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Chicago Public Schools and U.S. Bank Consolidated Banking and SinglePoint Training

The U.S. Bank SinglePoint online banking system website:

https://singlepoint.usbank.com

" An‘icon will not be added to your comptiters.
Please save this URL as an internet favorite,

To log into SinglePaint, you must first enter the Customer ID.

Welcome to Sz%gl&’?@f%ﬁ

Cusium__er ID

‘. .
User iD
Password

]

Forgol vour pessword?

Your Customer IDs separate school users by Areas to promote efficient processing
speed. Users must access SinglePoint in their assigned areas. (AMPS
schools are also separated by the school Area).

Areas 0 -3 CPs1
Areas 4 -7 CPs2
Areas 8 — 11 CPS&3
Areas 12 - 15 CPS&4
Areas 16 — 18 CPS5
Areas 19 - 25 CPS6

School Financial Services will do the initial setup of school users.

The User IDs and Temporary Passwords will be sent to Principals to distribute to
school staff.

Once the correct information Is entered on the Log-in Screen, the system will prompt users to

create a permanent password. The permanent password must be between 8 and 10
characters and include both letters and numbers.
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| First Time Login

Since thiz is your first time logging Into SinglePoint, you need o reset vour password. Please enter
& password belween 510 characters using leflers anid nurmbers.

A fislds sre reguired.

Ne@ Passwdr‘d

jr—

s

Please choose tyvo challenge duestions snd answers. These arz uged to reset your password i you
forget vour current password.

Question

it i the name of the ciy you were bomin? v
Pt ; miny .
Arybere

Chestion

J.ﬂzh&t ia your pef's name?_
Anzwer
Rovar

e

Things to Remember...
* Set up your Challenge Questions. If you forget your password, correctly answering
these questions will help you reset your password otherwise your principal/system
administrator will have to reset your password.

* Once in SinglePoint, do not click the Browser Back arrow on the menu bar. To go back
to the previous screen, click cancel or back button at the bottom of the screen.

= To get help, click the Help With This Page link at the top of the screen.

= A 'SinglePoint system icon will not appear on your computers. Pléase remember to add
the SinglePoint link to your internet favorites.
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The LaunchPoint screen appears when you first login to SinglePoint and is the central point of
this system. The main functions appear on the left side of the screen in the blue area. These
functions are:

LaunchPoint is also the point to view your task list, receive special messages and set up alerts
on your account.

= Bank Messages are alerts and general announcements provided by U.S. Bank.

" Your Tasks are items on which you need to take action (i.e. book transfer pending
approval). Clicking an item opens the appropriate page for you to take action.

® Your Messages provide notifications of events completed for you by the SinglePoint
system (i.e. new user successfully added and activated)

® What's New are messages provided by U.S. Bank regarding the SinglePoint system.

SinglePoint LaunchPoint , Hety i

welcome o your customized LaunchPoint page. This psge sliows you to bring together usetul information from throughout
SinglePoint with a task st and informational messages.

1.5, Bank wiil be closed on Memorial Dey Hew 0542007, 81:51 PM CDT

~ Hew SinglePoint Features and Tips Hew  0508:2007, 10:36 A% CBT

OSMS2007, 0116 B CDT

£ Book Transfer for $1456 .56 is pending sonroval.

Your Messages  Delets Chosiad _ ;
A user has been approved and sctivated. Melver Scott Rew 05182007, 04:25 PM CHT

i Auser has been approved and activated. Yanessa Balderns o Hew 0562007, 01:42 PW COT
A yser has been approuved snd activated. Svreeta Jackson Hew 054620887, 10117 AM CDT

Wi More messayes ==

There are no avaliebie messages.
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Chicago Public Schools and U.S. Bank Consolidated Banking and SinglePoint Training

Under Personal Settings, users can change passwords and challenge questions and select what
user messages you want to receive relative to your account.

Book Transfors i Lt
oLt Vianage Personal Settings

LannchPo To customize SinglePoirt, ssiedt one of the optiong below.

Changs Password

3 Bystem Adminisiration tarmne LaunchPoirt and Messaging

E  HelpWith SinglePoint

To change the password, click the Change Password and answer all of the questions and click
Submit.

_ @hange Password Haio

To change your password, enter your current password and nevy password in the fisids belows. Your trassword must b
betwesn § and 10 charscters and includs both istlers and numbers. You can alsc change yowr password challenge
guestions here.

Bl fields sre verpuired,

Currert Password

i
[

M Pagsword Confirm Passward
] i

Password_?bgliﬁnge Guesston

tis your favorite ¢
=

w These are Challenge
Questions you will be
asked if you forget your
password.

fead

Pagsword Chalienge Question

PWhat is the name of the high school you attended? « |
Answer
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= ltis important to answer the Challenge Questions. If you forgot your password, you will
be able to access the system by clicking the “Forgot your password” link. The Reset
Password screen will require you to enter the Customer ID and User ID.

Reset Password

© Please enfer your Customer 1T and User I,

Customer 0

The next screen will consist of two Challenge Questions you will need to answer, If
answered correctly, you will be required to enter your new password. The system will then
take you back to the initial login screen to enter your new password.

If Challenge Questions are not answered correctly, the Principals/School Administrator is
responsible for resetting staff passwords. If you are a Principal, contact the Consolidated
Banking and request your password {o be reset.

To set up account alerts and messaging, click the Manage LaunchPoint and Messaging link.

Manage LaunchPoint and Messaging

" | Select hove you would ke fo receive each of ihe messages in this st You must first enabls 2 messane
E howe to receive | Select the Message Subject to view detall 0f & message and to select message freque

Sk LaeichPoirt 3

;""" MeenfCrirreot Lizer Pending Approvst e
» Inactivated User

o Deactivated User &
el MewiCurrent Llser Spprovel Completed
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To enable the messaging, click in box on the left and the box on the right of the subject.

o Schools should activate the Balance below threshold limit message alert to be notified
when the account reaches a certain dollar amount.

o Other options include New/Current User Pending Approval; Inactivated User:
Deactivated User, etc. for system administrators who have access to related functions.
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Systemn Administration allows the system administrator to maintain users on the system. {Only
school system administrators will have access to this link).

System administrators play an important role by managing user details through SinglePoint

- System Administration. System administrators can manage users, assign accounts and services,
assign payment limits, reset passwords, and view audit and profile reports. They will be able to
modify and copy user profiles to quickly manage users on the system.

School principals are automatically assigned as a system administrator for their school. Principals
can assign another system administrator to assist with managing user access on SinglePoint.
However, principals must keep in mind that all system administrators will have the same
authority as principals.

NOTE: Principais/System Administrators are responsible for revising system access for school
staff. This includes deleting staff, deactivating staff and resetting staff passwords. Consolidated
Banking Customer Service will assist Principals who need to change access or passwords.

The System Administration page lists all school users with access to Singlepoint. Note the
page includes the User ID, User First Name, User Last Name, System Admin responsibility and
Available Actions (default is Madify). ‘

Schools have two tasks under System Administration: Manage Users and View Reports.

Manage Users for Sample Com

To perfarm an avallskde aotion on & user, salect the action from the drop-doan st and click Submit. Te view resd-arily
information shout & user, select the user's nate.

Lt Meww Laer

Gt Egiasle Sctions

Uset Lasd v

Samplsllserd  Aasas =zer Yes Aotive ji\.ﬂodif‘y'

Sampislser?  Bhbbh Userz Pty inactive | Reactivale
: thodified - ¢ - ;
Somplelserd  Coo 2EpE : \ -
pa=] Fa ot =3 ot . *
ampielisers ceed Vzer Mer Pandmg é.ﬁ.pprwe e »...%
: Mewy - -
ZampleUzers  Doedd WUzsard e ! P Approve
Pencﬁiﬂg " o
SamplelizerS Feses Users Yes Auctive ' %?ﬂmd%ﬁf
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Manage

Users

Here, system administrators can modify existing user access, view information on existing users
and add a new user.

iianage Users for Sample Compagy s, .

Fiéhiz pads

To Add sl aboud A ser, select the user's name.
New User,
click the
link,
) " Samplnert
To view e
existing user- el .
. Samplellzer?  Bhbbh Uset? b
access, click :
the User ID :
, Samplelleer?  Cooot Heerd M
link. In most
cases, the . '
' . mplelioerd  Diddold Userd Mo
User ID will be RS
the first initial . :
hampelissrs  Esese Users Yes
and last name. : )
Somplelisest  FiY tserf Hg
Samnlelzer?  Gong User? Yes

To Add New Users, there are five steps:

Enter User Information

Assign Enfitlements

Assign Accounts

Payment Limits

Preview and Confirm User Profile

Shelug

hew -
Fenting

Active
Active

Aitive

i

- Tepertorm an svaliabie sction on @ user, sefect the action from the dron-doven fat and olick Susmit, To view ress-only

To modify
existing users,
click the
dropdown arrow
under Available
Actions.

The Avaitable
Action box is
also where the
System
Administrator
can activate or
reset a user's
password.
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ﬁﬁd User: Entsr User information

Step 1

Toeadd & new user, enter the required nformation below, then click Cortinue to sdd entitements.

* = reopired figld

User 1D * ey s

o st All User IDs must include first initial and last name (i.e. Jdoe).

First ieme * ’ ’ M.l

Tempotary Password * Confirm Password *

i i

Pagswiord Expiration *
A0 lays )

tast Name *

| Gergrate Password

7 ] 5
i |

I3 2
i : ¢

Primery Email Addrass

Phiine fNumber * Extensicn Fax Number

i

Secondary Emall Address

i
4

tiobile Device Addregs

H

Us=er Titne fone *

| {GMT-08:00) Central Time (US & Canada), Central America

i Eub-gystem Administrator

Click to add System Administrator
responsibilities. Remember,
System Administrators will have
the same authority as principals.

]
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= -

Help it 7

o3

Step 2

To identify the entilements for this user, make the appropriste selections for each of the services belowy, By default, of

services and associsted erttlements are infially assigned. VWhen vou ere finished making your selections, click Cortinue.
Uger i '

#dre Tranzters

Book Transfer Senices af

&

W Blow user o acceas Book Transfer services

Avaliable Book Transfer Erttlements s Assigned Book Transer Entitiemaents

-y

Gelect Al Salart Al

initiate Bock Transters

Create Book Transter Templates

Anprove Book Transfers and Templat
“‘-—_‘

s

Rehanto Top %

Staff assigned responsibilities 1o approve Book Transfers will need
Initiate Book Transfers and Approve Book Transfers and Templates

CPS entitiements will
inciude Book
Transfers and
information Reporting

only.

1. To grant or remove
access, Select/
Deselect Access Box

2a. Whiie boxes on
the left will list
enfitlements removed
from a user.

2b. White boxes on
the right list
enfitterments assigned
{0 a user.

entitlements.
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difottnation Reporftg Services

¥} Abow user lo access Informafion Reporting services

Previous
Ayeileble Infermafion Reporting Enffiements Assigned ntormation Reporting Entilements Day Reports
“Sefect Al “Select Al / and View
;.Visw Currant Day Sereens © View Frevious Doy Sereans : Ima ge
i\iew kmage for Depost Refune - - o iperand Expont Slendard Reporls s i :
et lnage _ access

R Mlows userto view Special Repors

Avsllsbi Specist Reparts Aasiyred Specisl Reports

swddl L B

et B ED! Reporis
DI Remiarce /
FED Suggfemend

Redearn To Top

Staff assigned responsibilities to Information Reporting Services will need View Image access,
View Previous Day Screens and View and Export Standard Reports. Current Day Reports
are not availabie to schools.

Staff will also need Special Reports in order to get EDI information. This report will provide you
with the Oracle DR numbers. You will then look up these DR numbers in Oracle i-Expense to get
the additional information needed to record the receipt of these funds.
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accounts. All sccounts are selected by defaul,

Al awsilable accourt erttlements are givento @ user if they match the user's enfilements. To view or imodify user
entitismants for & specific actount, click YiewModity,

lzer i

JBrown

Accourts 1-2 of 2 if a user is given Book
. — — Transfer entitlements,
et Nae * rcour biber  Evilemerts both the school account
e and the Central Office
US Bark inois  Certral Otfice - Biling Accourt 222205486 Viewhadty .~ account must be
o 5 ' selected on this screen.
US Bankflinos  Main School 111123456 Higwehindity

You will need to click
Accaunts 1-20f 2 the View/Modify fink o
A i gy ensure all appropriate
boxes are selected on
the additional
Entitlement screen. .

Add User: Payment Limits R Step 4

Payment Lithits Setug 4

T Enter the user's imitz for each service listed beloyy.
Al fields are reguired.

Inpsartant Motes: This user has been assigned payment services that reguire & paymerts token. This user can not uze
payment services untd & token iz sssioned. To request that a token be assioned {0 this user, seiect Sdmirister Tokers from
the iaft navigation menu.

Thiz user has been assigned Wire Transter inftistion services and reguires & Yyires PIN to use these services. To request &
Wires PIN, you must complete and submit @ Wires Authorizetion forme for this user . Plesse corte vour implemsrtation
Coardingtor or Sales rapresentative for more information.

Uzerib
JBroam

Book Transfers

Per Transaction intistion Limk  Daily Cumsiistive Indistion Limit
§/9.099,950,80506 5]9,897,909,089 89

Per Transaction Apgrovel LimE  Daly Cumulative Spproval Limit
$18.999,959,865.99 $19,999,898,959 95
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Preview and Confirm User Proflle, .

User Infarmation
Uger I Last Connection Date & Tie Review to make sure the
First Name m Lset Name g?pmp”?te access to
ingtePoint.
Johin Brow;’*‘
Paszword Explration
30 Days
Feitmary Phore Extension Fa Number
LKL ) B,

Emall Adiress
first lsti@oompanya.com

Svsiem Administrator
blo

User Entitlements

Bank Transfer Sefvices

Aoy uger 1o acosss Book Transter services
ez

Assionedd Book Transfer Enftiemerts
Initiete: Book Trensfers, Creste Book Transfer Templaies, Anprove Book Tranafers snd Templates
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View Reports

There are four audit reports under System Administration:

= User Profile

= User Audit Report

= Account Profile Report
= Service Profile Report

Select the report you would like to view from this list. You will be given report options
specific to the report you select.

User Profile Report
This report will show detail on accounts and services available to the users you select.

User Audit Report
This report will show the detail of activity performed by users during a selected date range.
You can select the users, services, and dates on which to report.

Accaunt Profile Report
This repart will show detail of services for each account you select,

Service Profile Report
This report will show detail of users and accounts for each service you select,
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Sampie User Audit Report.

This report list the date and time a user logs in and logs out, actions taken on the system and a
description of what was done.

User Audit
Sampis Comge
ainglePairt

User Aity Bewesn SHOT00N &
Prisgaghon 4 WIA000 £ 540 PUCE

4
A

Servie

%Iﬁ.m-. .

G
R R

Noited Baich
“horroved B
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Book Transfers provide the ability to transfer funds from school checking accounts to school
budget lines for purchases and positions. All transfers compieted by Thursday will be posted
on Monday to the generic Oracle budget line124-57940-119035-904003 (Legacy 280-432-
7988-5980). Once funds are placed on the generic budget line, schools must login to Oracle and
do a budget transfer to move funds to appropriate spending budget lines.

Under Book Transfers, the following tasks are available to schools:

= View book transfer activity
= |nitiate template transfer

= Approve book transfers

= View reporis

A Book transfer is a two-person fransaction. An initiator and approver are required. The
two individuals can both be approvers; however, users cannot approve a transaction that
he/she initiated.

View Book Transfer Activity

The View Book Transfer Daily Activity screen lists book transfer transactions and the status of
each transaction. These transactions cannot be modified or deleted unless they are in a pending
approval status or are future dated. '

If there are any transfers to approve, the approver can click the link to view only those
transactions requiring approval.

View Book Transfer Daily AcNyity ...

You have 12 book transfers pending spproval. Click here to view list snd approve,

Vies Renarts & Pritabile fommat

Baook Trangfers 1 - 50 of 550 Beginning Date Ending [iate
(MMBDA YY) {_MM.’T)DW WYY

7200 To (110712004 T

7 Bemi

. e e S ‘
COMARET S100 s S Ofice - Biling Pritzker 510 CPS Completed  View

£ e 3300 s 222223456 Prizker StoCPS  Compleled  View

Pritzker 5 Central Office - Billing
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initiate Template Transfer

To initiate a book transfer, schools MUST use the template set up by Central Office.

= Click on Book Transfers to open sub-tasks. Click on nitiate Tempilate Transfer link (do
not go directly to the initiate Book Transfer link. Funds will not be moved from this
link) :

= Select the template by clicking the box on left

= [Enter dollar amount

= Enter effective date in MM/DD/YYYY format or click on calendar and select the date. (The
Effective Date should be no sooner than the date the Book Transfer will be approved. You
will not be able to approve a Book Transfer after its effective date has passed.

= Click Memo. Add brief definition explaining “why” the transfer is being made (i.e. purchase
equipment).

= Click Continue

*  Review the information and confirm the transfer by clicking the Initiate button.

All Book Transfers require an initiator and approver.

The Book Transfer Template will automatically debit the school account and credit the Central
Office account

o oreate & single baok transfer or ketch of book tranafers, sefect one or mara of the tempistes balow, enter the detail

information and click Corfinue. ' - Step 1

* w regquired field.

Tempistes 1 - 50 of 550

Search for Template Mame

0 i LAmrnt | G At syt DD
B ot R

11123458 22223456 - L
Prizher S (RS Pritzker § Central Office - Billing $ Bﬂﬂ 5 @ LAidd e
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Step 2

Initiate Book Transfer

ol Nutmber /

ot Meaime:

. 2322223456
Central Office - Billing

{gl'lﬁ'fﬂ [

11123456
Pritrker 5

Approve Book Transfer

= (o to Approve Book Transfers link
= Select the transfer to approve by clicking the box on left
= Click Approve

Approve Book Transfer Activity .

Book Tramaters 1 - 12 0f 12

bt |

LT ; __ L 1123250 27779456 - L .. |
i THOTR200 $123 444 00 Pritzker 5 Central Office - Billing Vigwe

= On the next screen, confirm the transfer by clicking the Approve All button

= Log on to Oracle the next Monday and check if transferred funds are posted on Oracle
budget line 124-57940-119035-804003 (Legacy 280-432-7989-5990).

» Once funds are posted, funds must be transferred to a spending line.

The Approver can also delete fransactions and modify any transaction with a pending status. -
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SinglePoint Information Reporting allows users to view account summary and transaction
detail. You can view previous day account data and other specialized reports. Robust filter options
let you view from a broad range of account data down to single transactions. You can also use
transaction search to query a broad range of account activity.

The information Re;ﬁdrﬁng screen displays the school account balances as of yesterday.

Fravious Day Heln wit his page

T viesw & repart on previous dey deta, select it from the Previous Day Repotts s, select » format, and then choose View
Reportio ses the data, or Export Reportto eeve 1 1o anther locstion. For fitsting and sorting options, select Fiker Report
after identifying vour report and format.

Fenorz

Previous Day Reports _ Format [T}
|Previous Day Summary POF

é Printatsle Fo

School 5 g 532,578 §32,578 §32,876
111160000001 US Bank lincis USE

To select a Previous Day Reports, click the drop down arrow. Types of Previous Day Reports
inchude:

= Previous Day Summary and Detail
= Previous Day Summary

= Previous Day Detail

= DDA Checks Paid

Reports can be exported into Excel and can be viewed in various formats:

= PDF
=  Browser
= sV
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SinglePoint has a filter for reports which enables users {o determine which accounts and in
what account order the data will appear in the report you are filtering. Each tab is optional.
Remember, you will only see your school’'s account(s).

Accounts
Filter Eeport el with this
Sefected Report Fermat
Previnus Dey Surmimary and Detail POF
Reports

Boiounis | Date Range ; Transaction Types ‘i Trangaction Criteria Save & Share Fiters

lhantify which accounts will be included Inthe report, Lise Select Allto seiect an ertire list. Use the Cortrol or Shitt key to
select muttiple scoounts. Click Remove or incluge to move your selection. To change the order in which socourts wil
appear on the report, ighlight the aceount vou wish to move and click Move Ugp or Move Dowrn.

Accounts included in Report

gs.sgect Al
U Bk Rinol g on000 XYZ - 1903000000

H

Accounts Mot Inchided in Report
{Select Al

i
i

Information Reporting uses Adobe Reader for report PDF formet. If you don't have Adcbe Resder instatisd on your systen,

s yyvou can downioad it by clicking on the Get Adobe button. This bution will oper & revwy wincdow and bring you to the Adobe
yvebshe.
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Date Range

Search ranges includes:

1. Entering the beginning and ending dates. Date search will search back 45 days.
2. Selecting the other four date range options (Previous month’s acfivity; Current
month's activity; Previous week’s activity, Current week’s activity).
FEE’EEE‘ Rﬁ‘p ot Hedp with this pege
Seletied Report Formiat
Previous Day Surmmary and Detsil FoF
Reports

Levorntg Bate Renge | Transaction Types i Transaction Criteris % Save & Shave Fillers

. Youcan titer by a dete, date range, or a date range opfion. For & report on one date, you need enfer only the Beginning
Dute. For & date range, tyne the dates in both of the dete fields or ciick the calendsr icon to select the dates. For a date
range option, select fromthe list of Date Range Options.

Begfnning Dste (MADDI™YY) Eriing Date (MMDDAYYY)
\09/34/2008 I To 10G/0d/2008 i
OR

3 Drste Rangs Options

£ Previous morth's sclivity
&y Current mordh's activity
3 Frevious week's activty

7y Current wesk's activity

£ sort oy aceount and add avcourt grand tofals for the selecied dete renge.

é{ T «“
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Transaction Types

NOTE: ltems listed in the columns on the left will be inciuded in the report, To remove an
itern from being included in the report, click the Remove button. The only transaction
types schools will need to review are:

Leger Balance
Opening Collected

Number of Debits

Number of Credits
Total Debiis
Total Crediis

Filter Report

Selected Report
Previous Day Sumthary and Deted

Raports

Hedo with this pe

Format
PLF

B&l Stetus and Summary Codes
Inciuded in Regort '

{Select Al

{015 - Ledger Balance
1040 - Collecied + 1 Day
1045 - Opening Collected
3072 - One Dy Flost
1074 - 2 Day Float

3075 - 3 Dy + Float

1087 - MTD Awg Coliected

fial Detoll Code Calsgories
inchuded In Repoet

Select Al

Credits

Mo Checks

ACH Credits

Paper Credis
Lockbow Depnsits
Wire Credits

Sweeps

descriphions, click Search.

BA! Summary and Detall Codes

| Aetounts | Date Range i Trangaction Types Transaction Criteris | Seve & Shere Filters

lefendify the BAI codes for transaction tvpes that will be included in the report, Lise Select Al'to select an entire ist. Use
the Cortrol of Shift key fo select mullipl tame. Click Remove or Inchade to mave vour selection,

BAI Status and Summary Codes
Mot Inchucled in Report

iSelect A1

140 - Total ACH Credis
450 - Total ACH Debits

3580 - Total CD Presentments
1470 - Total Chacks Paid

140 - Todal Lockbox Deposits
180 - Total Wirs Credits

270 - Totel 75 Crests

B&) Detall Code Categories
tlot inciuded in Renor

Sebect Al

Type nchvickis! BAT Sunmary andior Retall Codes, separated by commas. To view BAI Bummary and Detall Code
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Transaction Criteria

The Transaction Criteria provides a method to search by dollar amount or by the bank’s
reference number which is listed in the bank statement.

Salected Report . . . Format
Previous Day Swnmary and Detal BOF
Bepods

Aecowte | Bate Renge | Transaction Types ‘ Transaction Criteris | Sevs & Shara Filters 3

Transaction Amount

ldeniity the Transaction Amounts to be included inthe repor. Typos the minfmum snc masimum smourts inthe Transaction
Lenount fields. For & report on sl amounts, lsave the smount fields blark. Far & report on one Transaciion Amourt, enter
trie same smourt inboth amount fields. If you enter & minkmum Transaction Amourd only, the raport willinciude that
amount and any greater amourts,

tdinimum Transaction Amount Maximum Transaction Amourt
6 . To g

Transaction Reference )

inlentity which Transaction Referances will be included in tha report, Type the mindmum snd maxiruan Transaciion
Reference Numbers in the fields. For & report on all Transaction Reference Numbers, isave the fisids bisnk. For & report
on ong Transaciion Reference Number, enfer the satne numiber in both fielde. f you enter s minimum Transaction
Eaterances only, the report will include that number and any graater numbers,

Tranzaction Reference Trarsaciion Reference
| PoTe s

Soring Options
Idfentify how the transactions wilt be ordered in the report. The default sort order is sslected for you,

Primary Transsclion Sort Order
i Transaction Amount 3. " pscendng % Descending

Secondary Transaction Sort Ceder

‘Mone x # Ascending 7 Descending

Informetion Reparting uses Adobe Reader for vepart POF format. f you doret heve Adahe Reader nstalied on your system,
you cen divenicad &by oficking anthe Get Adobe button. Thiz button will apen a new window and bring you fothe Adobe
weksiie.
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Save & Share Fifters

Save & Share filter provides a method to save the search criteria to run the same report
later and the ability to share your search filter with other Singlepoint users in your school.

b

gEEE er RQE} ﬂﬁ Help with g page 3
Solected Report Format

Previous Day Summary and Detsl PDF

Repors

Aecounts Bate Bange j Transaction Types | Transacton Criteris Save & Share Filiers |

To savethese report fifers fo be used again, fype a name for the fiters snd then sefect Save Fiters, i il wishto
-share these fiters with cthers, move thelr usetnames into the Share Yith kst

Report Fiiera Name iew Mames

Share With o Dort Share YWith _ o

1Selecd All : Select Al s
: Aoevedo, Dr Aurelo o

Acosta, Llsjandra

Akhtar, Saeed

Afred, Mabel

Aloma, Reres

Blangl, Deborst M )

Mvasds pres
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Transaction Search is a quick search function. Instead of going through the steps to
set up filters, you can do a quick search for transactions stored in previous day data.
Search criteria can include: transaction type(s), account(s), transaction date(s) and
amounti(s). You can also do a quick search by doliar amount or reference number (check
number) at the bottom of the screen.

Transaction Search Hein v
To perform & seareh, erter inftrmation below.
* = required fisld

1. Select Accounts® (hold down the Cirl key to select muliple acoourts)

its s .
¢ 1893000000 ~ School XYZ

2, Select Type of Transaction® (hokd down the Otrl key to selact mullisle trpes)
] Eﬁll:ft'l Select from full st of ransactions

IACH Credits
TACH Debits
{Checks
| Credita -
Debite

Lockbox Deposits
iNoChecks =

3. Harrow your search using the following criteria, _
Erter &= mugh information as you know inthe Tislz below, To seerch by @ single guery instesd of 2 range, enter i In the first fieid,

Dats .
(i) [ Erdbate] i

Motz it vou do nok erter dates, the search vl defaul to the past 45 calendar days or vour exderden retertion period,

Start Date |

Aot From §

1

”,?ransactiun Reference Fram | Tol

The Transaction Reference is a quick way to search for a specific check number or range
of check numbers.

Enter the range of transaction references you want to see on this report, or leave blank to
see all transaction references. Each number must be ten characters in length. Use leading
zeros to pad transaction references of less than ten characters. For example, to enter
check # 1234, type 0000001234.
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This Help page will only provide generic help with Singlepoint system. For help with Chicago
Public Schools accounts, please contact the Consolidated Banking hotline at 553-2766.

How 1o g i and mensos vour BESERADN
o te upe SinglePoint pages

4wl gy woUT woTEstation
a regch Lestomss Suppotl
S g out
T Vser Guitds
e LaunchPoing
b i (i
Bk Transfers
imngs AnCess
niage File Deliysry
InformEiion Resorting
iesve Malnisanns
= Positivg Pay
Reverss Positive Pay
Sor Pewinents
dirw Transferg
Persorg! B =S
Syztem Adwinistration

Oniine Tutorial

¢ Al the data and tools you need, in one place.

YWalcoms to U.5. Bank SinglePoiagt® . ow suite of online tress
management sarvices. BinglaPoint halps you achieve new level
efficisney by beinging owr powerful banking sendoes together i
integrated. easy-lo-use Web site

= Controd emplopee access — SiaglePoint lets your administrator manage usars, assign
to accounts and serices, assign payment imits, reset pesswords, and view sudit and pr
reports.

= Retrieve information and create reports — SinglePoint lets vou view account sumims
and transaction detsi! You can view previous day and current day account datz Robust
options et vou vigw from 3 broad range of account data down to singls tramsactions. You
also ugs ransaction ssarch to queny a broad range of account actiity

= [nitiate and manage paymoents — SinglePoint is the place io initiate your efectronic
payments. You can create and store ACH transactions, impert ACH dats fom muliiple
farmate and avtomatically update notification of changes, You can initists domsstic and
mtermiational wire transfers, creats and maintain repstitive’ tempiates, and view wire activit
reporta. Finalty, vou can build boolk transfer templates for one-time or recuwring intemal
transfers

s Marage check Fraud — SinglePoint lets vou reviow exceplions over an extended time
period, from 5 AR to 2 PR from multiple accounis. You can view images of exceptior
make payfretum decisions online, and redew gxceptions on ACH corwertad tems and B
Fositive Pay items

For your convenience, U.S. Bank has prepared an online demo which is available on the
SinglePoint system so that you can practice and get more familiar with SinglePoint
features and functionality. The URL is http://usbank.com/SinglePoint.

The login ID is SPTdemo1 and the password is efficiency1.
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Bank Statements

Principals will receive monthly bank statements from U.S. Bank Government Banking via
email on the second business day following the end of the month. Users must click on
the link and enter the password (Oracle unit number) to access the statements. The bank
statement must be viewed by the principal, printed, initialed and then provided to the
school staff to reconcile the bank account. Schools should maintain the emailed bank
statement file by storing it in a U.S. Bank folder on a computer. The email containing the
link will not be accessible after 60 days. To view an actual bank statement, go to
Addendum page A-3.

Utilization Reports

Utilization reports are sent via email to principals around the 10" of each month. The
password is the Oracle unit number. This report contains information on interest and
fees. To view an actual bank statement, go to Addendum page A-4.

If the Principal’s email account is full, bank statements and reports will be rejected
which will deiay the school’s reconciliation and submission of monthly internal
accounts reports.

These email communications are from U.S. Bank Government Banking.

Sul:s;e:l: QSBUGZBD?‘} E*DF!. Statamﬁnt

- To get wour bank statement plﬁasa cllck on the link bhelow and enter 5
digit Cracle number ag passwored.

- After statement appesrs, please print, initisl and Fforward to elerk or
Treasurer Lo reconclile wour bank sccount.

- Jave The statement to & backup disk entitled ¥.3. Bank Stacements= and
sfile with Internsl Aocounts monthly reports.

£

Click link and then
enter the Oracle unit
number.

Doocuments:

DDA _O%e GT010Z 22C4.tif: https:/Spull.usbesnk.xmr? . com/pd 1-
1 Bfﬁ 459459 JDDA 374 QT0I02 ZE09.,tif (4% .3 Ko

I
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images

Images of checks transacted at the bank will be mailed to the school at the end of each
month on a CD. When the CD is placed in the computer, the installation program should
start automatically. If it does not, use Windows Explorer to locate and run install.exe from
the CD. Schools must set up a Master-User responsible for creating other users. The
Master User cannot be deleted and the login ID and password must be recorded :n a

" secure location. See Addendum page A-5 for instructions. ‘

Contact U.8. Bank Customer Service at 800/706-4727 for issues with bank
statement and utilization reports.

Contact U.S. Bank at 800/504-0411, Option 3 for assistance and/for issues with the
- Archive Image CD.
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School Deposit Handling

Schools may be held accountable for not following best practices funds handling
procedures. Schools following best practices will be less likely to have problems
regarding their handling of funds and have reasonable explanations if problems occur. -
Best practices for school funds handling includes:

Schools should add the endorsement stamp to checks and negotiable instruments
immediately upon receipt.

Schools should accumulate and count funds as soon as possible after receipt.

Two parties should count all deposits and initial receipt. This will help ensure
accuracy and eliminate discrepancies in deposits.

Counted funds must be put in a tamper evident bag along with the deposit slip.
Prepare one deposit slip per bag. The strip with the bag reference number must be
remove_d and stapled to your treasurer’s receipt.

Schools should establish physical control to secure and safeguard cash, checks,
and other negotiable instruments received. At a minimum:

o Cash, checks and other negotiable instruments, not deposited or processed
at the end of the day, shouid be placed in an area secured by some form of
locking device such as a safe or vault.

o Cash, checks and mail containing related receipts should not be left
unattended during the day. They should be locked anytime the
clerk/treasurer leaves his/her workstation, when appropriate.

o Access to safes, vaults, or other security devices should be restricted to
personnel whose job duties would require such access.

All funds must be ready for pickup on the scheduled date and time. Drivers will not
wait for schools to count and bag money.

View all bank transactions on the U.S. Bank’s SinglePoint online system at least
weekly. Deposits made by armored car should be checked two days after the
pickup.
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“ Keep a good supply of a tamper-evident bank bags and deposit slips at the
schools. To order additional bags, contact Consolidated Banking at 553-2766. To
order additional deposit slips, contact U.S. Bank at 800/706-4727.

= If a school has collected a significant amount of funds and the next armor car
pickup is days away, the school can request an Urgent Pickup Service (UPS).
This form is located on the Consolidated Banking website and must be printed,
- completed and faxed to Consolidated Banking at 553-2711. Please note that UPS
turnaround time is about 48 hours.

Dunbar Armored Car Pickup

Dunbar provides you with a reliable, highly secured pickup ad delivery of your daily
deposits. Utilizing tamper evident bags, dual (school and armored car carrier)
acknowledgement of bags changing hands, and Dunbar's industry leading package
tracking technology, Dunbar D-Trak®, your funds are accurately and securely tracked
and audited automatically. For over 80 years, Dunbar has continued to be an innovative,
industry leader in the armored transportation service designed to assist you in meeting
your unique security, cash management and reporting requirements. Dunbar carries
comprehensive “All-Risk” and “Terrorism” insurance to protect your cash in their custody
and uses "All Valuable Shipment” identification cards to let your staff know their guard’s
identity before they receipt for your bank deposit.

U.S. Bank Cash Vault

U.S. Bank cash vaults use automated systems to reduce cash deposit processing time.
Armored carriers deliver your school’'s cash and check deposits to a highly secured cash
vault. Deposits are tracked by the system from receipt through verification, allowing U.S.
Bank to constantly monitor the status of all deposits. Check deposits go to item
processing for credit to your school's account. Most cash deposits will be verified on the
same day of receipt. However, due to seasonal volume increases, your deposit may be
given provisional credit and standard verification will take place within one business day.

Security is of utmost importance to the U.S. Bank cash vault business. All cash vauits
employ camera surveillance, a dual cash processing environment, and have an extensive -
system with built-in counterfeit detection.
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Schools should follow the instructions below when preparing their internal accounts coin
and paper currency for armored-car pickups. Instructions include how to record these
deposits.

1. Deposits should not be separated by type of collection (i.e. fundraiser, pictures,
and fees). Paper currency should be banded or bundled together with all bills
facing the same direction. Do not tape, paper clip, or staple currency together.
Place coins under $25.00 in an envelope or plastic bag and then place in the same
tamper-evident bank bag as paper currency. Coins over $25.00 should be placed
in a separate tamper-evident bank bag.

2. Prepare a deposit slip in ink and in duplicate for coin and paper currency included
in the deposit.

3. Complete all the information requested on the outside of the tamper-evident
polybag, following the instructions exactly to secure the seal. All bags and deposit
slips must clearly identify the school name, unit number, and deposit date.

4. Al currency and coins must be placed in a tamper-evident bank bag along
with a completed deposit slip. The armored car bags may provide a
compartment for the deposit slip. If so, please place the deposit slip in that
compartment and the other slip should remain in the deposit slip book or filed in
the internal accounts folder for the month. if the bag has no compartment for
deposit slips, simply place the deposit slip inside the bag. Remember...use one
deposit slip per bag.

5. Once the bag has been sealed, the strip with the reference number will be used as
your receipt of deposit. Staple this receipt to your treasurer receipt.

6. The armored-car service will provide each school with a log book, bar code labels
and a school identification card.

Complete the log book in its entirety with the following information (this information
will assist U.S. Bank with researching deposit inquiries):

Your school name and unit number

The pre-printed number(s) of the tamper-evident bags shipped:
The total number of bags shipped.

The total number of deposits in each bag.

« The individual values of those deposits by type.
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7. The armored-car driver will place a bar code on each deposit bag, sign the log
book acknowledging the pickup, scan the bags and the school identification card.

8. Remember to lock all funds in a safe or vault.

8. Make sure your deposits are ready for pickup. The armored-car service will not
wait for deposits.

Every armored-car driver must show his/her identification before picking up
deposits.

Deposit slips and armor car bags will be provided to schoois. Deposit slips can be
obtained through U.S. Bank at no cost to the schools and armor car bags can be obtained
through School Financial Services. Contact U.S. Bank at (800) 706-4727 and School
Financial Services at 773-553-2766.

For additional information, please see Addendum A-7.

Page 32



Chicago Public Schools and U.S. Bank Consolidated Banking and SingtePoint Training

- Each school will have at a minimum once a week armor car pickup. On the scheduled
pickup day, the courier will pickup deposits in the lunchroom and in the office.

All CPS armor car pickups are scheduled on Tuesdays, Wednesdays and Fridays.

« Schools can utilize the U.S. Bank branches and branch services such as drive-up
windows and night drops. A list of branches is included in the Addenda.

- If schools have collected large amounts of money and require an additional pickup,
schools can take money to another school in the area and utilize that school's
scheduled pickup.

+  Schools can also schedule an Urgent Pickup Service (UPS) by printing a copy of the
request form from the Consolidated Banking website and faxing completed forms to
553-2711. Note: Urgent Pickups are not same day pickups.

All funds must be secured in a safe or vault until picked up by the armor car service. All
funds must be ready for pickup on the scheduled date and time. Drivers will not wait for
schools to count and bag money.

Make sure you check with lunchroom staff to get an idea of the time the courier generally
picks up deposits.

Funds picked up by armor car service should be recorded in Internal Accounts on the date the
courier signs for the deposit or the date the bank actually credits the account. This information can
be viewed on SinglePoint.

Making Deposits at the Branch

Although schools can make deposits at bank branches, schools must first utilize the
armored car service. Schools should remember that the following branch deposit
procedures will make visits to the branches more efficient:

s The bank tellers will accept cash and deposits from schools up to $3,000 in currency
during regular banking hours. Schools can deposit unlimited number of checks with
the teller.
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¢ Cash deposits presented at the branches larger than $3,000 in currency must be
dropped off at the teller for post-verification (prepared in tamper-evident bag and left
with teller to be counted later) or dropped off at the drive-thru window in the first lane
where a commercial teller is present. Deposit receipts will be mailed to schools within
24 hours. Schools can verify the processing of the deposit via Singlepoint. Bank
branches will have the required post verification and drop-off forms available for
schools to complete.

« Most branches do not have the ability to count coins so coins should be sent via
armored car if the amount exceeds $10.

¢ Branches with drive-up windows will accept school deposits. Deposits should be
prepared in the tamper-evident deposit bags with a deposit slip.

Deposit Differences

On deposits, U.S. Bank will notify schools of all differences greater than $10 through a
mailed advise or via phone. For discrepancies over $100.00, the cash vault will call the
school. Deposit adjustments will appear as a separate credit or debit on your bank
statement.
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MYOB Journal Entry to Record Book Transfer of Money to the Central Office.

1.

A woN

From the Command Center window click the General Journal Icon.
Click the Géneral Journal box. |

Enter the date of the transaction in the date box.

Enter “Transfer funds to Central Office” in the Memo box

Enter the MYOB account number the money is being transferred out of in the first
Account Number box, press the tab key and enter the amount of the transfer in the
Debit Column.

Click the next Account Number box and enter account number 1-1100 and press
the Tab key twice, click record.

Page 35



Chicago Public Schools and U.S. Bank Consolidated Banking and SinglePoint Training

All checks that are six months or more outstanding and meet the escheat requirements
must be esheated to the Board. Schools must follow the escheatment process outlined
below.

Procedures

1.

Using M.Y.0.B., identify the checks written on the old bank account that are currentiy
outstanding.

Investigate each check to determine if it can be removed by a journal entry because it
is:
« The result of a duplicate entry.
A duplicate payment.
. Written but not used.
Replaced by another check or checks.
To be replaced.
Any other reason why the payee is not entitled to the check.

L1 a L] -] -

If the check can be removed, remove it.

If any currently outstanding checks remain, the following actions must be done in a

single M.Y.O.B. session. General Journal transactions other than escheat transfer

entries should not be made in this session.

1.

If you have not created an Escheat account, create a new account number 2-1130
account name Escheat.

. Make a general journal entry for each outstanding check written on the old bank

account determined to be entitied to the payee as follows: enter the first day of the
next reconciling month, in the date box, enter “Transfer CK xxxxx to Escheat” in the
memo box, Debit account 1-1100 for the amount of the check and credit account 2-
1130 for the amount of the check.

After the last check transfer journal entry is made, exit MYOB using the following .
steps: Click FILE, Click EXIT, Click SESSION REPORT, Click OK to print the report.
Exit MYOB again without a session report and be sure to make a back up.
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4. Use the information on the Session Report to complete the Escheat Data Transmittal

Form (See Addendum page A-17).

Write a check payable to Chicago Public Schools from the new U.S. Bank account for
the total amount of the checks listed on the Escheat Data Transmittal Form. The
allocation account for the check must be 2-1130. The check, Escheat Data Transmittal
Form and the Session Report must be sent to School Financial Services - General
Accounting (GSR 125, 14" floor). Copies of these documents should be maintained in
your files.

(The escheated check(s) should be removed from the outstanding check list during
the next reconciliation by clicking each check included in the escheat procedures.
And, the corresponding deposit on the reconciled screen).

If an individual or vendor contacts a school to request payment after the school’s
old account is closed and funds have been escheated to Central Office, the school
should:

1.

Complete the Escheat Claim Form (see Addendum page A-10) by providing the
vendor's name and address, check number, date of check, amount of check, and a
note describing the purpose for which the check was issued. Please note that by
signing the Escheat Claim Form the school is authorizing General Accounting to
reissue the check if it is successfully validated.

Submit this form to General Accounting via fax (773/553-2731).

Request the vendor to contact the General Accounting office (773/553-2720) to review
and process their claim.

General Accounting will check the information and validate that the funds were
received from the school. If validated, General Accounting will reissue a new check to
the payee.

A completed copy of the Escheat Claim Form signed by General Accounting will be
returned to the school and should be maintained in your files.
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Existing investments in CDs, Money Market Accounts and Treasury Notes may remain
with the current institutions until maturity. At maturity, schools have the option of keeping
those funds at the present bank or transferring the funds into a new investment account at
U.S. Bank earning an institutional rate of return. To transfer funds into a U.S. Bank
investment account, the funds must first be deposited into the new checking account.
The Internal accounts procedure for recording the receipt of checks covering matured
investments is as follows:

= Make a Treasurer’s receipt for the check (the account to be credited on the receipt
form should be 1-3100 — Savings; 1-3200 — Money Market; 1-3300 — CD; or 1-
3400 — Treasury Notes). If the check amount includes unrecorded interest make a
general journal entry debiting the appropriate investment account for the
unrecorded interest amount and crediting the appropriate investment interest
account (2-1320 — Money Market; 2-1330 — Savings, 2-1340 — CD; or 2-1350
Treasury Note interest accounts).

To open an investment account with the new bank;

= By Check: Write and record a check for the amount of the investment purchase.
The aliocation account will be 1-3100 — Savings; 1-3200 — Money Market; 1-3300 -
CD; or 1-3400 — Treasury Notes.

* By Direct Withdrawal (funds are withdrawn automatically from the new U.S. Bank
checking account and transferred into the new U.S. Bank investment account):
Record the transaction in a general journal entry by debiting the appropriate
investment account (1-3100 — Savings; 1-3200 — Money Market: 1-3300 — CD: 1-
3400 - Treasury Notes) and crediting the checking account. The memo section
should describe the transaction, i.e. “To purchase six month CD”.
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If your school requires additional banking services, U.S. Bank Customer Service is ready
to assist. These services include current account balance information, transacting wires,
viewing archive images, setting up credit card service, ordering additional check stock,
and opening investment accounts. ' ' '

Customer service can also process stop payments on checks. The fee is $2.50 per
check.

The dedicated U.S. Bank Customer Service team can be reached at 800/706-4727.

For assistance with Archive Image CD, contact U.S. Bank at 800/504-0411, Option 3.
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The M.Y.O.B. System will allow the use of computer checks.

Using Computer Checks will make check writing and posting to the ledger a one step operation.
This will reduce the time it takes to write and post checks. 1t will also enhance posting accuracy.

A handwritten check can still be issued if necessary.

To avoid the possibility of someone inadvertently printing data on your check stock, a dedicated
laser or inkjet printer is recommended rather than a shared printer.

Computer checks can be ordered through your bank or they may be ordered directly from your
check source.

Most schools presently using computer checks order checks directly from Deluxe printing online
at www.deluxe.com or by calling 1-800-328-0304.

If ordering from Deluxe, the foliowing information is needed:
« Bank Account Number
« Routing Number
« Deluxe item Number — 81004

»  How paper forms are fed into your printer (bottom or top of the paper stack and rather face
up or face down). To determine how paper feeds in your printer, place a shest of paper in
the feeder tray, mark the paper top and bottom and print a line on it.

Setting up the Printer

« Before you began using computer checks you must align the check stock fo your printer.
= Make two or three copies of the first check in your check stock.
- Place the copies facing in the proper direction in the feeder tray of your printer.

« From the Command Center Window in MYOB click Check Book then click the Print Checks
button. :

« Click in any box on the screen that has an X in it to remove the X,

« Click the Laser Checks button.
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»  Click the Print alignment Checks button,
+ Review the printed copy to determine that the printed data is aligned in the right fields.

« If the alignment is off repeat the above steps and make sure you have indicated the use of
laser checks. If the alignment is stiil off from the Print Checks window Click the Customize
button and point to the field that need alignment click and drag it to the area that best fits the
check form.

o After the check from alignment is complete (a one time adjustment) you may began writing
checks.

« Use the same procedure used to record hand written checks accept you must take the X out
of the handwritten box.

«  After you have recorded the checks that need printing arrange the check stock in check
number order according to how paper is feed from your printer tray and place the check stock
in the printer feeder tray.

« From the Command Center Window Click the Print Checks button.
+ From the Print Checks window click the Unprinted Checks Only box then click OK.

= The Review Checks Before Printing screen appears. If you see check waiting to be printed
other than the checks you wish to print (checks that were handwritten) you will have to click
cancel, click the Print Checks button and enter the range of checks you wish {o print. The
reason you have the handwritten checks available to print is because when the handwritten
checks were recorded the Handwritten Box was. not checked as required.

= If you wish to remove the handwritten checks from the to be printed list from the Command
Center Click Transaction Journal, click the Disbursement Folder tab, enter the date of the first
check on the list in the From Date box and press the enter key.

< You may then click in the arrow of each check transaction and click on the Handwritten Box to
place an X in the box and click the OK button. Repeat this step until all of the checks have
been marked. In the Print Checks Screen Click the Unprinted Checks box.
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U.S. Bank

& Customer Service - (800) 706-4727

®  Customer Service Email — commercialcustservicemilwaukee3(@usbank.com

®  Archive Image CD - (800) 504-0411, Option 3

Chicago Public Schools

B School Financial Services
#  Consolidated Banking Hotline — (773) 553-2766
#  Consolidated Banking Email — consolidatedbanking@cps.k12.il.us

® Consolidated Banking Websites -
hito:///www. guda.comipages/consolidatedbanking. him!
http:/fwww.cps. k12, iLus/AboutCPS/Departments/finance/consolidatedbanking/

i+ Business Service Centers

#=  BSC North — 535-5960
= BSC Central —535-8654
* BSC South — 535-7030
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U. 8. Bank Branches Locations

Branch Address City Night Drop Hours
Edgewater 5340 N. Clark Chicago Yes 9:00-5:00M -7
' 9:00-6:00F
Belmont 5850 W. Belmont Ave. Chicago Yes 9:00-5:00M-T
9:00-6:00F
Rookery Building 209 8. LaSalle St. Chicago No 8:30-5:00M -F
Chicago River 360 N. Michigan Chicago Yes 9:00-5:00M-F
West Town 745 N. Milwaukee Ave, Chicago Yes 9:00 -5:00 M - F
Lincoln Park 1853 N. Ciybourn Chicago Yes 9:00-5:00M-T
9:00-6:00F
25 East Washington 25 E. Washington St. Chicago Yes 8:30-5:00 M - F
Kedzie 3611 N. Kedzie Ave. Chicago Yes 9:00-5:00M-T
9:00-6:00F
Oak Park, 1L 104 N. Oak Park Ave, Qak Park Yes S:00-5:00M-T
9:00-5:0CF
Burbank 5440 W. 87th St. Burbank Yes 9:060-5:00M-T
9:00-6:00 F
Austin 5201 W, Madison Austin Yes 9:.00-5:00M-~-F
9:00 - 5:008

U.S. Bank Branch Guideiines

Only customers of USB can use any drive up or walk up facility. Non-customers
cashing checks must use the iobby.

In all branches there is a limit to the amount of cash that is given, the lowest limit is
$1,000.00 highest $1,500.00.

At all branches deposits and withdrawals and loan payments are allowed at drive and

walk up faciiities.

If a deposit is so voluminous that it fails to fit in the tube/drawer, or | had many
transactions, schools should use the lobby instead of the drive-up.
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MUNICIPAL INVESTOR NET CHECKING
CUSTOMER NAME
CUSTOMER ADORESS
CUSTOMER ACCOUNT NUMBER

STATEMENT PERIDD MAY

OATE

SERVICE CHARGE DESCRIPTICHN

£ASH DEP PER $1688-CHICAGO
CASH DEPOSIT PIECE-CHICAGO
#TOTAL CASH VALLT

ACCOUNT MAINTENANCE
DEPOSITED ITEM - LOCAL
GEPOSITED ITEM - ON-US
DEPOSITED ITEM - REGIONAL
DEPOSITED ITEM ~ THANSIT
PAFPER CREDITS
FAPER DEBITS

*TOTAL DDA

IMAGE CD-ROM
IMAGE PER ITEM
#TOTAL IMAGE

DEPOSITED ITEMS RETURHNED
#TOTAL RETURNED ITEMS

5P PREVIDUS NOaY DETAIL - ACCT
SP PREVIOUS DAY PER ITEM
¥TOTAL SINGLEPOINT

#ETHTAL SERVICE CHAREGE

MONTHLY INTEREST B 4. 3uX

B/14/67

VOLUME

275
67¢

|i2a]

26
i

13y

i3y

Hih

Hiah

UNIT
PRICE

. 668
. @18

5. 000
. G780
. B78
. 870
. B79
. 254
. gug

3. 754
. g10

2. 668

Y. Gad
. @15

School

2@B7

TOGTAL

CHARGE

16.
6.
3.

5
7z
[

g
. B8
.21
. B2
.74
. B8
. 186
. 87

.75
. 34
. @3

. 6g
. gd

. 00
.22
.22

. 5
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HOW TO USE THE ARCHIVE CD

You may need someone with administrative rights to your computer to download the

necessary CD. Contact your school tech person for help.

You will need the “Image Viewer" instalied on your computer if you get an error
message that you do not have privileges to compolete the instaflation. Contact 3-

EXCL and put in a job ticket to add to your computer.

INSTALLATION PROCEDURES

8/28/08

Place CD in CD Rom
The installation program should start automatically.

The Weicome to InstaliShieid Wizard screen appears
Click Next

The License Agreement screen appears
Click Next

The Choose Your Destination folder appears,
Click Next
The system will install the program in the defaul{ drive

The Select Program Folder appears.
Click Next
The installation program copies the application files to your computer

A message appears - InstaliShield Wizard Complete
Click Finish

The Setup Master User screen appears

NOTE: The Master User cannot be deleted once set up.
Make sure the Master User ID and password is filed
maintained in a secure place where the principal and any
other business staff knows where to find it.

Enter - Master User Login Name and password

Confirm the password

Click Setup Master User buiton

The Product Manager screen appears where you can register your data.
The option is pre-selected,
Click Continue
For Location, choose Directory.

Select Browse to navigate to the location of the volume (select the CD-ROM drive).

In the File Open dialog, select the volume and choose OK.

Click Register
Message appears - Import process complete,
Click OK
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FIRST TIME VIEWING

8/28/08

The screen below appears.

DnesE .

- Bearh Criteriz

X

Flest List

hcote Bt

ChetJ\Ngr Debit Credt Ind | Deposit Sequen,.. | Seq

Ve Type |-

. iAccountMa v

Selact &iield
Account Ho
enount

Chech Mo
Dbt Credi Ind

Seuence No
Image Stats
MICH Account o
Posting Date
Rotirg Transit No

o

fom

iSefect a field g

4

x.
o T
Seach Clear :
: RMR”‘%‘ ................... .. . b
Ready Resulttist: 0 Terds) KL e
You can search by:  Acct#
Amount
Check #

Debit Card Ind

Deposit Sequence No

Sequence No
Image Status

MICR Account No
Posting Date
Routing Transit No

Indicates if the check is a debit (check) or
credit (deposit). A zero stands for debit
and a 1 stands for credit

10 digit bank sequence number assigned
to deposits when processed.

0 means the mage is the original check
image. 1 means the image is an image
repiacement document)

Bank acct no.

Bank roufing #
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§/28/08

Once you have selected your search criteria, the search results will appear.
To view all info, scroll to the right or view the information in the item Information box.

File Wiew Search Results Batch  adin  Help
D HaesE B S o b
| Seach Liiteda X Fesut List
Acceunt No | ) Amount Check Mo | Debit Credit Ind | Deposic Sequer. i T
1¥5355514407 $256,00 1286 o o
199355514407 147,40 1269 1] Q
18535551 4407 {204,256 1260 g o
199BE0029629 $67.00 3000 0 0.
199386029215 $580.80 19105. o 2]
199300028173 $35.00 135% H BEB1639098
199380029579 $35,60 1004 t 8991855650
L S ¥ i 601zl 7717319650
199380029306 $50.00 10854 1 FTLELI98E0
199380025936 £50.00 1910 i FrIF319650
199380029030 $E0,00 1507 i FILF3I9650
199380029355 $60.00 2627 1 /991H15257
199380029561 $67.0¢ 4081 i FIITIIEEE0
199380025355 4$78.00 2633 i FILT3I8650
199360029215 $78:00 19188 I 972006244
199300029215 495,00 19097 1 TII7319650
199330029215 $96.50 19073 i 8991771257
199250029306 $100.80 11555 i F717318650
. 199380029082 . $100.80 6013 H FFI7aEE50 Iy
1G0ESNNFYRSE 4 i ¥ FIIFRLIATE .
R ] . ; i S
. ftenn information x
{Select & field o
from
o
e ; Glear :
i Fashebo o sbedanr 1%
Ready Remdtlist: 1001 Ttemis) UM :
To view image of checks, double click the item.
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8/28/08

The image appears in the content Viewer screen.

Fule Etht '\I'IE,‘W Imaue

T

ST e nRie e
Fasest ®TIEET
EYACE KR

L)

Fra e L ouod

- Lo At b el i s BT Y S R o = e oo ot e

‘j‘__*.m_ aﬂzm dnet 't?/aa
ba

9{';1} PSR BOTWE0LYTAN J99ARG L0 56U oF

-rcg,-l;a_z,ﬁ qftay;%

From here you can copy, print or save the image.

LIERME

T Y

ﬁ [p— LT ] 'E g

FLULILHBANY R :I‘\Hnl'gi

Bi

:EL;":."- ‘.wn. 14
- v.b Fon. R

TR W

Lt B PR
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ACCESSING A NEW MONTH'S CD

Log inio the system

At the main screen, click File

Click Volume Manager

The Volume Manager screen appears

mpotted volumes

YolumelD i\cceum No ¢ Amount | Check Mo > Debit Credit Ind Deposit

YAOO070 0419230?4848 199293862017 - 198, $4.79 - $46803.39 1000 24405 g-1 0-a19

VO0BO804Z24amB48T 73389304 - 199701 $0.95 45133043 - 900477 1-1 Falsiars
**** Show iabels ™ Show creation dates _ brport...

" Setto sl imported volumes

 Getto selecied volumes:

Vo ID ChecowtMo | Ameurt @ Check No ' Dobit Credt ind " Deposi
V200701041018074048 189293862017 195, $4.73.$4E66339 1000 - 24408 0.1 9. g1l
V20080B04224915431 173395304 199701 $0.95- 35133843 0- 004771 1-1 716514

3 Flemove All |

- 7 Print Volume Feport. ’ f Cloge 3

ftem Type: O

The top of the screen is a list of lmported volumes that have previously been viewed.

The middie of the screen is the Volume setting. The default is set to Selected Votumes
This selection will limit your search to only those volumes you select.

To view one of the Imported volumes, click to highlight and then click Add fo Selection,

The highlighted volume will appear at the botiom of the screen.

Note: Every volume that appears on the bottom of the screen are selected volumes and
will be inciuded in your search.

If you only want to search through one volume, you must remove any volumes you do
not need.

Page A-9
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If the top of the screen does not include the volume you want to search, after you have
placed the CD in your computer, click File; click Volume Manager

Click import button.

Select Directory.

Click Browse

Click CD Rom Directory and Click QK

The New Volume 1D appears

Click Import button.

A message appears - lmport Process Complete.

On the Volume Manager screen, select new volume 1D

Click Add to Selection’

The new volume CD will now be listed as a selected volume at the bottom of the screen .

Note: all CD volumes listed at the bottom of the screen will be included in your search.
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Shipping & Receiving Instructions

_u_mmmm oc_jﬁ_mﬁm WmmOmm the Dunbar Guard's mﬁ?&
1. Enter packages (o be mr_uuma into your “Red Book” -

Use onetline for each package being shipped, except that you
may enter the total number of coin bags or boxes on the same line.

2. Attach a bar code labe! to each package being shipped.

— Bulk coin shipmints do not require a bar

code label. Um?m%m ﬁmmammm To:
: BORRY ' S ELECTROMICS
TRAIMING
~ Dunbar will w.c_uv_< a booklet of bar code elvery From  Fhg Oty/S.7.0. Bard
labels that will remain at yvour location. Rang OME 2 .
TRAIMING $1,000.00 =

When the Guard Arrives {Deliveries)

A. Verify the Guard’s AVS Em:djo&_oz
badge.

-The Guard will scan your Location Card
with the D-Trak device.

~Your Location Card should be adhered
1o the front of your “Red Book”

B. Inspect and count Umnxm@m?v being
received.

TRAINING
BOBBY' 5 ELECTRONICS

Ton TRAINING

AL T o
M. Eﬁmﬂu

C. Enter the number of packages being
received and scan your Authorization Card,

Do not give your Authorization Card _
to the Guard.

0. Sign the D-Trak seraen.

When the Guard Arrives {Pick up)
1. Verify the Guard's AVS identification badge.

-The Guard will scan your Location Card

with the D-Trak davice.

- Your ocation Card should be adhered to
the front of your "Red Book” f

- The Guard will verify your package(s) m
and sign veur “Red Book”

-The Guard will scan the bar code on
each of your packages and will enter
your bag number {if any} and each
declared value,

2. You will verify the information, enter
the guantity of packages being picked
up and scan your Authorization Card into
the D-Trak device.

Do not give your Authorization Card

...:(:WP%CU _.55

to the Guard. e T FLECTRONICS
R 1 =1 /= AT
BAMK OME
3. Sign the D-Trak screen. TRAINING

m Pig Oty: ] m_\m_m Saiil 8 Cantain:

Emnm@mm. mm_,_mEﬂm.

Questions or concerns regarding these proéedures,
Please contact our Customer Service department,
at (800) 888-2129, ext, 1790.




HOW TO IDENTIFY A DUNBAR GUARD

Under no circumstances should you release your valuables to anyone, even if they appear to be wearing a Dunbar
uniform, unless they display an All Valuable Shipments Card (A.V.S.). This unique identification card is strictly
controlled by Dunbar management. It contains a computer generated color photograph of the employee, an
employee description, his/her name in type, the employee’s signature, A.V.S. card number, and the name and
phone number of the Branch where he/she is employed. This card is heavy plastic and is wom around the neck on a
chain and clipped to the uniform shirt in plain view for inspection.

No Dunbar Armored employee is permitted to make a pick-up or delivery without his/her A.V.S. card. It is your
(the customer’s) responsibility to examine this card closely to ascertain that the photograph and information
contained match the individual in the Dunbar uniform. After the examination, any questions regarding authenticity
should be immediately phoned to the Branch Manager whose telephone number is listed on the front of this book.
Any losses that result from your failure to follow these conditions to the contract will be considered a breach of the
contract and any claim against Dunbar will be deemed to be waived.

FACSIMILE OF “ALL VALUABLE SHIPMENTS” CARD

DOGRB: 10/25/1979 Race: WHT Sex: M
Ht: Weight: 180 Eyes: BRN
Hair: BRN Branch: Baltimore
Phoned#: 800-830-9611

VOID AFTER 2007

The person whose name, signastars & desaiption
orized o socept
aents” on behaif
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ARMORED
o ns DHedeo
\3ee L NG =

ation/Red Book Card

Please have this card availabie for the
Dunbar Guard upon his/her arrival at
your location.

This card shouid be kept with vour Red
Book.

% provides identification to our sys?:em
that the Driver Guard is makiqg a pickup
or delivery at the proper location,

ar7e

L~y ebed

Hohns Schgel

Authorization/Manager Card

Keep this card seperate from vour Red
Book.

Do not present this card to the Dunbar
Guard with your Red Book.

This card represents that an authorized
person from your business iocation has
verified the number of packages entered
into the handheid device now being
picked up by the Dunbar Guard
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INSTRUCTIONS: _‘

1. Compléte requiived information in all white areas of the bag
and the receipt. _

2. Write bag number on deposit slip and insert with contents.

3. Tear perforated receipt, remove paper backing from adhesive
and fold to line indicated to create tamper-evident seal.

_ IMPORTANT:
PLEASE BALANCE CONTAINER CONTENTS AGAINST
ENCLOSED DEPOSIT SLIP BEFORE OPENING

) Company Name:_ oo S el

 Location #:_10%

IFFRew _ 340 0L 343H 10D 1o 00 _

: Deposit Prepared By: 1

§ Said to Contaln: Cash: §
Checks: $ 500. OO

Total: § 2000, DO o

1 ]

| Deliver To: ;':’—;

g ]

[t

ja—

T

23]

i FAnErar m

o 1-800-766-8145 a

% Reorder No. 1014APGC =

> MADE IN USA m
o

-~ IRMOVE CONTENTS - CUTALONG BOTTOMDOTTEDLNE ____




mﬂmnm?nammw\ D

from \LH.LWGVV.D@
respective consignees
DUNBAR ARMORED, IN
securely sealed. Turthermore, DUNBAR ARMORED, INC.,,
DUNBAR ARMORED, IN

and, in no event, shalt

CONSIGNEE

UNBAR >.§OWEM, INC., a private carrier,

S e

DESCRIFTION

hereinsstated. It is agreed that all
C., shall in no event be liab

This Section To Be Filled Out By Shipper

| SEALED SHIPMENTS SAD TO CONTAIN

g i.iﬂt
MIL. HUNG TEN

these packages are to be di
le for any shortage claimed
shall not be liable for more

C. be liable for an amount in excess 0

, CONSIgNOL,

U . OF Bnonean GUrRD]
ceALEn @ TOSPELL
orckaEs @ OUT NG OF

stinctively an
in any such package
than the value as

[Full Signature Required]

COUNT YOUIR ITEMS BEFORE SIGNING! FICIKC UP

the following shipments to be delivered o the
d securely sealed by the consignor and that
which is not so distinctively and
herein stated of any such paclkage
£ the liability assumed in the Service Agreement.
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Notice:

Your deposit must be prepared in advance.

Red Book Procedures — Currency/Other Shipments

r

Fhis will minimize our premise time and your security risk.

Complete the columns of the Redbook, in ink, as follows:

i,

ok

~ o

All entries must be made in ink. Do not permit erasures of any kind by our personnel or your employees. To make
corrections, simply draw a single line through the entire mistaken line and re-enter the information on the next line.
Customer’s Procedures:

Peel the barcode label from the corresponding line and apply to the bag. Be sure to place the correct barcode sticker on
correct bag fully covering any previous Dunbar barcode sticker, if any.

Enter the bag number (if applicable).

Enter a description of the shipment.

Enter the dollar figure of your deposit in the space provided. Note: Make sure you double check your packages or
containers for proper sealing. Dunbar Armored personnel sign for sealed packages and not a specific dollar figure. If the
packages or containers are not sealed properly, Dunbar is not responsible for any shortage claimed with respect to the
contents of the packages or containers.

Dunbar Guard’s Procedures:

The Dunbar guard is required to fill out the Red outlined area of each line when used. This will be done as follows:

The guard must sign his/her full signature.

The guard must also record the date and time each package is received.

It 1s possible that the “Currency/Other Shipment” page (RIGHT SIDE) may be used more often than the “Coin
Shipment” page (LEFT SIDE). If this is the case, when the “Currency/Other Shipment” page (RIGHT SIDE) is
completed and a new page is started, please start a new “Coin Shipment” page as well, so that the receipt book is open to
the currency and coin pages in use at the time.

ALEL DAILY CURRENCY AND COIN PICK UP INFORMATION SHOULD BE ON CORRESPONDING (FACING) PAGES.

Al
EXAMPLE:
CURRENCY/OTHER SHIPMENT PAGE
ats 1o be delivered to the respostive sonsignees herein stated. 1t is agreed that all these packages are 10 bo disGnclively and securely sealed by the

horlage claimed i any such package which ore, BUNBAR ARMORED, INC., shall not be jiable
tfor mere than the value as harein staled of any such package and, in ne event, shali DUNBAR ARBMORED, INC., be liabls for an amo y assumied in the Seivice Agreement.

Received by DUNBAR ARMORED, INC,, a private carrier,

T L. reshnH ki ..
BAG NUMBER BARCODE # BARCODE LABEL
A256168 Cosdv ABBE4874
A256169 Checky .E.Mq\.mqu 215 DM ARBB487S
AZ56170 Coshe ‘ ‘c\mm\mmcm | 1006 AM A3864876
A256171 Checks M L/22/700¢ | 1008 AM A3BGARTT

I , e —
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hitp:/fveww.cos. k12 ibus/AboutCPS/Departmenisifinance/consolidatedbanking/docs/ARMOR CAR
DEPOSIT POLYBAG-SCH FORM.pdf

Please fill the form in its entirety to facilitate the request of additional tamper-evident deposit
polybags. This request will constitute a supply of 100 bags and deposit slips. Please safely
allot two weeks for delivery of supplies.

To order deposit slips, contact U.S. Bank Customer Service (800-706-4727). Deposit slips are
free; however the cost of bags will be billed to your account.

Forms may be scanned and submitted via the consolidated banking email account at
consolidatedbankina@ecps. k12.il.us or fax to 3-2711.

DATE:

SCHOOL:

UNIT: GSR:

INDIVIDUAL REQUESTING SUPPLIES:

TITLE:

CONTACT NUMBER:

EMAIL:

Date Ordered: Date Sent: l

# of Bags Sent: # of Deposit Stips Sent: \

Signed;
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http:iwww.cps k12.1Lus/AboutCP S/Deparimentsiinance/consolidatedbanking/docs/ ARMOR CAR
URGENT PICK-SCH FORM.pdf

Please fill the form in its entirety to facilitate an'intemal accounts urgent armor car school
pickup. Schools must submit 48-hour advance notice. Forms may be scanned and

submitted via the consolidated banking email account at consoiidatedbanking@cps k12.1.us or
fax to 3-2711.

DATE:

SCHOOL:

UNIT: GSR:

PICKUP AMOUNT: §

PICKUP DATE REQUESTED:

INDIVIDUAL REQUESTING PICKUP:

TITLE:
CONTACT NUMBER:
EMAIL:
PICKUP JUSTIFICATION:
Pickup Approved: No []  Yes[] Approved by:

Date & Time Pickup Scheduled:

H
1
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Chicago Public Schools
School Financial Services — Bureau of General Accounting
GSR 125 —~ 14" floor — Phone: 553-2720

"ESCHEAT TRANSMITTAL FORM

School Name: Unit: Date:

Total $

Signed by: Title: Phone:
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School Name:

Unit: i Phone: Date:
Contact Person: Phone:
Email address: Fax Number;

Vendor & Check information

Name

Address

Phone

Check Number

Date of Check

Amount of Check

Purpose of
payment

Signature; Title:

{School principat or designee)

For General Accounting Only:

Claim Validated: No[ ] Yes [ ] - Date:
New check Issued: Nol ] Yes[ | - Amount: §
Accounting Signature; Date:
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INSTRUCTIORS FOR SUBMITTING NEW SIGNATURFE FORMS:

This form 1s used to set up and change signatories on the school checking account.

FIRST PAGE - ACCOUNT OWNER PAGE

Insert complete name of the school as it appears on your checks.
Insert Legacy and Oracle unit numbers.

School Address

Account number

Insert Principal’s full name

Insert Principal’s complete CPS email address (i.e. jdoe@cps.k12.ilus)

e A o S

Principal signs and dates

SECOND PAGE — AUTHORIZED SIGNER PAGE

First line - Insert Principal’s full name and name of school
Second line - Principal signs and dates
Remaining lines are for each Authorized User:
a. Insert Name and Title on first row and have each signer sign on the second row.

b. If'you require more than three signers, print another copy of the form and add
additional signers o that form.

SUBMIT FORMS

I. A copy of the completed form should be faxed to us at 553-2711.
(This will expedite the process of updating the bank’s system)

2. Each NEW authorized signer, must send a copy of their State ID or Drivers License with
the form.

3. The griginal form must be mailed to:
School Financial Services
ATTN: Williedean Tate
14" Floor
GSR 123

The bank will need original form on file.

4. Maintain a copy of the signature form in your files.

CALL THE CONSULIDATED BA

ED B LINE (@ 553-2766
IF VOU HAVE Al
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@banka U.S. BANK TREASURY MANAGEMENT
SERVICES & ACCOUNT OPENING FORM

School Name: Chicago Public Schools -
please insert full name of school
School Unit : Unit # : Oracle #
School Address:
Organization: Government Entity
Tax Identification Number: 36-6005821

Account Number (to be assigned by the Bank)

U.S. Bank's Treasury Management services ("Bank Services™) are described in that certain Bank Services Agreement (the
“Agreement”), dated October 25, 2006, between U.S. Bank National Association and the Board of Education of the City of
Chicago (the “Board™) as authorized by the Board in its Board Report 06-0726-PR20 on July 26, 2006. Customer has
received and reviewed the Agreement and decided to use one or more of the Bank Services, Customer and Bank agree that
the Bank Services shall be governed by the Agreement and also agree to comply with the procedures and instructions
contained therein.

ACCOUNT OWNER

The undersigned officer(s), partner(s), owner(s), or otherwise authorized person(s) (the “Authorized Signers™), are each hereby
authorized to act on behalf of Customer in all actions taken under the Agreement and amendments thereto from time to time and
to enler into any and all transactions contemplated in the Agreement, including without limitation, selecting Bank Services for the
benefit of Customer, appointing agents to aci on behalf of Customer in the delivery of Bank Services, signing additional
documentation that may be necessary to implement the Bank Services and giving the Customer's instructions with regard to any
Bank Service, including without limitation, merchant processing, wire transfers, ACH transfers and any other electronic or paper
transfers from or to any account Customer may maintain at Bank.

Pursuant to the Agreement, U.S. Bank may, af its discretion, require the Customer to execute additional documentation to
implement or amend certain Bank Services. In such cases, documentation necessary to implement or amend such Bank Services
shall be signed by at least one authorized signer identified by the Customer. Customer further acknowledges and agrees that U.S.
Bank may implement or amend Bank Services based on the verbal, written, facsimile voice mail, email or other electronically
communicated instructions that ir: good faith it believes to have been recetved by Customer.

Authorized Signer Title: PRINCIPAL -
please print full name of principal please print school name
CPS Email dccount:

Signature: Date:

principal signature required please insert date above
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Ebankn U.S. BANK TREASURY MANAGEMENT
SERVICES & ACCOUNT OPENING FORM

Revision/New Form for:
Unit # Schoel Name: Date:

The checks, drafis or other orders for the pay inding book frar
wrenant fo the U5, Bank Wire Transior fﬁz”’r@
other property of the Customer on deposit v
manually or a a facsimile or wme gh anical
kv Ez,m% section below entitled A
account of
1, meluding thosc pa xf&z}“ <
norizing the same and inchad
ich are actually apphed 1
1% who signed g ,.%3 i

narticular, and not
v a‘ﬂ""  tplephonic
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or otherwise &
application,
DETSON OF
withdraw
or withdr

q_
r

}E""*}-Z:‘;‘;i'ﬂ“', S J PETSONS T8y ‘
Bank complving with the Agrecment

Authori cipal Signer fer PRINCIPAL -

;?fmzssr print el sme of privcipal wiease pring schoel nare

Sionature: Diater

PRl SR veg mwé please sert dodz

Authorized Signer |

sogse pripgt e o Fawihorined signey § ) rlense privg it
Sigmature: Date:
Awthoriced siorer P giowiiaes r.re{;:sr’re?a , pivase msart daig
Authorized Signer 2 Title:

pease privg nomie o § anthorized sipper 2 leqse pring e

Signature: Date:

Authovized sivaner I sionarure vogiired slewse insert dule
P pul

Anthorized Swner 3 itle

slease print seme o Foepihorized siener 3 egse pring e

Signature: Prate:
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e
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