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CountySuite Sheriff Accounts Page

The Accounts Page can be accessed from the Home Screen by selecting the Accounts button.

B CountySuite” Sacramento County Sheriff's Office priscilla.gatchell | Home

Receiving Contacts Accounts Levy Receivables ~ Batch ~ Assignment ~ Approval ~ Reports Deputy ~ Admin

¥ Notifications Visibility: [ My Alerts v] [ < select a Notifcation > B3| Refresh |

Users will have access to the following buttons/pages from the Accounts page based on permissions:

@ CountySuite” Accounts priscilla.gatchell | Home

Close | Deposits | Reconcile | Disbursements | Invoices Reports

Based on a configuration setting, there are 2 default displays when the user first accesses the Accounts
page.

The first option displays the Results grid and will not load any information until the user clicks the
Search button.

CountySuite Accounts priscilla.gatchell | Home

Deposits | Recondle | Dishursements | Invoices Reports

Posted Date fl Check Number T} File Number T Paid By /To 1 Sub Category T} Credit 1 Debit Tl

Blease use the Q, Search button above to find the account entries you're looking for.
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The second configuration option is to default to only show unprinted checks and the last 5 printed
checks.

Accounts priscilla.gatchell | Home

Until search criteria is entered, the results will
Reports @ ony incude unprinted checks and the st five
printed checks.

Posted Date 1! | Check Number 1 | File Number T Paid By / To 1 Category 1 Sub Category 1} Credit 1}

CONTROLLER OF
SACRAMENTO i INSF Check Revenue
COUNTY

CONTROLLER OF
03/01/2021 Consolidated SACRAMENTO Miscellaneous
COUNTY

03/01/2021 Consolidated SHERIFF FUND Sheriff Costs

Debtor Assessment.
Fee

03/01/2021 Consolidated GENERAL FUND Sheriff Costs

03/01/2021 2021000002 PAULAJOHNSON = Miscellaneous  Creditor Payment
01/18/2021 2020000017 SHELLEY R SMITH Creditor Payment
01/18/2021 2020000016 John Smith Not Found - Refund
10/14/2020 2015000043 Ralph Lauren Debtor Refund
101472020 8ig i Creditor Refund

No Selection
# EditEntry Details ‘B View Ledger  E55 Check Details & Print Check

Counties with more than one location can select the applicable location from the drop-down list to
guide their search. The page will default to the user’s default location when they first access the page.

N CountySuite Accounts priscilla.gatchell | Home

Deposits | Disbursements | Invoices Reports

Central Division
Harbor Division & .
Search ¢

' BDED
.

1 1 T T
‘ Posted Date 1} Chedk Number T} File Number T4 Paid By /To 1! Category T Sub Category 1 Credit 1}

Please use the Q Search button abave to find the account entries you're looking for,

o | BoED

CountySuite How To Guide — Accounts Page 4
© Copyright 2025, Teleosoft, Inc. Version 2.0



Search Criteria

The user can search by date range on the Accounts page. Entering a date range will display all checks
(received deposits, printed checks or checks queued for printing) that match the date range.

[ CountySuite 5 Accounts priscilla.gatchell | Home

Close | Deposits | Recondle | Disbursements | Invoices Reports

w0z oy I

V¥ Results

on
Posted Date T} Check Number T} File Number T} Paid By /To T} Category T4 Sub Category 1! Credit T4 Debit 1!

CONTROLLER OF
08/20/2021 Consolidated SACRAMENTO Miscellaneous NSF Check Revenue
COUNTY

08/19/2021 2020000012 Furniture Store Deposit Fee for NSF Check

No Selection
&' Edit Entry Details ‘B View Ledger B3 Check Details & Print Check

Voided or Stale Dated Checks will also appear in the search results if the check box for “Include Voids
and Stale Dates” is marked.

@1 CountySuite”

Close Deposits Recondle | Disbursements Invoices Reports

On ODED

Posted Date 1} Check Number T} File Number 1! Paid By /To 1 Category 1 Sub Category Credit 1 Debit 14

CONTROLLER OF
08/20/2021 Consolidated SACRAMENTO Miscellaneous NSF Check Revenue $206.00
COUNTY
03/01/2021 Consolidated SHERIFF FUND Sheriff Costs $342.00
03/01/2021 Consolidated GENERAL FUND Sheriff Costs $423.00
5 SACRAMENTO -
06/15/2020 Consolidated SHERIFF'S OFFICE Miscellaneous $0.00
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The Accounts page can be used to view all money entered (deposits) and money issued out (via printing
checks) for any date range. A total of Credits and Debits will show at the bottom of the Results grid.

CountySuite” Accounts priscilla.gatchell | Home

Close | Deposits | Reconcile | Disbursements | Invoices Reports

v

¥ Search Criteria
1032020 e I Q sery
7 :

Posted Date T} Check Number T} File Number T4 Paid By /To 1 Category 1! Sub Category T Credit 1 Debit 1!

CONTROLLER OF
08/20/2021 Consolidated SACRAMENTO Miscellaneous NSF Check Revenue
COUNTY

08/19/2021 2020000012 Furniture Store Deposit Fee for NSF Check

CONTROLLER OF
03/01/2021 Consolidated SACRAMENTO Miscellaneous
COUNTY

Debtor Assessment
Fee

03/01/2021 2021000002 PAULA JOHNSON Miscellaneous Creditor Payment
03/01/2021 Consolidated SHERIFF FUND Sheriff Costs

03/01/2021 Consolidated GENERAL FUND Sheriff Costs

01/18/2021 2020000017 SHELLEY R SMITH Miscellaneous Creditor Payment
01/18/2021 2020000016 John Smith Miscellaneous Not Found - Refund
10/14/2020 2015000043 Ralph Lauren Miscellaneous Debtor Refund
10/14/2020 2015000043 Big Imp: Firm Miscell. Creditor Refund

10/14/2020 2015000043 Ralph Lauren Miscellaneous Debtor Refund

No Selection
& Edit Entry Details ‘B View Ledger &5 Check Details & Print Check
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The user can also use the Search bar to find any check (printed or queued for printing) based on the
following criteria:

- Check Number

- Case Number

- PaidBy/To Name

- Category

- Sub-Category

- Amount (Credit or Debit)

CountySuite” Accounts priscilla.gatchell | Home

Recondle | Disbursements | Invoices Reports

N DDED

Posted Date T} Check Number T4 File Number T4 Paid By /To 1} Category 1 Sub Category 1 Credit 1 Debit T4
10/14/2020 1233 2015000043 Ralph Lauren Miscellaneous Debtor Refund $200.00
10/14/2020 1232 2015000043 Ralph Lauren Miscellaneous Debtor Refund

oo DDEX

No Selection
# Edit Entry Details ‘B View Ledger EH Check Details & Print Check

The user can use the Clear button at any time to clear their search results and start over.
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Edit Entry Details

The user can Edit Entry Details when a specific line item is selected or by double clicking on the row.

CountySuite™ Accounts priscilla.gatchell | Home
S

HERIFF
Reconcile | Disbursements Reports

Account
Escrow v:

¥ Search Criteria

Start Date End Date Search
{ 10/01/2020 - 117027202 | ] Clear
Include Voids and Stale Dates

¥ Results

Showing 1t0 11 of 11 « <> >3~

T T e T B e e U U

CONTROLLER OF
08/20/2021 Consolidated SACRAMENTO Miscellaneous NSF Check Revenue $206.00
COUNTY
‘ 08/19/2021 34567 2020000012 Furniture Store Deposit Fee for NSF Check $53.00
CONIROLLER OF Debtor Assessment
03/01/2021 Consolidated SACRAMENTC Miscellaneous Fee $348.00
COUNTY
03/01/2021 1236 2021000002 PAULA JOHNSON Miscellaneous Creditor Payment $288.00
03/01/2021 Consolidated SHERIFF FUND Sheriff Costs $342.00
03/01/2021 Consolidated GENERAL FUND Sheriff Costs $423.00
01/18/2021 1235 2020000017 SHELLEY R SMITH Miscellaneous Creditor Payment §288.00
01/18/2021 1234 2020000016 John Smith Miscellaneous Not Found - Refund $5.00
10/14/2020 1233 2015000043 Ralph Lauren Miscellaneous Debtor Refund $200.00
10/14/2020 1231 2015000043 Big Imp: Firm Miscell: Creditor Refund $34.50
10/14/2020 1232 2015000043 Ralph Lauren Miscellaneous Debtor Refund $150.00
to110f 11 « <Jl> |30~
$206.00 Miscellaneous Total Credits Total Debits
BB Check Details & Print Check $53.00 ] [s22ma50 ]

Selecting the Edit Entry Details link will open a pop-up window containing additional information on the
line item and allow the user to make edits.

Entry Details

B5 Account
Check Number Printed Date

Memo
Consolidated Entry (NSF Check Revenue)

2 popee

Name
| CONTROLLER OF SACRAMENTO COUNTY l

Address
MUNICIPAL SERVICES BUILDING
1401 JOHN F. KENNEDY BOULEVARD
SACRAMENTO, CA 95826
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From this window the user can do the following for a check that is not yet printed:

1. Manually add a check number (usually used for entering a wire transfer or journal entry # for
checks not printed from the system).

2. Manually add a check printed date.

3. Add/Edit the memo line.

4. Access the Contacts Page to add, edit or change a payee’s name and/or address.

The user can leave the edit window at any time by clicking Cancel or save their changes by clicking Save
and Close.

I Entry Details

&5 Account
Check Number Printed Date Credit Debit

[ | | ) 0 | (20 ]

Memo
Consolidated Entry (NSF Check Revenue)

/4

2 Payee Ld

Name
[ CONTROLLER OF SACRAMENTO COUNTY ]

Address
MUNICIPAL SERVICES BUILDING
1401 JOHN F. KENNEDY BOULEVARD
SACRAMENTO, CA 95826

Cancel EEETEENTR Y

When the user clicks the Edit Payee on Contacts Page button, they are taken to the Contact Details page
with the Payee’s contact record displayed.

The user can make changes to the existing contact or use the New button to add a new contact to be
selected as the payee for the check selected.

When all changes are complete, the user can click the Select button to return to the Accounts Page.

CountySuite How To Guide — Accounts Page 9
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CountySuite” Details iscilla.gatchell | Home

Select Cancel History Print ~

v Edit Contact Information Delete | New  Save I

CONTROLLER OF SACRAMENTO COUNTY <Select Contact Category> v

First

I

(Deputy Use Only)

I

< Select >

< Select >

< Select >

+ Address Information
e sz anoo

1401 JOHN F. KENNEDY BOULEVARD

SACRAMENTO

California

< Select >

|

(Deputy Use Only)

In this example the address was updated to include Suite 120.

Entry Details

&5 Account
Check b Printed Date
Memo

Consolidated Entry (NSF Check Revenue)

2 payee

Name
[ CONTROLLER OF SACRAMENTO COUNTY |
Address

MUNICIPAL SERVICES BUILDING

1401 JOHN F. KENNEDY BOULEVARD Suite 120 ‘—

SACRAMENTO, CA 95826

A v
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The user has the same options for editing a printed check:

Edit an existing check number.

Edit the check printed date.

Add/Edit the memo line.

Access the Contacts Page to add, edit or change a payee name and/or address.

P wnNPR

Entry Details

B8 Account
Check Number Printed Date
(1235 | [ov/18/2021

Memo
Auto-inserted creditor payment

& Payee
Name
[ sHELLEY R SMITH ]
Address

1515 ARCH STREET
SACRAMENTO, CA 95826

Z
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Check Printing

Users can print individual checks from the Accounts Page. The Disbursements page is the best option for
batch printing multiple checks.

The Print Check option will be available once a line item is selected that does not already have a check
number associated with it.

@ CountySuite” Accounts priscilla.gatchell | Home

Close | Deposits | Recondle | Disbursements | Invoices Reports

IS Qe

Posted Date 1! Check Number T} File Number T} Paid By /To T} Category 1! Sub Category 1 Credit T Debit T

CONTROLLER OF
08/20/2021 Consolidated SACRAMENTO Miscellaneous NSF Check Revenue
COUNTY

08/19/2021 2020000012 Furniture Store Deposit Fee for NSF Check

CONTROLLER OF
03/01/2021 Consolidated SACRAMENTO Miscellaneous
COUNTY

Debtor Assessment
Fee

Q3/01/2021 2021000002 PAULA JOHNSON Miscellaneous Creditor Payment
Consolidated SHERIFF FUND Sheriff Costs
Consolidated GENERAL FUND Sheriff Costs
01/18/2021 2020000017 SHELLEY R SMITH Miscellaneous Creditor Payment
01/18/2021 2020000016 John Smith Miscellaneous Not Found - Refund
10/14/2020 2015000043 Ralph Lauren Miscellaneous Debtor Refund
10/14/2020 2015000043 Big Imp Firm Miscell Creditor Refund

10/14/2020 2015000043 Ralph Lauren Miscellaneous Debtor Refund

$348.00 Miscellaneous
& Edit Entry Details B View Ledger BB Check Details & Print Check

The next check number is always visible, so the user knows what check to pull from the safe for printing.

$348.00 Miscellaneous
& Edit Entry Details ‘B View Ledger BB Check Details & Print Check

CountySuite How To Guide — Accounts Page 12
© Copyright 2025, Teleosoft, Inc. Version 2.0



If the check number needs to be changed, users with the necessary permissions can change the check
number and click the Set button to save the changes.

$348.00 Miscellaneous Total Credits Total Debits
& Edit Entry Details View Ledger BB Check Details & Print Check $53.00 ] [$2,284.50

¥ Check Number

Last Used Check Next Check Number
[ 1236 N 1237 | v Set

When the user selects the Print Check option, a warning will pop-up to ensure the user is ready to print
the check and did not select this option by mistake.

Print Check

Are you sure you want fo print this check?

The check PDF will populate as a separate tab when the user clicks the Confirm button.

MK Accounts )ngocument.aspx X | ar

In addition, when the user selects Confirm, the check number will be inserted and the next check
number will be advanced automatically.

CountySuite How To Guide — Accounts Page 13
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£ B0 EX

Posted Date T4 Check Number T} File Number T Paid By / To T} Category 1! Sub Category T} Credit T Debit T ‘

CONTROLLER OF
08/20/2021 Consolidated SACRAMENTO Miscellaneous NSF Check Revenue
COUNTY

08/19/2021 2020000012 Furniture Store Deposit Fee for NSF Check

CONTROLLER OF
03/01/2021 Consolidated SACRAMENTO Miscellaneous
COUNTY

Debtor Assessment
Fee

03/01/2021 2021000002 PAULA JOHNSON Miscellaneous Creditor Payment
03/01/2021 Consolidated SHERIFF FUND Sheriff Costs

03/01/2021 Consolidated GENERAL FUND Sheriff Costs

01/18/2021 2020000017 SHELLEY R SMITH Miscellaneous Creditor Payment
01/18/2021 2020000016 John Smith Miscellaneous Not Found - Refund
10/14/2020 2015000043 Ralph Lauren Miscellaneous Debtor Refund
10/14/2020 2015000043 Big Imp Firm i Creditor Refund

10/14/2020 2015000043 Ralph Lauren Miscellaneous Debtor Refund

Check 1238
& Edit Entry Details B View Ledger BB Check Details & Print Check

Once the check is printed, the Print Check option is no longer available.

/A Cannot print a check that has already

been printed.
Check 30153

y.

& Edit Entry Details @ Void @ Stale Date '™ View Ledger BB Check Details & Print Check

CountySuite How To Guide — Accounts Page 14
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Check Details

The Check Details option for any printed check allows the user to view check details as a PDF report,

Excel document, or on the application page. Check Details are especially helpful for consolidated checks

in order to see all the cases/files and money that made up the check amount that was printed.

- -
Check 1238 Total Credits Total Debits
# Edit Entry Details 55 Check Details Print $53.00 I [ $2,284.50

Check Details

B Check Details PDF
¥ Check Number
B Check Details Excel

Iact Head Chacke Mumbar Mavt Chacls Numnar

Check Details Report Options:

SACRAMENTO COUNTY SHERIFF'S DEPARTMENT

CONSOLIDATED CHECK DETAILS
Paid To
CONTROLLER OF SACRAMENTO COUNTY

01/28/2020 To 03/01/2021
Check Number: 1238

Attachment Levy

File Information Entry Date Category SubCategory Invoice
2020000017 (2020-GT-TESTI: SHELLEY R SMITH vs JOHNSON CONTROLS)
01/18/2021 Miscellaneous Debtor Assessment Fee

Total Case Amount:

Total Attachment Levy Amount:

Bank Levy
File Information Entry Date Category SubCategory Invoice
2020000003 (BM-0108: PLAIN ONEEIGHT vs DEF ONEEIGHT)
AutoSave £ search Priscilla Ritchey
20200 File m Insert Draw Page Layout Formulas Data Review View Add-ins Help DYMO Label 1% Share
L:& st Calibri Jn WA N E=E 2 thwepe General v = @2 @ & meX e zA;m“m N %? /O @
Co, hd X
P i | B F A o | [0 A Megeorr = | § < 9 9 |G 8 | Sonffon ot G| et Dt Fomat | ot e |
2018( Clipboard 5] Font I} Alignment. 5] Number [ Styles Cells Editing Anal
Al b b File Type
2019 A B C D = F G H | 1 K L
1 |File Type _|Case Number  File Number CountyName Case Title Category SubCategory Debit EntryDate Paid To Check Number Invoice
2 iAttaChment Levy 2020-GT-TEST1 = 2020000017 Sacramento SHELLEY R SMITH vs JOHNSON CONTROLS Miscellaneous Debtor Assessment Fee 12 1/18/2021 CONTROLLER O 1238
3 |Bank Levy BM-0108 2020000003 Sacramento  PLAIN ONEEIGHT vs DEF ONEEIGHT Miscellaneous Debtor Assessment Fee 12 8/14/2020 CONTROLLER O 1238
—_— 4 !Eank Levy BM-0124 2020000004 Sacramento  PLAIN ONETWOFOUR vs DEF ONETWOFOUR Miscellaneous Debtor Assessment Fee 12 8/14/2020 CONTROLLER O 1238
5 |Bank Levy BM-0124 2020000004 Sacramento PLAIN ONETWOFOUR vs DEF ONETWOFOUR Miscellaneous Debtor Assessment Fee 12 3/14/2020 CONTROLLER O 1238
EWO 6 !Esnk Levy BM-0416 2018000002 Sacramento  PLAIN FOURSIXTEEN vs DEF FOURSIXTEEN Miscellaneous Debtor Assessment Fee 12 9/23/2020 CONTROLLER O 1238
7 |Bank Levy BM-1222 2019000033 Sacramento  PLAIN TWELVETWOTWO vs DEF TWELVETWOTWO Miscellaneous Debtor Assessment Fee 12 1/28/2020 CONTROLLER O 1238
File I g IEWC) 2020-GT-TEST2 2020000012 Sacramento  Scott R. Jones vs SHELLEY R SMITH Miscellaneous Debtor Assessment Fee 12 8{14/2020 CONTROLLER O 1238
20204 3 [ewo 2020-GT-TEST2 2020000012 Sacramento  Scott R. Jones vs SHELLEY R SMITH Miscellaneous Debtor Assessment Fee 12 8/14/2020 CONTROLLER O 1228
10 [EWO 2020-GT-TEST2 2020000012 Sacramento  Scott R. Jones vs SHELLEY R SMITH Miscellaneous Debtor Assessment Fee 12 9/23/2020 CONTROLLER O 1238
11 [EWO 2020-GT-TEST2 2020000012 Sacramento  Scott R. Jones vs SHELLEY R SMITH Miscellaneous Debtor Assessment Fee 12 9/23/2020 CONTROLLER O 1238
12 |[EWO 2020-GT-TEST2 2020000012 Sacramento  Scott R. Jones vs SHELLEY R SMITH Miscellaneous Debtor Assessment Fee 12 9/23/2020 CONTROLLER O 1238
13 [EWO 2021-NKH-EWO 2021000002 Sacramento  PAULA JOHNSON vs SHELLEY R SMITH Miscellaneous Debtor Assessment Fee 12 3/1/2021 CONTROLLER O 1238
14 |[EWO B0210 2020000007 Sacramento  PLAIN TWOONEZERO vs DEF TWOONEZERO Miscellaneous Debtor Assessment Fee 12 4/24/2020 CONTROLLER O 1238
15 [EWO B0210 2020000007 Sacramento  PLAIN TWOONEZERQ vs DEF TWOONEZERO Miscellaneous Debtor Assessment Fee 12 4/24/2020 CONTROLLER O 1238
16 |[EWO BM-0102 2020000001 Sacramento  PLAIN ONETWO vs DEF ONETWO Miscellaneous Debtor Assessment Fee 12 1/28/2020 CONTROLLER O 1238
17 [EWO BM-0102 2020000001 Sacramento  PLAIN ONETWO vs DEF ONETWO Miscellaneous Debtor Assessment Fee 12 8/14/2020 CONTROLLER O 1238
18 [EWO BM-0129 2020000005 Sacramento  PLAIN ONETWONINE vs DEF ONETWONINE Miscellaneous Debtor Assessment Fee 12 1/29/2020 CONTROLLER O 1238
19 [EWO BM-0129 2020000005 Sacramento  PLAIN ONETWONINE vs DEF ONETWONINE Miscellaneous Debtor Assessment Fee 12 1/29/2020 CONTROLLER O 1238
20 |[EWO BM-0129 2020000005 Sacramento  PLAIN ONETWONINE vs DEF ONETWONINE Miscellaneous Debtor Assessment Fee 12 1/29/2020 CONTROLLER O 1238
21 |[EWO BM-0129 2020000005 Sacramento PLAIN ONETWONINE vs DEF ONETWONINE Miscellaneous Debtor Assessment Fee 12 4/24/2020 CONTROLLER O 1238
22 [EWO BM-0129 2020000005 Sacramento  PLAIN ONETWONINE vs DEF ONETWONINE Miscellaneous Debtor Assessment Fee 12 8/14/2020 CONTROLLER O 1238
23 [EWO BM-0424 2020000008 Sacramento  PLAIN FOURTWENTYFOUR vs DEF FOURTWENTYFOUR  Miscellaneous Debtor Assessment Fee 12 4/24/32020 CONTROLLER O 1238
24 [EWO BM-0424 2020000008 Sacramento  PLAIN FOURTWENTYFOUR vs DEF FOURTWENTYFOUR  Miscellaneous Debtor Assessment Fee 12 8/14/2020 CONTROLLER O 1238
25 |[EWO BM-0424 2020000008 Sacramento PLAIN FOURTWENTYFOUR vs DEF FOURTWENTYFOUR  Miscellaneous Debtor Assessment Fee 12 8{14/2020 CONTROLLER O 1238
26 [EWO BM-0507 2020000009 Sacramento  PLAIN FIVESEVEN vs DEF FIVESEVEN Miscellaneous Debtor Assessment Fee 12 8/14/2020 CONTROLLER O 1238
|27 [Ewo BM-0507 2020000008 Sacramento  PLAIN FIVESEVEN vs DEF FIVESEVEN Miscellaneous Debtor Assessment Fee 12 8/14/2020 CONTROLLER O 1238
CheckDetal )] 0
Ready iii o] ]
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If the user has a consolidated check selected, the View Ledger option will not be available, and the
Check Details page should be used to access the ledger for any file included in the consolidated check.

/. Please use the View Check Details
option to view any assedated ledgers.

& Cdit Entry Details ' View Ledger | BB Check Details | & Frnt Check

Check Details

B8 View Check Details

B Check Details PDF

| B Check Details Excel [

From the Check Details page the user can view all check, payee, and ledger details for the check
selected. In the Ledgers section of the page, click the gear icon to the right of the line to go to the File
Details, Service Details, or Ledger pages for the record.

Check Details priscilla.gatchell | Home

wa:

CONTROLLER OF SACRAMENTO COUNTY MUNICIPAL SERVICES BUILDING, 1401 JOHN F. KENNEDY BOULEVARD Suite 120, SACRAI
B

i |

Category / Memo

Any voided entry will show the following icon and message when you hover over the entry.

$15.00 mvmnl
e

oy Inana
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Insert Void

The Insert Void button is available at the bottom of the Accounts Page.

This feature can be used to change and track check numbers without printing a check. This can be useful
when a check accidentally jams in the printer or checks are used for purposes outside of the Sheriff Civil
Department.

% Check Number

= B l s I T

By using the Insert Void button, the user can track what check number(s) were used and give a reason in
the memo field.

The Insert Void pop-up window will default to use the next check number, but the user can change this
check number if a range of check numbers are being used.

Insert Void

Check Number
[ 1239 This will insert 2 vord check with the check number 1239-VOID. The next
le check number will be sef te 1240,

Memo

Paper jammed. Need to re-print.

(e=Ul2]  Insert Void

CountySuite How To Guide — Accounts Page 17
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When the user clicks the Insert Void button, the next check number will automatically change and the
user will receive a status message on the screen.

11/02/2021 1238-VOID Y Mineous VIOID Check Entry $0.00
T o Void record inserted, I |
) o
I 08/20/2021 Consolidated SACRAMENTO Miscellaneous MEF Check Revenue §206.00
COUNTY
il 08/19/2021 34567 2020000012 Furniture Store Deposit Fee for NSF Check §53.00
CONTROLLER OF
- Debtor As: t
| o201 1238 Cansolidated SACRAMENTO Miscellaneous e ZEEE 534800
COUNTY
il 03/01/2021 1236 2021000002 PAULA JOHNSON Miscellaneous Creditor Payment $288.00
0] 03/01/2021 Consolidated SHERIFF FUND Sheriff Costs $34200
] 03/01/2021 Consolidated GENERAL FUND Sheriff Costs $423.00
L] 01/18/2021 1235 2020000017 SHELLEY R SMITH Miscellaneous Creditor Payment 528800
] 01/18/2021 1234 2020000016 John Smith Miscellaneous  Not Found - Refund $5.00
e | 10/14/2020 1233 2015000043 Ralph Lauren Miscellaneous Debtor Refund §200.00
[ i| 10/14/2020 1231 2015000043 Big Impartant Firm Miscellaneous Creditor Refund §34.50

[ 10/14/2020 1232 2015000043 Ralph Lauren Miscellaneous Debtor Refund 4150.00

Mo Selection

# Edit Entry Details. & Void @ StaleDate B View Ledger B8 Check Details & Print Check

“ Check Number
= Insert Void ]

The user can search for an inserted void record using the Search bar by entering “-VOID” as the criteria.

CountySuite How To Guide — Accounts Page 18
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=47 CountySuite” Accounts priscilla.gatchell | Home
Dg_l SHERIFF

Close | Deposits | Recondle | Disbursements | Invoices Reports

Account

Escrow b

¥ Search Criteria

Start Date €nd Date Search
{ 10/01/2020 O 11/0272021 J -voro Clear
Include Voids and Stale Dates

¥ Results

Showing 10 10f 1 3 BB EE
. Posted Date T} ‘ Check Number 14 m Paid By /To T4 ‘ Category 1 Sub Category 1 ‘ Credit 14 Debit 1

11/02/2021 1239-VOID Miscellaneous VOID Check Entry $0.00
Showing 10 10f 1 « |- 30 v
No Selection Total Credits Total Debits

Check $0.00

[ $0.00

¥ Check Number

Last Used Check Number Next Check Number

(120 | B |

When the row is selected, the user can click the Edit Entry Details option to view and/or change the
reason in the memo line.

Entry Details

B Account
Check Number Printed Date
[ 1239-VOID

Memo

Paper jammed. Need to re-print.

CountySuite How To Guide — Accounts Page 19
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Void

With the correct permissions, a user can void any check on the Accounts page, regardless of whether it
has been printed.

Void Entry

I would like to...

Void this check with no further action.

Void this check and recreate costs into any check.
Void this check and recreate an exact replacement.
Void this check and escheat the funds.

Cancel
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When the Void button is clicked, a success message will appear on the screen and the entry will show in
red to indicate the item has been voided.

CountySuite” A priscilla.gatchell | Home
° The Void action is complete,
Close | Deposit:

e posits | Recondle | Disbursements | Im 5 Reports

10/01/2020

tegory T4 | Sub Category 1
VOID Check Entry

CONTROLLER OF .
08/20/2021 Cansalidated SACRAMENTOD Miscellaneous NSF Check Revenue
COUNTY

08/19/2021 2020000012 Furniture Store Deposit Fee for NSF Check

CONTROLLER OF

Debtor As it
03/01/2021 Consolidated Miscellanesus R TR

Fee

03/01/2021 1236, 2021000002 PAULA o Miscellaneous Creditor Payment
03/01/2021 . Consolidated . SHERIFF FUND Sheriff Costs . .
03/01/2021 . . Consolidated . GENERAL FUND . ‘Sheriff Costs

01/18/2021 . . 2020000017 . SHELLEY R SMITH . Miscellaneous . Creditor Payment
og 4 | 2020000016 | JohnSmith | Miscelaneous | Net Found - Refund .
10/14/2020 . . 2013000042 . Ralph Lauren . Miscellaneous . Debtor Refund .
10/14/2020 . . 2013000043 . Big Important Firm . Miscellaneous . Creditor Refund

10/14/2020 2015000043 Ralph Lauren Miscellaneous Debtor Refund

Check 1236
# Edit Entry Details - © Stale Date B View Ledger  BE Check Details = Print Chack
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The user can select the “Include all Voids and Stale Dates” option on the Accounts page at any time to
view all voided records that match their search criteria.

T

Acxomart

¥ Search Criteria

Start Dete End Date Sconh

{ Q Serch O
0 1nchate Voite aned Stabs Duten

v Results

Shawng 11210 ot 20 n

Pontied Date * Ovend Number * Fie Nmlser *0 Padiy/Te i Cateygery '} Subs Categoey 1 Creddit 8 Oebin U

Voiding Consolidated Checks

Money entries can be configured to consolidate into a single check based on Category, Sub-Category or
Payee. The best place to void a consolidated check is from the Accounts page because the check will
show as one line entry and be easy to find. Voiding the check will automatically update all the file
ledgers for the money amounts that made up that consolidated check entry that was voided.

In the below example there is a consolidated check for St. Tammany Farmer for $447.00.

I 0772002021 30182 Corschdated St Tammany Farmer $447.00

oTN4201 e CIL-TC8073 Charles B Jack Mecelaness Credinor Payment $3149%0

4 “ idated 30 Gengeet tund $1.107.57
TEST
CHRISTOPHER A
- 4 K S04 A ane Biing Party Re $
Showing 180 20 of 20 n
Check 30152 —— Total Credits Total Debits
J EStEotryDetals OVod © Stale Dote B8 Check Detals $0.00 $7.263.27

Select the line item and click Check Details to view the entries that make up the consolidated check. In
this example, the check is made up of entries from two different files.
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| CountySuite Check Details priscilla.gatchell | Home

Close

~ Consolidated Check #30152 Details.
T

Po5OXscBATON ROVGE, A 703210538

| Category /] Memo

3/22/2021 | FN-21-000009  Advertising Costs / St. Tammany Farmer
| For Real Estate

5/4/2021 FN-21-000015 :Advertising Costs [ St, Tammany Farmer
| For Real Estate

Totals: $447.00

When the entry is voided, both files will be affected automatically.

Return to the Accounts page to select the Consolidated check line item and click Void.
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Void Entry

I would like to...

O Vo this check with mo further action.
Void this check and recreate costs into any check.
Void this check and recreate an exact replacement.
Void this check and escheat the funds.

When the Void button is clicked, a success message will appear on the screen and the entry will show in
red to indicate the item has been voided.

072072021 2020-GT-TEST3 Clerk of Courts Clerk of Court Comts  Recording Clerk Fee $110.00
Q Tha Voud action is complete
3t wmemamy ranmn

072072021 2020-GT-TEST3 Clerk of Courts Clerk of Court Costs  Recording Fee NC $130.00
Recordeg
St Tammnamy Pansh -
or20/201 2020-GT-TEST3 Clerk of Courts Clerk Clerk of Count Costs e 3":1‘ e 4500
Fees

St Tammany Parish Clerk Sheriff Sale

07/2072021 CLOTOT-REAL  Clerk of Counts Clerk  Clerk of Count Conts . $5000
Fees o
07/20/2021 CIL-OTOT-REAL Avgust Schulez, | $225.00
072072021 CIL-0707-REAL $200.00
LA Department of Office of Mosor
07/20/2021 0707.REA Clerk of Court Cont 3
o B Pubi Safety Fenettetes Vehcles {OMY) e
032272021 2020-GT-TESTS $700.00
042872020 200313489 Micelaress Creditor Refund S48
0811272019 CL-TCE0T3 Retund Retund $126.08
540 G P
1072002021 30153 Consordated N.\W'm- wa $1.241.17
B8 o 30152 Consoidated St Tammany Farmes $447.00
o201 301489 CIL-7Ce073 Chartes B Jack Mrscelaress Crednior Payment $314%0
11 Gererdl F
o2 014 Comotdmed T30 Sposl Fund $1.107.57
0042021 141 1-7C6! CHRERVSER A M Jiting Party 0
2/0472 014 CL-TCH134 MASON welacens Bting Party Refund $60.00
Showng 110 200420 | BB EE
Check 30152 Total Credas Total Debits
# €t Entry Detais | © Void | © Stale Dote e ledger BB Check Detals & Print Chack $0.00 | [0
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The easiest way to access the file ledgers affected by this void is to use the Check Details page by
clicking the link at the bottom of the accounts page. Then select View File Ledger for each entry within
the consolidated check.

Category / Memo

3/22/2021 FN-21-000009 Advertising Costs / St. Tammany Farmer
For Real Estate

5/4/2021 FN-21-000015 Advertising Costs / St. Tammany Farmer
For Real Estate

Totals: $447.00
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Voiding Consolidated Revenue Checks

Revenue is usually configured to consolidate into a weekly, monthly or quarterly check. It is very
important to understand the void process when voiding a consolidated revenue check. If the whole
check has been printed in error to the wrong payee, then the best place to void the consolidated check
is from the Accounts page using the process outlined in the previous section.

However, if only certain entries were consolidated into a printed revenue check in error then the best
approach is to void those specific entries at the File Ledger level. This will insert a negative amount into
the current revenue check to account for the money that was printed in error in the previous month.

ﬁ CountySuite” File Ledger priscilla.gatchell | Home
2 SHERIFF DANA A HENDERSON vs. CALDWELL ROBERTS 2020-GT-TEST3 (FN-20-

Estimated Costs

| ExportInfo | Ledger CSV

2 Add Debits
2 Add Credits
2 Ledger ) Show Selected Ledgers Only
ol o | owom | o | ow | own Jmnam] oexs L mocos ]
0 & 3/1/2020 Deposit Deposit $60.00 $0.00 4896 2
0 & 3/12/2020 Wage Garnishment Paid by: WELLS FARGO BANK , N.A., $890.00 $0.00 7489
49 1 3/12/2020 Bank Levy Cost for Bank Levy entered on 03/12/2020 $30.00 30077
- Timothy A Jones THRU WELLS FARGO
BANK , N.A.
m] 3/12/2020 Creditor Payment Split Wage Garnishment entered on $450.00 30082

3/12/2020 - Payee: PARISH NATIONAL
BANK ATTN: STACIE KRAFT

2 3/12/2020 Garnishment Citation Cost for Garnishment Citation entered on $30.00 30077
03/12/2020 - Donald R Smith

3/12/2020 Debtor Refund $350.00

.
-
oo | vou | uniovas | e | eis | i | st -] oste | o [ mrn | wore s J e~ v

If entries were consolidated into a revenue check and discovered BEFORE the check is printed the best
approach is to find those specific entries on the file ledger and use the undo post button.

g‘,] CountySuite” edg prisailla.gatchell | Home
=) SHERIFF DANA A HENDERSON vs. CALDWELL ROBERTS 2020-GT-TEST3 (FN-21-
000015)
e r | Export Info || Ledger CSV

Close || Estimated Costs

2 Add Debits
¥ Add Credits
¥ Ledger ] Show Selected Ledgers Only
ol o | e | wem | oux | oo ltenson] ke imocen ]
0O 10/19/2021 Appraiser Fee Real Estate - For Real Estate ($200.00) 0000-VOIDAD) 7
o Defendant
Ol 10/19/2021 Appraiser Fee Real Estate - For Real Estate $200.00
Defendant
(mS- ] 10/20/2021 Office of Motor Vehicles (OMV) For Real Estate ($8.00) 30148:
] NOIDAD)
s 10/20/2021 Office of Motor Vehicles (OMV) For Real Estate $8.00
Os For Real Estate ($545.00)
o
0Os 11/1/2021  St. Tammany Farme Void Adjustment for For Real Estate ($32.00) 30152:-VOID
()
O 11/1/2021 County Escheat $545.00

231300

[ | s oo v | s | o | ndoron | st -] o | s g ot | o ey [ e | enor~ ]
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Stale Date

The same functionality exists for stale dating checks. The Stale Date button is available to any user with
the correct permissions. Users can stale date any check on the Accounts page, regardless of whether or
not it has been printed. (NOTE: The user may also Stale Date checks from the File Ledger. See the Stale
Date How-To Document for instructions on that method.)

Stale Date Entry

1 would like to...

o Stale Date this check with no further action.
Stale Date this check and recreate costs into any check.
Stale Date this check and recreate an exact replacement.
Stale Date this check and escheat the funds.

[ELE) © Stale Date

Stale Dating checks is only applicable to checks that have been printed. The Stale Date button will not be
available for credits and unprinted checks.

| ¥ Results
Showing 1t0 30 of 490 « <23 45> »30v
| PostedDate Tt | Check Number 14 ‘ File Number 14 Paid By /To 1t ‘ Category 1t | Sub Category 1 Credit 1 Debit 14
110272021 1239-VOID Miscelisneous  VOID Check Entry 5000
CONTROLLER OF
08/20/2021 Consolidated SACRAMENTO Miscellaneous  NSF Check Revenue 520600
COUNTY
08/19/2021 34567 2020000012 Furniture Store Deposit Fee for NSF Check $5300
L
1238 coiostiiot! | Sacnmmmns, | visoisesss | Do St $34800
COUNTY
Consolidated SHERIFF FUND Sheif Costs $34200
Consolidated GENERAL FUND Sheriff Costs $423.00
01/18/202 2020000017 SHELLEYRSMITH  Miscelaneous  Creditor Payment 526800
01/18/2021 2020000016 John Smith Miscellaneous ot Found - Refund $5.00
10/14/2020 2015000043 Ralph Lauren Miscellsneous Debtor Refund $200.00
1011472020 2015000043 Bigimportant Firm ~ Miscellaneous Creditor Refund $3450
1011472020 2015000043 Ralph Lauren Miscelianeous Debtor Refund $150.00
09/28/2020 220000015 ACEMEND Deposit Traosfer Debtor $6611.00
09/28/2020 2020000012 Miscellaneous caasies Debioe $6,611.00
Funds Out
09f 3800
03  Check34567 x 300
09“ # Edit Entry Details Vo tale Date ‘W View Ledger B Check Details C l92.00
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When an entry is stale dated, the user will receive a success message and the row will turn green to
indicate the entry has been stale dated.

CountySuite” Accoun priscilla.gatchell | Home

[ ; - - - o The Stale Date action is complete, - :
| Close | Deposits | Reconcle | Disbursements | Invoices Reports |§

e Consolicated SHERIFF FUND Sheerif Costs 532200
03m1/2021 Congolicated GENERAL FUND Shenff Cotte 547300
E a1 1235 2030000017 SHELLEY RSMITH Miscallaneass Creditor Payment S268.00
ON1E2021 1234 202000001 Jokn Smith Miscelfansous Nt Found - Refund £500
T0/14/2020 1233 2075000043 Raiph Lauren Biscellaneous Drebtor Refund 5300.00
101472000 1231 2015000043 Bug bmpertant Firmy iseeilanssuy Creditar Refund §3450
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