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A/R Lockbox Introduction
Overview

The Govern OpenForms Lockbox is used to facilitate the data entry of multiple
payments. Payments can be processed from a Lockbox file received from a
Lockbox service or bank or entered manually.

Because payments received through a government office are cyclical, the A/R
Lockbox is useful. It:

» Speeds up data entry time.
* Speeds up time to deposit payments in the organization’s account.
* Reduces data entry stress during heavy payment periods.

The Govern OpenForms A/R Lockbox solution includes the:

* A/R Lockbox User Form: Integrates Deposit Management A/R Lockbox
Header and A/R Lockbox Details information

+ A/R Lockbox Batch Process: Provides options for Validating a File,
Loading a File, Processing Payments Directly from a File, Processing
Payments from a Preloaded File.

This document describes the following:

* Configuring the A/R Lockbox

* Using the A/R Lockbox in Govern

* Running the A/R Lockbox Batch Processes
» Viewing the A/R Lockbox File Layouts
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Configuring the A/R Lockbox
Overview

The configuration of the A/R Lockbox comprises the following steps:

» Verifying the Configuration in the Business Entity Designer (BED)
» Setting the Default User Registry Parameters in GNA

» Defining the A/R Subsystem Priorities

» Setting Up Deposit Management

+ Setting Up A/R General Parameters for the Subsystems

» Defining the Lockbox Batch Process

» Setting Security for the Lockbox

» Customizing the Layout of the Govern A/R Lockbox Form

Verifying the Configuration in the Business
Entity Designer (BED)

The A/R Lockbox contains one business model and two entities:

* Business Model: AR _Lockbox
* Business Entities. AR_Lockbox_Header and AR_Lockbox_Detail

Perform the following configuration if required:

* On the Model: Allow use in the Govern Query Tool.
* On the Entities: Set rules for Auditing and Central Notes

For details on these procedures, refer to the Business Entity Designer (BED)
documentation.

Setting the Default User Registry Parameters in
GNA

The following defaults are defined in the User Registry Manager in GNA. They
are applied to the Lockbox user form in Govern. They can be configured for
the Lockbox user form in Govern. These are defined in the User Registry
Manager.
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« [Effective Date
* Entry Date
¢ Installment
* Payment Type
+ Transaction Type
To configure the default settings:
1. Launch GNA.
2. Select Parameters > User Registry Editor.
3. Select Lockbox from the Registry Filter.
r User Registry Manager = [E] i?-1
Registry Filter LockBox ~* Registry Key Type  UserID -
2
i Section Name Key Name Key Value
P LockBox Default Effective Date 7/5/2016 5|+

LockBox Default Entry Date 7/5/2016 : A4
LockBox Installment Total -
LockBox Payment type lockbox -

LockBox Transaction type Payment A

4. Enter a date in the Default Effective Date parameter. This date appears
in the Effective Date field on the Lockbox Details tab of the Lockbox form
in Govern, when you click New.

The Effective Date is the date that the payment becomes effective.

5. Enter a date in the Default Entry Date parameter. This date appears in
the Entry Date field on the Lockbox Details tab of the Lockbox form in
Govern, when you click New.

Typically, the Entry Date is the date that the payment is entered.

6. Select an installment from the Installment drop-down list. The installment
appears on the user form. Installments are used with Real Property Tax.
They are defined in the VT_SYSTEM INSTALL table. Setting the
installment type for the period in which the payments are entered, speeds
up the data entry process.
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7. Select a payment type from the Payment Type drop-down list. Payment

types include: ACH, American Express, Collection Agency, Debit,
Discover, eCheck Personal, Lockbox, MasterCard, Pinless Debit, and
Visa.

8. Select a transaction type from the Transaction Type drop-down list.
Typically, this is Payment.
9. Click Save.

Users have access to these settings from the Lockbox user form in Govern, if
they have the required security permissions. See Setting Security for the
Lockbox on page 264.

Defining the A/R Subsystem Priorities

Open the A/R Subsystem Priorities form in GNA to define the order for
distributing payments received through the A/R Lockbox. This order applies to
payments received by other means, as well.

Payments are distributed as follows:

Payments are made first to the subsystems with the Ignore Year option
selected, according to Priority Number. The subsystem with the highest
priority number is paid first.

Payments are then made to subsystems with the Ignore Year option
deselected, according to Priority Number. The subsystem with the highest
priority number is paid first.

Note: If two subsystems have the same priority number, and the Ignore Year

is the same, payments are made in alphabetical order.

To access the A/R Subsystem Priorities form:

1.

Launch GNA.

2. Select Application Configurations > Accounts Receivable > A/R

Subsystem Priorities.
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@ AR Sub-System Priorities X

Priority Ignore year

Aircraft Excise Tax

Bankruptcy 14

Boat Excise Tax 2

Deed 12

Delinguency Collection 13

Land Management 11

Miscellaneous Billing 10|

Motar Vehicle Excise Tax 3

Personal Property Tax 8

Real Property Tax 15

Self Reported Tax ¥

Special Assessment ¥

Tax Deferral 18

Tax Title 19

Tax Title (LM) 17

Tax Title (PP) 16|

ORRRRODCOROODRRAINIIORO

Utility Billing 9

—
g
H
o
-
—
-
-/

Enter a number in the Priority field beside each subsystem for which
payments are received through the lockbox. This number corresponds to
the order in which payments are made on billed items. The highest number
represents the highest priority (AR_Master.PRIORITY).

Select Ignore Year to give the subsystem priority. Otherwise, payments
are made on all outstanding bills according to year; i.e., all bills from 2016
are paid before the bills from 2017 if this option is deselected.

Click Save.
Click Exit to close the form.

A confirmation message appears if there are any unsaved modifications.
Click Yes to save your modifications or No to close the form without
saving.

Setting Up Deposit Management

Deposit Management is required for all A/R transactions including those
received through the Lockbox. Deposit numbers can be entered manually or
generated automatically. They are managed through the Deposit Management
entity, which is part of the A/R Lockbox form in Govern.

Full details of setting up Deposit Management are provided in the Accounts
Receivable documentation.
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Setting Up A/R General Parameters for the
Subsystems

Review the Accounts Receivable General Parameters to ensure that the rules
for minimum payments are correctly setup.

To review the A/R General Parameters:

1. Launch GNA.

2. Select Application Configurations > Accounts Receivable General
Parameters.

r AR General Parsmeters & 8 \
Minimum Balance to Compute Charges $0.00| or DI %
Depsrimentobe wsedonthewen ()

b Bill Number Prefix

r Deposit Number Sctup
M Activate Deposit Management

) - J

[ Prevent Override of the Deposit Number

[0 Seperate Deposit for Credit Card Payments

[Defau\l Deposit Number

b Automatically assign Deposit Number

O use Proportional Distribution

O Use Exact Installment O Activate G/L Validation

[ security By Area [0 ACH (PAP) Supported Via Payment Plan
O Bypass MB funds reapplication [ Override G/L Entry Date by Posting Date
[ Bypass LM funds reapplication  [J Mo SRT Discount if not full payment

[ Bypass SA funds reapplication

r ACH City and Bank Parameters

Destination Bank Name [First Tennesses Company Id |955loefGIN

Destination Bank Routing |IDRE_[I*T City Bank Account Number (PKLF_*I1fy

Original Bank Name [First Tennessee File Descriptor

Original Bank Routing [IDRE_[AT KA Create Debits Only File

[ Bypass ST funds reapplication

r Related Subsystem P,

Aircraft Excise Tax

Bankruptcy

Boat Excise Tax
Business License

Deed

Delinguency Collection
Land Management
Miscellanecus Billing
Motor Vehicle Excise Tax
Personal Property Tax
Real Property Tax

Self Reported Tax
Special Assessment
Tax Title

Tax Title (LM)

Tax Title (PP)

Utility Billing

r Real Property Tax Parameters

(] Link A/R to Names

WA AR Master by Fiscal Year

WA AR Master by Cycle Code

[ Penalty/Interest Breakdown (Batch)

([ Allow payments < Late Charges Due

([ Over, Short and Duplicate Method
Max Amount

Cver $

Minimum Collection

0% or

Collection Year 0

AN IANA 75 CTE MTI_EAI201A &N

Verify the Minimum Balance to Compute Charges parameter.

Scroll through the settings for each subsystem under Related Subsystem
Parameters.

5. Verify the setting for Allow Payments < Late Charges Due for each
subsystem.
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By default, payments that are less than the late charges due cannot be
entered on the user forms. A message appears and the payment cannot

be saved.

6. Verify the Minimum Collection Amount for each subsystem for which it

appears.

Defining the Lockbox Batch Process

To define the A/R Lockbox batch process:

1.
2.

Govern New Administration (GNA)

MRS  Options

D

Parameters

afised
L

¢ Editor Editor Value Editor  Editor

&P A/R General Parameters [ Batch Process

107-ub-bp-036-c - Sewer VR Payment
908-gl-bp-001 - G/L Export to eBiz
908-re-bp-001 - CTG Hamilton Yearly Impart
908-re-bp-002 - CTG State Tax Assistance Import
908-ub-bp-001 - TAW Disconnect Export
908-ub-bp-002 - TAW Disconnect Response
908-ub-bp-003 - TAW Reconnect Export
908-ub-bp-004 - NRS Sewer Delinquent Extract
908-ub-bp-006 - Sewer Email Link to Bill
ctg_ach_cc_imp - CTG- UB - ACH and CC Import
ctg_cancelrebil - TAW Cancel/Rebill Adjustments
ctg_gl_refunds

ctg loadusage - TAW Load Usage to Staging Tabl
ctg_paperless - Import Paperless Billing
CTGCheckFree - CTGCheckFree payment
GP_Refund

ken_imp_agcy - KEN Impart Callection Agency
MEC-GL Ref Expt

PAymlockbox - IVR PAymLockbox

test

THR-ST Sales Pr - THR-5T Sales PreLoad

KT 1 B

6.0.1606.25 - CTG_MTL-5QL2014_SQL

3.
4.

Application Configurations

B A B &

Profile Field Mask Constant SQL Query Formula Logical Expression
Editor

Launch GNA.

Select Editors > Batch Process Definition Editor.

Editors Windows Help

Utilities
- @B @B @

External MNumber  System Validation User Validation Data
Command Editer Format Editor ~ Table Editor

Editors

e
Block Editor

Definition Editer X

@ 19 of 21\

Batch Process Definition

Resource  Batch Process
Table Editor  Mapping Editor File Editor Definition Editor

el =]

@) Dynamic Search Objects
(& Dynamic Search Styles
iy Dynamic Search Groups

Dynamic Search Configuration

Code: |PAymLDckbsx |

(=) [vR PaymLockbox

English Shart Description English Long Description

[1vR PaymLackbor | [vR PaymLockior

French Shart Description French Long Description

|NR PAymLockbax HIVR PAymLockbox

Process: [ CTG-IVR Payment

Transaction

Y = Y = Y

r Iransaction Mode:
O Break If One Transaction Failed

O Roll Back If One Transaction Failed
® Continue If One Transaction Failed

e Transaction Type:
Synch

O Asynch

Click New.

Select AIR Lockbox from the Process drop-down list.

5. Set up the parameters as defined in the Batch Processing documentation.
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Setting Security for the Lockbox

Security for the A/R Lockbox is applied, as all OpenForms security, at multiple
levels:

* Administrative forms: Security on administrative forms used in the A/R
Lockbox, such as the User Registry Maintenance, A/R General
Parameters, and A/R Subsystems, is defined in the GSM.

+ User forms: Security for the A/R Deposit Management and A/R Lockbox
user forms is set first in the GSM. This is to give users permission to
execute the form or not. Security on the entities and the fields on the form
is set in Security Mode in the OFD.

The following scenario illustrates how security is applied to the User Registry
Maintenance form parameters.

* GSM: The right to access the User Registry Maintenance form in GNA is
set is defined in the Govern Security Manager (GSM). This applies to the
entire form, not just the Lockbox options.

» OFD: Users can access the User Registry Maintenance parameters by
clicking the Lockbox Settings action button on the A/R Lockbox form. You
can provide security for this action button, as for all action buttons, in the
OpenForms Designer (OFD) Property Explorer for the form.

Defining Security in the GSM

The Govern Security Manager (GSM) is used for granting access permissions
on administrative and user forms as well as batch processes. The access
applies to the entire form or batch process.

To define security on the administrative forms used by the A/R Lockbox:

1. Launch the Govern Security Manager (GSM).
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Secundy Manager - o bt
[~ -
e O @
Galure feresh Synchronce  belp
Application: &R Pacam.
Generl Exchasions
Guld:
Deseriptl R |
Type:
Parent:
Permissions per role:
Fale E ALE VALY 1A v AU 0 ALD
Il L LU |

T02517 - CM3DEMO_Vb.1_BLXSGEZ_ 50U

N

w

4
5
6.
7
8

Select Applications > GNA > Application Configurations > Billing >
Govern Tax > Accounts Receivable.

Select the A/R General Parameters or other form to which you want to
grant access.

Right-click on the form.

Click Edit to set up permissions.

Click Exclusions to define exceptions to the permissions.
Repeat steps 4 to 6 for each form as required.

Click Save.

To define security on the User Registry Maintenance form:

1.

I

Launch the GSM.

Select Applications > GNA > Parameters > User Parameters > User
Registry Editor.

Right-click on the form.
Click Edit to set up permissions.
Click Exclusions to define exceptions to the permissions.

Repeat steps 4 to 6 for each form as required.
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7. Click Save.

To define security to execute the A/R Lockbox user form and batch process:

1. Launch the Govern Security Manager (GSM).

il security Manages

Home

¢ D

© 0

Culture Refresh Synchionize | Help
- All

B Menu

a 0 Profiles

4 @ TR Teeasuey
4 @ Batch Processes

B 10T-ub-bp-U36-c - Sewer VR Payment
B 90&-gi-bp-001 - G/L Export to eliz

B 906-re-bp-001 - T 20 Yearly Impart

B HE-re-bp-00Z - LT

B 90&-ub-bp-004 - MRS Sewer Delinquent Extract
B 908.ub-bp-006 - Lewer Email Link i Bill

0 ctgach_cc imp - CTG- UB - ACH and CC Import
B ctg_cancelrebil - TAW Cancel/Rebnll Adjustments
B et loadusage - TAW Load Usage to Staging Table
B ctg_paperess - Import Paperless Billing

B CTGCheckFree - CTGCheckfree payment

B ken_imp_aqey - KEM Import Callectian Agency
W LockboxStand - Lockbax Standard

B MEC-GL Ref Expt - MEC-GL Ref Expt

B THR.ET Sales Pr - THR-ST Sales Preload

& Extemal Commands
4 O Upertanms
@ ARO36 - Arlgn
@ PCO0 - Progy %
& Cuenes Exclusions,
£ Reparts

G01606.25 - CTG_MTL-50L2014_50L

© N o g~ w DN

Application: ARD36 - Ar LockBax

H X

General | Enclussors

Guid:

Deseription: RO - A LockBun
Types

Parent:

Permissions per role:

Fiale B ALE
Bl Users [l o
# Govern Super User O |
B Treasury -«

Select Applications > Govern > Profiles.
Select Batch Processes > A/R Lockbox.
Right-click on the A/R Lockbox batch process.

Click Edit to set up permissions.

Click OpenForms.

9. Select the A/IR Lockbox form.
10. Repeat steps 6 and 7.

11. Click Save.

Al U AUy 0 ALD

Select the Profile containing the A/R Lockbox form and Batch Process.

Click Exclusions to define exceptions to the permissions.

Page 266

© 2017 Govern



G2 Govern

Configuring the A/R
Lockbox

Setting Security on the Entity and Fields

To set up the security:

1.
2.

Launch the Govern OpenForms Designer (OFD).
Open the A/R Lockbox form.

Open Forms Designer - m] X
ilgukbHdeE® 3 | English (United States)  ~ Search CurrentForm | €3 | @ @ _
« Permits (Building)  [ERT I B S=curity -1
S TE v 2 raliliE) Type:
Deposit Management LockBox Detail =] [/
Normal
Deposit Number Descripti
P e [ epen Transaction Detail = Alternative
Deposit Number ol
Description & Profiles:
Linked Deposit N =l 1. Cashiers
5. BU Business Tax
Userld = 5. RE Tax Collectors
@]
Entry Date 'aﬁ
Summary il
W processed
Quantity =l @® By role O) By user
asteh Total e [ Cashier Managers

Cashiers Clerks

Govern Super User

 — 57 Insert / Update / Delete
Special
Account =i View
Original Batch Ne =il
Quantity =il
Total o
File e
File Name =#
File Path o]
Image Path =il

6.1.1702.442 - WORFLOWMANAGEMENT_8LX5GB2_SQL

© N o o &~ e

Select the Security icon to shift to Security Mode.
Select a Security Type, Profile, and Role or user.
Select the User Registry action button.

Define the security permissions.

Click Save.

Repeat steps 4 to 7 for all required combinations of Security Type, Profile,
and Role or user.
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9. Repeat steps 4 to 7 for all required combinations of Security Type, Profile,
and Role or user, but select the Quick Save and Insert action button.

Customizing the Layout of the Govern A/R
Lockbox Form

You can make the following changes to the Lockbox user form in the
OpenForms Designer (OFD):

» Customize the form by renaming and repositioning the fields as required
by your organization.

* Customize the Browse screen and the Record Description, if required.
» Set the security for the Lockbox user form in Govern.
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A/R Lockbox Batch Processes
Overview

The A/R Lockbox batch processes are used for processing A/R Lockbox
payment details. There is one form with four options:

Validating a File: Loads payment details to a log file. They are not stored
in the database.

Preloading a File: Loads lockbox payment details to the Govern
A/R_Lockbox_Header and Lockbox_Detail database tables. Data can be
viewed on the Govern A/R Lockbox user form.

Processing Payments from a File: Loads data from the Lockbox file
directly to A/R

Processing Payments from a Preloaded File: Loads the data from the
Preloaded file to A/R

Note: After you run an A/R Lockbox batch processes, with the exception of

the Preload, the A/R Lockbox file can no longer be viewed on the AR
Lockbox form in Govern

Accessing the A/R Lockbox Batch Processes

To access A/R Lockbox Batch Process form:

o b~ wDd =

Launch Govern.

Open a Profile that contains the A/R Lockbox batch process.
Select the Batch Processes Explorer.

Select the A/R Lockbox batch process.

Select one of the following options:
*  Preload

* Process from File

* Process Preload File

* File Validation Only

Note: There are two possible sources for the Lockbox file. It can be compiled

from deposited bank payments, by a Lockbox service at a bank, or
from entries made in the Lockbox form in Govern.
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Running the Preload Batch Process

Run the Preload batch process in order to load a lockbox file to the Govern
A/R_Lockbox_Header and Lockbox_Detail database tables. Once the process
is complete, you can view it on the A/R Lockbox form in Govern.

To run this process:

1.

Open the A/R Lockbox batch process.

(& Govemn
Home  View Options Tools Help

2016

771872016 B~ Slobal
essages

S (1) Treasury (2016) X

Batch Processes Explorer
@ CTG Hamilton Yearly Import
@ TG State Tax Assistance Import
@ CTG- UB - ACH and CC Import
@ CTGCheckFree payment
@ G/L Export to eBiz
@ Impart Paperless Billing
@ KEN Import Collection Agency
BB 1ockbox Standard
B mec-GL Ref Bt
@ NRS Sewer Delinquent Extract
BB sewer Email Link to 8
BB sewer VR Payment
BB 7aw Cancel/Rabill Adjustments
BB raw Disconnect Bxport
(BB 4w Disconnect Response
@ TAW Load Usage to Staging Table
BB 72w Reconnect Export
(B THR-ST Sales PreLosd

Mai/29] 9EIR] -] SAION (RAWSD Gy 50| WMD) -

- B X

F2 Ar LockBox LR B Lockbox Standard X

parameters [P | Schedule | Reports | Processing
Criteria Selection

Action(s)
® Preload

D) Process from file
0 Process Preload file(s)

) File Validation Only

File Selection

[ Archive

6.0.1606.25 - CTG_MTL-5QL2014_5QL

2

Select the Preload option.

Click the File Name button.

Select the Lockbox file from a computer or network drive.
Click Archive to store the file in a specific location.

Click the Run button to run the process and load the file to the database
tables.
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Running the Process From File Batch Process

Run the Process From File batch process in order to load the payment data
directly to the Govern A/R from a Lockbox file.

Note: After you run the Process From File batch process, the file can no
longer be viewed on the AR Lockbox form in Govern.

To run this process:

1. Open the A/R Lockbox batch process.

(& Govem - o X
Home View Options Tools Help

2016 @

77182016 ] -] | Global
essages

Y (1) Treasury (2016) X

I R L el B Lockbox Standard X

? @ CTG Hamilton Yearly Import NE
Parameters Schedul Report: P
; B <75 State Tox Assistance Import IRl | Schecwe | Mepors | Processng
a B c7G- UB - ACH and CC Import Criteria Selection :
[
g B crocheckree payment Action(s) i
g @ G/L Export to eBiz Preload
g B import Paperless Biling 8 Process from file
& KEN Import Callection Agency Process Preload file(s)
al @ Lockbox Standard File Validation Only
g
B vecaLreren i Seection
Bl B RS sewer Delinquent Extract
- [
M B sever mail Link o il

[ Archive

(] Duplicate Bill

nec
B 78-S Sales PreLoas

6.0.1606.25 - CTG_MTL-5QL2014_5QL

Select the Process From File option.
Click the File Name button.
Select the Lockbox file from a computer or network drive.

Click Archive to store the file in a specific location.

o a0 bk~ WD

Click the Duplicate Bill option to create copies of the bills for the name
selected as the Primary Index in the Mailing Index.

7. Click the Run button to run the process and load the file to the database
tables.
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Running the Process From Preload File Batch

Process

The Process From Preload File batch process is similar to the Process From
File process. It loads the payment data from the Lockbox file directly to the

Govern A/R.

Note: After you run this Process From File batch process, the file can no
longer be viewed on the AR Lockbox form in Govern.

To run this process:

1. Open the A/R Lockbox batch process.

] Govern
Home | View Options Tools  Help
2014 4 Tax Map # 998-099-998-2
3/14/2017 5 ~| Global
Nl

¢ (1) Property Control (2014) X
@ (2) Property Control (2014) X @ (1) Appraisal (2014) X

Batch Processes Explorer ~ 4 x £ CashCollection &% ArlockBox  [SGIEERY

@ AR - ACH Generate File
Parameters Schedule | Reports | P i

B AR - AcH prenotication File €] | sehedte | Reports | Processing
@ A/R. - ACH Prepare Data with Balance Due Criteria Selection
@ AJR - Cash Collection Payments Posting Action(s)
B ar - Payment Reversals Posting () Preload
B AR Generste Payment Reversal © Process from file
@ A/R Lockbox ®) Pracess Preload file(s)
B sankruptey Definquency Fosting © File Validation Only
@ Mass Appraisal - Audit Finalized Batch Number Selection

Batch Number

Aioisiy 9

g
:
7
@
'y
g
g

Duplicate Bill

Fa DatasetT E Forms B i Reports E [ aeile]

@ (2) Property Control (2014) X @ (1) Tax Billing (2014) X

R (1) Accounts Receivable (2014) X
¥ (2) Accounts Receivable (2014) X

[TRICET

siEseR() panes -

6.1.1702.511 - CMSDEMO_V6.1_8LX5GB2_SQL

2. Select the Process Preload File(s) option.

3. Click the File Name button.

4. Select the Lockbox file from a computer or network drive.
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Select the batch number created for the preloaded file from the Batch
Number drop-down list.

Click the Duplicate Bill option to create copies of the bills for the name
selected as the Primary Index in the Mailing Index.

Click the Run button to run the process and load the file to the database
tables.

Running the File Validation Only Batch Process

Run the File Validation Only batch process in order to ensure that the Lockbox
file is valid. Payments are loaded to a log file but are not stored in the
database.

Note: After the process is File Validation ONly batch process is run, the file
can no longer be viewed in Govern.

The file cannot be viewed in Govern.

To run this process:

1. Open the A/R Lockbox batch process.
& Govem - o *
Home  View Options Tools  Help
2016
7182016 =) MC;L::;IH Xz

R (1) Treasury (2016) X

B 16 Hamitton Yearly import
B <16 state Tax assistance Import
B c16- us - AcH and €€ Import
B cr6eheckFree payment

B o exportto eiz

B import Paperiess silling

BB kN Import Collection Agency
B Lockbox Standard

B mec-cL referpt

B3 irs Sewer Delinquent Extract
B sewer mail Link 1o 8l

B3 seve
B 7w Cancel/Rebill Adjustments
@ TAW Disconnect Export

B3 72w Disconnect Response

i
i
|
]

yyment

B 7w Loas Usage to Staging Table
B maw Reconnect Export
B THR.ST Sales Pretoad

-~ B x £ ArlockBox

LR © Lockbox Standard X

Parameters [B||]  schedule | Reponts | Processing
Criteria Selection

Action(s)

Process from file

Process Prefoad file(s)
@) File Validation Only
File Selection

File Name...

[] Arehive

6.0.1606.25 - CTG_MTL-SQL2014_SQL
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Select the File Validation Only option.
Click the File Name button.
Select the Lockbox file from a computer or network drive.

Click Archive to store the file in a specific location.

S

Click the Run button to run the process and load the file to the database
tables.
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Chapter 4: A/R Lockbox User Form
Overview

The Govern A/R Lockbox user form can be used in the following ways:

* Entering new lockbox payments

* Viewing payments uploaded to the Govern tables through the Preload
batch process

» Updating payment information form these files
The A/R Lockbox:

* Speeds up Data Entry

» Speeds up the time required to make a deposit

* Provides direct access to default parameters to make it faster

* Provides a Quick Save and Insert action button to make it faster

This document describes the following:

* Viewing the A/R Lockbox user form
* Accessing the A/R Lockbox User Form
» Creating a New A/R Lockbox Record

Viewing the A/R Lockbox User Form

The A/R Lockbox user form contains two tabs:

+ Deposit Management: This is standard for all A/R and Cash Collection
payment records.

* Lockbox Detail: This displays information about each lockbox record.
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The Lockbox Detail tab contains the following sections:

Browsing window: The browsing window lists all the records in the
Lockbox file by AR_ID or barcode, Tax Map Number, transaction type, and
amount, as well as details about the record, such as whether it was
loaded, modified, or processed.

Summary: The summary section is completed by the user if the record is
entered manually. It contains the barcode, payer information, and details
about the payment.

Lockbox Detail General Information: This section can be manually
completed. It contains

Lockbox Detail Transaction Status: This section is automatically
populated by the batch process.

Lockbox Detail Action Buttons

The Lockbox Detail tab contains the New, Save, Delete, and Cancel standard
action buttons, as well as:

Lockbox Settings: The Lockbox Settings action button provides access to
the User Registry Maintenance form. If you are making multiple entries, you
can set defaults for common fields. For the lockbox, these settings are:

Default Effective Date: To save time if you are creating multiple entries,
you can predefine the Effective Date field. This is the date that the
payment becomes effective.

Default Entry Date: Enter a default date to save time on multiple data
entries. Typically, the Entry Date is the date that the payment is entered.
Installment: Select a default installment for Real Property Tax payments.
Payment Type: Select a default payment type from the drop-down list.
Payment types include: ACH, American Express, Collection Agency,
Debit, Discover, eCheck Personal, Lockbox, MasterCard, Pinless Debit,
and Visa.

Transaction Type: Select a transaction type from the drop-down list.
Typically, this is Payment.

Quick Save and Insert: Select this option to enable the Quick Save and
Insert. This speeds up data entry time. When, you click Save, the form is
reset immediately. You do not to click New.
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Accessing the A/R Lockbox User Form

To access the A/R Lockbox:

1. Launch Govern.
2. Open a Profile that contains the A/R Lockbox form.
3. Open the A/R Lockbox form.

1 Goven - ] *

ﬁ Home  View  Options  Tooks  Help

B (1) Treasury (2016 %

B Ar LockBon x O YEETEN

L e Y

Cepast Management 5 [ [B]  4 B [35 « ot e LockBox Detail

Transaction Detail

i Deposit Number  Description w

Diepasit Humber 0160617EP 3 ¥
201605004P12  Payment LockboxS/3/2016 4:10:05 PM D16001EP. -
201605004P15  Payment LockboxS/4/2016 238:53 PM Descrigtion Payment Lackbaxf/17/2016 5:46:38 AM g
20G0503CVTT Payment LockbaxS/3/2016 11:20:50 AM Linked Depusil Number g
I0160503SHUR  Payment Lackbax/3/2016 %1323 AM Licer

eplante

201605005HUI  Payment LockbaxS/3/2016 &:14:82 AM .

Date Created P
20TG05MSHUT  Payment Lockban/4/2016 242116 PM -
0160505AM2  Payment Lackbax/5/2016 Transactions

201605054P16  Payment LockboxS/5/2016 Transactron Type
20G05U5APIT  Payment LockbaxS/5/2016 20410 PM Sulriysten

201605058HL2  Payment Lockbox5/5/2016 5:03:12

M SR ] SHON [PRUAD ) 80| WRACD

201605055HUE  Payment LockboxS/5/2016 Summary

201605055HUE  Payment LockbouxS/5/2016 Processed

20TG05U55HUT  Payment LockbanS/5/2016 34250 PM Quantity o
0160601G5U1 LB text Batch Totst G
20160817671 Payment Lockbaxty 1772016 3:41:44 AM

2016061 TEP_10 Payment Lockbonb17/2016 11:55:47 AM From Criginal File

Z0160617EF 2 Poyment Lockbowil17/2016 5:46:38 AM | Aceount

I0160E1TEP 2 Payment Lockboxfi/17/2016 1004:41 AM Original Bstch Na.

20160817678 Payment Lockbaxt/ 1772016 110235 AM Quantity

201606285H_1  Scrum Review Totsl m
20606285H.2  test

2016OTOTIC_ 2 LockioxTest File

201607070C.4  SampleFrombbeDouble File Hame

201G0T0TIC_S  Payment Lockbond /772016 1:10:20 PM File Pazh 7 14,
N16OTOTICT  Maiarn Image Path

201607T1INF 1 Payment Lockbox 11-07-2016

6.0.1606.25 - CTG_MTL-5QL2014 SQL

Adding Lockbox Data Records

There are two ways of adding lockbox data records, by:

+ Creating new lockbox records. See the following procedure.

* Loading existing lockbox records. See Loading Lockbox Records on
page 266.
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Creating a New A/R Lockbox Record

To create a new lockbox record:

1. Lau

nch Govern.

2. Open a Profile that contains the A/R Lockbox form.
3. Open the A/R Lockbox form.

Entering the Deposit Information

To enter the Deposit Information:

1. Select the Deposit Management tab.

{E Goven - O X
Home  View Optons Tools  Help
R (1) Treasury (2016) X
Eill 56 Ar LockBox  x AR
9 7
2 g
M | Deposit Management 4P [33 ]of47 BF| LockBox Detail B
4 .
B | [posit Number Description Transaction Detail g
L Deposit Number 20160617EP 1 2
& 60216GSU2  Payment Lockbox2/16/2016 9:00:48 Al * - e 2
Ol |160421GSUT  Payment Lockbox4/21/2016 1:0400 P || Description Payment Lockbox6/17/2016 9:41:44 AM g’
Fll |160426GSU2  Payment Lockbox4/26/2016 3:21:14 P ||  Linked Deposit Number &
B 60427GSUT  Payment Lockboxd/27/2016 8:25:20 AL || e,
eplante
Bl | 1604285HU22 Payment Lockbox4/28/2016 3:56
= Date Created 6/17/2016 D
Sl | |604295HUT  Payment Lockboxd/29/2016 826; "
[l | |504295HUT3 Payment Lockboxd/29/2016 3:02: Transactions
E' 604295HUZ  Payment Lockboxd/28/2016 8:26: Transaction Type
(1)l |]604285HU3  Payment Lockboxd/20/2016 84135 A1 | Supsystem
604295HUT  Payment Lockboxd/29/2016 11:15:12 £
B04295HUS  Payment Lockboxd/20/2016 11:23:22 ¢ || - Summary
604295HUS  Payment Lockboxd/29/2016 11:29:20 £ Processed
60502SHU4  Payment Lockbox5/2/2016 93734 AM || Quantity a1
60S03APIT  Payment Lockbox5/3/2016 408:49 PM. || gatch Total 03
605S03APIT0  Payment Lockbox5/4/2016 3:06:47 PM
605024PI14  Payment Lockbox5/5/2016 11:57:00 Al From Original File
G05034PI16  Payment Lockbox5/5/2016 120850 pp || Account
60303API2  Payment Lockbox5/3/2016 4:10:05 PM Original Batch No.
60303APIS  Payment Lockbox5/4/2016 2:38:53PM || Quantity 0
B0S03CVIT  Payment Lockbox5/3/2016 112050 A1 || 1. .
605035HUZ  Payment Lockbox5/3/2016 8:13:23 AM
B05035HUZ  Payment Lockbox5/3/2016 8:14:42 AM || File
B03045HUT  Payment Lockbox5/4/2016 2:42:16pM | File Name ChattSewerlVR_MAF_2015_07_14_060012.b¢t
B0S03APIZ Payment Lockbox5/5/2016 1:09:31 PM File Path C:\Users\eplante\Documents\BatchProcess\ChattSewerlVR_MAF_2015_07_14_060012.bct
B0S0SAPI6  Payment Lockbox5/5/2016 14759 PM || 1 oc pagy
60505API7 _ Pavment Lockbox5/5/2016 2:04:10 PM
6.0.1606.25 - CTG_MTL-5QL2014_SQL S

2. Do one of the following:
Click New to create a new deposit number.
Select an existing deposit number on the left.
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Creating a New Deposit Number for Lockbox Entries

Deposit Management is mandatory for all A/R systems in Govern OpenForms,
including the A/R Lockbox. All transactions and entries are managed and

accessed through deposit numbers. How deposit numbers are added to your
form depends on your setup. They may be generated automatically or entered
manually.

The A/R Lockbox Deposit Management tab contains the following sections:

To create a new Deposit Number:

Govern

| o

P (1) Treasury (2016) X

MIIADRI| JBSEIE] +3 SAION [PRUA] ) 5O WAK0D

1. Select the Deposit Management tab in the Lockbox entity.

View  Options  Tools  Help

Transaction Detail: Entered manually by the user.

Summary: Automatically populated by the batch process.

From Original File: Automatically populated by the batch process.
File: Automatically populated by the batch process.

7| TR & VR PAymLockbox &
g
« Deposit Management D 4> [28 v]ofss BB | LockBox Detsi S
Deposit Number Description Transaction Detail g’
201605055HU2  Payment Lockboxs/5/2016 60312 ~ || o=t Number i
20160505SHU4  Payment Lockbox5/5/2016 1:57:28 || Deseription [ g
201605055HUE  Payment Lockbox5/5/2016 227:25 || Linked Deposit Number i
201605055HUT  Payment Lockbox5/5/2016 34250 || e, F—
20160601GSUT L8 text Date Craated ——
20160617EP_1  Payment Lockbow6/17/2016 9:41:4. e
20160617EP_10  Payment Lockbox6/17/2016 11:55: || Transactions
20160617EP.2  Payment Lockbox6/17/2016 9463 || Transaction Type
20160617EP3  Payment Lockbox/17/2016 1004+ || subsystem
20160617EP.9  Payment Lockbou6/17/2016 11:02
201606285H_1  Scrum Review Summary
201606285H.2  test Processed
20160707/C2  LockboxTest Quantity
20160707)C4  SampleFromMeDouble Batch Total
20160707)C_5  Payment Lockbox7/7/2016 1:10:29
20160707)C_7  Naiara Frem Original File
20160711NF_1  Payment Lockbox 11-07-2016 Account
20160711NF_10  NF TEST 22 Original Batch No
20160711NF.3  NFTEST1 Quantity
20160712)C 1 7789 Totel
33702
File
File Name
)

6.0.1606.25 - CTG_MTL-5QL2014_5QL

If deposit numbers are entered manually, you can enter a number in the
Deposit Number field or override the automatically generated number.

2. Do one of the following:
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* Enter a new deposit number in this field.
* Override the automatically generated number.
* Leave the automatically generated number;

& Govern
Home  View Options  Tools  Help

(1) Treasury (2016) X

7| LRSI i IVR PAymlockbox: 3
2 7
2 L
EMl | Deposit Management B [1 v]ofa7 [BE] | LockBox Detail S
f Depasit Number Description Transaction Detail ga
@ Deposit Number 20150810RLOS H
ISl | |20150810RLO0S  Payment Lockbox8/10/2015 1:56:1 * 2
i 20160216G5U2  Payment Lockbox2/16/2016 9:00:4: || Description Payment Lockboxg/10/2015 1:56:12 PM g
Fll |20160421G5U1  Payment Lockbox4/21/2016 14 Linked Deposit Number i
B | 201604266502 Payment Lockboxd/26/2016 User AlonG
: 20160427GSUT  Payment Lockbox4/27/2016 Dote Crested sz 5]
M | |201604285HU22 Payment Lockboxd/26/2016
M || 201604205HU1  Payment Lockbox4/20/2016 8:26: Transactions
E 201604295HU13  Payment Lockbox4/29/2016 3:02:2. || Transaction Type Payments
G | 201604295HU2  Payment Lockboxd/20/2016 Subsystem

201604295HU3  Payment Lockbox4/29/2016 8:41:

201604295HU7  Payment Lockbox4/29/2016 11:15: Summary

201604205HUS  Payment Lockbox4/20/2016 11:23: Processed

201604295HUY  Payment Lockbex4/20/2016 11:29: || Quantity 196

201605025HU4  Payment Lockbox5/2/2016 93734 || Batch Total

20160503API1  Payment Lockbox5/3/2016 4:08:49

20160503API0  Payment Lockbox5/4/2016 30647 || From Original File

201605034P114  Payment Lockbox5/5/2016 115701 || <™

20160503API16  Payment Lockbax/5/2016 12:08:5 | Original Batch No.

20160503API2  Payment Lockbox5/3/2016 41005 || Quantity o

20160503APIS  Payment Lockbox5/4/2016 23853 || opa 5000

20160503CVI1  Payment Lockbox5/3/2016 11:20:

201605035HU2  Payment Lockbox5/3/2016 91 File

201605035HU2  Payment Lockbox5/3/2016 9:14:42 File Name ChattSewerlVR_MAF_2015 08 10 060013.0xt

20160504SHUT  Payment Lockbox5/4/2016 2:42:16 || File Path RA_Transers\Lockb 51006001360

201605054P12  Payment Lockbox5/5/2016 10931 || |mage Path

IN1ANSNSADIA Pavmeant | nrlhav53/5/301A 1.47.50
6.0.1606.25 - CTG_MTL-5QL2014_5QL )

3. Enter descriptive text to identify the deposit in the Description text box.

The following parameters are automatically populated:

e User Name
¢ Creation Date

For the A/R Lockbox, select Payments. as the transaction type.

4. Click Save.

The Summary information is entered through the batch process. This is

described in the following section.

The Lockbox Data information
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Entering New Lockbox Detail Information

The Lockbox Detail information is associated with a barcode. The first step is
to provide the barcode for this form. You can either enter the barcode
manually or select one that is returned automatically through a search.

To create a new Lockbox Detail record:

1. Click New.

2. Do one of the following:
» Select By Barcode (A/R) in the Search window.
« Enter a barcode in the Barcode (A/R) field.

3. Click the ellipsis button beside the Payer Name field and select one of the
following:
+ Search to search the database for an existing name or payer account.
+ New Name to create a new Name Account for the current record.

The Name and Address form may be launched immediately or after
the record is saved. This depends on your setup.

* New Payer Name to create a new payer account.

Note: Depending on your setup, one or more of these options may be
absent. The options that appear, and how they are executed, vary
according to how the Payer Name control is configured in the
OpenForms Designer (OFD). Refer to the Payer Name
documentation for details.

Enter the amount of the transaction in the Amount field.

Enter a date in the Effective Date field. This is the date that the
transaction becomes effective.

Tip: To enter the current date, position your cursor in the field and click
[ctr1+T] on your keyboard.

6. Overwrite the date in the Entry Date field if required. By default, this field
displays the current date.

7. Make a selection from the Payment Type drop-down list. Payment Types
are saved in the VTSYSTEM Table under CCTYPE.

8. Select the Installment; such as, first, second, third, fourth installment or
total (Table: VTSYSTEM_INSTALL).
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Transaction Status

The following fields are automatically populated by the batch process. They
are selected as applicable under Transaction Status when the batch process
is complete.

« Load: The transaction is loaded to the database and saved to the tables
AR_Lockbox_Detail and AR_Lockbox_Header.

* Moadified: The transaction was modified on the Lockbox user form after it
was loaded to the Govern Accounts Receivable A/R tables.

Once the batch process is run on the file or on the database tables, the
transactions cannot be modified or deleted.

* Processed: The batch process was run on the transaction and it was
saved to Govern Accounts Receivable A/R.

* Process Preload file(s): Apply payment from Lockbox tables loaded
previously in Lockbox table with the selected Batch number not processed
from the combo
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Lockbox File Layout

Example Lockbox File Header Layout

T4444 2 3000.23 2003/09/22 06:02:49 PM govern
88883888 1000.00 2003/08/01Check 01Frank
78787878 2003.23 2003/08/01Check 01Frank
The following rules apply:
1. The first character mustbe a T.
2. The next ten characters contain the batch number.
The next 11 characters contain the number of payments following the
header.
The date and time of file creation follow.
Finally, the user name of the person who created the file appears.
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The Lockbox Payment Entries

Lockbox File Layout

Header
Strin Position
Column Name Value 9 Required
Length
From To
Header Flag “ 1 1 1 Mandatory
Batch Number 10 2 1" Mandatory
Payer Account 10 12 21 Optional
Number
Number of Payments 10 22 31 Mandatory
Total of all Payments 10 32 41 Optional
File Creation Date / Variable 42 Variable Optional
Time and User Name
The Lockbox Payment Entries
. Position
Column Name String
Length
From To Comments
barcode (ar_id) 10 1 10
fiscal_year 4 11 14
cycle_code 15 15 29
ub_account 20 30 49
bill_prefix 2 50 51
bill_seq 8 52 59
amount 12 60 71
payment_date 10 72 81
payment_type 15 82 96
installment 2 97 98
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Strin Position
Column Name g

Length

From To Comments

payer_name 40 99 138
Address1 50 139 188
Address2 50 189 238
Address3 50 239 288

record length is 400.

The following fields have been added to the LockBox file layout, as a result the new

EffectiveDate 10 289 298

TransType 3 299 301 Spaces or pmt for
payment; dep for
deposit

SubSystem 2 302 303 Required for deposit

Empty_Buffer 96 304 399 Spaces

Note: Deposit is not allowed if the Data Entry field is set to Payer Account,
Parcel ID, or Tax Map. Deposit is allowed for all other entries for
existing A/R Records, e.g. Barcode, Key ID, MB Invoice, UB

Account
Account Type
Account Definition File Update
UB Account Account Number is not NULL | UB account number is saved
and Bill Sequence is NULL in the UB account field
MB Account Account Number is not NULL | MB invoice number is saved
and Bill Sequence is 1 in the UB account field.
Payer Account Account number is not Null Taxpayer account number is
and Bill Sequence is 2 saved in the UB account
field. This is used to distribute
payments across multiple
subsystems.
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Account Type

Account

Definition

File Update

Tax Map Number

Account number is not Null
and Bill Sequence is 3

P_ID is saved in the UB
account field, although the
entry was made by tax map
number.

Parcel ID (P_ID)

Account number is not Null
and Bill Sequence is 4

P_ID is saved in the UB
account field; the entry was
made by P_ID.

Key ID

Account number is not Null
and Bill Sequence is 5

The Key ID (Permit, Offense
or Workflow ID) is saved in
the UB account field.

Tax Map Number

Account number is not Null

The Tax Map Number

Unformatted and Bill Sequence is 6 Unformatted is saved in UB
account (ub_account)

Self Reported Account number is not Null The ST_ID is saved in the UB

Tax ID (ST_ID) and Bill Sequence is 7 account field (ub_account).

Exit: Click Exit, a confirmation message appears. To save and end your
current lock box session, click Yes.
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