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Introduction to Training

The goal of this training is to enable you to do your job in Teller and to train others. This training manual
will be provided to you as a starting point for your own training material.

This manual is oriented around common user-flow. In some cases, we will not cover every single feature
in the system. However, we will provide you with what you need to know to use Teller. The Teller Help
Documentation gives detailed, feature-centric documentation of the entire system. It is always available

in Teller by clicking the (Help) button in the upper right-hand corner.

Topic Listing
The following topics may be used in your training. This manual is currently split into 4 sections, but these
topics may be used in other ways as well.

e Overview of Teller

e Advanced Payments
e Advanced Sessions

e Voids & Adjustments
e Advanced Batches

e Management Reports
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Section 1 — Teller Basics

Introduction to Teller
The Teller point of sale system is your home for tracking revenue received for your organization. It may
also be used for reporting, generating deposit reports, and any automatic interface to a financial system.

System Overview
The Teller system is made up of 3 websites:

1.

3.

Application (tellerapp) — This is the main site for receiving payments, cashing in and out,
batching out, and running reports.

Configuration (tellerconfig) — This is where configuration changes specific to your organization
and specific to areas (departments, divisions, etc.) within your organization will be made.

Administration (telleradmin) — This is where users are maintained.

This training manual covers functionality in the Application site.

Key Terms

Payment — a transaction representing the creation of a Cash Receipt, or a record of other
revenue collected by your organization.

Session — This is used to track all the payments a cashier enters (or that cashiers receive
together) that go into the same cash drawer or is otherwise a single set of receipts being
entered before balancing, such as a set of mail-in payments.

Cash In/Cash Out — This starts and ends a session. Session totals must be entered during the
Cash Out process to balance the totals to what was actually received in the session.

Batch — This is used to finalize processing for a set of receipts for a day (or another period).
Session(s) are included in a batch for final accounting of monies collected.

Manager — Teller Manager windows are search windows that allow you to find various items

and take action on them. You might find payments to void, reprint a receipt, locate sessions and
batches for accessing reports, or generally research what has been going on in Teller.

Payment Channel — This is used to track how a payment is received. Examples could be Online or
Over the Counter.

System — This is used to group settings for a department or group that has similar needs in terms
of receipt layout, items paid, etc. Examples could be Fire, Assessor, Finance.
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Now, to start your day in Teller...

Logging In
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To log in to Teller, you will need a user set up and granted Teller access within your SSO application.
When you attempt to reach the Teller website, you'll be prompted to authenticate via SSO before being

navigated to Teller.

Please Note: When Teller uses the SSO for authentication, Supervisors must set up an ‘Approval PIN’ to
use when authorizing a void or adjustment. To do this:

1. Click on your username in the upper-right corner of Teller

2. Choose the ‘Change Approval Pin’ option

3. Enter a unique number to use as your PIN
(if you forget your pin, you can just reset it)

4. Oncein Teller, if you have security

to receive payments you will be
prompted to Register the Device
Connector. Click Register. This is
required for Teller to connect to
physical devices (e.g. receipt
printer) and track activity to the
correct computer.

CAN/AM
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Register Device Connector

In order for Teller to communicate with physical devices (receipt
printers, scanners, etc.), the Teller Device Connector must be
registered with your browser.

Registration does not require any additional information. It simply
connects your browser to the Teller Device Connector service on

your local machine and should only take a few seconds.

Do you want to register now?

Mot Mow Dion't Ask Again
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Home Screen

= A, oy [= : Andrew Clark Help ‘-'E]:
% Teller " : o
Cash In Cash Out Receive Payment Manage Finance
Recent Payments my Payments | Allpayments | Active Sessions
Receipt Received By Date Received Payment Made By Amount -
ac-20220525
ac-20220525-3 Andrew Clark 05/25/2022 05217 PM Dave Brown 3450.00 Andrew Clark
bg-20220525-4 Brad Quinn 05/25/2022 05216 PM Jake Miller $300.00 $2,018.00
bg:20220525-3 Brad Quinn 05/25/2022 05215 PM Sara Gregory $54.00
bg:20220535-2 Brad Quinn 05/25/2022 05:15PM  Vince Ohara $145.00
bg-20220525
ac-20220525-2 Andrew Clark 05/25/2022 0514 PM Larson, lvan 3868.00 _
Brad Quinn
ac-20230525-1 Andrew Clark 05/25/2022 0513 PM Bonnie Jones 350000 $704.00
bg-20220525-1 Brad Quinn 05/25/2022 0512PM Mark Madison $55.00
all-20220524-6 Angela Test 05/25/2022 04:56 PM Miranda Jenkins $650.00
all-20220524-5 Angela Test 05/25/2022 0453 PM  Mary Watts $45.00 online-20220525
publicportal-apiuser
all-20220524-4 Angela Test 05/25/2022 0433 PM James Miller $100.00 $37.74

The Teller Home Page is what you will see after logging in to Teller. Toolbar buttons allow access to the
different features within Teller, based on your security privileges.

e Recent Payments: the ten most recent payments entered in the current system.
e Active Sessions: all sessions in the current system that are open (not cashed out).
e Toolbar options

o Cash In: opens the Cash In dialog, where users can create or join a session.

o Cash Out: opens the Cash Out page, from which a specified session may be 'cashed out'
or closed.

o Receive Payment: opens the Payment page through which receipts are entered.

o Balance Batch: opens the Balance Batch page, where cashed out sessions may be
selected and reconciled as a group.

o Manage: opens a drop-down list of things to search and manage.
o Reports: opens a drop-down list of management reports to view (if configured).

o System Name: opens the Select System dialog if
applicable.

Re-register Device Connector

o The Device Connector button n reveals options to re-
register the Device Connector, open the cash drawer,
manage auto-print settings, and troubleshoot device [ ] Auto Print Receipts
connections.

o Clicking will always take you back to the home Troubleshoot Devices...
screen.

CAN/AM Page 7 of 28

" TECHNOLOGIES


https://canamtech.atlassian.net/wiki/display/TD63/Cash+Out+Page
https://canamtech.atlassian.net/wiki/display/TD63/Receive+Payment+Page
https://canamtech.atlassian.net/wiki/display/TD63/Balance+Batch+Page
https://canamtech.atlassian.net/wiki/display/TD63/Management+Reports
https://canamtech.atlassian.net/wiki/display/TD63/Select+System+Dialogue

Cashing In

Cashing In creates a session in Teller. All payments received in Teller must

be received into a session for the sake of grouping payments for
balancing. Cashiers each create and use their own sessions, but a

supervisor may join another user’s session to receive payments into their

cash drawer.

Teller User Training Manual

Cash In
Session Name Date
‘Airporﬂ ‘ 05/07/2025

Payment Channel

o

Counter v
To Cash In:
. . Starting Cash
1. Click the Cash In button in the banner. Note the defaulted rarting tas
information. +0.00
2. Add a note if desired. This text will appear on the Session Default Effective Date
Manager for reference by yourself or others viewing the session (session date) 5
information.
a. Click the noteicon. [ &4 .
b. Enter note text. h
c. Click OK.
3. Click Cash In to start the session. You are now cashed in!
Entering a Payment
The Receive Payment window tracks all the monies entered in Teller.
Click Receive Payment on the header to start a payment.
1. Session ID- The session
that this transaction is cssm 120250425 Effectve: 042572025 o $0.00
being logged against. e [tems Payment )
Click to change to a . o Check
) ] 1l code nar v # $0.00
dlfferent session Item Description Price/ltem  Quantity Total . 5000
2. Effective Date
Wire/ACH
3. Tender Panel- Payment v
options for this
P ent Made B
transaction
4. Item Tabs- The types of
items that can be paid
$0.00
5. Notes- an open text e $0.00
e B $0.00
entry to attach e
comments to the o e
payment
6. Attach Files
7. Document Scanner- scan documents and attach them to the transaction
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Add Items to Payment
1. Selectthe Items tab = 2 o
2. Choose an Item from Cashin  CashOut
the drop down or
begin typing to find an

% Teller

Receive Payment

Session: 12-16-24-20241216  Effectve: | 12/162024 |3
Item
Enter a description Workday Invoices Items e
DUI Fines e ¥ | | Fine ID# 12345, John Doe

3

4. Enter a dollar amount
5. Click Add Item to add the line to the transaction
6

Repeat until all items are added

Enter Tender Information & Complete
7. Enter the desired tender totals. Note the Received and Remaining amounts
live-update below.

8. Fillin the Payment Made By and Address fields as desired.
9. Click Complete Payment.

a. Inthe Send Email Receipt popup, enter an email address and click
Send Email to send a pdf copy of the receipt to the entered address.

b. The Receipt will begin printing. To skip printing the receipt, click Skip
on the ‘Printing Receipt’ notification.

The payment will complete. You’ll see a message at the top of the screen that tells
you the payment was posted (logged in the system). At this point, the system is
ready to enter another payment.

e Toview the last payment, click the receipt rumber hyperlink in the Payment
... posted message at the top of the window.

Payment all-20220524-4 posted
e If you would like to print another copy of the receipt, click the & icon in the
Documents area on the upper right.

e Toview, download, or print the PDF from your browser, click the word
Receipt.

e Note that the Adjust and Void functions will be covered in a future session.

Congratulations! You’ve successfully created your first payment.

CAN/AM
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Balance Batch

= ill

ELES Reports

$100.00

Add Item

$100.00

Payment
Cash $100.00
s 50.00
Credit $0.00
Manual Check
= 30.00
EFT
= 30.00
+
Ba;r“er": Made B;,-'
Address
I
City I v || Zip
Received $100.00
Remaining $0.00
a Complete Payment Cancel
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Cashing Out
Cashing Out is how you end a Session in Teller when you have finished entering all the payments/cash
receipts that should be tracked to that Session. A session is usually Cashed Out at the end of a day or a

shift.

1.

Click the Cash Out button in the Teller Header. If there are multiple sessions open, you could be
prompted to select which session to Cash Out, depending on your security role.

Fill out the Cash Breakdown grid. This represents all the cash physically present in your drawer.
You may enter either the Count or Amount for each denomination — the corresponding field will
update automatically. If you had starting cash in your drawer and you capture that information
in Teller, enter your starting cash amounts in the Float column. Note how the amount in the
“For Deposit” column changes as you enter your Float denomnations.

Session: 12-16-24-20241216 O Reset
Cash Breakdown Tender Totals Reports
Count Amount Amount  Recorded Amount  Count L4 Close Out
$1Bill 2 $2.00 Check $0.00 o [ G Account Summary
[4 Tender Detail
$2 Bill Credit $0.00 $0.00 0 [4 Tender Summary
$5 Bill Manual Check $0.00 0
$10Bill EFT $0.00 $0.00 0
$20Bill Cash 52.00 $2.00
$50 Bill
$100 Bill
Pennies
Nickel
Dime
Quarter
Half Dollar
Dollar Coin
$2.00 $2.00 $2.00 0
M Saved | CashOut | Cancel

In the “Tender Totals” window, enter any editable Total amounts from the drawer for the
Session. Clicking the Review checks... link opens a Review Check popup for secondary check
amount verification.

a. Review the displayed image, enter the amount for the displayed check and click Verify
and Continue to proceed.

b. Toresearch a discrepancy, you may click the Receipt # link shown at the top of the
popup to navigate to the payment where the check was received.

If desired, you may add a note to this Session by clicking the =i icon in the lower left-hand
corner. When a note is present, the icon will look like this: B

Click Cash Out. The system will validate that the tender totals entered by you reconcile to what
was received throughout the day.

CAN/AM Page 10 of 28
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Balancing a Batch

Balancing a Batch is the final step in Teller before money is officially recognized as received. This
precedes the export of collections to Workday. A batch will typically include multiple sessions.

1. Click the Balance Batch button in the Teller header. If no batch is currently ‘open’ this will open
the Session Dashboard. From here, you can see all sessions through the Display Sessions
Through date, as well as a Tender Totals grid for all sessions displayed.

2. Click Start Balancing (| sw=rcealancinz ) gt the top of the window to open the Balance Batch
window. All unbalanced sessions will be selected by default. If a session has a clock rather than
the word Verify next to the amount, it represents a session that is not cashed out.

3. Deselect the sessions you do not SCIFERAINE
want to include in your batch. Display Sessions Through: | 02/27/2025 3 Tender Totals
Count
4. Clicking Delete will abandon the 2:20:25:20250220 ¢0.00 Check 0
SheilaR .
batch. Only one draft batch (e.g. o Credit 0
. o Wi 0
in ‘Open’ status) is allowed at a over20250218 B4 o o .
time — the draft must be Ann Test Manual Check 0
Cash
balanced or deleted before 20250121 o .
another draft can be started. Ann Test '
5. Verify all sessions you want to SlipTest-20250120 s16.00
balance. The Verify step involves ~ *"'™
re-entering the session’s cash as Sessions (2/4)
a supervisory review. Note that Verification , ‘
Display Sessions Through: = 02/27/2025 9
can also be initiated from the Drawer Session
B Session Name Date Amount Remittance
Ma nager. o 2:20-25-20250220 02/20/2025 $0.00 $0.00
over-20250218 02/18/2025 $2.00 $2.00
slip-20250121 01/21/2025 $1.00 $1.00
« SlipTest-20250120 01/20/2025 $16.00 $16.00
CAN/AM Page 11 of 28
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$0.00
$0.00
$0.00
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6. If desired you may add a note to the Batch, as on the Cash Out window.

7. When you are ready, click Balance.

At this point Teller will also automatically send collection data to Workday.

Batch: 131 T Delete
: Cash Breakdown Tender Totals
Sessions (1/2)
Count Amount Amount  Recorded Amount  Count
Display Sessions Through: | 11/28/2022 @ $1Bill 15 $15.00 Check $0.00
$2 Bill Credit $0.00
913-20221126 o0 35 Bill 15 $75.00 ACH $0.00
Angela Test
$10Bill e $60.00 Bank Deposit $0.00
TR $20 8l E-Check $0.00
s-
e 350 Bill
v Kia S, Laurie Steele #15000 I Cash $150.00 $150.00
' 3100 Bill
Coins
$150.00 $150.00 0
Reports
Lt 2Ea31ui Suninary, N
[4 Summary, by Business System
[4 Summary by G/L Account
[4 Tender Detail
[4 Tender Summary
[4 Voids and Adiustments -
Recorded $150.00
Balanced $150.00
s150.00 Outstanding $0.00

E‘/ Balance Effective: | (current date) | Saved

Congratulations! You have just completed a basic day in Teller.
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Section 2 — Advanced Payments

Invoices

Click Receive Payment.

Select the Invoices tab.

Choose Customer Name (or other search parameter) from the dropdown.
Enter the Name in the description field (or other search criteria).

Click Fetch.

e wN e

Workday Invoices (1) Items

| v/ joHN Fetch || ClearList
Invoice #

I Amount Due Payment |«
Invoice Reference #

= k, CO 81525 $28.00 $28.00
Customer # b0,

€ Customer Name $28.00 $28.00

C Barcode Scan

6. Choose Tender Type. Enter the amount paid. $28.00
7. Enter Payment Made By. -

8. Complete Payment. Payment —
Cash soo0 *
Check Cash: Ctrl+1
Credit $0.00
Manual Check
# $0.00

+

Payment Made By

Address
I
City In ¥ || Zip
Received $0.00
Remaining $28.00
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Workday
The Templates tab allows three different ways to enter revenue directly to a Worktag combination. You
can enter into a preset template, enter part of a Worktag, or enter an entire Worktag String.

Template
To enter into a Template:

Session: canam-20250507  Effective:

Teller User Training Manual

05/07/2025 |3

1. Click Receive Payment. :
Invoices Templates Items
Select the Workday tab. P
3. Choose a Template from | N '
. i Template p—
the dropdown list. Worktags
4. Click Fetch. Worktag String N
5. Choose Tender Type or
press the appropriate
shortcut key combination
(hover over a tender type to see its shortcut) to activate it. Enter the amount paid.
6. Enter Payment Made By.
7. Complete Payment.
Session: ca Effective: | 05/07/2025 )
Invoices Templates Items
Template ¥ | Airport v Fetch Clear List
Worktags Description Amount
1585RC | 5000FD | 1036AC | 3278CC: AR - Enterprise Fund ‘
1340RC|5003FD | 1036AC | 1640CC: Customer Facility C...
1232RC|5000FD | 1036AC | 3277CC: Fed Aid - Constructi...
1555RC|5000FD | 1036AC |3278CC: Misc Revenue
1233RC |5002FD | 1036AC | 1639CC: Passenger Facility C_..
1575RC |5001FD | 1036AC | 1638CC: Security Deposit
CAN/AM Page 14 of 28
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Workday Worktags
To enter a Worktag:

1. Click Receive Payment.
2. Select the Workday tab.
3. Choose Worktags from the dropdown list and select Open Search

Workday Invoices Items
Worktags v Open Search

Worktags Description Amount

4. Enter the worktags. Worktag Search

5. Click Fetch. If this is a tag that has not been Fund: Spend Category:
entered in Teller, you will be required to v
register the worktag combination. To do Ledger Account: Program:
this, you must enter a G/L Account (or ’ |

Worktag Combination) Account Description. Cost Center: Project

Enter a description and click Yes. CC.10201 - Clerk Administratic | v

Revenue Category: Grant:
Map G/L Account?

There is no G/L Account registered with the worktags
'CC_0109-024-RC_410007".

Fetch Cancel

Do you want to map this G/L Account to Teller?

G/L Account
Description:

No

6. Choose Tender Type and enter the amount paid.
7. Enter Payment Made By.
8. Complete Payment.
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Workday Worktag String
To enter into a Worktag String:

PN e

~

Click Receive Payment.

Select the Workday tab.

Choose Worktag String from the dropdown list.

Enter the Worktag, including dashes, letters, numbers, and underscores. The worktag must be
entered exactly as it is set up in Workday or this payment will fail the export process.

Workday Invoices Items
Worktag String ¥ | 170|CC_90501|RC_44444|44000 Fetch

Click Fetch If this is a tag that has not previously been entered in Teller, you will be asked if you
want to register the worktag combination. You must enter an Account Description and select
Yes.

Choose Tender Type and enter the amount paid.

Enter Payment Made By.

Complete Payment.
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Payment Manager Searching
Click on the Manage button in the banner.

Teller User Training Manual

The Payment Manager has powerful search functionality to facilitate investigation and activity on Teller
payments. The Payment Manager’s search is a smart search that compares your search value with
common search types (unless a specific search type is selected). These might include:

A. Receipt number

Workday Invoice # or Reference #

B
C. Check number
D

Payment Made By

Simple Search

t-20250425-1

05/04/2025 4 to  05/04/2025 9

Date entered.

Advanced Search

0 search

1. Type a Receipt Number for a payment you have received into the search field and click Search.
2. Enter the Check Number from a check payment you have received and click Search.

Advanced Search

The Advanced Search functionality allows you to limit the Search box
to a specific criteria type and add more filters/searches.

1. Search a specific payment amount.
2. Search a payment amount range.

i You can leave the max value blank, to return all payments
equal to or greater than the minimum value (e.g. “15- “).

3. Search for payments entered by a given user.

4. Use the Date Type dropdown to change the type of date the

search filter applies to.

CAN/AM
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Search

05/04/2025 '3 to | 05/04/2025 |

Hide Advanced Search

Search By:
@ all

(O Document Number
() External File #

@ Item Description

() Payment Address
(0 Payment Made By
() Receipt#

(@ Reference #

() Session Name

_ Payment Note

Date Type: | Entered v
User: ¥
Amount: 0.00 - 99939 99

Search All My Systems/Locations

L search
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Section 3 —Sessions, Voids & Adjustments, Batches

Advanced Sessions
Teller has several options that expand the usefulness of sessions. We will now cover those.

Some users, depending on the specific system’s security setup, can receive payments into any open
session in the system.

1. Click Receive Payment. If necessary, select the session you want to receive the payment into.

Select Session

Select session to use
c1234-20200226
e1002-20200225

<Cash In>

[ ok |[ conen |

2. Note that you can change which session you are receiving payments into by clicking on the
Session link in the payment window.

Session: 1-20250425 | Effective: | 04/25/2025 [

Cash Out e ]
The cash out button will open the cash out window for Cash Out Receive Payment Balance Batch

any session that was cashed in by the current user
and/or into which the current user received payments.
If multiple sessions are available, the session selector 22022 Select session to use

popup will appear. TD-02122022
kdown TD-02152022

elect Session

Here is an example of what would happen if someone Drawer || TD2:02152022
cashed in before they cashed out the previous day’s o And

. 0K H Cancel
session.
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Reset

The Reset button in the Cash Out window allows you to clear all

entered data and start again. D Reset
1. Open Cash Out and enter values.
2. Click Reset. Reports
3. The values you entered will be cleared. [4 Close Out

[4 G/L Account Summary
[4 Tender Detail
[ Tender Summary

Session Manager

The Session manager gives several options for finding desired sessions. As indicated above, Click
Manage in the Teller banner and click Drawer Sessions. The drop-down menu allows to search for
batches, such as “Unbalanced”.

o

% Teller

Cash In Receive Payment Balance Batch Manage Reports

Unbalanced v Edit & Payments
to fin-20250226 9, Drawer Szsions $201.00
O Search Status: Cashed Out = oo
Users: Ann CanAm
fin-20250226 02%3/;025 Payment Channel: Counter Deposits
:18 AM
$201.00 ATOERD Default Effective Date:  02/26/2025
Starting Cash: $200.00
test-20250226 L payment
$0.00 Ann CanAM - yender Count Amount
Test-20250206 Cash $201.00
$1.00 Aaron M
$201.00
test-20241028
$684.00 Ann CanAm Cashed in by Ann CanAm 02/26/2025 01:42 PM
Report Documents Saved by Ann CanAm 02/28/2025 08:18 AM
Close Out
Cashed out by Ann CanAm 02/28/2025 08:18 AM
https://gjc.test.tellercloud.net/tellerapp/?Tellerlogon=Y#SessionList Count Amount

Find All Sessions that are Currently Open or Unbalanced
Open sessions have not been Cashed Out. Unbalanced sessions have been Cashed Out, but have not
been included in a completed batch.

1. Select Open or Unbalanced in the criteria dropdown.
2. Click Search or press the Enter key.
3. Teller will display all sessions matching the filter that the user has security to view.
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Find All Sessions a User was involved in for a Date Range
This will show all the sessions a user either Cashed In or used to receive payments.

Select User in the criteria dropdown.

Select the desired User in the dropdown list.

Click Search or press the Enter key.

Users with sufficient security (e.g. Supervisors, Balancing Clerks) can use the Cash Out button in
the session manager to cash out the selected session.

PwNE

o &

% Teller

Cash In Cash Out Receive Payment Batch Payme

Cash Out Edit

User ¥ || Svetlana Filippov | ¥
07302024 @ o osnezoze 2 Sveta-20240816
O search Status: Open
Users: Svetlana Fili
sveta-20240816 ayment Channel: Counter
$55.90 Svetlana Filippovich Default Effective Date: 08/16/2024
Starting Cash: $0.00

9 payments

5. Supervisors can use the Edit button to correct the Payment Channel, starting cash (float
amount), or default effective date of the selected session.

Running Session Reports
There are various session reports that give you more information about what has
happened in your session.

Reports

[4 Batch Payment Summary
[4 Cash Breakdown

[4 Cash Deposit

1. Open the Drawer Session Manager and select a session that has at least
a couple payments in it.
2. Notice the followi in th he right-hand sid [ Close Out
. Notice the following reports in the reports area on the right-hand side. [4 G/L Account Summary
Clicking on one of these will open the report, running it with information 1 1ender petail
from the selected session only. [4 Tender Summary

a. Batch Payment Summary — This report displays payment data for a Batch Payment
Session.

b. Cash Breakdown - This report shows a breakdown of all currency and coin
denominations entered in the Cash Out window. This report may be helpful if you are
not balancing cash at the end of the day.

c. Cash Deposit — This report shows the total amount of cash and currency for deposit.

d. Close Out — This report shows every payment received in the session, along with any
voids or adjustments and summary amounts for cash and non-cash tender types.
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G/L Account Summary — This report shows the grand total collected into each G/L
Account that this session paid money into.

Tender Detail — This report gives amounts collected for each tender type by payment.
Tender Summary — This report gives summary amounts collected for each tender type. It
has drill-down functionality for viewing the individual payments.

3. To print any of these reports, click the (print) icon to print the report.

i

4.Clickthe =~ icon to format the report in the desired option.

CAN/AM

TECHNOLOGIES

A B = [ T+t @& A Ql
PDF
XLS
41920 ¥ SX WM
’ Session Summary by o
G/L Account
J / Docx
User: Angela Test Cash InDate: 4/9/20259:08:28 AM MHT
Session Name: angt-20250409 Cash Out Date:
HTML
Account# Description #of ltems AmountC
FDO1|SA9|FC9020000|CC14}442 RTD CHK CHRG/TREASURY 2 Text
0 SERVICES

csv

2

Image
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Voids & Adjustments
Teller provides rich functionality for adjusting and voiding payments for all payments received in Teller.
All original transaction data is preserved, as well as the time, user, and details of the adjustment or void.

Adjustments
To adjust a payment

1. Either find the payment in the payment manager, or if the payment was just made, click the link

in the confirmation message. ( FmentaisisEasposted )

2. Inthe payment review window, click the “Adjust” button. @ void + Adjust 3]
This will open the adjust payment window. —

3. Adjust the payment as required. This could be an a |t_20220525_'] 3

addition of items paid, a change to how much money was
received, a correction of the Payment Made By, or ® Finance: Default
another change desired.

Entered: 05/27/2022 11:34 AM
Entered By: Angela Test

Status: Entered

Session: alt-20220525
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4. Click Next. At this point, you have a chance to review the adjustment.

5. ClickBackif thereare 54 ot payment alt-20220525-13 $1,090.00
any cha nges to be Entered on 05/27/2022 11:34 AM by Angela Test

Status: Entered
made.

Adjustment Effective: 05/25/2022

6. Enter a Reason and a

Confirm Changes
free text description.

Fees/ltems
7 H . Change -
. aveasu perV| sor or Changed payment amount on 1000-000000-ENGO02-000000-000000-000000-45401-000000-RC5314-00000 from $1,009.00 to $1,090.00 +581.00
other user enter ot 458100

Approval credentials Payment

Change +-

8' Click Adjust Payment. Removed Cash Back +581.00
Total +581.00
Description
Reason: | Data enuy Error || Approval Required

Corracting mis-typed amount User: ‘ | '|

Password: ‘ |

1 — |
‘ << Back Adjust Payment | Cancel

9. The payment overview now shows the adjusted information as well as a record of the
adjustment itself. Under each history entry, click the Documents tab to see the original and

current receipt as well as any uploaded documents. The main & Receipt link will show the
updated receipt.

Entered by Angela Test 05/27/2022 11:34 AM
Documents - Effective 05/25/2022
Adjusted by Brad Quinn 05/27/2022 11:42 AM
Docurments - Effective 03/25/2022

Reason: Data Entry Error
Carrecting mis-typed amount

Changes
Fees
= Changed payment amount on 1000-000000-ENGO02-000000-000000-
000000-45401-000000-RC3314-00000 from 1,009.00 to 31,090.00

Payment
» Removed Cash Back: -381.00
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Navigate to the payment you received by clicking the Receipt Number hyperlink

( Payment alt-20220525-14 posted ) at the top of the

screen or searching for the payment in the Payment
Manager.

In the Payment Manager, click the @ Vid  (Void)
button. This will open the Void Payment pop-up
window.

Adjust the void effective date if this should not be
financially accounted for on the current date.

Select a Reason and enter a free text description.
Click Void Payment.

At this point the payment is effectively backed out.
It will now display as voided in the search area and a
void message will be displayed at the bottom of the
payment history area.

D search
alt-20220525-14 05/27/2022
11:47 AM
FRE-EE Jane White

Woid Payment #

Void Effective: | 05/25/2022 =

Reason: Customer Request | ¥

Customer realized check might bounce and
wanted to cancel the payment.

Approval Required

User: L

Password:

Cancel

Voided by Brad Quinn

Documents

Reazon: Customer Request

052742022 11:53 AM

Effective 03/25/2022

Customer realized check might bounce and wanted 1o cancel the payment.

CAN/AM
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Advanced Batch Features

Deleting Draft Batches
Teller automatically saves and updates the Balance Batch window with the latest session data. If you
want to discard the batch draft, you may delete it.

=

L ©® N oA~ wWN

Click Balance Batch in the Teller banner. This will open the Session Dashboard.

Click Start Balancing. This will start a new batch.

Add some amounts to the Tender Totals grid or Cash Breakdown grid.

Leave the draft by clicking on the Teller home button (Teller logo).

Click Balance Batch again. Note that you are returned to the saved draft batch.
Click Manage -> Batches. Note the most recent batch has a status of ‘Open’.

Click the Balance button from the Batch Manager. This brings you back to the batch.
Click Delete. This draft is now abandoned.

An ‘Open’ (draft) batch may also be deleted directly from the Batch Manager.

Including Various Sessions
A batch allows you to include any cashed-out sessions that have not been balanced. All available
sessions are selected by default but may be unchecked to exclude them from the batch.

A

Cash Out one or more sessions
In the Teller header, click Balance Batch
Click Start Balancing in the Session Dashboard

In the Sessions tab, uncheck the sessions not applicable to your batch. Note that the tab header
automatically updates to indicate how many sessions are selected. For this exercise, de-select all
but one of the cashed-out sessions.

Run reports if desired
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Teller allows reports to be run from the batch.

1.
2.

Initiate and Save a Teller Batch (you might already have one up from the previous exercise).

Run the following reports

a.

Reports
Cash Deposit — high level cash details for Bills vs Coins for each [4 Cash Deposit
included session. [4 G/L Account Detail

[4 G/L Account Summary

G/L Account Detail — payment details for the included sessions

grouped by G/L Account [4 Report of Collections

[4 Session Summary

G/L Account Summary — G/L account breakdown by number of [4 Summary by Business System
items and amount, with total for all accounts. [4 Tender Detail

[4 Tender Summary
[4 Voids and Adjustments

Report of Collections — report of collection data for entire batch
containing a breakdown of collections by revenue account,
summary by tender type, and cash denomination totals.

Session Summary - report of collection data for each session containing a breakdown of
collections by G/L account, summary by tender type, and cash denomination totals.

Summary by Business System — summary of collections by ‘business system’,
corresponding to each tab shown in the Payment window

Tender Detail — all tender details for the included sessions.

Tender Summary — the total amounts by Tender Type from all sessions, broken out
based on whether the tender is internally or externally deposited.

Voids and Adjustments — voids and adjustments balanced by (or included for balancing
in) the batch.

Batch Manager Searching

View Batches Balanced on a Specific Date to Access Reports

1.

2
3
4.
5
6

CAN/AM
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Select the Date criteria

If desired, change the From or To dates

Click Search or press the Enter key

Open saved reports

Rerun any additional reports

Navigate to Sessions
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Section 4 — Management Reports

Teller offers a full-featured set of reports offering details, summaries, and visualized statistics for what
has been going on in Teller.

Many of these management reports require the entry of filter criteria. Common criteria are:

1. Start Date — End Date range

2. Date Type

2.1. Effective: the effective date for which the payment was received.

2.2. Entered: the actual date the payment was received.

2.3. Balanced: the date on payment was balanced.

Investigative Reports
These are reports that show detailed information, allowing you to track down specific issues.

>

YV VYV

=

2.
3.

Cash Transaction Listing
Check Transaction Listing
G/L Account Detail
Tender Detail

Voids and Adjustments

Search a specific amount in the Check Transaction Listing report for a given day.
Search for collections for a specific account in the G/L Account Detail report.

Search through voids by a given user on a given day with the Voids and Adjustments report.

Summary Reports
These reports provide summary information to help monitor the system.

YV VY

=

N

G/L Account Summary
Item Summary
Payment Listing
Tender Summary

Learn the amount of money received into the Aquatics account this month with the G/L Account
Summary report.

Learn the amount of Credit Service Fees processed this week with the Item Summary report.
Learn the amount of check tender received this week with the Tender Summary report.
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User Audit Reports
These reports give information about user security and activity

>

YVVVYVYVYVYVY

=

L

User Admin Activity

Audit Report

Cash Drawer Log

Role Security Listing

User Listing

User Role Listing

User Transaction Summary

View the activity of a user in a system with the Audit report.
Learn the security privileges each role has with the Role Security Listing report.
Learn which users have which roles using the Teller User Role Listing report.

Use the User Transaction Summary report to find out a user’s transactions for a given Item Type
or Business System.

How to View Statistics with the Enterprise Teller Summary Report
The Enterprise Teller Summary report is a fully featured graphic management report that offers robust
visualization of activities in Teller for a day, week, month, or year.

L e

Go to Reports, scroll down to the Enterprise Teller Summary Report
Select a Period Start Date

Choose a time Interval

Select System(s) (Location(s)(optional)

a. You may select any number of systems or locations by clicking on the down arrow and
check marking each applicable system and/or location.

Choose Yes or No on rolling up Sub items — default is Yes

Click SUBMIT to run the report
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