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MONTH-END CONSOLIDATION

MVD Accounting — Finance Bureau

This task consists of the monthly processing of payment consolidations and Electronic Fund Transfers
(EFT).

Code of lowa requires the county treasurers to transfer funds collected on behalf of the State for the
previous month by the 10th day of the following month. Month-end consolidation must be submitted to
the Treasurer of the State by the 9th of each month (or the last working day before the 9th) so all
moneys not retained for deposit by the counties are remitted to the Treasurer of the State by the 10th.

Processing Note: If handwritten adjustments to printed paper reports from ARTS were made to the daily
product transaction report used for Daily Balancing, the same adjustments need to be made to the
monthly product transaction report. Most common would be insufficient funds (NSF) or Adjusted Journal
Entries (AJE). These can be made to the report by hand after printing. If no adjustments were made, skip
this step.

Each county has their own record keeping document, typically a spreadsheet, that is used for recording
balances from accounting reports.

Important: Processes, reports and spreadsheets may vary among counties. The process provided in this
document is a general best-practice process and may be modified as needed to fit the needs of each
county.
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Summary of Steps: Printing the Product Transaction and Inquiry Reports
The Product Transaction and Product Inquiry reports provide detailed information, with totals, that are
needed for the balancing and retention of funds.

To calculate the amount of county retained funds: “Review” - “Preview” = county retained funds.

Product Transaction Report (Optional):
1. ARTS Menu —>Cash Drawer—>Inquiry—>Product Transaction Inquiry
a. Select the Posted button and input desired dates in the “From” and “Through” fields.

b. Select Search.

2. Print the results that appear in Product Transaction Inquiry screen (optional to print).

Product Inquiry Report (Optional):
1. ARTS Menu-> Finance—>Inquiry—> Product Inquiry

2. Input desired dates in the Transaction Date section in the “From” and “Through” fields and
select Search.

3. Print the detailed transaction results that appear in the Product Inquiry window (optional to
print).

Summary of Steps: Month-End Consolidation Procedures
This process shows consolidated totals for each type of transaction. The final total will be the amount
used in the Electronic Funds Transfer (ELT). Ensure the Motor Vehicle Profile is being used.

1. ARTS Menu-> Finance->Consolidation—>Month-End Consolidation
a. Account Group = Desired County (DL Retention for Issuance counties).
b. Verify the date range.

2. Select desired Primary- Account Group.

3. Highlight Primary County Account Group and select Review.

4, Select each Revenue Group and select Print (this is an optional step).

5. Remove Miscellaneous Group.

6. View account totals and print the report.

7. Compare to county monthly spreadsheet totals.

8. Balance each group to the monthly county spreadsheet.
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Note: Break into groups such as Motor Vehicle, Tax, Recorder, Organ Donor, etc.

0.

Print a copy of the spreadsheet for retention.

a. 5% Organ Donor Fund donations require an Adjusted Journal Entry (AJE). This is an
optional step. Not all counties take part in Organ Donor Fund Donation. This total is
automatically totaled in ARTS. For detailed steps, see Organ Donor Donation on page 4.

b. Close window.

Summary of Steps: EFT Transfer Process
Follow the procedures below to send funds to the state, electronically, each month. Funds are due by the
9th to adhere to lowa Code.

1
2
3
4.
5
6

10.
11.
12.
13.
14.

6/7/2024

. ARTS Menu—>Finance—>Consolidation=> Month End Consolidation

Select the Primary Account Group by clicking to highlight it.
Select Consolidate on the Month End Consolidation window.
Select Consolidate again on the Consolidation Confirmation window.
Select “Yes” on confirmation pop-up.
Select the County Account Group by clicking to highlight it.
a. Ifan AJE is done for Organ Donor, print to reflect adjustments.
b. Cancel to return to Month End Consolidation and select Consolidate.
Select Consolidate again on the Consolidation Confirmation window.
Verify total amount matches the amount on the county spreadsheet.
Select Request EFT. Ensure the bank is selected. Leave the request date as the 10th of the
month.
Ensure the amount matches the County spreadsheet total and select Request.
Select “Yes” and “OK” in the 2 pop-up boxes that appear.
Will be returned to Consolidation Confirmation window. Select Consolidate.
Select “Yes” on confirmation pop-up.
Verify on the Month End Consolidation window:
a. Account Group = $0.00
b. Moneys have been sent to the state.
c. Date of Consolidation displays.
Note: If total is not correct, go back through paperwork to find error and make appropriate

adjustment(s).
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Organ Donation Adjustment (Optional):
1. ARTS Menu-> Finance—> Adjusted Journal Entry. This step is done only if necessary.

a. Location: Verify county primary location is selected
b. Reason: Select Organ Donation Adjustment
c. As of Date: Select last day of the month of consolidation

2. Transaction Account Posting field:
Row 1:
a. Financial Unit field: Input County Account Group
b. GL Account # field: Select 999999-600-012 (County Organ Donation)
c. Debit field: Input amount being remitted back to fund

Row 2:

Financial Unit field: is County Account Group

GL Account # field: Select 874900-994-552 (Organ and Tissue Donation)
Credit field: Input the amount being remitted back to the fund

@™ 0 o

Comment field: This field is optional but suggested to note reason for adjustment.

3. Check “Generate Receipt on Save” box and Save.

4, On the Adjusted Journal Entry — Confirm: Select Yes.

5. Print a copy of the adjusted journal entry for records and Close.

6/7/2024 myvd.learninganddevelopment@iowadot.us



mailto:mvd.learninganddevelopment@iowadot.us

|®WA | DOT

Detailed Procedures: Printing the Product Transaction Report (Optional)
1. ARTS Menu > Cash Drawer—>Inquiry—>Product Transaction Inquiry

22 ARTS Console (Production)

Console  View Work Management Reports PWD  Finance  Drivers Reports  Drivers  Custorner] BSEENUETTES 4 T Help

 Fast Path - Go

Inquiry CD Activity Inquiry

Miscellaneous Transaction Product Transaction Inquiry

Payment Manager Statement Inquiry
Reports 4

Void Statement

2. Input the desired dates in the “From” and “Through” fields and select Search.

- Go

| Search | Rasuan|
Lecabon
[ matair - Primary

Cmh Dot

Lines Mame

Pawiod Date
am
S| &/1/2019 12700 AM

(] Voided 5
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3. Print the results that appear in Product Transaction Inquiry window. After printing, close
window by click the Cancel button.
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Note: If handwritten adjustments were made to the daily product transaction report used for Daily
Balancing, the same adjustments need to be made to the monthly product transaction report. Most
common would be insufficient funds (NSF) or Adjusted Journal Entries (AJE). These can be made to
the report by handwriting the adjustments after printing. If no adjustments were made, skip this
step.
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Detailed Procedures: Printing the Product Inquiry Report (Optional)
1. ARTS Menu-> Finance—>Inquiry—> Product Inquiry

& ARTS Console (Preduction) - O
Console  View Work Management Reports PWI Finance I Drivers Reports  Drivers  Customer  Cash Drawer  AP5S  Tools  Window Help
—

Fast Path o| Em Adjusted Journal Entry
Consolidation
Escrow
Fines
Inquiry Account Group Inguiry
lournal Entry Export GL Account Inquiry
MNSF Journal Entry Inguil

Refund Product Inquiry
Reports
Rewvenue Distribution

Web Processing

2. Select (User’s) County Account Group on the Month-End Consolidation window.

=8 ARTS Console (Pre-Prod)
Consale View Work Management YRT Reports PWD  Plate Merge Customer BACS  Inventory  Finance  Dvivers Repons
Fast Patn = Go

Theaugh
® 2172010 13100 A [=] o@znzo00 vserm [=]

[ i sl Fully Vaidad Statemants
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3. Input desired dates in the Transaction Date section in the “From” and “Through” fields. Select

Search.
I ARTS Console (Pro-Proch e, — . —
Contale  View  Waork Managemen VAT Reports PWD Piste  Maenge Cuiloimes  MCS W D R ]
Fast Path - Go
—

| Somch | Am s

A ount Group
|Adair « Frimany « Account Grous [

Bowoe Sysem
| [=]

Proden
[ |

Transaction Dabs

A el (Pt
Fram Theaugh
* 2010 300 Akd |- o DA E010 150 P |-|

| Weechuts Fully Viaidad Statemants.

4. Print the detailed transaction results that appear in the Product Inquiry window. After printing,
close window by click the Cancel button.

S ARTS Console (PreProd) e, =
Console View Work Management VAT Reporis PWD  Plate Merge Customer MCS  Inventory Finance Drivers Reports D
Fast Path - Go

[ Semch| Ao

Search Filler  [Through] = "2/28/2013 11.55 PM' AND [From] = "2/1/2015 12:00 AN AND [include Fully Vosded 17 Records Selecied
Sealaments] - ‘Falas’ AMD [Account Group] = ‘Adail - Primary - Account Gioug®

Froduct # of Entries Debit Credi Total

e e 1 s0.00 $5.00 $5.00)

Coninty Pliate Fee - Iniial Non-Persssked Plote 2] s0.00 50,00 50.00

| County Plate Fee - Fenew Non-Personafized Fiate 56 S0.00 50,00/ $0.00
County Piate Fee - Renew Persansiized Fiste 1| .00 s5.00 4500

| Fae For New Regstration - Regular Vehicle 20 0.0 $2,201.70) $2.211.70
Misc - County Recorder ETF 7 s0.00 4104 H141.04

| Persans With Danbilties Fiate Fee - ftial Hon-Farsonailz 1 so.on 0,00 $0.00
rustages For ises 1 so.on s3.00 $31.00
Pustage For Seckers s so.o0 55.00 s5.00
estration - Ceneral | 130 $0.00 $6,860.50) £6,860.50
| Registration - Regular Trailer 15| s0.00 15000 3150.00
Registration - Smal Traier 36/ 1000 524000 $240.00

| Fegistration - Tramves Tradar 3 soon  ss000|  s50.00
Registration Penalty Fee 49 000 3206.00)  $206.00

| Replacernant Trle Fes | 4 soon  s3spe|  s3moo
| 51 Recarding Fes | & s0.00 530.00| 3000
(Tithe Faw | 34| g0 grzsoe| 22500
377 (50,08 [$10.157.24 [ $10,157.24

Note: If handwritten adjustments were made to the daily product transaction report used for Daily
Balancing, the same adjustments need to be made to the monthly product transaction report. Most
common would be insufficient funds (NSF) or Adjusted Journal Entries (AJE). These can be made to
the report by handwriting the adjustments after printing. If no adjustments were made, skip this
step.

Detailed Procedures: Month-End Consolidation Process

6/7/2024 myvd.learninganddevelopment@iowadot.us



mailto:mvd.learninganddevelopment@iowadot.us

|®WA | DOT

This process shows consolidated totals for each type of transaction. The final total will be the amount
used in the Electronic Funds Transfer (ELT).

1. ARTS Menu-> Finance—>Consolidation=> Month-End Consolidation

2. Select the desired county in the Primary Account Group on the Month-End Consolidation
window and confirm the date range is for the desired period.

Note: The date range will be greyed out. If not correct, close the window and contact the Help
Desk for support.

Important: DL Retention is listed in the Account Group for counties that issue DL.

Adjusted Journal Entry (AJE) for the DL Retention is automatically done each month. The user
will not have to manually enter this information.

Account Group Target Account Group
l>|mlair - Account Group ] l'_ GL Accounts State - TR - Account Group
ales
From Date Through Date EFT Group
- : | | |=] [ conine |
| Account Group Last Consolidation Consolidated As of Debit Credit Total o~
v E
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Use the “+” symbol to expand the County Group to see the Primary Account Group.

=% ARTS Console (Pre-Prod)

Console View Work g
Fast Path -

Target Account Group
State - TR - Account Group

Account
# Adair - Aceount Group ™
Drates (A= of)
e L I hhiarn
[2/172018 12:00 AM = | [272872019 11:58 FM =] |

Single-click to highlight the row and select the Primary Account Group.

22 ARTS Console Pre-Proc) e, W

Console  View ‘Work Managemant VRT Reports PWD Plate  Maerge Customer  MCS  Irventony

Fast Path - Go

Aceount Group

Finance Drivers Repoms

- Tange Actout Groaup
q{wr-m.—r-mnm | = [ GLAccouns Adair - Account Group
Ciades (As off
Fram Dol Thraugh Dats EFT Greup
[zreraene 12:00 Am [=] [228v2010 13:50 Fm [=] | [=] | Contnes |
Ao Groug Lt dud, = sy As al Eradit Tetal i

T

Select Review.

22 ARTS Consche

Corsole  View Work Msnagement WRT Reports PWD  Plste  Merge Customer MCS  Inventory  Finance Dvivers Repoms  Dviven

Fast Path

Target e ount Growp

# Adwr - Primary - Arcount Group |7 GiAccouns | mdeir - Accouns Grous
Chtiss (A 06
Fiurit Db . Thicugh Due EFT oty
[efianas 18 A =] [ehesin e Fm -]
Ackn Gr LBEE OB CANEARSIEE A% # B
S A - AreET GIE 14472009 FET T T
| e Frrary 1

Cre
#1,000.00 #1002 00
$1,004.00  $390,787.92

Teusl

nw:ﬂ
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6. Ensure the County Account Group is highlighted and select Review.

2 aws comoie e e o T T

Contole View Work Management VRT Reports PWD  Plate Merge Customer MCS  Inventory  Finance  Drivers Reparts

Fait Path - Go
Accoun Giowp Target Account Group
iiMur-Am'lutﬁruw E"'I_g;w-_:: Sinte - TH - Account Cirougp
Diales (Aa of)
Fuaen Dty - Thigegh Dste o EFT Group -
(/172010 12:00 AM = | [228rzois 1iise Pm =] | (=] | Costious |
Arcesnt Group Last © A of Detst Cresit Total -
R r—— P s o 4RSS [
(o Adams - Acosent Group 1318 127312018 $0.00 0,00 $0.00 |
5 Alarmsakes - Apooust Group FRTET 173172019 $0.00 £0.00 0,00
o Appasass - Atout Group 2117018 1312019 0,00 $0.00 .00
o isthitsen - Aot Group Lo 127312018 $0.00 $0.00 .00
8} Banten - Aresnt Group 1272010 13/31/2018 $0.00 $0.00 $0.00
(8 Binck tawk - Acoeunt Group L] 127312018 $0.00 $0.00 $0.00
o Boane - Ateount Grou FRTET) 1312018 .00 $0.00 $0.00
[&F Bewmar - Account Growp TETFL) 1308 $0.00 $0.00 $0.00
L Teie 127312018 $0.00 $0.00 .00
I FIET T a0 fo-X. 0L 000
(8} Eusther = Account Grosg LiafTane 12731/ 2008 Err ] .00 Fr T
|8k Caloun - Account Group ENTE 1312019 #0.00 $0.00 $#0.00
15} Carmll - Account Group /e 12312018 #0.00 $0.00 #0.00
[&F Cam - Actount Group TEF L] 12312018 #0.00 $0.00 #0.00
15} Cmdar < Accoust Group 140N 121312018 000 $0.00 #0.00
5k Cmrro Gords « Acoount Group 210 1312009 000 $0.00 #0.00
|8} Cherskes - Account Group L4z 123z 00 000 .00
18+ Chicknsaw = Account Growp EN T 13Lz008 000 $0.00 000
{8 Clarion = Account Group LziTone 12312018 000 $0.00 .00
18+ Clavy - Account Grosp LN 1z wm mw oo
15} Claton - Account Growp LAz AP0 oo T

7. Select each Revenue Group and select the Print button (optional).

| sai7me|  sasesimes| $207,345.08

|| R Rosel A [—|

8. Select and remove the Miscellaneous Group.

9. Compare totals to your county spreadsheet to reconcile GL Accounts and disbursements.
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10. For counties requesting 5% Organ Donor Fund donation, complete an Adjusted Journal Entry
(AJE) following steps below. If county does not do Organ Donor Fund Donation, close windows

and skip to EFT Transfer Process (next section).

a. Menu-> Finance~> Adjusted Journal Entry

Conmsole  View Work Managemant VET Repoms PWD Plate  Menge Customar  MCS [

Fast Path G0

b. Location field: Verify county primary location is selected
c. Reason field: Select Organ Donation Adjustment

d. As of Date fields: Select last day of the month of consolidation

S ARTS Console (Pre-Proc) e, R

Lonsole  View Work Management WRT Reports PWD Plate RMerge Customer MCS  Inventory

Fast Path - 5D
Lecanan Hillrl?n i Aa ﬂiplh )
[Adnir - Primary [ = | | +|organ Donatian Adjustrment [ =] #{zrza/2009 3:16 FM [= |

Irenescion. oot Floving
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e. Transaction Account Posting field:

Row 1:

i. Financial Unit field: Input the County Account Group

ii. GL Account # field: Select 999999-600-012 (County Organ Donation)

iii. Debit field: Input the amount that is being remitted back to the fund. 5% total is
listed on the consolidation report.

S ARTS Console (Pre-Proc) s, T
Console View Work Management WVRT Reports PWD  Plate Merge Customer MCS  Inventory

Fast Path - Go

Locabion Reason As Of Date
| Adair - Primaey | = | =|organ penation Adjusiment [=] *{zrz8/2010 3:16 Pm [=

Transscdon Accaunt Pasting

S S

Row 2:
i. Financial Unit field: is the County Account Group
ii. GL Account # field: Select 874900-994-552 (Organ and Tissue Donation)

iii. Credit field: Input the amount being remitted back to the fund. 5% total is listed on
the consolidation report

TEARTS Console (Pre-Prod) . W —
Console  View Work Management WRT Reports PWD  Plate Merge Customer  MC5  Inventory

Fast Path - Go

L o miim Raason g T IDimba
Adpir - Primany [=| #|organ Denation Adjussment = | & 2/28/2019 3:16 FM - |
Tranaacion Account Posting
Financial Linit GL Account # Description Dabit Cradit
Adair - Accournt Gr... [ = 1999999 - 500 - 012 = | County - Organ Dona... £0.20
Organ and Tissue Do...| | 0,20
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iv. Comment field: This field is optional but suggested to note the reason for the
adjustment

r AddRow | [ Delete Row | product Calculator

Comment ) ) ) ¥ Ganarate FRaceipt On Save
Fabruan 2019 - County 5% givan back o Organ Donor Fund - |

Cancal

v. Check the “Generate Receipt on Save” box and select Save

e Are YOu SUNe you wani 10 save these adjusimens?

| o
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vii. Use the print icon to print a copy of the adjusted journal entry for county monthly
records/reports and close the Adjusted Journal Receipt window. Once closed, the
process is complete.

22, a1 comoe pre-roc)

Console View Work Management VRT Reports |
Fast Path = Go

Adjusted Journal Entry Recelpt

Adjusted Journal Entry Information

viii. Close windows.

Detailed Procedures: EFT Transfer Process
Follow the procedures below to send funds to the state, electronically, each month. Funds are due by the
9th in order to adhere to lowa Code.

1. ARTS Menu—=>Finance—>Consolidation=> Month End Consolidation
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2. Ensure County Account Group is highlighted (single-click).

L ARTS Comaie Pre-trody . T T
Coniale Wiew Woik Manapgemsent VT Beporti PWD  Mate  Medsge © [T s 0 ' T Divhwpin e porty
Fasa Patk = Go

A o Chiis Tasgal Aedawsl Giouf

o Allair © MDD GROUR | = G g ot Binbe - TH - Accound Canan

Dombas (A of)

From Diste Thavsagh Disis EFT Gmup
AW U200 AM - TIRSIOTE BN P - - Cionknum

[ Al GF g Liasl sl Camalsigted & o D-M Crai Total

If an adjusted journal entry (AJE) is completed for Organ Donor, it will show on the Review
screen. Print the Review/Preview again to reflect the adjustments. Retain a copy with the

monthly reports.

3. Select Consolidate button on the Month End Consolidation window.
s Flgeas e ) e
4, Select Consolidate a second time in the confirmation window. Consolidate all primary groups

to the County Group.
5. Select “Yes” to the pop up window.

6. Verify total amount matches the amount on the County spreadsheet.
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7. Select Request EFT button.

. ARTS Console (Pre-Prod] e

N . e
Lomale View Work Managoment VRT Feporis MWD Matc Mege Customes MCS bweniory  Finance  Oviven Rewerts [
Fast Pah - GO

¥ rumm Dot

P ———— LT 120 AN - ATERNY 1S P
| Aewsun Crap Ceser Credm Tatud (£r = B}

hdles - Armemen oo D 0| e
| A ey A SHFLGD SESSIE | 328AAT8

| TR |, FARL B
Forang Mogca Comman
@ Appegan
Muiced L
Pk | [ Cmpen Rocqua ELT | | Comotcas | [ Cancal

The EFT Request window will appear.

Ensure the bank is selected. Leave the request date as the 10th. The amount is the dollar
amount to be sent to the state. Select Request.

EFT Request . . —— '.E'm

Thin will be the dote the EFT reauent s proconsed.

EFT Amount may not equal total consolidation amount

NOT Included Money coll d tor Pin Pod
transoctions including the Pin Pad convenioanco Toos.

[EanK Account

Reauest Date Amount
. 3/10/2019 . i S287.345 26

[Tqum] [ Cancal ]

9. In the EFT Request — Confirm window, select Yes.

EFT Request - Cf-_r" : ‘m -

e Are you sure you want to request an EFT for this date?

|| Yes ]l No

—
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10. In the EFT Request Submitted window, select OK.

EFT Request Suw- -—Lﬁ:

& An EFT request has been submitted in the amount of
A8 528734526,
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11. The user will be taken back to the Consolidation Confirmation window. Select Consolidate.

12.In the Consolidation Confirmation — Confirm window, Select Yes.

6/7/2024

s Consolidation Confirmation =

Account Group From Date Through Date
Adair - Account Group *2/1/2019 12:00:00 AM »2/28/2019 11:59:59 PM
[+] Include All Account Groups [#] View Fin Pad [+] View EPay [#] View IAPS Electronic
Account Group Dehits Credits Total (Cr - Dr)
Adair - Account Group $1,302.00 £0.20 (%1,301.80)
Adair = Primary = Ac... £871.80 $289,518... $288,647.06
i
i
i
i
i
|
i
i
i
|
i
i
i
i
$2,173.80 $289,519... | $287,345.26
Posting Method Comment
@ Aggregate
) Matched
[ Print ] [ Expont ] 1 Request EE’ ] | Consclidate Cancel
e

Cansolidation Confirmation - Confirm e e ]

e Are you sure you want 1o consolidate this Account Group?

[ ]
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13. The user will be returned to the Month End Consolidation — Confirm window.

=2 ARTS Console (Pre-Prod) i -
Console  View Work Management VRT Reports PWD Plate Merge Customer MCS  Inventory Finance Drivers Reports D

Fast Path - Go
Accourt Group Target Account Group
wlAdair - Account Group = | GLAccounis |  State - TR - Aceount Group
Daten (As of)
From Date Theaugh Date . EFT Geaup .
/172019 12100 AM = | la/z8/2019 11:50 F™ - i' | Continue
» i Adair = Account Group 019 2/zafanie $0.00
Verify:

A. Account Group line is $0.00
B. Moneys have now been sent to the state
C. Date of Consolidation displays

Note: If total is not correct, go back through paperwork to find error and make appropriate
adjustment(s).
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