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Overview of Financial Processing 
This quick guide is designed to be a desk reference for financial workers who are responsible for 
the financial processing of payments on the Model Tribal System (MTS).  The contents are a 
high-level overview of the more detailed instructions found in the MTS Financial Worker’s 
Guide. 
 
This document will focus on the 5 main steps in receiving and disbursing payments: 
 

Batch Creation – Entering a group of payments on the system 

Deposit Processing – Depositing the payments in a bank 

Post Collections – Associating the payments with a case or cases on the system 

Distribution – Assigning payment amounts to the appropriate debts on the case  

Disbursement – Printing checks 

 
Step 1 – Batch Creation  
A batch is a group of checks, money orders, cash payments, etc. that are processed together. A 
single check with multiple payees should be processed as a single batch with each payment as a 
separate batch item.  If possible, there should be no more than 25 items in a batch. 
 

1. Count the number of items in the batch. 

2. Count the total dollar amount of the batch (separation of duties). 

3. Click on Batch Creation in the Financial menu to open the Batch Search screen. 
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4. In the Search Batch screen, click on the [Create] button to open the Create Batch popup. 

 
 

5. In the Create Batch popup, select the Batch Type from the drop-down, enter the total 
number of items in the batch and the total dollar amount of the batch. Batches consisting 
entirely of payments physically received by the child support agency are Standard 
Batches. Batches consisting entirely of In-kind and Direct Payments are Alternate 
Payment Method batches.. 

6. Click the [Create] button – This will create a batch and open the Batch Detail screen. 
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7. Enter Batch Item Detail information for each item in the batch. 

8. Post each item in the batch. 

9. Reconcile the batch after all items are posted. 
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10. A Supervisor must then approve the batch by clicking [Approve] on the Search Batch 
screen. 

     

 
Step 2 – Deposit Processing 
A batch must be deposited before it can be distributed.  This process marks a batch as deposited 
and allows the user to print a deposit slip for the batch.  
 
1. Open the Deposit Processing screen from the Financials menu. 
 

 
 
2. Select a Not Deposited batch and click [Process the Deposit].  The Date Deposited should 

change to the current date. 
 

3. Click [View] to open the Create Deposit screen. 
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4. In the Create Deposit screen, print the deposit slip by clicking the [System Print] button. 
 
 
 
 
5. Print the Deposit Slip. 
 

 
 

6. Take the deposit to the bank.     
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Step 3 – Posting a Standard Collection 

 
The Post Collections process associates a batch item as a collection with a specific noncustodial 
parent (NCP) on the system and a specific case or cases on the system. These steps describe the 
process for a Standard Batch. 
 
1. Open the Post Collections screen from the Financials menu. 
 

 
 
2. Click [View] to open Post Collections Detail for the selected batch. 
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3. In the Post Collections Detail screen, click [Identify Payor] to open a Participant Search 
screen to select the NCP who sent in the payment. 

 

 
 
4. Select the NCP from the Participant Search screen.  Use the information in the Payment 

Details section to help identify the payor. 
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5. After the NCP payor has been selected you will be returned to the Post Collections Detail 
screen. Select the Source of the collection and the case or cases the payment will be 
applied to. 

 

 
 
6. Post the payment to the case or cases. 
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After all payments have been posted, click [Accept] to accept the batch of collections. 
 

 
 
 
Step 4 – Distribution 

Note: Distribution will work differently depending on payment type as shown below. 
 

 
 
Standard payments will be distributed automatically. The results can be seen on the Account 
Summary screen. 
 
1. Open the Account Summary screen from the Financials menu. 
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The Financial Account Summary screen will automatically appear for the case you are working 
on.  If the batch was processed correctly you will see the payment receipt, distribution, and 
disbursement listed in the Transaction, Transaction Detail, and Applied Amount columns on the 
left hand side of the screen. The payment will be distributed to the case debt accounts columns to 
the right 
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Step 5 – Disbursement Summary / Check Print 
The Disbursement Summary screen allows access to the Check Print screen.  The Check Print 
screen allows the user to print checks and to confirm that they have been printed.  
 
Note: Disbursement will work differently depending on your system configuration. 
 

 
 
1. Open the Disbursement Summary screen from the Financials Menu to access check 

printing. 
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2. Click [Checks] to open the Disburse Payments screen. 
 

 
 

3. In the Disburse Payments screen select the check or checks to be printed. 

4. Click [Process Disbursements] to open the Print Checks screen. 
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5. In the Print Checks screen, click [Print] to print the checks. The Verify Printed Checks 

screen will open automatically. 
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6. In the Verify Printed Checks screen, select the checks that have successfully printed and 
click [Update] to mark the checks as issued. Checks not selected will be voided. 

 

 
 
7. Deliver the printed checks to the payees according to your tribe’s business practice. 
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