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Introduction

TheRepresentative Payee Managssstem is an easy and comprehensive approach to automating much of the work
associated with representative payee services. The system tracks all details about transactions for clients. Some of
the features included are:

Client Information

Basic client information
Client demographics
Case notes

Monthly budgets

Asset tracking

Event tracking
Contacts

Housing and employment
Disabilities

Document linking
Photo

= =4 -4 8 -4 8 8 8 8 -2 -9

Financial Information

Recurring payments, deposits, and transfers
Check, deposit, and transfer entry

Batch payments for vendors and clients
Print all or selected checks

Reconcile your bank account

Mass and individual accounts

Userdefined check layout

Interest allocation

=4 =4 -8 -4 -8 8 8 9

Reports

Transactions by client, date, and type
Balances and budgets

Income andexpense graphs

Case notes and statistics

Vendor transactions

Client lists and information

Reconciled and outstanding transactions
Over 170 reports with multiple variations
Custom reporting capability

=4 =4 =4 -8 -4 A 8 —a 9

Security

71 User logon and password protection
1 Security levels for controlling access
7 Limit access to clients by types

1 Audit trails



SystemNavigation

In addition to following traditionalWVindowsdesign standards, other visual cues make using the system easier. Cues
such as the use of color make it easier to see information and to determine if it can be changed. All user data
displays in sunken boxes. Within the boxes, green text with a white background indicates the data can be changed
whereas black text with a white background indicates the data is-oxdyl Black text with a gray background

indicates data that cannot be directly entered but is instead calculated by the system (for example, age or account
balance). Labels are displayed to the left or top of the data item and are black text. Data items of similar types are
grouped together with frames and have a blue title in the top left corner of the frame.

=3 Vendors X

() o= | |

Delete | Merge | View Trans

Select Vendor [AT&1]

v Filter Vendors © Active  Inactive © All

General

Account Information for XEFT Transactions

3
Dropdown
list

Vendor Name ‘AT&T

Routing Number

Email [

= Account Number

Phone [(800)

Inactive r

Record
selector

Notes

555-1234

Total Total

Faxl AccountType @ Checking © Savings

RPM Vendor ID 6

Sort By Client

Updated By

Batch Payments

Verify Each Pmt.

Transaction Defaults
: Radio button

Payment Method

Print v

Mail To Client Addr. I

4
r Checkbox

r

User ID adminuser
Last Updated [5/1/201711:39:09 AM
Add row Addresses
T~ Address Address 2 City st Zip User ID LastUpdated |
P x| a| «| = [|pOBoxases Louisville KY |40219-4568 i 5/1/2017 11:38:3
X|a| w| = [|POBox3971 Louisville KY [40219-3971 admlnus\er
Hrfaf-[c \

5/1/2017 11:38:2 }

Vendor Address 4« 1

Navigation
bar

Vendgg 4 4 20f 13
Move to first

[

\

of 2

> oMb Search <]

Search
Scroll b;
\iAdd newl\[ Search] h

3

| changeable field |

lRead-only field I

Move to
previous

Move to last

Move to
next

Current
record

A consistent approach has been taken in designing all the screens. The sample screen above demonstrates many
those standards:

= =

= =

Button - used to open a screen or report, or process or close a screen, as indicated by the label on the button.
Checkbox used to indicate a Yes/No value. In this case, it indicates whether to batch payments for this vendor
by default. Checked means "Yes"; unchecked means "No."

Dropdown list- used for a list of selectable values. Start typing to move to an item in the list, or use the "down"
arrow to the right to open the list and choose an item. If the desired value is not in the list, entering an invalid
value (such as an "x") will prompt a message with instructions for adding to the list (if the list can be changed).
Grid- a list of rows that lets you enter or view multiple rows of information.

1 Add Row- click the+ button to add a new row.

1 Delete Row click theX button on a row to delete that row.

Radio button- used to select only one option out of two or more possibilities.

Navigation bar- the navigation control at the bottom of most screens allows the user to move between

records, such as individual clients or vendors. The buttons allow moving to the first, previous, next, or last
record on a screen. "Record 2 of 12" means you are currently editing or viewing the 2nd record and there are
12 total records.



1 Scroll Bar use the vertical and horizontal scroll bars to scroll both up/down and left/right when more data
exists than can be seen on the screen at one time.

1 Search use the "Search" box to find information in the currently displayed records. Type in a value to search
for and use your "Enter" key to search. Use "Enter" again to find subsequent matches.
1 Using the "Search" box at the bottom of tkdientsor Vendorsscreen will search all the displayed clients or
vendors (excluding information in grids under those clients or vendors).
1 Use the "Search" box in a grid to find information within the records displayed on the grid. For example,
using the "Search" box below client case notes will search the case notes for the selected client.
1 Record selector the record selector at the left of most screens indicates the editing status for the current
record. For screens that use grids and show multiple records on a screen, the record selector is located at the
left of each row but has the same functionality. The available symbols on the record selector are described

below.

l: This indicates a new record in which you can enter information.
EI This indicates the currently selected record when no changes have been made to the record.

E This indicates that a record has been modified but not saved. To discard changes made and restore the origina
data, select the "Undo" option from thRecordsnenu or use the "ESC" key on your keyboard. Use "ESC" once to
clear out information entered in the current field. Use "ESC" twice to clear out the entire record entered but not yet
saved.

** Use the "ESC" key on your keyboard if you start entering information and do not want to save it **

[E This indicates a record that is locked (being changed) by another user.

Date Entry

Date | 01/24/2024 2

4 January 2024 B Calendar

Su Mo Tu We Th Fr Sa date picker

1 2:3 ¥ 5
7° & 9710 A1 12 13
14 15 16 17 18 19 20
21 22 23[ 24 25 26 27
28 29 30 31

Today

The Calendar Date Picker displays when you enter a date field. Use it to select a date from the calendar instead of
manually entering a date. CliGlodayto enter the current date in the field.



Enter dates manually using the format m/d; the date defaults to the current year. For example, enter 1/1 to enter
January 1 in the current year. To enter dates in other years, use the format m/d/y (for example, entdy fbl/2
January 1, 2(3).



Ribbon Menu

File RPM

Backup/Restore v &\.‘ .Zj E

Import/Export ~

A Find

&E Save

0 Help
1 System Info
&? Tech Support
Help

o Client ~
i
2 Setup
List
Maintenance Transaction v

Utilities

5 +
Py
o8 =5
Users Change  User
Password Settings

Security

&R

Dashboard Clients Transactions Vendors Reconcile Reports

File View Reports Edit Records Filter/Sort

The above menu is the default ribbon.

TheText Formattingsection (not pictured) will only be displayed for screens where Rich Text format can be used.
This includes th€ase NoteandNotestabs on theClientsscreen.

TheSpell Checbutton will be added to théext Formattingnenu when using th€ase Noteer Notestabs. Spell
Check functionality comes froMicrosoft Office Spell Check will be available if you are using the same version of
Officeas theAccessuntime version you are using f&PM

= BE ==l U f

= EEREE ‘f:'@ =) X

Print Zoom | One | Two More Export Excel Word Email Email Close Print
e Page | Pages Pagesv | toPDF PDF Preview

Print Zoom Export Report Close Preview

When viewing reports, an additional ribbon will be available, as shown above. UBgjihe to PDbutton to
export a report to a PDF file. The PDF file can be saved or emailed. UEsediid°Dbutton to send the report to
yourself. TheEmailbutton is builtin Microsoftfunctionality and may not work with all email systems. If Eraail
button does not work with your system, uganail PDIer Export to PDRnstead.

Shortcut Menu

A shortcut menu is available on most screens. Open it by-digiking on a field on a screen. The available options
may vary based on the current screen.



AT o oW X

Eind...

SortAtoZ

SortZto A

Remove Sort

Filter By Selection

Filter Excluding Selection

Remove Filter




Finding Records

Find ? X
Find
Find What: | Alvarez| I | Find Next .
Cancel
Look In: Current field
Match: Whole Field
Search: All

[IMatch Case Search Fields As Formatted

To find information on a screen, righlick in the field to search and selddhdfrom the Shortcut Menuor use the
Findbutton on theRecordsnenu.

1 Find What- enter the information to find (for example, social security number, date, or amount)Fiftte
What format must match the format on the screen.

71 Look In-select "Current Field" to find in the current field. Select "Current Document" to search all fields on the
screen.

1 Match - select "Whole Field" to find information that matches the entire value. Select "Any Part of Field" to find
information that is a partial match. Select "Start of Field" to find information that matches the start of a field
(such as the start of a last name).

1 ClickFind Nextto find the first match. Clickind Nextagain to search for additional matches.

Sorting Records

To sort information on a screen, rigblick in the field to sort and select "Sort A to Z" or "Sort Z to A" from the
shortcut menu. Sorting is also available by clicking in a field and selecting the "Ascending" or "Desogtiding)"
on theFilter/Sortmenu. UseRemove Sorto remove the sort, or close and reopen the screen.

Filtering Records

To filter information on a screen, rigltick in the field to filter and select "Filter by Selection" or "Filter Excluding
Selection” from the shortcut menu. Filtering is also available by clicking in a field and using the "Filter" or "Selection
optionson theFilter/Sort menu

The "Selection" options are the following:
71 Equal to the current value

1 Not equal to the current value

71 Containing the current value

7 Not containing the current value



Below is an example of filtering based on a date. Click a date ofr#msactionscreen, for example, and filter the
records that equal or do not equal that date.

Y Filter ?l Ascending
Y Selectionv | £l Descending
Equals 01/20/2024

Does Not Equal 01/20/2024
On or Before 01/20/2024
On or After 01/20/2024

Between...

Below is an example of filtering based on a transaction category. Click a categoryloarbactionscreen, for
example, and filter records that equal or do not equal that category.

Y Filter ?l Ascending [:
Y Selection v il Descending He
Equals "Insurance” ~

Does Not Equal "Insurance”
Contains "Insurance”

Does Not Contain "Insurance”




TheFilter button on theFilter/Sortmenu will show additional filtering options depending on the type of field being
filtered. With a date field, multiple dates can be selected. Under the "Date Filters" option on the shortcut menu,
options such as "Today," "Last Week," "This Month," and "Year To Bratalailable, as shown below.

NN S— - Equals...
| Process Pmis Process Deps
Does Not Equal...
‘ount lchecking Before...
riteria After...
ite End Date Pmt. Method
Between...
12023 | | v
L - Tomorrow
stails" to view, edit, delete, or void a trg
Today
Date Pmt. Method Check# . .
t
[ 01/20/202% [xeFT | ki o
- Next Week
21 Sort Oldest to Newest TR
This Week
- %l Sort Newest to Oldest L INee
Last Week
: Y% £
Next Month
- Date Filters > Gk
- This Month
o (Select All)
Last Month
(Blanks) et
10/20/2023 Next Quarter
L 10/23/2023 This Quarter
o Last Quarter
10/25/2023
10/30/2023 Next Year
10/31/2023 This Year
11/01/2023 Year To Date
0K Cancel Last Year
 — 1 = Past
Balance fiifize
14 10f299  » » Sez
1 Date All Dates In Period >

ClickRemove Filteon the shortcut menu or th&oggle Filtebutton on theFilter/Sortmenu to stop filtering. Filters
can also be removed by closing and reopening a screen.



System Logon

RPM Logon
User ID lAdminUser OK
Password I[ Cancel

Each user will be assigned a user ID and password B administrator at your company. The password is ease
sensitive. For example, "PASSWORD" is not the same as "passwordK@idontinue orCanceto exit the
system.

If you forget your password, it can be reset by anotR&Muser who has rights to thgsersscreen.

10



Open Company

This is used to switch between company databasédHN This option is only available with RPMMulti-Company
license.

Open Company

Select Company

:Company 1
Company 2

OK | Cancel |

For SQL databases, use B®L Connedcitility to set up hew companies. FAiccesslatabases, use thEompany
Connectutility to set up new companies.

From Logon

RPM Logon

User ID |AdminUser OK |

Password || Cancel

Open Company I

11



Before logging in tRPM selectOpen Companwt the bottom of the "Logon" dialog to access the "Open Company"
dialog.Select theCompanyyou wish to open and clicdRK

Enter a user ID and password, then ckto complete your logon to the selected company. Your user ID must be
set up in each company database before you can use it to log in; user IDs do not transfer across company databas

ClickCancebn the "Logon" dialog or the "Open Company" dialog to cRB#&|

From Ribbon Menu

SelectOpen Companyrom the Companysection of the ribbon menu to select a different company database. Select
the Companyyou wish to open and clicdRK

ClickCancelo leave the current company open.

12



Getting Started

See our "Getting Started" topics in our Knowledge Base for specific steps to stafRBdihg
rpmccs.com/resources/category/gettirgtarted/

Account Types

RPMcan use both mass and individual checking accounts. Regardless of the account typtPhed, track the
balance for each individual client.

Using a mass account has some benefits. A single batch check can be sent to a vendor for all clients or groups of
clients. Deposits can be imported from a bank file usindtingort ACH Depositdility. There is only one account to
reconcile. Mass accounts may be interbstaring, and the interest can be automatically distributed to clients.

1 Mass Account a bank account shared by multiple clients, also known as a collective account. All deposits
are made into the shared account. Payments are made for all clients from the shared account. All
transactions are tracked through the shared account, RBiMkeeps track of each individual client's
transactions and balance within the account.

9 Individual Account a bank account belonging to a specific client. Deposits are made separately into each
client's account. Payments are made for each client from their account. Individual transactions and balance:
are tracked for each client.

Regardless of the type of account(s) used, all moneRRiEMwill be assigned to individual clients.

EnteringClients and Initial Balances

The following tasks can be completed before you start usRBMfor live transactions:

1.
2.
3.

ok

Set your desired default settings on tBgstem Setugcreen.

Set up your check format using tldheck Layolgcreen.

Enter clients on th€lientsscreen. At a minimum, fill out the information on tBasictab before entering
transactions. The remaining tabs can be filled out at any time.

Print theClient Lis{on theReportsscreen under the "Clients" section) to verify the client information.

Enter vendors on th¥endorsscreen. Set the "Transaction Defaults" for each vendor. To batch payments by
default for vendors, set the "Batch Payment" option for the vendor and for client types under the "Client Type"
list on theList Maintenancecreen.

Set up the categories to use for deposits and payments under the "Deposit Category" and "Payment Category
lists on theList Maintenancecreen. Categories can be changed at any time, and the changes will be reflected
in any existing transactions already using the category.

Use theSchedule Pmiand Schedule Depabs on theClientsscreen to set up any recurring scheduled

payments and deposits. Enter the "Next Payment" date or "Next Deposit" date for the first date to process
transactions irRPM To set up scheduled payments or deposits for all clients or a type of clients, USectite
Scheduled Paymenésid Create Scheduled Depostgeens.

1
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If you are moving existing clients and balances from another system, you MUST follow these steps when you are
ready to go live:

1.

2.
3.

»

Reconcile your bank account. You will needrénxsonciled balancdor each client and any remaining uncleared
checks and deposits.

UseEnter Deposibn the Transactionscreen to enter each client's current reconciled bank balance.

Use theReconcilescreen to mark all the existing deposits as reconciled. The "Cleared Balance"Rectheile
screen should match your current reconciled bank balance.

UseEnter Deposito enter any remaining uncleared deposits.

UseEnter Paymenbn theTransactionscreen to enter any remaining uncleared payments. Select "Manual
Check" for the Payment Method and enter the original check number, or select "EFT" or "Debit" for payments
without a check number.

Print All Balances By Clien{on theReportsscreen under "Balances") to ensure client balancésRiVimatch
your existing balances. If the balances match, you are ready to begin entering or processing all future
transactions irRPM

14



Dashboard

KB Representative Payee Manager - - a X
File RPM
Backup/Restore v I’f’] Q gf‘ EJ} (]E Client v " a‘-, E] Q= S Find 7 @ Help
® K V—] ! # & - ) . g
IMpor/Export Y | bcphoard Clients Transactions Vendors Reconcile T Reports | Users Change User I save A\ System Info
Maintenance Transaction v Password Settings - € Tech Support
File View Utilities Reports Security Edit Records Filter/Sort Help -
5 Dashboard X X
ﬂ M;Shl User Community
Filter Account Manager ? View News 07/15/2024 Check out the results of our latest poll about the RPM upgrade!
@Al € selected v 1 View Activity 07/12/2024 A user posted a question about check paper. Can you help them?
Transactions Clients
Include thru [08/02/2024] [=] Include from | 06/19/2024 thru |08/18/2024
N Urgent Case Notes Count ] 2
SChEd“!Ed SPChEd“‘IQd U;‘]‘f’:’“ Date Client Contact Type Case Note User ID
Deposits ayment=igij|schd Pt View | 07/15/2024 Williams, AnnL  Telephone ‘Ann called to ask us about setting up living willadvanced  AdminUser
8 41 0 directives. Scheduled in-office meeting for Tuesday 7/23 at
1:30 PM for client to come in and discuss with our legal rep.
Scheduled Unprinted XEFT not View 07/19/2024 Abbott, Lisa Andrea Telephone Lisa called to request additional PN funds. Will need to review AdminUser
Transfers Checks Exported August budget.
6 12 17
Receipts not Events Count 2
Received Date Client Event - Category Notes
9 view | 07/23/2024 Williams, Ann L Advanced Directives In-office meeting with client 1:30 PM
View | 08/01/2024 Davidson, Linda Annual Report
Open the User Settings screen under the Security
menu to configure your Dashboard Settings.

Include Transactions thru Date Num Lock  Powered by Microsoft Access

TheDashboardscreen provides quick access to scheduled taskR®M Tasks include outstanding transactions,
urgent case notes, and events not completed. Sdbeghboardirom the Viewmenu to open this screen.

This is the first screen shownRPMif "Display Dashboard when openiR®PM is selected on thé&Jser Settings
screen. Other default options for tHeashboardincluding the account manager and date range options, can also be
set inUser Settings

The "Filter Account Manager" option allows you to see taskalfatients or just tasks assigned tea@ected
account manager.

Transactions

The "Transactions" buttons show the outstanding items of each type of transaction up to the "Include thru" date.
Clicking a button opens the corresponding screen for processing those items. You must have appropriate security
rights to process the items. Without process riglaseport of the items displays instead.

For example, th&cheduled Paymentsutton displays the count of scheduled payments to be processed up to and
including the "Include thru" date. With rights to process payments, clicRoigeduled Paymentwill open the

Process Paymensereen and display those payments to be processed. Without rights to process payments, clicking
the button will open theScheduled Paymentsport.

User Community

The "User Community" section at the top of the screen displays recent news and activity fr&®dser
Community. Clickiew NewsandView Activityto open the latest posts.

Anyone can view news posts. Only members of the User Community can view and comment on activity posts. To
join the RPMUser Community, visit our websitgamccs.com/login
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Clients

The "Clients" section displays urgent case notes and events not yet completed during the date ranyeevCfak
an item to go directly to that case note or event on fBentsscreen.

ClickRefreshto update displayed counts and items. This can be useful if other users are also updating information ir
RPM
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Clients

SelectClientsfrom the Viewmenu to open theClientsscreen. The information on this screen is organized using tabs.
Click the desired tab to view that information for the selected client. The information on each tab is explained in the
following topics.

To add a client, click thdew button. When adding a new client, the cursor will default to the "SSN" field before
continuing with the client's name. Entering the SSN first allows you to check for duplicate clients before proceeding

Basic Tab

[E Representative Payee Manager - - a X
file  RPM
Backup/Restore v fw K 7 r E,B, <7 Client + "‘ 2 IEI = O Find i (@) Help
AR A, J L B e e o -
Import/Export ¥ o hboard Clients Transactions Vendors Reconcile List etup Reports  Users Change User - I Save ToggleFitter | A\ System Info
Maintenance Transaction ~ Password Settings v 2 Tech Support
File View Utilities Reports Security Edit Records Filter/Sort Help 2
5 Dashboard X (-3 Clients X X
Close | New | Graph | Urgent Notes | Client Account Balances 08/05/2025 Total Less Min. & —
. = Checking: Mass $1,883.98 | 5163270 | S1532.70 @ FiltersStatus © Open © Closed © Selected |<All> i
SelectClient [Abbot, Lisa Andrea ' [savings: Individual $3,710.00 | $3,710.00 | $3,610.00 v FilterSupportType © All C selected [Individual Accts ¥
> Basic Personal ‘ hedule Pmts | Deps j chedule Xfer | View Trans | Budget | Housing | Employment | Disabilities |
Events | Case Notes | Notes | Contacts ] Photo | Documents | Test Scores | Custom | Assets I
Basic Status.
Name jlisa |Andrea ]Abbon pref. \ﬂfgfg,red Client Type |Rep Payee ~ | Status |Adive -
Address 1 jlzmrststreet Phone ](592) 555-4567  SSN |"*."-3333 View/Edit Claim #s Acct. Mgr. |Doe,lane ~ AddDate |12/01/2013
Address 2 ]Apt. 20 cell ](soz) 555.5678  Birthdate | 01/19/1945 Age | 80 Support Type [Mass Accts v Start Date [ 12/01/2013
Zip/City/St |40205- Louisville v [k Mail P Email [lisaabb il.com =
pigy ! —I Basic Notes
~Account(s) Balance Total Balance Custom Drops off spending receipts weekly to - check there first
Minimum $100 Account(s) $5,342.70 Financial goal [continue renting storage unit if not received!
Limit $2,000 Assets $34,851.00 Preferred communication ]Phone v
Mass Account(s) Individual Account(s)
+ [Account Name Balance  Default Bal. Pay. Inactive + [Account Name Balance  Default Account # Bank Type Next Chk # B
¥| x [checking - [ $163270 ¥ T T | x [savings [ s371000 T [as212335 [First National Banl - [savings |~ | 1 Reset
*| x “1 J T ] *| x [ =B [ ~ |checking | Reset
4 »

Client 4« 10f10 | » » b+ | N2 Unfiltered | Search

Clients Num Lock  Powered by Microsoft Access

TheClientsscreen contains information about each client. Use the "Select Client" field to quickly move between
clients by name. Start typing a letter or last name to move to that part of the list. Select a client to go to that client's
record. Seesystem Navigatiofor more navigation details.

Account balances display at the top of the screen. This includes the balance on the current date, the total balance,
and the total balance less the minimum entered (if any) for this client. Enter a different date to see the balance on
that date. Each user can turn their own balance display on or off ob/iee Settingscreen.

If a balance limit and/or minimum is set for a client, balances beyond that threshold will be highlighted. Each user
can manage their own balance highlight settings onlilser Settingscreen.

By default, all balances over a limit and/or under a minimum will be highlighted. If you wish to apply balance
highlighting only to the clients' default accounts, this can be changed o8ykEm Setugcreen.
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The "Filter Statusbptions allow you to see open clients, closed clients, or a selected group of clients by status. To
view all clients regardless of status, click &leoption under "Selected."

The "Filter Support Type" options allow you to see clients assigned to all or a selected support type. Set your
defaults on theUser Settingscreen.

Client type and support type filters can be added for a user ID olgeesscreen. If client types and/or support

types are assigned to your user ID, you will only be able to access those types of clients. If client types or support
types have NOT been assigned to your user ID, you will be able to access all clients. "Access Limited to assigned
Client Types and/or Support Types" displays at the top of the screen if your user ID has been set up for client and/c
support type filtering.

By default, clients are sorted alphabetically by name. To change the sortcligiin the field you wish to sort and
select "Sort Ato Z" or "Sort Z to A" from tBaortcutmenu.

Fields on theBasicab are explained below.

1 Name- client's name irFirst, Middle, Lastame order.

1 Pref.-client's preferred name. This is optional and will not appear on transactions.

1 Address-client's mailing address. Either adgit or 3digit ZIP code can be entered. Typing the ZIP code first
will automatically fill in the city and state.

1 Phone- area code field is included but not required.

Cell- area code field is included but not required.

1 SSNwhen you enter the SSN, the system will check for duplicates to prevent entering the same client more
than once. After the initial entry, only the last four digits of the SSN display V@@ieKEdit to view the entire
SSN or to madify it. Click the same button again to hide the SSN from view.

1 Claim #s use this button for entering claim numbers for the client (see @&m Numbersopic for more
information).

1 Birthdate - client's birthdate. The client's current age is automatically calculated and displayed next to the
birthdate.

1 Mail Statement- check to mail theClient Statement (Window Envelopeport to the client's mailing address.
Set the default "Mail Statement to Clieraption on theSystem Settingsb on theSystem Setugcreen.

1 Email- email address. Click thdail button next to the email address to start an email message addressed to
that person using your default email application. This functionality may not be available for all email
applications, but it should work witButlook

71 Client Type select a value from the lisList Maintenance> Client Typg

1 Acct. Manager select a value from the lisList Maintenance> Account Manager

1 Support Type defaults to the currently filtered support type. A different value can be selected from the list
(List Maintenance> Support Type

1 Status- select a value from the ligList Maintenance> Statug. Statuses can be configured to allow/disallow
entering and/or processing transactions, and each status can either be "Open" or "Closed." The default status
when adding a new client can be selectedList Maintenance

71 Add Date- defaults to the date the client was added to the system.

7 Start Date- the date this person became a client. This is used to determine a client's anniversary for various
reports.

1 Minimum - the minimum balance for the client. A warning message displays if a transaction would lower the
client's balance below their minimum. View clients with balances below their minimum drepertsscreen
underBalances > Balances Under Minimum

1 Limit-the balance limit for the client. Leave blank or zero if the client does not have a limit. View clients with
balances exceeding their limit on tiReportsscreen undeBalances > Balances Over Limit

|
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1 Total Balance Account(s)isplays the client's total balance for all mass and individual accounts.

1 Total Balance Assetsdisplays the client's total balance for all assets.

7 Custom-displays up to two custom dates, text fields, or lists. Select which fields will appear here by visiting the
Custom Client Fieldab of theSystem Setugcreen.

71 Basic Notes text field for entry of pertinent notes for the client.

1 Mass Account(s) select any mass accounts to be used by this client. Mass accounts are shared by multiple
clients. Click the-button to add a new row.

|l

1

1

Account Name select a mass account to which you want to assign this client. New mass accounts can be
added inList Maintenance> Mass AccountThe account name will be disabled if the mass account is marked
as inactive on théist Maintenancescreen.

Balance- displays the client's current balance in this account.

Default- check if this will be the client's default account. When entering transactions, the default account
will populate automatically. The first account entered (mass or individual) will be automatically set up as the
default account. If additional accounts are added, a different account can be selected as the default.

Bal. Pay- check if you want to automatically create a transaction for the client's balance in this account
when running theClient Balance Transactiouoslity.

Inactive- check to make the mass account inactive for this client. The account name will be disabled if the
mass account is marked as inactivéList Maintenance

1 Individual Account(s} enter any individual accounts to be used by this client. An individual account can only be
used by the client for which the account is entered. Clickithbatton to add a new row.

1

Account Name enter a name for the account. You do not need to enter the client's name as part of the
account name. The client's name displays along with the account name on other screens to distinguish
between accounts.

Balance- displays the client's current balance in this account.

Default- check if this will be the client's default account. When entering transactions, the default account
will populate automatically. The first account entered (whether mass or individual) will be automatically set
up as the default account. If additional accounts are added, a different account can be selected as the
default.

Account # enter the account number for this account. This is not required but must be entered to print
account numbers on the checks (for example, if you are using blank check paper or checks without the
encoding already printed).

Bank- select the bank for this account. Add new bankkigt Maintenance> Bank This is not required but

must be entered if you want the bank information to print on the checks (for example, if you are using blank
check paper).

Type- indicate whether this is a Checking or Savings account.

Next Chk # enter the next check number to be used for this account. After saving the record, the next
check number can be reset using tResetbutton to the right of the "Next Chk #" field.

Bal. Pay- check if you want to automatically create a transaction for the client's balance in this account
when running theClient Balance Transactiouoslity.

Inactive- check to make the individual account inactive.

To update values shared by multiple clients at once, us&tlent Information Updatatility.
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Personal Tab

File RPM
Backup/Restore ¥ f’]ﬁ R 7 E,B‘ <‘|. Client v ..‘.". [E] Qi O Find < Fitter 4| Ascending @
o K v——l &, £ RS - N )
Import/Eport ™ | pachiboard Clients Transactions Vendors Reconcile st et Reports | Users Change User T save  Selection~ Z| Descending | yeip
Maintenance Transaction v Password Settings [P Paste = ) Can'tUndo~ | S Toggle Filter -
File View Utilities Reports Security Edit Records Filter/Sort =
=5l Dashboard X [-3] Clients X X
Close | New Graph Urgent Notes | Client Account Balances 08/05/2025 Total Less Min. & -
- = = Checking: Mass $1,233.06 | $1,08855 | s9ssss @ Filterstatus @ Open © Closed  Selected [*AII>
Select Client [Baker, Mark Luis Santiago ' |savings: Individual $1,873.87 | $1,873.87 | $1,773.87 v rilter SupportType ® All € Selected [Individual Accts >
s Basic | Personal Schedule Pmts | Schedule Deps j Schedule Xfer | View Trans | Budget [ Housing | Employment | Disabilities |
Events l Case Notes | Notes | Contacts ] Photo | Documents | Test Scores [ Custom l Assets |
Personal Identifiers Statement Notes These notes will print on Client Statement reports.
Gender Male v Birthplace Louisville, KY Questions about balances should be directed to Tim Deen at tdeen@abcpayee.org
Pronouns He/him v Mother's Maiden |[Elardi
Race (White v Father's Name Samuel
Ethnicity Hispanic/Latino
Referral
Marital Status  |Married ¥,
Referral Source  |Court tad
Marriage Date | 06/06/1977
& /06/ Referral Date 10/16/2013
Divorce Date
Spouse Death gt Government Status Account Information for XEFT Transactions
Termination
PN Amount T s23000 e P ol County |jefferson v Routing Number 111111118
Medicaid Num. [2a562a562 Férm:bate — Ward Number v Account Number |78561451321
i — — istri T &  savi
Medicare Num. [2a5326364 Death Date County District C Account Type Checking Savings
savingsAcct. I Legislative District [0~ RPM Client ID 3
Client 4 4 20f10 | » » >+ | NZUnfiltered | Search
Birthplace Num Lock  Powered by Microsoft Access

ThePersonatab is used for entering demographic information for a client.

Fields are explained below.

Gender- select a value from the lisList Maintenance> Gendey.

Pronouns- select a value from the lisList Maintenance> Pronouns.

Race- select a value from the ligList Maintenance> Racs.

Ethnicity - select a value from the ligList Maintenance> Ethnicity).

Marital Status- select a value from the ligList Maintenance> Marital Statug.

Marriage Date- used to track the date of the client's marriage, if applicable.

Divorce Date used to track the date of the client's divorce, if applicable.

Spouse Death used to track the date of the client's spouse's death, if applicable.

PN Amount- the personal needs amount (used for information only).

Medicaid Num.- the Medicaid number.

Medicare Num .- the Medicare number.

Savings Acct.a flag indicating whether the client has a separate savings account (used for information only).
Birthplace- used to track the client's place of birth. This may be useful as a Social Security identifier.
Mother's Maiden- used to track the maiden name of the client's mother. This may be useful as a Social Securit
identifier.

Father's Name used to track the name of the client's father. This may be useful as a Social Security identifier.
Referral Source select a value from the ligList Maintenance> Referral Sourge

Referral Date- used to track the referral date.

Term. Reasonselect a value from the ligList Maintenance> Termination Reasgn

Term. Date- used to track the termination date.

Death Date- used to track the date of the client's death, if applicable.

=4 =4 -4 -8 8 8 -8 -8 _a_92_°a_9_°2_-2
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County- select a value from the ligList Maintenance> County.

Ward Number- select a value from the ligList Maintenance» Ward Numbey.

County District- select a value from the ligList Maintenance> County Distridt

Legislative District select a value from the ligList Maintenance Legislative Distrigt

Statement Notes used to enter notes to print oflient Statementeports. TheText Formattingection of the
ribbon menu can be used to format the statement notes (bold, underline, italics, highlight, etc.).
Routing Number routing number for XEFT transactions paid to the client.

Account Number bank account number for XEFT transactions paid to the client.

** To validate the routing and account number, a $0 XEFT transaction can be entered Hsireg Payment
on theTransactionsscreen to send a praote transaction for a client. **

Account Type checking or savings account.

RPM Client ID systemgenerated unigue client ID.
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Schedule Payments Tab

[E  Representative Payee Manager - a X
File RPM
Backup/Restore ¥ f] o8 B |i E,B‘ <‘| Client v £y E] = O Find 7 (@) Help
o K "vj B fQ+ N . < ) A
Import/Eport ™ | pachiboard Clients Transactions Vendors Reconcile st Setue Reports | Users Change User | H I Save Togglekiker | . Sysemiinlo
Maintenance Transaction v Password Settings [P Paste ') Saved Record v 2 Tech Support
File View Utilities Reports Security Edit Records Filter/Sort Help 2
(3] Dashboard X [ Clients X X
Close | New | Graph | Urgent Notes | [Client Account Balances 08/05/2025 Total  LessMin. & ;
- - - Checking: Mass $1,238.06 | $1,088.55 | s9ssss @ Filterstatus © Open € Closed © Selected |<All>
Select Client [Baker, Mark Luis Santiago ' |savings: Individual $1,873.87 | $1,873.87 | $1,773.87 v rilter SupportType ® All € Selected [Individual Accts i
» Basic | Personal ” Schedule Pmts Schedule Deps l Schedule Xfer | View Trans | Budget I Housing | Employment | Disabilities |
Events | Case Notes | Notes | Contacts l Photo | Documents | Test Scores | Custom | Assets I
Schedule Payments
Filter Payments @ Active ¢ Active Unverified ¢ Inactive  Display ¢ 2Lline © 1line
Click "Help" in the ribbon menu to see details for each field on this screen. Pay Mail To Sort 'a
Next To Vend. Payment Payment Client Batch by
+ Account Category Subcategory  Frequency Day(s) Payment Client Pay To Vendor Addr. Method Amount  Addr. Pmt. Client
[#] x |viewTrans [Checking: Mass - |[Cable v v |TwiceaMonth v |15 v [31 v [08/15/2025 T [Bigwig Cable v/t '~ |print v $a321 T W T
X |viewTrans [Checking: Mass v |Phone ~ |Monthly w15 v + |08/15/2025 T~ |ATRZ v 1 v |print v sa700 I WV [
X |View Trans [Checking: Mass ~ |Spending v v |Weekly v v v |08/18/2025 W ~ |XEFT ~ s$38so ' I T
X |view Trans [Checking: Mass v |Food v v |weekly ~ v v |08/19/2025 T |Krager Supermarket v ' |Print v 3700 ¥ I T
X |ViewTrans [Checking: Mass v [Insurance v ~ [Monthly v |20 v| v |o8/20/2025 T~ [state Arminsurance v [1 v [XEFT v $5030 T T T
X |ViewTrans |Checking: Mass v [Medical v |Pharmacy - [TwiceaMonth v~ [1 v [15 v [09/01/2025 T~ [Memorial Hospital v |1 v |Print v $s00 I I° T
X | View Trans |Checking: Mass v [Utility v [Electric ~ |Monthly v + |09/01/2025 T~ [Hillside Apartments '~ [1 |~ [Print ~ sa000 T M T
X |ViewTrans [Checking: Mass v |Mortgage Pmt v ~ |Monthly vijt v v |09/01/2025 T~ |[ABC Payee vt v |xeFT v $205.00 T WM T
X |View Trans [Checking: Mass - [Transportation v [Taxi/Ridesh: - [Twice a Year vt v v [09/01/2025 T~ [Transit Bus Service v1 v |Print v $6000 I I [
X | view Trans [Checking: Mass - |Client Fees v ~_ |Monthly ~ |5 v v l09/05/2025 T~ |ABC Payee v 1 v xerT v saa50 I T T
Quick Projected Balance Select Account |Checking: Mass ~ Thru Date{08/31/2025 Calculate | Projected Balance Less Minimum Run Reports > Transactic o
Payment 4 « 10of12 | » M| N7 Search < »
Client 4 4 20f10 | » » >+ | NZUnfiltered | Search
Select Client Num Lock  Powered by Microsoft Access

TheSchedule Pmtsb is used to schedule recurring payments for a client. Transactions can be created for
scheduled payments using tli¥ocess Paymensereen.

Click thet button to add a new row.

Click theX button on a row to delete that row. Use the "End Now" button to deactivate a scheduled payment
instead of deleting it.

ClickView Trando see existing transactions that have been processed for the scheduled payment.

Scheduled payments can be displayed on 1 or 2 lines. -Tihe @ption will include these additional items:

Audit Rptbutton beneath theView Transbutton.

"Remaining Balance" field for any payments with a "Total Due" entered.

Day of the week under the "Next Payment" date.

2 lines of information for the larger entry fields.

End Nowbutton under the "End Date" to immediately inactivate the scheduled payment.
"Start Date" to track the date on which this scheduled payment began.

= =4 -8 -8 —a A

Changes and deletions will be logged in the audit events. Alidk Rptto see any changes made to the displayed
scheduled transaction. Use the reports in the "Audit" section orRBportsscreen to see changes made to all
scheduled transactions.

Fields are explained below.

1 Account- select the account. This defaults to the client's default account.
1 Category- select a category from the ligtist Maintenance Payment Categojy
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Subcategory select an optional subcategory from the Ijsist Maintenance- Subcategory.

Frequency- select the frequency. When a scheduled payment is processed, the next scheduled payment date

will be automatically updated based on the frequency. See details for the available frequencies in the

Transaction Frequendtgpic.

Day(s)- for frequencies that involve specific days of the month, select the day(s). Selecting one or more days

will automatically update the associated Next Payment date. To always use the last day of a given month, sele

day 31.

1 The following frequencies require the selection of one day: Monthly, BiMonthly, Quarterly, and Twice a
Year. The day for these frequencies will default to the current day of the month, but it can be changed to
match the desired payment schedule.

1 Payments scheduled for Twice a Month require selection of two different days. Days for this frequency
default to 1 and 15, but they can be changed to match the desired payment schedule.

Next Payment enter the next date the payment should be processed. For a frequency that requires selection
of Day(s), the Next Payment date must match the selected day(s). Once a payment is processed, the next
payment date will be automatically updated based on the selected frequency. This date can be changed if the
payment schedule changes.

Pay To Client select this to make a payment to the client. A transaction can be paid to either a client or a
vendor.

Pay To Vendor select the vendor for a payment to a vendor. Vendors can be added ovighéorsscreen.

Vendor Address select the vendor address. If the vendor has only one address, it will be used by default. If the
vendor has more than one address, select the address to use. Leave the selection blank if no address is neede
Payment Method- select a value from the list. Select "Print" if you want a check to print. The other payment
methods will add a transaction to the register without printing a check. See details for the available payment
methods in thePayment Methodsopic. Set the default payment method for a vendor on ¥endorsscreen.

Set the default for payments to clients on tBgstem Settingsb on theSystem Setugcreen.

Payment Amount the monetary amount of the payment. If this varies, the amount can be updated before
processing the payment.
Mail to Client Addr.- select this to print the client's mailing address on a check.

1 For a check paid to a vendor, the client's mailing address will print on the check instead of the vendor's
address. Use this to mail a check that is paid to a vendor directly to a client. Set the default for a vendor on
the Vendorsscreen.

1 For checks paid to clients, select this to print the client's mailing address on the check. If this is not selected
no mailing address will print on the check. Use this to separate checks that will be mailed to a client from
those that will be picked up by the client. You can set the default "Mail to Client Addretssh on the
System Settingsb on theSystem Setupcreen.

Batch Pmt.- select this to batch the payment (to print multiple transactions on a single check or export multiple
transactions as a single XEFT). This will group all payments to a vendor in the same account and for the same
date on a single check or XEFT. Select "Batch Pmt." for client payments to print a single check or export a sing

XEFT to a client for more than one category. This option defaults to checked for "Print" and "XEFT" payment

methods if the selected vendor is marked as "Batch Payments" o¥ehdorsscreen and the client type is
marked as "Batch Payment" luist Maintenance Client TypeCheck or remove this option for any scheduled
payments manually.

Sort by Client select this to sort a check paid to a vendor by the client's name instead of the vendor's name
when printing the check. Set the default for a vendor onWesdorsscreen.

Verify Each PmtandVer. (Verified)- select "Verify Each Pmt." if each instance of the payment needs to be

verified before it can be processed. Select this option, for example, for a payment amount that varies each

month, such as a utility payment. When the bill is received each month, enter the current amount and click
"Ver." to mark the payment as verified. The payment will then be available to be processed. Once a verified
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payment has been processed, the "Ver." option will be removed, and the payment must be verified again
before the next occurrence can be processed. Set the default for a vendor Metigorsscreen. The "Ver."
box will be highlighted in green if the payment requires verification but has not been verified.

1 Rcpt. Reg- select this if a receipt is required after the payment is processed. Mark the receipt as received on
the Transaction Detadcreen. View transactions requiring a receipt not yet received orRé@ortsscreen
under Transactions > Receipt Required Not Received

1 Total Due- use this amount if the client owes a total and will make payments until the total is paid. For
example, if the client owes $1,000 and the vendor has agreed to payments of $100 per month, enter a
"Payment Amount" of $100 and a "Total Due" of $1,000.

1 Remaining Balancethis only applies if a "Total Due" has been entered. The "Remaining Balance" is
automatically calculated when payments are processed.

1 End Date enter an end date if the payment should end after a certain date. Leave the date blank to continue
the payment indefinitely. If a "Total Due" has been entered for the payment, the end date will be automatically
calculated and cannot be changed.

1 End Now- use this button to immediately end the scheduled payment before the next payment date. This will
inactivate the scheduled payment.

1 Check Mema enter the memo to be printed on the check. This defaults to the client's name and the payment
category.

1 Notes- notes about this scheduled payment. Notes are included on some reports but will not print on a check.

1 User ID-the user who entered or updated this scheduled payment. This will be automatically filled in by the
system.

1 Start Date- defaults to the date the scheduled payment is entered, but can be changed. This is for
informational purposes only.

1 Last Updated the date and time the scheduled payment was last updated. This will be automatically filled in
by the system.

Quick Projected Balance

This is used to quickly see the client's projected balance for upcoming scheduled transactions, including payments,
deposits, and transfers. Use the "Select Account" list to select an account other than the client's default account.
The "Thru Date" defaults to the last day of the current month but can be changed to another dat€aldiglateto

see the projected balance for the upcoming scheduled transactions through the selected date.

To see scheduled payments that are no longer active, select the "Inactive" option under "Filter Payments."
Otherwise, only active payments display. An active payment is any payment that has a "Next Payment" date and is
assigned to an active mass or individual account.

To see any active payments that need to be verified before processing, select the "Active Unverified" option under
"Filter Payments."
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Payment Methods

The following payment methods are available:

=A =4 =4 4 -4 -8 -4

ATM/Cash- an ATM transaction or cash given to the client.

Check- a check that has been printed RPM

Credit Card a transaction made using a credit card.

Debit - a debit transaction. This is most often used for an adjustment, such as a bank fee.

Debit Card- a transaction made using a debit card.

Deposit- a deposit transaction.

EFT- an electronic transaction. This is most often used for payments that are automatically withdrawn from
an account.

Export Transfer a transfertransaction that can be exported to a file using theport XEFT Transactions
screen.

Manual Check a manually entered check. This is most often used for any handwritten checks or for
entering past checks when converting from another system.

Print - a check that is ready to be printed.

Transfer- transfers between clients and/or categories within the same account. There is no actual bank
transaction for this.

Transfer In-the deposit transaction for a transfer between different bank accounts. The accounts can be for
the same client or different clients.

Transfer Out the payment transaction for a transfer between different bank accounts. The accounts can be
for the same client or different clients.

XEFT an electronic transaction that can be exported to a file usingdkport XEFT Transacti®tseen.
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Transaction Frequency

The followingrequencies for scheduled transactions are available:

=A =4 -4 =4

=

OneTime- one time only.

Daily- every day.

Weekly- every week. The transaction will occur on the same day eachwislexample, every Monday.
Weekly Exclude 5th every week for the first 4 weeks of a given month. The transaction will occur on the
same day of the week. If the month has a 5th week, that week will be skipped.

BiWeekly- every other week. The transaction will occur on the same day every othertwieelexample,

every other Monday.

Twice a Month- two times per month. The transaction will occur on the dates selected in the "Day(s)"
sectiort for example, on the 1st and 15th of each month.

Monthly - every month. The transaction will occur on the same date every month based on the "Day(s)"
selectiort for example, the 10th of every month.

Monthly 1st Week- every month. The transaction will occur on the 1st occurrence of the same day of the
week each month for example, the 1st Wednesday of each month.

Monthly 2nd Week- every month. The transaction will occur on the 2nd occurrence of the same day of the
week each month for example, the 2nd Wednesday of each month.

Monthly 3rd Week- every month. The transaction will occur on the 3rd occurrence of the same day of the
week each month for example, the 3rd Wednesday of each month.

Monthly 4th Week- every month. The transaction will occur on the 4th occurrence of the same day of the
week each month for example, the 4th Wednesday of each month.

Monthly 5th Week- every month. The transaction will occur on the 5th occurrence of the same day of the
week each month for example, the 5th Wednesday of each month. Not every month will have a 5th week,
so some months will be skipped.

BiMonthly - every other month. The transaction will occur on the same date every other month based on
the "Day(s)" selection.

Quarterly - every three months. The transaction will occur on the same date every three months based on
the "Day(s)" selection.

Twice a Year every six months. The transaction will occur on the same date every six months based on the
"Day(s)" selection.

Annually- every year. The transaction will occur on the same date every year.

BiAnnually- every other year. The transaction will occur on the same date every other year.
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Schedule Deposits Tab
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TheSchedule Degsab is used to schedule recurring deposits for a client. Transactions can be created for scheduled
deposits using th@rocess Depositkreen.

Click thet button to add a new row.

Click theX button on a row to delete that row. Use the "End Now" button to deactivate a scheduled deposit instead
of deleting it.

ClickView Trando see existing transactions that have been processed for the scheduled deposit.

Changes and deletions will be logged in the audit events. Alidk Rptto see any changes made to the displayed
scheduled transaction. Use the reports in the "Audit" section orRbportsscreen to see changes made to all
scheduled transactions.

Fields are explained below.

1 Account- select the account. This defaults to the client's default account.

1 Category- select a category from the ligtist Maintenance> Deposit Categoly

1 Subcategory select an optional subcategory from the l{stst Maintenance> Subcategory.

1 Frequency select the frequency. When a scheduled deposit is processed, the next scheduled deposit date will
be automatically updated based on the frequency. See details for the available frequencieJiarikaction
Frequencyopic.

1 Day(s) for frequencies that involve specific days of the month, select the day(s). Selecting one or more days
will automatically update the associated Next Deposit date. To always use the last day of a given month, selec
day 31.

27



1 The following frequencies require the selection of one ddgnthly, BiMonthly, Quarterly, and Twice a
Year. The day for these frequencies will default to the current day of the month, but it can be changed to
match the desired deposit schedule.

1 Deposits scheduled for Twice a Month require selection of two different days. Days for this frequency
default to 1 and 15, but they can be changed to match the desired deposit schedule.

1 Next Deposit- enter the next date the deposit should be processed. For a frequency that requires selection of
Day(s), the Next Deposit date must match the selected day(s). Once a deposit is processed, the next deposit
date will be automatically updated based on the selected frequency. This date can be changed if the deposit
schedule changes.

1 Deposit Amount- the monetary amount of the deposit. If this varies, the amount can be updated before
processing the deposit.

71 End Date enter an end date if the deposit should end after a certain date. Leave the date blank to continue the
deposit indefinitely.

1 End Now- use this button to immediately end the scheduled deposit before the next deposit date. This will
inactivate the scheduled deposit.

7 Notes- notes about this scheduled deposit.

1 Start Date- defaults to the date the scheduled deposit is entered, but can be changed. This is for informational
purposes only.

1 User ID-the user who entered or updated this scheduled deposit. This will be automatically filled in by the
system.

71 Last Updated the date and time the scheduled deposit was last updated. This will be automatically filled in by
the system.

To see scheduled deposits that are no longer active, click the option "Show Inactive Scheduled Deposits." Otherwi:
only active deposits display. An active deposit is any deposit that has a "Next Deposit" date and is assigned to an
active mass or individual account.
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Schedule Transfers Tab
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TheSchedule Xfdaab is used to schedule recurring transfers for a client. Transactions can be created for scheduled
transfers using th@rocess Transfesereen.

Click thet button to add a new scheduled transfer.

Click theX button on a row to delete that scheduled transfer. Use the "End Now" button to deactivate a scheduled
transfer instead of deleting it.

ClickView Trando see existing transactions that have been processed for the scheduled transfer.

Changes and deletions will be logged in the audit events. Alidk Rptto see any changes made to the displayed

scheduled transaction. Use the reports in the "Audit" section orRbportsscreen to see changes made to all
scheduled transactions.

Fields are explained below.

1 "From" Client-the client from whom the money will be transferred.

1 "To" Client- select the client who will receive the transferred money.

1 "From" Account- select the account from which the money will be transferred. This defaults to the client's
default account.

1 "To" Account- select the account into which the money will be transferred.

1 "From" Category- select a category from the ligtist Maintenance> Payment Categorgr Deposit Categody
for the outgoing side of the transfer. For transfers between different accounts belonging to the same client, the
"From Category" and "To Category" will default to "Xfer."
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"To" Category- select a category from the ligtist Maintenance> Payment Categorgr Deposit Categoiyfor

the incoming side of the transfer. For transfers between different accounts belonging to the same client, the

"From Category" and "To Category" will default to "Xfer."

"From" Subcategory select an optional subcategory from the Ifstst Maintenance> Subcategoryfor the

outgoing side of the transfer.

"To" Subcategory select an optional subcategory from the Ifstst Maintenance> Subcategoryfor the

incoming side of the transfer.

Frequency select the frequency. When a scheduled transfer is processed, the next scheduled transfer date wil
be automatically updated based on the frequency. See details for the available frequencieJiartbaction
Freqguencyopic.

Day(s)- for frequencies that involve specific days of the month, select the day(s). Selecting one or more days
will automatically update the associated Next Transfer date. To always use the last day of a given month, selec

day 31.

1 The following frequencies require the selection of one day: Monthly, BiMonthly, Quarterly, and Twice a
Year. The day for these frequencies will default to the current day of the month, but it can be changed to
match the desired transfer schedule.

1 Transfers scheduled for Twice a Month require selection of two different days. Days for this frequency
default to 1 and 15, but they can be changed to match the desired transfer schedule.

Next Transfer enter the next date the transfer should be processed. For a frequency that requires selection of
Day(s), the Next Transfer date must match the selected day(s). Once a transfer is processed, the next transfer
date will be automatically updated based on the selected frequency. This date can be changed if the transfer
schedule changes.

Payment Method- select from the available payment methods. For transfers within the same account, the
payment method defaults to "Transfer" and cannot be changed.

Transfer Amount the monetary amount of the transfer. If this varies, the amount can be updated before

processing the transfer.

End Date enter an end date if the transfer should end after a certain date. Leave the date blank to continue
the transfer indefinitely.

End Now- use this button to immediately end the scheduled transfer before the next transfer date. This will
inactivate the scheduled transfer.

Notes- notes about this scheduled transfer. Thisfaults to the "from"/"to" client and "from"/"to" account.

Start Date- defaults to the date the scheduled transfer is entered, but can be changed. This is for informational
purposes only.

User ID- the user who entered or updated this scheduled transfer. This will be automatically filled in by the
system.

Last Updated the date and time the scheduled transfer was last updated. This will be automatically filled in by
the system.

To see scheduled transfers that are no longer active, click the option "Show Inactive Scheduled Transfers."
Otherwise, only active transfers display. An active transfer is any transfer that has a "Next Transfer" date and is
assigned to an active mass or individual account.

Transfers between different clients can only be updated under'fiteen” client's screen. By default, only

transactions from the current client display. In the "Filter Transfers" section, select "To this client" to view transfers
to this client. The transfer displays as vienly on the"to" client's screen; clickditto go directly to that transfer on
another client's record.
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View Transactions Tab
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TheView Trangab is used for viewing client transactions. If the client has more than one account, use the "Select
Account" list to select another account. All data on this tab is 1@aly.

ClickDetailsto the left of a transaction to view the detailed information for that transaction. With the appropriate
security rights, transactions can be edited, deleted, or voided fronTth@saction Deta#dcreen.

ClickSubtotalat the bottom of the screen to view subtotals of the payment and deposit amounts for all currently
displayed transactions.
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Budget Tab
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TheBudgettab is used for entering a monthly budget for a client.

Click thet button to add a new row.
Click theX button on a row to delete that row.

Fields are explained below.

Monthly Income- used for tracking budgeted income sources for a client.

1 Category- select a category for each source of income. The values in the "Catdigbpdan be maintained

in List Maintenance> Deposit Category

Subcategory select an optional subcategory for each source of income, if applicEievalues in the
"Subcategory'list can be maintained ihist Maintenance> Subcategory

Amount - enter a monetary amount for the budgeted income. This is not used for any actual transactions.
The budget can be compared to actual deposits onRbeeortsscreen undeffransactions By Client > Actual
Vs. Budget Totals.

From- the source of the budgeted income. This field is optional.

Income Notes notes about the income source. This field is optiofdickNotesto expand this field into a
larger box for entry or viewing.

User ID- the user who entered or updated this income budget record. This will be automatically filled in by
the system.

Last Updated the date and time the income budget record was last updated. This will be automatically
filled in by the system.
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Total Monthly Income- the total monetary amount of all income categories listed above. This is
automatically calculated.

Monthly Expenses used for tracking budgeted expense categories for a client.

il

il

Category- select a category for each type of expense. The values in the "Catdigboan be maintained in

List Maintenance> Payment Category

Subcategory select an optional subcategory for each type of expense, if applicildevalues in the

"{ dzo O (i S 8ad bEfmaidtdinkdiiiist Maintenance> Subcategory

Amount - enter a monetary amount for the budgeted expense. This is not used for any actual transactions.
The budget can be compared to actual payments onRbportsscreen undeifransactions By Client >

Actual Vs. Budget Totals.

Pay To the recipient of the budgeted expense. This field is optional.

Expense Notesnotes about the expense. This field is optiori@ickNotesto expand this field into a larger

box for entry or viewing.

User ID- the user who entered or updated this expense budget record. This will be automatically filled in by
the system.

Last Updated the date and time the expense budget record was last updated. This will be automatically
filled in by the system.

Total Monthly Expensesthe total monetary amount of all expense categories listed above. This is
automatically calculated.

Difference- the difference between the total monthly income and total monthly expenses. This is
automatically calculated.
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Housing Tab
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TheHousingab is used for entering housing and roommate details for a client.

Click thet button to add a new row.
Click theX button on a row to delete that row.

Fields are explained below.

Housing- used for tracking housing changes for a client.

{1 Start Date- the first date of the client's residence at this location (or, if not available, the client's enroliment
date at your company).

1 End Date the last date of the client's residence at this location. This field is optional.

1 Type-select a "Type" for each housing record. The values in the "Type" list can be maintdifgd in
Maintenance>Housing Type

1 Address- enter an address for the housing record in the "Address," "ZIP," "City," and "St" fields. Typing the
ZIP code first will automatically fill in the city and state.

1 Housing Notes enter any notes about this housing record. Chzkesto expand this field into a larger box
for entry or viewing.

1 User ID-the user who entered or updated this housing record. This will be automatically filled in by the
system.

1 Last Updated the date and time the housing record was last updated. This will be automatically filled in by
the system.
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Roommates used for tracking a client's roommate(s).

il
f

Roommate Name enter the roommate's name.

Contact Name enter the name of a contact associated with this roommate, such as their representative
payee.

Email- enter an email address associated with the roommate or contact. If an address is entered, emails car
be sent to this address by clicking the envelope button to the right of the "Email” field.

Roommate Notes enter any notes about the roommate, such as the division of housing expenses. Click
Notesto expand this field into a larger box for entry or viewing.

User ID- the user who entered or updated this roommate record. This will be automatically filled in by the
system.

Last Updated the date and time the roommate record was last updated. This will be automatically filled in
by the system.
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Employment Tab
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TheEmploymentab is used for entering employment details for a client.

Click thet button to add a new row.
Click theX button on a row to delete that row.

Fields are explained below.
1 Start Date- the first date of the client's employment in this position (or, if not available, the client's enroliment
date at your company).

1 End Date- the end date of the client's employment in this position. This field is optional.

Employment Description enter a description of the job.

1 Employment Notes enter any notes. To view the entirety of the notes for an employment entry, click the
Notesbutton on the right.

1 User ID-the user who entered or updated this employment record. This will be automatically filled in by the
system.

71 Last Updated the date and time the employment record was last updated. This will be automatically filled in
by the system.

=
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Disabilities Tab
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TheDisabilitiegab is used for entering a client's disabilities.

Click thet button to add a new row.
Click theX button on a row to delete that row.

Fields are explained below.

1 Date-a date relevant to this disability record, such as a diagnosis @ats field is optional.

1 Type- select the appropriate disability type from the list. The list of valid values for disability types can be
maintained inList Maintenance> Disability

1 Category- if applicable, select a more specific disability category. The list of available disability categories for
each type can be maintained liist Maintenance> Disability

71 Disability Notes- enter any notes. To view the entirety of the notes for a disability entry, clichtitesbutton
on the right.

1 User ID-the user who entered or updated this disability record. This will be automatically filled in by the
system.

1 Last Updated the date and time the disability record was last updated. This will be automatically filled in by
the system.
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Events Tab
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TheEventdab can be used to track both scheduled and completed eventsEVaet Listing By Dateport can be
used to print a list of clients with a selected event in a date range.

Click thet button to add a new row.
Click theX button on a row to delete that row.

Fields are explained below.

1 Date-the date an event is scheduled for or was completed.

1 Type-the type of eveniList Maintenance> Evenj.

1 Category- a category of the selected type of event. The category is optional.

1 Event Notes enter any notes about the event. To view the entirety of the notes for an event entry, click the

Notesbutton on the right.

Complete- check to mark the event complete.

User ID- the user who entered or updated this event record. This will be automatically filled in by the system.

1 Last Updated the date and time the event record was last updated. This will be automatically filled in by the
system.

= =

38



Case Notes Tab
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TheCase Notetab is used for entering case notes for a client.

The "Case Notes Overview" section on the right side of the screen allows you to read the detailed case notes. Click
Hide or Showto turn the overview display off or on.

Click thet button to add a new row.
Click theX button on a row to delete that row.

By default, case notes can only be edited or deleted by the user who entered thEmallow users to edit and/or
delete case notes entered by someone else, manage user security settings Wsettsscreen. Any user with rights
to update case notes can remove the "Urgent" flag on any case note.

Changes and deletions will be logged in the audit events. Alidk Rptto see any changes made to the displayed
case note. Use the reports in the "Audit” section on Beportsscreen to see changes made to all case notes.

Fields are explained below.

1 Date-the date of the contact with the client.

1 FirstRpt- select whether this is the first contact or a repeat occurrence of the contact.

1 Sv. Unit- enter the service units associated with this contact. Define your own meaning behind the service unit
values.

1 Contact Type select a value from the ligList Maintenance> Case Notes Contact Type

1 Case Note enter any notes. Cliddotesto expand this field into a larger box for entry or viewing. Th&t
Formattingsection of the ribbon menu can be used for information entered in the case note text (bold,
underline, italics, highlight, etc.).
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1 Urgent- check this to mark the case note urgent. Use the "Filter Notes" option to display all case notes or only
urgent case notes. If the client has any urgent case notedrgent Notesbutton is displayed in red at the top
of the Clientsscreen, regardless of the selected tab. Click the button to view those urgent case notes.

1 User ID-the user who entered this case note. This will be automatically filled in by the system.

1 Last Updated the date and time the case note was last updated. This will be automatically filled in by the

system.

ClickSpell Checko check the spelling within the current case note. Spell Check functionality come#iorosoft
Office Spell Check will be available if you are using the same versffiaéas theAccessuntime version you are

using forRPM
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Notes Tab
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TheNotestab is used for entering notes for a client. This is recommended for general notes not related to a specific
date. Use theCase Notetab for datespecific notes on which reports can be run. Notes are limited to 65,536
characters.

Enter new notes in the top box and u8ddto add the notes to the existing notes. The current date, time, and user
ID will be automatically added with the notes.

ClickEditto edit any existing notes.

TheText Formattingsection of the ribbon menu can be used for information entered in the notes (bold, underline,
italics, highlight, etc.). Formatting will add to the number of characters used.

ClickSpell Checko check the spelling within the entered notes. Spell Check functionality comesviamsoft

Office Spell Check will be available if you are using the same versffiadas theAccessuntime version you are
using forRPM
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Contacts Tab
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TheContactdab is used for entering a client's contacts.

Click thet button to add a new row.
Click theX button on a row to delete that row.

Select a "Contact Type" and enter information for the contact. The contact types can be maintalingd in
Maintenance> Client Contact Type

Check the "Mail Statement” box to mail tient Statement (Window Envelopeport to the contact's mailing
address.



Photo Tab
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Clients

ThePhototab is used to display a client photo.

ClickSelect Photdo select the client photo that you wish to use. Other users will only be able to view the photo if it
is in a network location accessible to all users. R@ove Photdo remove the photo.
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Documents Tab
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TheDocumentgab is used to link client documents. The documents themselves are NOT st&tBdinonly alink
to the document is stored iRPM

Click thet button to add a new row.
Click theX button on a row to delete the link. This will not delete the actual document.

Fields and buttons are explained below.

f
f

Document Descriptior a brief description of the document.

Link Type select "Doc" to link a document located on your computer or network. Select "Web" to enter a link
to a website or online document.

Document Location/Web Linkdisplays the linked document name and location when "Doc" is selected for the
"Link Typée' When "Web" is selected for the "Link Type," enter the website or link to an online document in this
field.

Select File used to locate a document on your computer or network. This is only available when "Doc" is
selected for the "Link TypeOther users will only be able to access the documents if they are in a network
location accessible to all users. The documents should be stored using a mapped drive FSURBMSs
Documentsand not a specific UNC path, such\&erveYRPM Documentdf the UNC path changes in the

future, there is no way to automatically update the document location to the new path. A drive mapping can
remain the same regardless of the server name.

View - used to open a document or web link. Not all types of documents can be openedisimgdocuments

can be opened either asHyperlinkor with OLEObject Linking and Embedding). If there are problems opening
documents with one option, try the other option.

User ID- the user who entered or updated this record. This will be automatically filled in by the system.

Last Updated the date and time the document was last updated. This will be automatically filled in by the
system.
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Test Scores Tab
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TheTest Scoremb is used to enter client test scores.

Click thet button to add a new row.
Click theX button on a row to delete that row.

To enter a test the client has taken, select a "Test Type" from the list. The list of test types can be maintasted in
Maintenance> Test TypeEnter the date of the test in the "Test Date" and the score achieved in the "Test Score."

If a test has categories, scores can be entered for the individual categories. The scores for each category will be
automatically added together to fill in the total "Scoffett that test. ClickFillto create a record for each category of
the selected test, or select categories and enter scores individually.
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Custom Tab
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TheCustomtab is used to enter custom information for a client.
Custom fields can be configured on tBestom Client Fieldab on theSystem Setugcreen.

Fields are explained below.

7 Custom Dates values can be entered for up to 10 custom dates.

7 Custom Text values can be entered for up to 10 custom text fields.

71 Custom Lists values can be entered for up to 10 custom lists. The values i@tistom Listsan be maintained
in List Maintenance> Custom Listd10.
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Assets Tab
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TheAssetdab allows you to keep track of assets other than checking accounts. The list of asset types can be
maintained inList Maintenance> Asset Type

Click thet button to add a new row.
Click theX button on a row to delete that row.

Fields are explained below.

Date- the date for this asset transaction.

Amount - the amount for this asset transaction (this can be positive or negative).

Description- a description for this transaction.

User ID-the user who entered or updated this asset record. This will be automatically filled in by the system.

Last Updated the date and time the asset record was last updated. This will be automatically filled in by the
system.

=a =4 —a —a -
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Claim Numbers
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Close |
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Claim numbers are used to match imported
deposits to clients if they are received under a
number other than the client's SSN.
Claim# WM 4 20f3 L Search
Claim Numbers - Add Row

ClickClaim #20n theBasidab of theClientsscreen to open th&€laim Numberscreen. Use this to enter one or

more claim numbers for the client. You'll only need this if you import an electronic deposit file from your bank using
the Import ACH Depositereen. When deposit transactions are imported, the system matches the SSN or claim
number from each deposit to the SSN or claim number(s) enterBPM If a match is found, a deposit transaction

will be created for the matching client.

Click thet button to add a new row.
Click theX button on a row to delete that row.
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Vendors
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Maintenance Transaction v Password Settings  [FPaste ) Saved Record v 2 Tech Support
File View Utilities Reports Security Edit Records Filter/Sort Help 2
(5] Dashboard X (3| Transactions X [-3] Vendors X X
Close [ New | Delete Merge View Trans
Select Vendor [XYZ Beauty School| v FilterVendors ® Active © Inactive C All
>
General Account Information for XEFT Transactions Transaction Defaults Transaction Defaults
Vendor Name |xYZ Beauty School Routing Number (222222226 Payment Method |Print M * Payment Method - default payment method
Email(s) xyzbeauty@test.com = Account Number [12324321234 Mail To Client Addr. [~ for new transactions or scheduled payments for
this vendor.
AccountType @ Checking  Savings Batch Payments * Mail To Client Addr. - uses the client's address
Phone [(888) 432-1234 Fax | RPM Vendor ID T Sort By Client r for the payment instead of the vendor's address.
Use to pay a check to a vendor but mail ittoa

Inactive T Total $838.80 Total Verify Each Pmt. r client.

* Batch Payments - groups all transactions on a
Notes Updated By single check or a single exported XEFT

transaction, as long as they are to the same
Financial advisor: Mrs. Carmelita Xin User ID AdminUser vendor, in the same bank account, and on the

Last Updated  [8/5/2025 3:38:09 PM saeate.
* Sort By Client - sorts the checks by the client's

name instead of the vendor's name when

Addresses printing. Do not use this option if you want to
+ Address Address 2 Zip City St  Phone User ID Las | batch payments to a vendor for all clientsina
M x [« v [ = [[77 Hairspray way [Po Box 223 [a0203- [Portiand v [ky_Jis5) 678-0010 [adminUser [8/s | M3 gooount
% = » Verify Each Pmt - requires each instance of a
| = | = | = ” I | I - l scheduled payment to be verified before
processing. Use for payments that vary each
time they recur.
VendorAddress 14 < 1of1 | » M bs | Search < >
Vendor 4 4 210f21 | » M » Search
Select Vendor Num Lock  Powered by Microsoft Access

Selectvendorsfrom the Viewmenu to open thevendorsscreen.

TheVendorsscreen lets you view and maintain information about vendors. Vendors should include anyone to whom
payments will be made other than the clienf§ansactions can be paid directly to clients. Clients do NOT need to
be entered as vendors.

Use the"Select Vendor" list to find the record for an existing vendor.

By default, vendors are sorted alphabetically by name. To change the sortineslighin the field you wish to sort
and select "Sort A to Z" or "Sort Z to A" from Bigortcutmenu.

The "Filter Vendors" options allow you to see active, inactive, or all vendors. To view all vendors (active and
inactive), click thell option.

To add a vendor, clidkew.
To delete a vendor, clidBelete. Vendors with transactions cannot be deleted.

If you are no longer using a vendor, click the "Inactive" checkbox to mark the vendor inactive. Vendors can only be
marked inactive if there are no active scheduled payments assigned to them. Once a vendor has been marked
inactive, no additional transactions can be created for them. Existing transactions can still be viewed.

Click theMail button next to the email address(es) to start an email message using your default email application.

This functionality may not be available for all email applications, but it should worlQwitlook
If multiple email addresses are entered for one vendor, separate them with semicolons.
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ClickTotalto display the total monetary amount of all transactions paid to this vendor. Ciek Trango display
the transactions for this vendor.

Account Information for XEFT Transactions
This information will be used for transactions to the vendor using the XEFT payment method.

1 Routing Number routing number.

1 Account Number bank account number.

1 Account Type checking or savings account.

1 RPM Client ID systemgenerated unique vendor ID.

** To validate the routing and account numbers, a $0 XEFT transaction can be entered Esteg Paymenbn the
Transactionsscreen to send a praote transaction for a vendor. **

Transaction Defaults

Default options can be set for each vendor in the "Transaction Defaults" section. Details for the options are below.
Changes to the default options for a vendor will only apply to scheduled or manually entered payments that are
entered after the changeExisting scheduled payments for the vendor will not be updated. UsEpidate

Scheduled Paymengsreen to make changes to existing scheduled payments.

1 Payment Method- select the default payment method. See details for the available payment methods in the
Payment Methodsopic. Set the default for new vendors on tBgstem Settingsb on theSystem Setup
screen.

71 Mail To Client Addr- select this to default payments to use the client's name and address for the "mail to"
information instead of the vendor's name and address.

1 Batch Payments select this to default payments as batch payments. This will print multiple transactions on a
single check or export multiple transactions as a single XEFT, as long as they are for the same vendor, in the
same bank account, and on the same date.

1 Verify Each Pmt select this to require each instance of a scheduled payment to be verified before processing.
This is useful if the monetary amount varies by payment, like for a monthly utility payment. When you receive
the actual bill each month, enter the current amount and select "Verified." The payment will then be available
to be processed. Once a verified scheduled payment has been processed, the "Verified" option will be remove
and the payment must be verified again before the next occurrence can be processed.

1 Sort By Client select this to default payments to sort by the client's name instead of the vendor's name when
printing a check. Set the default to "Sort Checks by Client Name" dBydtem Settingsb on theSystem
Setupscreen. Do not use this option if you want to batch payments to a vendor for all clients in a mass account

Addresses

Multiple addresses can be added for each vendor. If a vendor has more thauddress, you will be able to select
the address to use for a transaction after selecting the vendor. If a vendor has only one address, that address will b
used by default.

Click thet+ button to add a new address.

Click theX button on a row to delete that address.

Click the up or down arrow next to an address to reorder the address list.

Click theEnvelopebutton next to an address to print an envelope to that address.
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Merge Vendors

Representative Payee Manager - a X
File RPM
Backup/Restore v ry ® Ve = Client ~ 5 K3 + | £ Find Y Filter % Ascending @ Help
F & 72 B =] ) | o & i
Import/Export . Setup v = Y Selection~ &l Descending 1 System Info
Dashboard Clients Transactions Vendors Reconcile List ) Reports Users Change  User 5 -
Maintenance Transaction v Password Seftings Y Toggle Filter .7 Tech Support
File View Utilities Reports Security Edit Records Filter/Sort Help ~
Dashboard Vendors X |-3] Vendor Merge
Close
Merge To Vendor
Vendor Name |ABC Payee
Phone Batch Routing Number Account Number AccountType Notes
~ 111111118 987654321 Checking
Duplicate Vendors
Phone Batch Routing Number Account Number AccountType Notes Inactive
P[ merge [[(555) 625-8686 r [Checking =
Duplicate Vend... 4+ [10f 1 » Search

Use this screen to combine vendors with the same name into a single vendor record.

Click "Merge" for each duplicate you wish to merge into the main vendor displayed in the Merge To Vendor section. Any addresses under the

duplicate vendor will be added to the merged vendor record.

Existing scheduled payments will continue to use the same address as before the merge. The duplicate vendor will be deleted, including the phone,

batch, routing and account numbers, and notes.

Vendor Name

Num Lock  Powered by Microsoft Access  Filtered

If there are multiple vendors entered with the same name, they can be combined into a single vendor record. To

combine records for similar but not identical vendor names, change the name first to an identical name.

Select one of the vendors with the same name and then Mieigeto see the duplicate vendors. Cliglergefor
each of the duplicate vendors to be merged into the original vendor. Any addresses under the duplicate vendor will
be added to the merged vendor record. Existing scheduled payments will continue to use the same address that we

used before the merge. The duplicate vendor will be deleted, including the phone number, routing and account

numbers, and notes.

Review possible duplicate or unused vendors onRegortsscreen undeiendor > Vendor List with Transaction

Counts
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View Vendor Transactions

[E  Representative Payee Manager - a X
File RPM
Backup/Restore ¥ f(]) RQ\ [‘:ﬁ EBI/ Client v :‘%a ; & Qi k {3 Find e (@) Help
Import/BXport | b chboard Clients Transactions Vendors Reconcile st Setue Reports | Users Change User | MO = A systeminfo
Maintenance Transaction v Password Settings ) 55 A £ Tech Support
File View Utilities Reports Security Edit Records Filter/Sort Help B
Dashboard Transactions Vendors X [ View Vendor Transactions X | x
[pigwig cable] Total [ $28,495.27
Sort by Receipt a
Date Pmt. Method Check # Amount Category Client Pay To Void Batch Client Rec. Exp. Req. Revd. Check Memo Use.
»| 08/15/2025 |print $86.10 |Cable Roberts, James Anders{Bigwig Cable r v r T I T |Roberts, James A - acct 855552 Adn
08/15/2025 |Print $49.00 |Cable Davidson, Linda FumikdBigwig Cable r ~ r I " I |Davidson, Linda - acct 45648 Adn
08/15/2025 |Print $43.21 [Cable Baker, Mark Luis SantiaBigwig Cable r v r T I T |Baker, MarkL- acct 75132123 Adn
08/15/2025 |Print $52.33 [cable Abbott, Lisa Andrea  [Bigwig Cable LR T I~ T |Abbott, Lisa A- acct 123456 Adn
08/15/2025 [Print $36.92 |Cable Young, Michael DeVont{Bigwig Cable I T T " T |Young Michael D - acct 789744 Adn
08/08/2025 |Check 3172 $72.00 |Cable Zhang, Benjamin Bigwig Cable CEEMiEEr I I I |zhang Benjamin - Cable RPN
07/15/2025 |Check 7831-0001 $52.33 |Cable /Abbott, Lisa Andrea  |Bigwig Cable r v r ¢ I " T |Abbott, Lisa A- acct 123456 RPN
07/15/2025 |Check 7831-0002 $43.21 |Cable Baker, Mark Luis Santia|Bigwig Cable TRV ¢ I T T |Baker, MarkL- acct 75132123 RPN
07/15/2025 |Check 7831-0003 $49.00 |Cable Davidson, Linda FumikdBigwig Cable r ¥ T |c FT T T [|pavidson,Linda-acct45648 RPN
07/15/2025 |Check 7831-0004 $86.10 |Cable Roberts, James Anders{Bigwig Cable r F ¢ I T" T |Roberts, James A - acct 855552 RPN
07/15/2025 |Check 4022 $36.92 |Cable Young, Michael DeVont|Bigwig Cable IR T T T |Young, Michael D - acct 789744 RPN
07/15/2025 |Check 2930 $35.48 |Cable Smith-Jones, Catherine|Bigwig Cable L | r [T " T |Smith, Cathy - acct 7897444 RPN
07/08/2025 |Check 3165 $72.00 |Cable Zhang, Benjamin Bigwig Cable T T [ [ |zhang Benjamin - Cable Adn
06/15/2025 |Check 7790-0001 $52.33 |Cable Abbott, Lisa Andrea  [Bigwig Cable T M I |R T I T [Abbott, ULisaA-acct123456 Adn
06/15/2025 |Check 7790-0002 $43.22 |Cable Baker, Mark Luis SantiaBigwig Cable r F R [ I [ |Baker, MarkL-acct 75132123 Adn
06/15/2025 |Check 7790-0003 $49.00 |Cable Davidson, Linda FumikdBigwig Cable r ~ r R I I T |pavidson, Linda - acct 45648 Adn
06/15/2025 |Check 7790-0004 $86.10 |Cable Roberts, James Anders{Bigwig Cable r v r R [ I T |Roberts, James A - acct 855552 Adn
06/15/2025 |Check 14009 $36.92 |Cable Young, Michael DeVontBigwig Cable B O E R [ TI” I |Young Michael D-acct 789744 Adn
Subtotal | $28,495.27 Total for the displayed transactions. v
Transaction 4 [10f540 | » b N2 Search < >
Vendor Num Lock  Powered by Microsoft Access

TheView Vendor Transactiossreen is used to view all transactions that exist in the system for the current vendor.
SelectView Transon the Vendorsscreen to see these transactions.

Client type and support type filters can be added for a user ID otfleesscreen. If client types and/or support

types are assigned to your user ID, you will only be able to view transactions for those types of clients. If client type
or support types have NOT been assigned to your user ID, you will be able to view transactions for all clients. "Acc
Limited to assigned Client Types and/or Support Types" displays at the top of the screen if your user ID has been s
up for client and/or support type filtering.

ClickSubtotalat the bottom of the screen to view a subtotal of the payment amounts for all currently displayed
transactions.
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Transactions

KB Representative Payee Manager - - a X
File RPM
Backup/Restore v ﬁ': ‘;QQ\ g/?_’, E:hl Client ~ ;.“." E_J Qi O Find (@) Help
IMPOR/EXPOIt | oard Clients Transactions Vendors Reconcile st Setup Reports | Users Change User 3 I save A\ system info
Maintenance Transaction ~ Password Settings [ Paste  Tech Support
File View Utilities Reports Security Edit Records Filter/Sort Help v
[3] Dashboard X m X
Close | Process Pmts Process Deps Process Xfer Enter Payment Entergepositl EnterIransferl Print Checks |
Select Account [Checking | I” Show Inactive/Closed [ $7,893.04 Balance
Search Criteria
Begin Date  End Date Pmt. Method Category Client Pay To
[ os/07/2025 | v &l &l Search Clear
Click "Details" to view, edit, delete, or void a transaction. Sort by Receipt a
Date Pmt. Method Check # Payment Deposit Category Subcategory Client Pay To Void Batch Client Rec. Exp. Req. Revd. Chi
Details |08/01/2025 [Transfer $30.00 Rent Loan Abbott, LisaAndrea |TransferToMarkLuiss T I [ T T T [ron
" oetails |08/01/2025 [Transfer ($200.00) Misc Payment Personal grow |Davidson, Linda Fumik|Transfer FromLindaFu [~ T [ r I T |Fror
| Details |08/01/2025 [Transfer (5200.00) [Wages Davidson, Linda Fumik|Transfer To LindaFumi I T T r I T [|roc
| oetails |08/01/2025 [eFT $275.00 Mortgage Pmt Roberts, James AndersFirst National Bank I I r I T |rob
| oetails [08/01/2025 Deposit $1,050.00 |SSA Roberts, James Anders| B = r T
| petails [08/01/2025 |Deposit $1,045.00 |SSA Davidson, Linda Fumik| B B E TR
| oetails [08/01/2025 Deposit $1,045.00 [SSA Crawford, Barbara Joar| N i1 (ml Tml T
| Details [08/01/2025 |Deposit $1,065.00 |SSA Baker, Mark Luis Santia W OE = B R K
| oetails [08/01/2025 Deposit $1,175.00 |SSA Abbott, Lisa Andrea B O I 7w
| oetails [08/01/2025 Deposit $1,045.00 |SSA Crawford, Barbara Joar| E E r T
| petails [08/01/2025 |check 7852 $60.00 Transportation Baker, Mark Luis Santiz Transit Bus Service ML T T T |Bake
" oetails [08/01/2025 |Check 7851 $50.00 Transportation Abbott, Lisa Andrea  |Transit Bus Service = I r I T |abb
| petails [08/01/2025 |Check 7850 $37.50 Medical Abbott, Lisa Andrea  [Memorial Hospital B K r r I T |abb
| oetails [08/01/2025 |Check 7849-0001 $350.00 Rent Abbott, Lisa Andrea  [Hillside Apartments r v [ r I T |abb
| petails [08/01/2025 |Check 7849-0002 $28.00 Utility \Water Abbott, Lisa Andrea  [Hillside Apartments r v 1 r I T |abb
Subtotal Total for the displayed transactions. -
Transaction 4« [10f365 | b I Search < >

Select Account Num Lock  Powered by Microsoft Access

SeleciTransactiondrom the Viewmenu to open thelransactionscreen.

The information on this screen is reaohly. To change, delete, aroid an existing transaction, click "Details" to
the left of that transaction.

TheTransactionscreen shows the transaction register for a selected account. Use the "Select Account” dropdown
to view the transaction register for another account. Mass accounts are listed first, followed by individual accounts.
Mass accounts are listed alphabetically by account name. Individual accounts are listed alphabetically by client anc
account name.

By default, only active accounts will be shown. To see all accounts, select "Show /Gétee"

The full balance of the selected account can be viewed usinBakencebutton to the right of the account selector.

Use the "Search Criteria" options to search for selected transactions. Enter one or more of the criteria and click
Searcho display the transactions matching the criteria. Clitkarto remove all the criteria and display no
transactions. With a large mass account, cdibgarprior to processing payments/deposits, entering transactions, or
printing checks to improve processing time.

1 Begin Date enter a date to display transactions on or after, or leave blank for all dates. Set the "Default
Number of Days for Displaying Transactioms'the System Settingsb of theSystem Setupcreen.

1 End Date enter a date to display transactions on or before, or leave blank for all dates.

1 Pmt. Method- select a payment method from the list, or leave blank for all payment methods.
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1 Check # enter a full or partial check number, or leave blank for all check numbers. Enter "387*" to display all
check numbers beginning with 387. To see all lines for a batch check, enter the check number followed by an
asterisk (*); for example, "3874*",

1 Category- select a category from the list, or leave blank for all categories.

Client- select a client from the list, or leave blank for all categories.

1 Pay To enter a full or partial "pay to" name, or leave blank for all "pay to" values. Use an asterisk (*) at the
beginning and/or end of the name for a partial match. For example, enter "State*" to display all the pay to
names beginning witBtate Enter "*Insurance*" to display all the "pay to" names contairimgurance

=

Client type and support type filters can be added for a user ID otleesscreen. If client types and/or support

types are assigned to your user ID, you will only be able to access those types of clients. If client types or support
types have NOT been assigned to your user ID, you will be able to access all clients. "Access Limited to assigned
Client Types and/or Support Types" displays at the top of the screen if your user ID has been set up for client and/c
support type filtering.

By default, the list of transactions is sorted in descending date order with the most recent transactions at the top. Tt
change the sorting, rightlick in the field you wish to sort and select "Sort A to Z" or "Sort Z to A" froi8rHbecut
menu.

Check numbers that have a dash are batch checks. The number to the left of the dash is the actual check number,
and the number to the right of the dash is the reference number for that line on the check. Batch XEFT transactions
display a sequence number for the whole transaction, followed by a reference number for each line item. For
example, a batch XEFT to Kroger for $75 might have one $25 payment from A. Shin (displayed aS0IERR®9

one $50 payment from Q. Mijares (displayed as XEFID2%

ClickSubtotalat the bottom of the screen to view subtotals of the payment and deposit amounts for all currently
displayed transactions.
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Process Payments

KB Representative Payee Manager - - a] X

File RPM

Backup/Restore ¥ E}ﬂ QQ gf?j EJ}/ <7E| Client ~ ,55“ & Q‘:F . ,SFind T4 (@) Help

Import/EXport | bchihoard Clients Transactions Vendors Reconcile List  Sewe Reports | Users Change User A\ system Info
Maintenance Transaction v Password Settings £ Tech Support
File View Utilities Reports Security Edit Records Filter/Sort Help ;i
Dashboard Transactions X | [5] Process Scheduled Payments |
Close | Pay All | Report | Click "Reset" to immediately reset processed payments. Reset
Date Range Client/Account Filter Transaction Filter® Negative Balance Check Client Balance

07/19/2024 Thru | 07/31/2024 © Show All Category v I Allow Negative Balance IBaker, Mark L Checking: Mass
Transaction Date € Client X Frequency ¥ Unverified Payments Balance on 7/29/2024 $1,600.58
& Next Payment Date € Mass Account Checking v Pmt. Method v # Unverified Pmts. 0 Total Account Balance $1,600.58
€ Other Date 07/19/2024 € Acct. Mgr. v Clear Filter r v

*Click in a field below and use the Filter/Sort menu for additional filtering. a
Client Method Pay To Category Subcategory Amount Next Payment Frequency Account Check Memo
Pay Edit | Skip | Bal. |Abbott, Lisa Andrea |Print Lisa Andrea Abbott Spending $55.00 07/29/2024 |Weekly Checking: Mass Abbott, Lisa A - Spendin
- Pay | Edit | Skip | Bal. |Baker, MarkL XEFT  |Mark LBaker Spending $38.50 07/29/2024 |Weekly Checking: Mass Baker, Mark L - Spendin,
> Pay | Edit | Skip |{ Bal. (Baker, Mark L Print Memorial Hospital Medical Pharmacy $25.00 07/29/2024 |BiWeekly Checking: Mass Baker, Mark L - Medical
- Pay | Edit | skip | Bal. |Crawford, BarbaraJi |XEFT Barbara Joanne Crawfi [Spending $55.00 07/29/2024 |Weekly Checking: Mass Crawford, Barbara J - Sp
| Pay Edit | Skip | Bal. |Crawford, BarbaraJi |[XEFT Barbara Joanne Crawfi |Clothing $20.00 07/29/2024 |Weekly Checking: Mass (Crawford, Barbara J - Clc
- pay | Edit | skip | Bal. |Davidson, Linda XEFT Linda Davidson Spending $45.00 07/29/2024 |Weekly Checking: Mass Davidson, Linda - Spenc
| Pay Edit | Skip | Bal. |Roberts,JamesA XEFT lJames A Roberts Spending $50.00 07/29/2024 |Weekly Checking: Mass Roberts, James A - Sper
- Pay | Edit | Skip | Bal. |Smith-Jones, Cathy |XEFT Cathy Smith-Jones Spending $50.00 07/29/2024 |Weekly Checking: Individual  [Smith, Cathy - Spending
- Pay | Edit | Skip | Bal. |Smith-Jones, Cathy |XEFT Cathy Smith-Jones Clothing $20.00 07/29/2024 |Weekly Checking: Individual  [Smith, Cathy - Clothing
| Pay Edit | Skip | Bal. fWwilliams, AnnL Print [Ann L Williams Spending $45.00 07/29/2024 |Weekly Checking: Individual  |Williams, Ann L- Spend
Pay | Edit | Skip | Bal. [Young, MichaelD [Print Michael D Young Spending $40.00 07/29/2024 |Weekly Checking: Individual  |Young, Michael D - Sper
Pay | Edit | Skip | Bal. |Zhang, Benjamin EFT Benjamin Zhang Food $80.00 07/29/2024 |Weekly Checking: Individual  |Zhang, Benjamin - Food
Pay | Edit | skip | Bal. |Abbott, Lisa Andrea |Print Kroger Food $50.00 07/30/2024 |Weekly Checking: Mass Abbott, Lisa A - Food

| pay | Edit | skip [ al. [Baker, MarkL Print__ |Kroger Food $37.00 07/30/2024 |Weekly Checking: Mass Baker, MarkL-Food ¥
Payment 4 4 30f21 | » M Search < »
Process Scheduled Payments - Display Client Account Balance Num Lock  Powered by Microsoft Access

TheProcess Paymensereen can be accessed by selecBngcess Pmtérom the Transactionscreen. This is used
to process scheduled payments and add them to the transaction register.

Client type and support type filters can be added for a user ID olJgieesscreen. If client types and/or support

types are assigned to your user ID, you will only be able to process payments for those types of clients. If client typ
or support types have NOT been assigned to your user ID, you will be able to process payments for all clients.
"Access Limited to assigned Client Types and/or Support Types" displays at the top of the screen if your user ID he
been set up for client and/or support type filtering.

Date Range

The screen shows a list of transactions scheduled for payment during the date range you select. The date range
defaults to the date of the earliest unprocessed payment through the current date. Process payments for other
dates by entering a different date range.

Transaction Date

By default, the transactions will be dated on the "Next Payment" date. Use the "Other Date" selection to date the
transactions on a different date. For example, if the "Next Payment" date falls on a holiday or a weekend, use the
"Other Date" option to date the transactions on the day before or the day after the holiday or weekend. Changing
the transaction date does not change the next scheduled payment date.

Client/Account Filter

The "Client/Account Filter" is used to display scheduled payments for all clients, for a selected client, for a selected
mass account, or for clients assigned to a selected account manager. To view transactions for a single client, selec
the "Client" filter option and then select the client from the list.
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Transaction Filter

The "Transaction Filter" is used to filter scheduled payments by category, frequency, or payment method. Use the
"Category" list to view payments for a selected category. Use the "Frequency" list to view payments with a selected
frequency. Use the "Pmt. Methodist to view payments for a selected payment method. Clitdar Filterto

remove the "Category," "Frequency," and "Pmt. Method" filters.

Negative Balance Check

Check this option to automatically process payments resulting in a negative balance instead of being prompted for
each. A message displays after the payments are processed showing how many payments, if any, resulted in a
negative balance. This option is only available if'thegative Balance Checks set to"Warn" on the System Setup
screen. A user must also have "Update" rights to the "Allow Negative Balance" option dedfsscreen.

Unverified Payments

If there are any unverified payments for the selected date range or filter options, the number displays on the screen
Select "Show Unverified Payments" to view the unverified payments. These cannot be processed until the schedule
payment is marked as "Verified." Details about payments requiring verification can be found $ohitbéule Pmts

tab of theClientsscreen.

Pay/Pay All

ClickPayto the left of a payment to process that individual payment. (fal Allto process all payments shown.
Payments with a payment method of "Print" will be added to the transaction register and can then be printed.
Payments with a payment method of "XEFT" will be added to the transaction register and can then be exported.
Other payment methods will be added to the transaction register with no further processing required.

After the transaction is created, the "Next Payment" date will be updated based on the frequency for that
transaction. If that next calculated pay date is outside of the date range you have selected, the row will disappear
after you have clickeBay.

Edit
ClickEditif you need to make any changes to the payment before processing. Only users with rightSuh¢urile
Pmtstab on theClientsscreen will have access to tkelit button.

Changes can be made to groups of scheduled payments ddgtiate Scheduled Paymersisreen.

Skip
ClickSkipto skip this instance of the scheduled payment. The "Next Payment" date will be updated according to the
scheduled frequency.

Client Current Balance
ClickBal.to display the client's balance on the payment date and total account balance.

Below Minimum

A minimum balance amount can be entered for each client orBtagictab of the Clientsscreen. A warning message
displays if a transaction would take the client below their minimum balance.
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Negative Balance Warning

If the System Setupptions for the "Negative Balance Check" are séMi@arn" for either the "Balance on
Transaction Date" or "Total Account Balance," messages like the following display. Bypass these messages by
checking "Allow Negative Balance" before processing payments.

7| Process Scheduled Payments X by
The payment for Abbott, Lisa A for $325.00 is greater than the <

C client’s total account balance of $216.22,

R Are you sure you want their total account balance to be

"—I' negative? B

U

- L

) Yes Cancel

nocnt l (el Ay p= ey ‘ U UL UL llVIUlIlllly

|

SelectYesto process the transaction.

SelectNo and the transaction will NOT be processed.

1 SelectCancelto cancel processing this and any remaining payments. For exanmpy, Allwas selected before
encountering a potential negative balan€gancewould cancel the Pay All process.

=

If Nois selected for the balance warning, a message displays for skipping the scheduled payment.

7| Process Scheduled Payments B
0 Do you want to skip this scheduled payment? fe

e

= If you answer Yes, the Next Payment date will be updated to —

36 the next scheduled occurrence for the payment without this

; occurrence being processed. B

N

‘ (R4S | we I JJOU ' \.F"[ UL[ LULL 'l'lUlltl Ily

1 SelectYesto skip this payment. The "Next Payment" date will be updated to the next scheduled occurrence for
the payment as if the transaction had been processed. This instance of the payment will not be processed.

1 SelectiNoto leave the payment as scheduled. The "Next Payment" date will not be changed, and the payment
will still be displayed on thBrocess Paymensereen after processing payments.

Negative Balance Prevention

If the System Setupptions for the "Negative Balance Check" are séfuevent" for either the"Balance on
Transaction Date" or "Total Account Balance," a message like the following displays.
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"| Process Scheduled Payments X §

Ll

client’s total account balance of $216.22 and will not be
processed.

0 The payment for Abbott, Lisa A for $325.00 is greater than the
Do you want to skip this scheduled payment? =
If you answer Yes, the Next Payment date will be updated to

the next scheduled occurrence for the payment without this |
occurrence being processed.

v 1 - 1 T 1 !

~Slml=z=lclAdAlxl O

1 SelectYesto skip this payment. The "Next Payment" date will be updated to the next scheduled occurrence for
the payment as if the transaction had been processed. This instance of the payment will not be processed.

1 SelectNoto leave the payment as scheduled. The "Next Paymeait® will not be changed, and the payment
will still be displayed on thEBrocess Paymensereen after processing payments.

1 SelectCancelo cancel processing this and any remaining payments. For exanipy;, Allwas selected before
encountering a potential negative balan€&ancewould cancel the Pay All process.

ClickReportto display a report of the scheduled payments currently shown.

Use theResetbutton in the upper right of the screen to immediately reset processed payments.
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Process Deposits

TheProcess Deposisereen can be accessed by seleckngcess DepBom the Transactionscreen. This is used to
process scheduled deposits and add them to the transaction register.

Client type and support type filters can be added for a user ID otleesscreen. If client types and/or support

types are assigned to your user ID, you will only be able to process deposits for those types of clients. If client type
or support types have NOT been assigned to your user ID, you will be able to process deposits for all clients. "Acce
Limited to assigned Client Types and/or Support Types" displays at the top of the screen if your user ID has been s
up for client and/or support type filtering.

Date Range

The screen shows a list of scheduled deposits during the date range you select. The date range defaults to the dat
of the earliest unprocessed deposit through the current date. Process deposits for other dates by entering a
different date range.

Transaction Date

By default, the transactions will be dated on the "Next Deposit" date. Use the "Other Date" selection to date the
transactions on a different date. For example, if the "Next Deposit" date falls on a holiday or a weekend, use the
"Other Date" option to date the transactions on the day before or the day after the holiday or weekend. Changing
the transaction date does not change the next scheduled deposit date.

Client/Account Filter

The "Client/Account Filter" is used to display scheduled deposits for all clients, for a selected client, for a selected
mass account, or for clients assigned to a selected account manager. To view transactions for a single client, selec
the "Client" filter option and then select the client from the list.
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