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Introduction

Thank you for purchasing the SUSTAIN Account Summary Assistant.  As you probably already know, SUSTAIN is a complete family of products upon which you can design, develop, and implement sophisticated information systems.  

The SUSTAIN Assistants and Service Providers, available as optional components, complement and/or enhance the capabilities provided by your SUSTAIN Managers.  Furthermore, since each SUSTAIN Manager, Assistant, and Service Provider was designed with each of the others in mind, all of your SUSTAIN software works together to form a single, consistent, integrated information system.

It should be noted that SUSTAIN and SUSTAIN Assistants are constantly being revised and enhanced. This, coupled with the fact that you may customize SUSTAIN’s “look and feel” to meet your specific functional and aesthetic requirements, may cause some illustrations used in this manual to appear slightly different from your system.  

Conventions Used In This Guide

Except when used in the title of a chapter, heading, index, or in a note to the reader, all function key names, menu names and commands will appear in bold black type and all caps (ex. FILE, F1, PRINT.)  To differentiate between a file name, menu name, or a command, look at the context surrounding the word.  For example, if we ask you to choose COPY from the EDIT menu, then the command is COPY and the menu that command can be found in is the EDIT menu.  

Important notes or suggestions will appear in bold, blue type, preceded by the word “NOTE,” as shown in the example below: 

NOTE:  Colors used in the illustrations in this guide may differ from those found in your system. 

Chapter One:

Working With The Account Summary Assistant

Accessing Journal Information - Civil Filing

SUSTAIN allows your organization to configure, create and view Journal Entries, Open Items, Disbursements, and Support Accounts using a variety of different windows.  Once created, accounting data may then be viewed using

File Folder, Record, Browse views and the Account Summary window.  The advantage of the Account Summary window is that all accounting activity may be viewed together, in one convenient place.

To access Journal information, first log into SUSTAIN.  Once you have accessed SUSTAIN, open a file.  For our example we will open file CV 98-FL-150 found in TRAIN/Department Cases.  Once the file is open, click on the Journal Entries folder.  Your folder should resemble the illustration shown below.
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In the previous illustration we see the following:

· $150 was received for the Family Law Filing fee.

· $12 was received for Certified Copies, however this Receipt was voided and the $12 was reversed.

· The $150 received for Family Law Filing Fees was also disbursed in a monthly payout to the appropriate accounts.

In addition we can view the Support Journals by clicking the folder of the same name, as shown in the following illustration.
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Viewing the above illustration we see that on 09-30-98, $100 was receipted in Spousal Support, $250 in Daycare, and $300 in Child Support.

SUSTAIN allows you to view the Support Account Disbursements by clicking the Support Disbursement folder as illustrated below.
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Viewing the Support Account Disbursements we see that on 09-30-98, the Receipts received for Spousal Support, Daycare and Child support were disbursed in a monthly payout to the Petitioner, Katie Sanderson.

Accessing The Account Summary - Civil Filing

The Account Summary window provides all account balances and a summary of cash transactions for a file.  This includes all Journal Entries, Open Items, Support Payments, Cash Receipts, and Revenue Transfers that have occurred on the file (assuming you have the necessary SUSTAIN Assistants.)  

Open the Account Summary window for file CV 98-FL-150 by selecting the command ACCOUNT SUMMARY from the TOOLS menu or from a Browse window by first highlighting the record and then selecting the command ACCOUNT SUMMARY from the TOOLS menu.  The Account Summary window will display as shown in the following illustration.
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The file number used in the above illustration demonstrates Receipts entered through the Cash Receipts Assistant or added as a Journal, and Disbursements created through Cash Disbursements or manually added as a Disbursement.

If there is more than one record for a particular Journal Type on a file, the Journal Types will be added together and the total displayed.  For example, if you have collected fees for two Answers, they will be added together and the total for that Journal Type will be displayed.  

The Account Summary window is split into four sections of five columns each.  The Receipts section of the window is shown in the illustration below.
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From left to right, the five columns are as follows:

1. Receipts:  The Journal Type description and code.

2. Received:  The amount received for the Journal Type.

3. Xfer In:  The amount transferred in for the Journal Type.

4. Xfer Out:  The amount transferred out for the Journal Type.

5. Total:  Column 2 + Column 3 – Column 4.

The Total Receipts line, appearing at the bottom of the first column, is the sum of Column 5, the Total column.

The Receipt for Certified Copy found in this section is an example of a void.  Money was taken, but was voided yielding a balance of zero.

In the Disbursements section, shown in the following illustration, money received for each Journal Type has been paid out. 
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From left to right, the five columns are as follows:

1. Disbursements:  The Journal Type from Disbursement Records.

2. Not Used
3. Not Used
4. Not Used
5. Amount:  The amount disbursed for the Journal Type.

The Total Disbursed line, appearing at the bottom of the first column, is the sum of Column 5.  The Cash Total line is the difference between the Total Receipts (Column 5 of the Receipts Section) and the Total Disbursed line.

The Transfers and Open Item Detail sections will be discussed in more detail in the topic “Accessing the Account Summary – Minor Offense Filing,” found later in this guide.  

To print a copy of the Account Summary for this file, click the PRINT command button found in the upper right side of the window.  When you are done viewing the summary, click CLOSE.

Accessing Journal Information – Minor Offense Filing

SUSTAIN allows your organization to create separate folders to keep track of different types of money.  Open file MO 99-MO-001.  We can view Journal Entries by clicking the Journal Entries folder as shown in the following illustration.
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Looking at the Journal Entries we see that $200 was received for Bond.  If you open the Journal record for -$200, as shown in the following illustration, you can further see that the $200 was transferred (Revenue Transfer) from Bond to apply to Fines and Costs.
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We can view the “Open Item Journals” by clicking the Open Items Folder, shown in the illustration below.
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In this illustration we see that on 11-15-99, the Revenue Transfer we saw in the previous illustration of the record has been applied to this Open Item.  The Journal Entry beneath the Open Item for $200 was paid on account for this Open Item.  Highlight the Open Item and display the Open Item Record, as shown in the following illustration.
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The record shows that the total of the Open Item is $300 and a payment of $200 has been applied to the Open Item.


NOTE:  For information on applying Open Items, please consult your SUSTAIN Accounts Receivable Assistant Guide.

Accessing The Account Summary – Minor Offense Filing

Open the Account Summary window for file MO 99-MO-001 by selecting the command ACCOUNT SUMMARY from the TOOLS menu or from a Browse window by first highlighting the record and then selecting the command ACCOUNT SUMMARY from the TOOLS menu.  The Account Summary window will display as shown in the following illustration.
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In the Receipts section of the previous illustration, we see that $200 was received in Bond, and in the Transfers section we see that it was “transferred out” of the Journal Type “Bond” and “transferred in” to the Journal Type “Payment on Account.”  In the Open Item Detail Section we see that $200 has been assessed in Fines and $100 in Court Costs.  In the Transfers Section we see once again $200 being transferred from the Bond to Payment of Account being applied to Open Item number 0022, remaining on this file, 99-MO-001. 

NOTE:  The Transfers section displays transfer information generated by Revenue Transfers onto and off of the file.  These fields would only be filled in if you were using the SUSTAIN Cash Receipts Assistant.  

As noted earlier, the Account Summary window is split into four sections of five columns each.  The Open Item Detail section of the window is shown in the illustration below.
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From left to right, the five columns are as follows:

1. Open Item Detail:  The Journal Type description and code of Open Items.

2. Not Used
3. Assessed:  The amount assessed for the Journal Type.

4. Paid:  The amount paid for the Journal Type.

5. Balance Due:  Column 3 – Column 4.

The Unapplied Payments line, appearing at the bottom of the first column, is the total amount of Receipts on Open Items that have not yet been applied and therefore are not included in the Paid column by Journal Type.  The Actual Total Due line is the difference between the Total Due and the Unapplied Payments.

The Transfers section, shown in the illustration below, displays transfer information generated by Revenue Transfers onto and off of the file by Journal Type and individual File ID.
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NOTE:  These fields would only be filled in if you were using the SUSTAIN Cash Receipts Assistant.  

From left to right, the five columns are as follows:

1. Transfers:  The Journal Type description and code of Transfers.

2. Division:  The Division ID.

3. File ID:  The File ID the Transfer was transferred from or to.

4. Item:  The Open Item Number, if the Transfer involved an Open Item. 

5. Amount:  The amount of the Transfer.

To print a copy of the Account Summary for this file, click the PRINT command button found in the upper right side of the window.  When you are done viewing the summary, click CLOSE.

Chapter Two:

Help
Accessing Help


To access the Help System you may:

1. Choose CONTENTS from the HELP menu.

2. Press the F1 function key.

3. Click the HELP toolbar button.

From the Contents Page of SUSTAIN’s Help System, click on the words “Additional Help Systems,” found towards the bottom of the page.  Another page will open which lists the names of other available Help Systems.  Click on the words that read, “Click here to access the Account Summary Assistant’s Help System.”  This will open Account Summary Help.

To choose another Help System, go to the Contents Page of Account Summary Help, click on the words, “Additional Help Systems,” and choose another Help System from the list.
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