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e From the Payments menu, click the Deposit tab.
e You will see a list of previously created deposits, which you can review by

clicking the blue arrow, or the green icon under “View Deposit Report”.
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Edit this Deposit

Date ID Group Total
‘& [oswsz00 | Esate | Medical Ciinic of New Mexico ' = [—
(& [o1zr2010 [ EBAtE | Medical Clinic of New Mexico | (E) [—
& 12012008 | EBATS | Medical Ciinic of New Mexico ' ] [T
& | 12012000 | EBAIT | Medical Clinic of New Mexico ' =] [T
(& [ 11172008 | EBAIS | Medical Ciinic of New Mexico | [=] [—

Creating a Deposit

« To create a new deposit, click the green plus icon labeled “Create a new
Deposit”.
o To see items that have not been attached to a deposit, click the type of deposit

choices on the left.
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o Click the Add to Deposit icon at the top to add ALL payments to the “Items

Attached to this Deposit”, or click the icon to the right of each item to add items

individually to the list.
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e Items can also be added to the Un-Deposited Items list by clicking on the items in

the “Select a Batch to Highlight Items”. Click the “Deposit all remaining Batch

ltems” icon to move a batch to the Items Attached. To see which individual

payments they are associated with, click the light bulb icon to “Highlight this

Batch” to see the Items in the Un-Deposited Items list or the Attached list. To

remove from the ltems Attached list, click the red minus icon.
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Un-Deposited Items Add to Deposit Items Attached to this Deposit
Method E

Date Chk or Ref# A : Chk / Ref# Remove
Method Type

CHK1111111 ot
Jate AM
0855214 _ Lo

412368 06/22/2010 | CH

987987 06/22/2010 | CH
29777 0727010 | CH
45887 08/01/2010 | CH
11182010 | CH
03/16/2011 | CH
04/22/2011 | CH
05/05/2011 | CH

Batch to Highlight Item:

05052011
03/18/2011
090142010
AAHINAN

Creating a Deposit Report

« After all items have been attached, click the “Deposit Report” icon to create a

deposit report. If you would like to have your bank name and address appear at
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the top of the report, enter the bank name in the Groups menu, Bank tab. You
can also enter the Bank Account # and Bank Routing # to have them appear at

the bottom of the report.

Deposit

Report

e Once the report is printed, select a “Deposit Status”. Statuses of “Confirmed”
and “Deposited” will lock the attached items to this deposit and stop future editing
or changes to the payments. “Discrepancy”, “Incomplete” and “Investigate” will
not lock the deposit, which will allow changes later to the included payments. The

deposit status will appear on the Deposit tab screen and also the Batch Payment
Report.

Deposit
Status

(O Confirmed

ited

Locked

Y

Deposit Status Options

e Click the Deposit Status Options tab on the Payments menu to create new
Deposit statuses.

e In the field next to the “Type new entry here”, enter the name of the deposit

status. Select Y or N to lock the deposit with your new status.
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| My Batch List Payment Search Batch Deposit Deposit Status Options

Status
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