Completing a C1 Document

When you wish to receive revenue into an account as a cash receipt, you will need to enter an on-line Simplified Cash Receipt (C1) document into Advantage.

To access a Cash Receipt (C1) document, click on the GO TO [image: image1.bmp] Button.  Ensure that the CODE button is marked.  Type C1 in the WINDOWS field.  Click on the GO TO [image: image2.png]


 Button.

The Document Entry Window for Cash Receipts will appear.
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· Click in the Document ID field.

· Type your 3-character agency code in the first box after Document ID (e.g., aj2).

· Type your 3-character agency code and a # in the second box after Document ID (e.g., aj2#).

· Ensure that New is marked.

	· Click on:
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Completing a C1 Document

The C1 document will appear.
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· Complete the screen per the following instructions.

· If necessary, insert additional lines according to the directions on pages 3 and 4.

· Perform the Edit process when all lines have been entered.  See page 7 for directions on the Edit process.

Enter data in the following fields only:

	BANK ACCOUNT
	Type 01.

	CASH ACCOUNT
	Type 1100.

	COMMENTS
	Optional.  

	DOCUMENT TOTAL
	Type the total dollar amount of the cash receipt document.

	VEND/PROV
	Type EXPRECEIPT, if the amount is to be received as an expenditure reimbursement.

Otherwise, leave blank.

	AGENCY
	Type the agency code of the account that is receiving the revenue.

	ORG
	Type the org code of the account receiving the revenue.

	REV SRCE/SUB
	Type the appropriate revenue and sub-revenue codes for this transaction, if the amount is to be recorded under revenue.  

Otherwise, leave blank and proceed to the object/subobject fields.

	OBJECT/SUB
	Type the appropriate object and sub-object codes for this transaction, if the amount is to be received as an expenditure reimbursement.  

Otherwise, leave blank and enter revenue/sub-revenue codes.  

	AMOUNT
	Type the dollar amount you wish to record on this line.

	DESCRIPTION
	Type an appropriate description of the revenue or expense reimbursement recorded on this line.  


Inserting Additional Lines on a C1

To insert an additional line on this document:
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· Verify that your cursor is on the line you want to insert the new line after.

	
	Toolbar
	Key
	Menubar

	· Click on: 
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	Ctrl + F
	EDIT: INSERT LINE AFTER


Inserting Additional Lines on a C1

An additional blank line will appear. 
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· Complete the necessary fields on this line for the additional transactions you wish to record.

· Repeat the insert line process for additional lines as needed.

· Perform the Edit process when all lines have been completed (see page 7 for directions on the Edit process).

Deleting Lines on a C1

To remove a line from the document you are working on:
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· Click on the line you want to delete.

	
	Toolbar
	Key
	Menubar

	· Click on: 
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Deleting Lines on a C1

The screen will refresh and a dialogue message box will appear.
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· Confirm the message “Do you really want to delete the selected lines?”.

· Click on Yes.

· Perform the Edit process according to the directions on page 7.

**It is important to perform the Edit process after each line has been deleted.  Failure to Edit the document after a line has been deleted may result in the line not being removed, as well as cause additional error messages.

Edit Process

To edit a C1 document:
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	Toolbar
	Key
	Menubar

	· Click on: 
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	F7
	PROCESS: EDIT


· The screen will refresh with any error messages displayed at the bottom of the screen.

· Correct any errors and Re-Edit the document.

.  

Edit Process

When any errors have been corrected, the document will appear with messages related to pending approvals.
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· Verify the message “READY FOR APPROVAL 1”.

· Close the document window for later approval.

OR

· Approve and close the document according to the directions on the next page.

Approving a C1
To approve a C1 Document:
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· Confirm the data is correct and that the document is "READY FOR APPROVAL 1".
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	· Click on: 
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	F12
	PROCESS: APPROVE


Approving a C1
Your document will return to the screen with messages relating to the approval.
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· Confirm the message "APPROVAL 1 APPLIED". 

· Confirm the status PEND4.**

· Close the document by double clicking on the hyphenated box at the top of the active window.

**C1 documents require Level 4 approval by Cashiering Services before they can be Run and accepted into Advantage.

Closing a C1
Do not attempt to Run Process the document.  The error message "Bat/Doc Requires Approvals" will appear.  
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· Close the window according to the directions on the previous page.

· Forward appropriate documentation to Cashiering Services for final approval.
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