CenterPoint Tip:

How to Preventing Duplicate Receipts/Checks in CenterPoint

CenterPoint has a feature which we hope will reduce the number of duplicate checks and
receipts. This is a step by step procedure for how to turn on that new feature.

e Open CenterPoint, and log in to your City or Utility database.

* On your top toolbar, click on “Setup”, then go down to “General” and over to the right,
click on “Numbering Sequences”.

File View Processes Reports  Reporting Tools Window  Help

G ridEee 9L Employees
ai Y MNames
. Funds

Signatures

Accounts

- Fixed Assets
B Accourts Departments/Locations
g Projects
@ Eamings Budgets
@« Daductions & Benghis Payroll Details
ons
Enelorars Reminders
Employee Mas=s Update General » Units Of Measure
@ Employers User-cdefined/Tax Reports Data Entry Templates
Forms Designer . Numbering Sequences
Payment Types
Canadian Postal Codes
Opened Windows

* Inyour list of Numbering Sequences you are looking for Receipt Number and Check
Number. Double click on either one.



WARNING!-

There is some sensitive information located in your numbering sequences. Please DO NOT
change anything other than what is listed below.

* Once you are in your Receipt or Check number detail, you will look for the field labeled
“Check When”. And you want to choose the option “Check for Duplicates when saving the
transaction”.
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* Once that option is selected, click on SAVE at the bottom, and perform the same process for
the second sequence, either Checks or Receipts.

**This process only needs to be done on one computer and will take effect for all users in
CenterPoint.



