.00 Yes Yes 2440 MNo
= 02/17/20... 133 Diamond... Steet Maint..  $4,220.00 Yes Yes 2443 Mo
w 02/23/20... 134 Don's Ga.. Garbage an..  $2,220.00 Yes Yes 2444 MNo
w 05/12/20... 136 vendor Bl.. Electic and... $100.00 Mo Mo Mo
w 05/12/20... 135 Vendor 5. Garbage an.. $150.00 Mo §s] MNo
w 05/12/20.., 137 Vendor B... Service Char... 45.00 Mo Mo Mo
w 05/12/20... 138 Vendor P... Supervisor... $25.00 Mo Mo No

Date w4l Claim Mo v+ Vendo v+ Descripio v+ Amoun w8 Approve ¥R Posted w8 Check Nurmb v+ Void v+ Qccurrence Da v

b

~

(= )
N

S —

Claims Processing

Print Claims
Claims List For Appr

Approve Claims
Print Checks

Enter Check #'s

Post Paid Claims To
Disbursements

[ 2] View/Edit ] | 3] Void [Y/N) l | 4] Delete l

To search by claim number:

e Select the Claim No. option (boxed, left) from the Search By drop-down. The screen

will display the Search by Claim Number fields (boxed, center).

e Click on the field below the Search by Claim No. heading (boxed, center). Enter the
beginning number in the range of claims you want to search in the first field and the

ending number in the second field.

e Click the Search button (circled). All of the claim numbers within the specified range

will be displayed.
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Claims: Using the Search Feature (continued)

The fourth option is to search by Fund and Account Numbers.

CE CTAS = x

Accounting Payrall Inwvestments Indebtedness Beports Admin Exit.

A E & SAE 2 8

Receipts  Claims  Disbursernents  Budget Cash  Chartof  Vendors
Accourts

Claims 8:08 AM

Claims List ' Add Claims

Enter Check #'s

Post Paid Claims To
Disbursements

Search By | Search by Fund and Account Mumber
[Fund and Account Murmber - |[ 100: General Fund ~| [41000; GENERAL GOVERNMENT - 7~ N\
| (= )
Date vH ClamMNo ¥+ Vendo ¥+ Descripio ¥+ Amoun ¥+ Approve ¥+ Posted ¥+ Check Nurmb ¥+ Veid ¥+ QOccurrence Da ¥+ Claims Pmce
w 01/20/20... 131 Credit Un... Plow Truck... 96,250.00 Yes Yes 2441 Mo
(¥H01/29/20... 132 ‘Telephon .. Telephone Bil | $150.00 Yes Yes ! ! T
w 02/10/20... 130 MNorthern... Sewer Conn...  $2,600.00 Yes Yes 2440 Mo
+w 02/17/20... 133 Diamond... Street Maint..  $4,220.00 Yes Yes 2443 Mo
+ 02/23/20... 134 Don's Ga... Garbage an...  $2,220.00 Yes Yes 2444 No
w 05/12/20... 136 Yendor H... Electric and... $100.00 Mo Mo Mo
w 05/12/20.., 135 vendor G... Garbage an... $150.00 Mo Mo Mo
w 05/12/20... 137 Yendor B... Service Char... 45.00 Mo Mo Mo
w 05/12/20... 138 Wendor P... Supervisor... $25.00 Mo Mo Mo

l 2) View/E dit ] I 3) Void [¥/N) l I 4) Delete l

To search by fund and account number:

e Select the Fund and Account Number option (boxed, left) from the Search By drop-down
menu. The screen will display the Search by Fund and Account Number fields (boxed,
center).

e Click on the down arrow in the first field (boxed, center) below the Search by Fund and
Account Number heading to choose a Fund number.

e Click on the down arrow in the second field (boxed, center) to choose an Account
Number.

e Click the Search button (circled). All of the claims with the specified Fund and Account
Number will be displayed.

Note: You must enter both a Fund Number and an Account Number.
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Claims: Using the Search Feature (continued)
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The last option is to search by Claim Total Amount.

CE CTAS = x

Accounting Payrall Inwvestments Indebtedness Beports Admin Exit.

A E & SAE 2 8

Receipts  Claims  Disbursernents  Budget Cash  Chartof  Vendors
Accourts

Claims 8:09 AM

Claims List _Add Claims

Search By Search by Claim Total Amount
_ - /~ N\
[C\alm Total Amount | 5 000 1o 5 000 ] Excact Armount
— =,
Date 78 Clam Mo v+ Vendo v+ Descripio ¥+ Amoun ¥+ Approve ¥+ Posted ¥+ Check Mumb ¥+ Void v+ Occurrence Da Y+|  Claims Processing
+ 01/20/20... 131 Credit Un... Flow Truck... 96,250.00 Yes Yes 2441 Mo
(FA01/29/20,., 132 ‘Telephon .. Telephone Bil | $150.00 Yes ! - -
w 02/10/20... 130 MNorthern... Sewer Conn...  $2,600.00 Yes Yes 2440 Mo
+w 02/17/20... 133 Diamond... Street Maint..  $4,220.00 Yes Yes 2443 Mo
+ 02/23/20... 134 Don's Ga... Garbage an...  $2,220.00 Yes Yes 2444 No
w 05/12/20... 136 Yendor H... Electric and... $100.00 Mo Mo Mo
w 05/12/20.., 135 vendor G... Garbage an... $150.00 Mo Mo Mo
w 05/12/20... 137 Yendor B... Service Char... 45.00 Mo Mo Mo
w 05/12/20... 138 Wendor P... Supervisor... $25.00 Mo Mo Mo
Past Paid Claims Ta
Disbursements

l 2) View/E dit ] I 3) Void [¥/N) l I 4) Delete l

To search by total amount:

e Select the Claim Total Amount option (boxed, left) from the Search By drop-down. The
screen will then display the Search by Claim Total Amount fields (boxed, center).

o Ifyou want to search a range of amounts, enter the smaller number in the first
field under the Search by Claim Total Amount heading (boxed, center) and
enter the larger amount in the range in the second field.

o If you want to search for transactions with a particular amount, check the
Exact Amount box at the right of the search field (boxed, center) and enter
the amount in the field to the left of that box.

e Click the Search button (circled). All of the claims with amounts within the range will
be displayed.
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Claims: Printing Reports

There are two reports that you can create and print for the Claims section: the Claims History and
Claims List for Approval.

To select the report you want to create, click on the Reports tab (circled) from the Task Bar and then
choose the Claims icon (boxed). A screen will appear listing the two reports.

L CTAS = x

Accounting Bayrall Trvestments Indebtedness Admin Exit
i 8 8 BB W ©
AEl e a4 & L 8 @

Receipts | Claitns | Disbursements  Budget Cash Charbof  Wendors  Financial Tax  Payroll (ear Irwestrnents Indebtedness
Accounts Reports Filing  to Date}
Accounting Emnployes Irwestments Indebtedness
Claims 10:27 AM
Report Name

Claims Histo Iy
Claims Listfor Approval

To run a report, highlight the report and click the Run button at the bottom of the screen. The
following pages describe the Claims History report and illustrate how to create and print the report.
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Claims: Printing Reports (continued)

Printing a Claims History

A Claims History is designed to list the claims for a selected period. The report provides you with
all the information from the claim, including the check number.

To print a claims history, highlight Claims History and click the Run button on the Claims report
screen (see previous page). The Claims History screen will appear.

Claims Histary

Select Date Range

Start Date

End Date 05162016 [

| Frewview H Cloze |

On the Claims History screen:

e Enter the beginning date in the range of claims you want to list in the Start Date field.
e Enter an ending date for the list in the End Date field.

e Click the Preview button.

~
o GHESRGport Viewsr o offEs
3 o By 1 g @ . Nt
Main Report
New Township Claims History 5/16/2016
Date Range: 1/1/2016 To 57162016
Date Yendor Description Claim # Check # Approved Total Account # Detail
012042016 CreditUnion Plow Truck Payment 151 2441 Yes $6,250.00  201-47210-611 $1,250.00
201-47110-601 $5,000.00
01/23/2016 Telephone Compary  Telephone Bill 152 2442 Yes $15000  100-41805-321 $150.00
02/10/201& Morthern Tool Sewver Connecion Pams 130 2440 Yes $2,60000  601-49451-221 $2,600.00
02/17/2016 Diarmond Asphaltand  StreetMairtenance 133 2443 fes $4,22000  201-43122-401 $4,220.00
Plowing
02/23/2016 Don's Garbage and Garbage and Weeds 154 2444 Yes $2,22000  100-43260-301 $300.00
PestContral
100-43230-510 $500.00
100-43230-401 $1,42000
05/12/2016 “endor Bank Service Charge 157 Yes $5.00  100-41911-308 $5.00
05/12/2016 Wendor Elearic Electicand Gas 136 fes $100.00  100-41915-383 $25.00
051242016 “endor Eledric Electric and Gas 156 Yes $10000  100-341915-381 $75.00
05/12/2016 WendorGarbageand  Garbage and Weeds 135 Yes $15000  100-43230-510 $50.00
Pest Control
05/12/2016 YendorGarbageand  Garbage and Weeds 135 Yes $150.00  100-43230-401 $50.00
Pest Control
05/12/2016 VendorGarbage and  Garbage and Veeds 135 Yes $15000  100-43260-301 $50.00
Pest Control
05/12/2016 “endor Post Dffice SupervisorMileage and Misc 138 Yes $25.00  100-41905-322 $25.00
Total For Selected Claims $15,720.00 s
Current Page Mo 1 Total Page Now 1 Zoom Factor: 100%

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report. By
clicking the red “X” (circled, right) you can close the Report Viewer screen.
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Claims: Printing Reports (continued)

Printing a Claims History (continued)

After clicking on the Printer icon, the Print screen appears.

o pine —

General | Layout
Select Printer
=iFax = Microsoft XPS Documen
= HP ePrint = PDF Complete
@Main Printer on stg-dc2 im0 Send To OneMote 2010
] I 3
Status: Ready [ Prirt to file
Location: Mext to Closet
Comment: Primary Office Printer

7

o/

\

Page Range
Selection () Cument Page
13 Collate
213 23

Enter either a single page number or a single 1t
page range. For example, 5-12

Pit | [ Cancel

By clicking the Pages radio button (circled, left), you can choose to print only certain pages of the
report. The Number of copies box (circled, right) 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 report:

e Click the red “X” icon on the Report Viewer screen.

e Click the Close button on the Claims History screen.
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Claims: Printing Reports (continued)

Sample Claims History Report

Mew Township

Date Range:

Date Yendor

01/20/2016 CreditUnion

01/29/2016 Telephaone Cormparty
02/10/2016 Morthern Toal

02/17 /2016 Diamond Asphalt and
Plowing

02/253/2016 Don's Garbage and
Pest Control

05/12,/2016 Yendor Bank
05/12/2016 Yendor El edric
05,/12/2016 YendorEledsic

05/12/2016 Yendar Garbage and
Pest Contral
05/12,/2016 Yendaor Garbage and
PestControl
05/12/2016 Yendar Garbage and
Pest Control
05/12/2016 Yendor Post Office

Total For Selected Claims

1/1/2016 To 5/16,/2016

Description
Pliove Truck Payrnerit

Telephaone Bill
Sewer Connection Parts

Street Maintenance

Garbage and Weeds

Service Charge
Electric and Gas
Electricand Gas

Garbage and Weeds
Garbage and Weeds
Garbage and Weeds

Supenvisor Mileage and Misc

Claim #

131

13z
130
133

134

137
136
136
135

135
135

138

Check #
2441

2442
2440
2443

2444

Claims History

Total
$6,250.00

$150.00
§2,600.00
$4,220.00

$2,220.00

45.00
$100.00
$100.00
$150.00

$150.00
$150.00

$25.00

ACCount #

201-47210-611
201-47110-601
100-41905-321
601-49451-221
201-43122-401

100-43260-401

100-43230-510
100-43230-401
100-415911-506
100-41915-353
100-41915-381

100-43230-510
100-43230-401
100-43260-401

100-41906-322

5f16/2016

Detail
$1,250.00
$5,000.00

$150.00
§2,600.00
54,220.00
$300.00

$500.00
$1,420.00
$5.00
$25.00
$75.00
$50.00
$50.00
$50.00

$25.00

$15,720.00
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