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  Receipt Entry 
Monroe County, WI 
 
By entering receipt batches into Munis, revenue accounts are adjusted to 
appropriately reflect payments received by the county. At the end of the day, 
these entries are reviewed at both the department and the Treasurer’s office to 
ensure an accurate deposit is made, as well as an accurate financial statement is 
produced. 
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Procedure 

Use the following steps to enter a Receipt into Munis   

Open Payment Entry: 

General Revenues> Payment Processing > Payment Entry 

 

 

The Payment Batch Header screen will open.  A batch is used to store multiple payments, which allow 
users to post entire batches of payments to the General Ledger at once.  Choose           to add a new 
batch. 
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 The Entry Date and Clerk information will default 

 Choose the Receipt Option Individual AND Summary 

 Enter the department number using the       field help button 

 Enter in a deposit number. This number will be the department initials plus the date i.e. 
RH141021. If the batch has already been deposited for the day, choose the next day’s batch 
number 

 Click           to save in the batch header information 

 

Once the batch header is completed, the Bill Information screen will open. From this screen you may 
enter either a General Bill or a Miscellaneous Cash Receipt. 
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To Enter a payment against a General Bill: 

 

Choose the          from the Dashboard Ribbon 

Choose General from the Dashboard Ribbon 

 

You may enter in search criteria for the General Bill such as Bill number, customer, etc. You may 
choose not to enter any filter criteria to pull up all unpaid bills for your department. 

 

 

Chose          to save in the search criteria 

 

A list will populate with all available bills. Choose the appropriate bill and click  
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The Bill information will display. You may choose to view detail about the general bill using the 

 option, or choose to view the              . Each of these options can be found in the Dashboard Ribbon. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Detail View Original Bill 
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If this is the bill the customer would like to pay, choose                   from the Dashboard Ribbon. 

The Completing Receipt Screen will open.  

 

 

 

 

Enter all applicable information in the apply payment screen including: 

 Amount to be paid 

 Payment Method (and if applicable, check number) 

 Printer (Should always be RCTGB80) 

 Total Remitted (If the customer is paying with cash) 

 

 

Once the payment information is entered, choose  
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At the bottom of the screen, the batch information should now show the receipt amounts just entered. 

 

 

To print the receipt for the customer, should they want it, click the                 option from the dashboard 
ribbon, and print the PDF to the local printer. 
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To Enter a Miscellaneous Cash Receipt 

 

From the General Billing Payment Screen choose MORE from the Dashboard Ribbon 

 

 

The Miscellaneous Cash Receipt screen will open. Choose         to add a new receipt 
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Enter the Receipt Information using the Tab Key to move from field to field 

 The Receipt Number will default 

 Enter the appropriate department code using the        field help button 

 Choose a customer from the customer records, or simply leave customer number as “0” and 
type the customer’s name into the “Paid By” field 

 Choose the charge code from the         field help button. This charge code will tell the system 
the correct revenue account, and dollar amount (if applicable) for this charge. 

 Enter the quantity and/or dollar amount if not defaulted by the charge code 

 If there are more charges to apply to this customer, choose                   to add another charge to 
this receipt 

 Choose         to save in your entries. You may need to choose          once more if you have 
permissions to change the revenue accounts in the GL Payment Allocation area 
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The Payment Entry screen will open. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter all applicable information in the apply payment screen including: 

 Amount to be paid 

 Payment Method (and if applicable, check number) 

 Printer (Should always be RCTMS40) 

 Total Remitted (If the customer is paying with cash) 

 

Once the payment information is entered, choose  
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Once all receipts are entered for the day, the batch should be released and a proof report will be 
generated. To do so, choose           until you get to the batch header screen.  

 

 

Count the drawer, and verify amounts using the                    option from the Dashboard Ribbon 

 

Choose                         to total and verify all deposit payment methods and amounts. 
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Once amounts are verified,         to the batch header and choose                    from the Dashboard 
Ribbon. 

 

Choose all available options in the output and click  

 

 

 

10. Choose Save and OK 
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Choose Yes to release the batch 

 

 

 

Confirm your deposit number 

 

 

 

The batch should be shown as In Review, with a confirmation message at the bottom of the screen. 

 

 

 

 

Batches should be Output Released by 2:30 and sent to the Treasurer’s office for review and posting. 
Any payments made after this time should be in a new batch with the deposit number reflecting the next 
business day’s date.  
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