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Topic:   End of Day Balancing 
Date:   10/5/2015 

Summary: The following cheatsheet explains the reports that are necessary to run in order to 
balance at the end of the day.  This cheatsheet picks up after you’ve balanced your tills, added 
the till(s) to your deposit, made out your deposit slip for the bank and exported the deposit to 
OFM – Financial Manager. 
 

Important:  Odyssey is software owned by Tyler Technologies, Inc.  Any screenshots of Odyssey may contain proprietary 
information that should not be disclosed to non-Odyssey users. 
 

1. Receipt Journal Report  CMS (This will run this for ALL Tills, including the Adjustment Till and ePayment tills). 
a. Select Reports → Cash Management (under Financial Reports) → Receipt Journal. 
b. Fill out your screen so it looks like the sample below. 

     NOTE:  Report Options = Run Only GL and Fund Code Summary, this will cut down on the number 
of pages produced in your report.  You can run a detailed report later if you need to locate specific 
case numbers and their breakout of fees (explained in page 3-4 of this cheatsheet). 

c. Click Submit. 
d. Click Finish. 

**For the locations, select all nodes for your county, excluding the city and town nodes. 
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2. Check Register Report  CMS  (Run this after completely running all your checks for the day). 

a. Select Reports → Cash Management (under Financial Reports) →Check Register. 
b. Fill out your screen so it looks like the sample below.  
c. Click Submit. 
d. Click Finish. 

 

 

 
 

3. Daily Cash Balance Report  OFM (Final report to run to match Receipt Journal and Check Register totals) 
a. Click on Reporting. 
b. Click on Account Balance (Right side of your screen). 
c. Click on Daily Cash Balance Report. 
d. Enter your start and end date, unless you have them defaulted with “W” or “W-1”  (W = Workday,  

W-1 = Previous Workday). 
e. You screen should look like the example below. 
f. Click Submit. 
g. Click Finish. 
 

 
 

4. BALANCING:  Matching up your Reports: 
 

Every Day:  Take the previous day’s Daily Cash Balance report ending balances and make sure they match up 
with the beginning balance column of the new report you’ve just ran. 
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Now take your Receipt Journal and Check Register Reports and compare them as you see below.  If they all 
match you’re in balance for the day! 
 

***The Grand Total Liabilities MUST always match the Grand Total Assets. 
 

Receipt Journal Report: 
 

Go to the first page of your report.  It will look like this: 
 

 
The Final Fee Code Total amount should match the Receipt Column of your Daily Cash Balance Report in both 
the Liabilities Total and the Assets Total section on the last page of the Daily Cash Balance Report. 
 

************* 
If you run your Receipt Journal with the Report Option parameters set as Run Summary and Detail (NOTE:  this 
prints several more pages then the previous report that summarizes and is used more for identifying cases and 
their breakout of fees applied): 
 

 
 

Go to the last page of the report.  Take the Final Fee Code Total line and find the amount under the section 
“NET” as you see below, outlined in Red (This is the actual amount that was exported to OFM – Financial 
Manager): 
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As you can see from this screen shot, the total amount for receipts taken for this day was $8,373.44 
 

 
 

Daily Cash Balance Report – Receipt/Deposit Comparison: 
 

 

 
Check Register Report: 
 

 
 
This total must match the Liabilities and Asset totals under the Disbursement Column on the Daily Cash Balance 
report as you see in the sample report on the next page: 
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Daily Cash Balance Report – Disbursement Comparison:  
 

 
 

If all three reports match, you’re in balance for the day! 


