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Copyright
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Overview

Cash Dispenser provides the following features and benefits:

*

*

*

*

*

Provides administrative control of the dispenser.

Interfaces with ARCA, Diebold or De La Rue dispensers.

Automates balancing.

Provides multiple security levels and inventory controls.

Permits teller override for manually changing the bill mix.

Includes ability to add cash to the dispenser without balancing the tellers or the dispenser.
Provides ability to change the automix for any denomination.

Provides credit union members added convenience and service by speeding the process of dispensing
cash and coins.

Reduces security risk.
Offers additional control while dispensing funds, including record keeping for balancing tellers and vault.

Improves teller efficiency by automating manual dispensers and eliminating key strokes and time spent
entering information using two separate computers or keypads.

Reduces time spent balancing the teller line drawers by providing detailed records.

Provides a detailed journal that records every dispensed transaction.

Depending on the dispenser or recycler in use at your credit union, you can take advantage of a holdup
dispense option and silent alarm:

*

If your credit union uses ARCA, Diebold, Talaris or NCR devices with the Portico-Lutzwolf interface, you
can implement a new holdup dispense option that will dispense a predetermined number of bills to limit the
financial loss to your credit union.

If your credit union uses Talaris TS2 and TCD9000 devices with the Portico-Lutzwolf interface, your tellers
can also trigger a silent alarm to notify law enforcement of a robbery at your credit union.

Credit unions using Talaris TS2 and TCD9000 devices can choose to use both the silent alarm and holdup
dispense options, or only one of the options. The silent alarm is not available for ARCA, NCR and Diebold
dispensers and recyclers.

If your credit union is faced with a robbery, you can press CTRL+H on your keyboard at any location within
Portico. Portico will check the current cash device inventory and dispense your workstation-defined holdup bill
mix, if available. If not available, Portico will dispense your credit union-defined holdup bill mix. If a bill mix has
not been defined, Portico will dispense 5 bills of each available denomination in the cash device. In addition,
cash devices Talaris TS2 and TCD9000 will send a silent alarm to law enforcement.

User's Guide

1 8/3/2015
CONFIDENTIAL —LIMITED: For use by credit unions using Portico and Fiservemployees supporting Portico.



Fiserv Portico Cash Dispenser

Setting Up Cash Dispenser
Security tokens must be applied to use Cash Dispenser within Portico. Contact the Portico support team for

setup of security tokens.

2 User's Guide
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Cash Dispenser Security Groups

Before you can set up and use Cash Dispenser, you must be assigned one of the following pre-defined
security groups, or you can add the following permissions to a credit union-defined security group using the
Security Group Permissions — Update window.

To assign one of the pre-defined security groups or a credit union-defined security group to your Portico users,
complete the following steps:

1. Onthe Portico Explorer Bar, click Security from the Administration menu. On the Security menu
bar, click User Maintenance, then click Users. The Users — List window will appear.

2. Onthe Users - List window, select the users that will be using payroll. Then, click the security
groups button. The Security Groups window will appear.

3. Onthe Security Groups window, select the desired users group from the Not a member of these
user groups list box, then click the left arrow. Click the Save button to save your changes.

4. The users must now log off and log back into Portico.

Portico - Explorer Teller Management - Menu Option CashDevice — Legacy — User
CashDevice — Legacy — Administrator

Portico - Explorer Teller Management - Task and Activities Menu Option | CashDevice — Legacy — User
CashDevice — Legacy — Administrator

CashDispenser - Task and Activities - Auto Mix - Maintain CashDevice — Legacy — Administrator
CashDispenser - Task and Activities - Automix - View Only CashDevice — Legacy — User
CashDevice — Legacy — Administrator
CashDispenser - Task and Activities - Journal - View All CCashDevice — Legacy — Administrator
CashDispenser - Task and Activities - Journal - View Self Only CashDevice — Legacy — User
CashDevice — Legacy — Administrator
CashDispenser - Task and Activities - Inventory - Maintain CashDevice — Legacy — Administrator
CashDispenser - Task and Activities - Inventory - View Only CashDevice — Legacy — User
CashDevice — Legacy — Administrator
CashDispenser - User Can Dispense Cash CashDevice — Legacy — User
CashDevice — Legacy — Administrator
Portico - Explorer Product and Service Menu Option CashDevice — Legacy — Administrator
Portico - Products (Prod/Serv) - Menu Option CashDevice — Legacy — Administrator

Portico - Products (Prod/Serv) - Bill Mix - Menu Option

Portico - Products (Prod/Serv) - Bill Mix - View Only

Portico - Products (Prod/Serv) - Bill Mix - Maintain

CashDispenser - Cash Dispenser - Menu Option CashDevice — Legacy — Administrator
CashDispenser - Cash Dispenser - Dispensers - Menu Option CashDevice — Legacy — Administrator
CashDispenser - Cash Dispenser - Dispensers - View Only CashDevice — Legacy — Administrator
CashDispenser - Cash Dispenser - Dispensers - Maintain CashDevice — Legacy — Administrator
User's Guide 3 8/3/2015
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CashDispenser - Cash Dispenser - Auto Mix - Menu Option CashDevice — Legacy — Administrator
CashDispenser - Cash Dispenser - Auto Mix - View Only CashDevice — Legacy — Administrator
CashDispenser - Cash Dispenser - Auto Mix - Maintain CashDevice — Legacy — Administrator
CashDispenser - Cash Dispenser - Password - Menu Option CashDevice — Legacy — Administrator
CashDispenser - Cash Dispenser - Password - View Only CashDevice — Legacy — Administrator
CashDispenser - Cash Dispenser - Password - Maintain CashDevice — Legacy — Administrator
8/3/2015 4 User's Guide
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Defining the Vault Location

Before you can set up Cash Dispenser, you must establish the cash dispenser vault location using the
Location Information window.

To access the Location Information window, click Administration under Teller Management. On the
Administration menu bar, click Locations, then click Location Information to display an existing cash
location or click New Location to add a new cash location.

Note: This window can also be accessed from the Administration — Products and Services — Products
menu.

m Portico - [Administration - Location Information]

Y| Fle View Activity Tools Window Help @3 0 $ g W] ﬁ S 2 -0 X
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Complete the following steps to add a new cash location using the Location Information - New window.

Click the Type down arrow to select the location type.

2. Inthe D field, enter the credit union-defined location ID. We suggest making the first three digits of
the ID the branch number, for example D 000-DRWR. For member locations, the ID should equal the
branch number. For example, if the branch number is 000, the ID should be M 000; if the branch
number is 001, the ID should be M 001.

3. Enter the credit union-defined description of the location in the Description field.

4. Click the Branch down arrow to select the branch number of the general ledger account that will be
affected by cash movements for this location.

5. Click the Purpose down arrow to indicate if the location is for cash dispenser.
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6. Inthe Inventory Maximum Cash field, enter the maximum amount of cash allowed at a specific
cash location.
7. Enter the maximum amount of cash you can send to a specific cash location in the Shipment
Maximum Cash field.
8. Inthe Branch/Group field, enter the credit union-defined logical grouping of Cash Control locations,
used by the 810 Report.
9. Enter the maximum number of times you can reschedule an intransit cash shipment to this location in
the Rescheduled Maximum Times field.
10. Inthe Due Date Maximum Days field, enter the maximum number of days in the future allowed for a
cash shipment due date to this location.
11. Click Save.

Note: You can also use the Location Information window to override maximum cash inventories for a cash
location. If overridden, the information appears as an exception on the Intransit Exceptions Report 810.

Portico Host: ACB, AFC
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Defining the Dispensers

To use a cash dispenser unit, you must define the cash dispenser on Portico.

Viewing the Dispenser List
The Cash Dispenser - List window lists the cash dispenser set up for the credit union branch.

To open the Cash Dispenser - List window, on the Portico Explorer Bar, click Products/Services from the
Administration menu. On the Products/Services menu bar, click Products, point to Cash Dispenser, then
click Dispensers. The Cash Dispenser - List window will appear.

On the Cash Dispenser - List window, click the Branch ID down arrow to view the cash dispensers fora
specific branch.

Click New to open the Cash Dispenser — New window and set up a new cash dispenser.

Click the vault ID on the Cash Dispenser - List window to open the Cash Dispenser — Update window and
modify a cash dispenser.

To delete a cash dispenser, select the cash dispenser row and click Delete.

Portico - [Administration - Cash Dispenser List]
'h.| File Wiew Activity Tools  Window Help E} 0 & 5 ﬁ @v _ 9 =

;g Products Services Integrated Services Print | Help 5
Main 3 Cash Dispenser - List
Teller Management ¥ Branch ID ‘ oo v
Financial Activity ¥ m VeultID = Name -
B b [edTvault lcomm ted Diebold

Member Services ¥

cd2vault test comm tod Diekcld
Lending ¥ tcdmen test cash Diebold

test testfor me Diekcld
Collections b

test dizpe teat dizpenzer Diebold
Operations ¥ vault vaultl Delarue
Accounting ¥
Contact Manager b
Cross Sell ¥
Administration H
’ﬂ Security
&l Customization
B Profiles e
;g Products f Services
Eﬁ Tools
Resources

(I | [ — T I [
< ¥
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Adding a Dispenser

The Cash Dispenser - New/Update window lets you lets you define the cash dispenser on Portico. For
credit unions not using the Portico-Lutzwolf inteface.

To open the Cash Dispenser - New/Update window, on the Portico Explorer Bar, click
Products/Services from the Administration menu. On the Products/Services menu bar, click Products,
point to Cash Dispenser, then click Dispensers. The Cash Dispenser - List window will appear.

On the Cash Dispenser - List window, click the Branch ID down arrow to view the cash dispensers for a
specific branch.

Click New to open the Cash Dispenser — New window and set up a new cash dispenser.

Click the vault ID on the Cash Dispenser - List window to open the Cash Dispenser — Update window and
modify a cash dispenser.

To delete a cash dispenser, select the cash dispenser row and click Delete.

B3 Portico - [Administration - Cash Dispenser - New]

Yo | File Wiew Artivity Tools Window Help @} 0 Sﬁ ; %] ﬁ T -3 X
;g Products Services Integrated Senicez Print | Help A,
Main ¥ Cash Dispenser - New
Teller Management ¥ o
VaultID [Vaultood |
Financial Activity ¥ Name [Vault 004 Lobby |
Machine Type ®Diebold
Member Services ¥ }
O Delarue
Lending 1
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Accounting b
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@i Customization
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Resources
[ | | [—— Ll I e —
4 >

Complete the following steps to add the new dispenser.

1. Onthe Cash Dispenser — New/Update window, enter the vault ID in the Vault ID field.
2. Enter the name of the cash dispenser in the Name field.
3. Then, click the Diebold or Delarue option.
4. Click Save.
8/3/2015 8 User's Guide
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Setting Up the Bill Mix

Cash Dispenser and Cash Recycler let you define the list of bill mixes at the branch level or user level.

Viewing the Bill Mix List

The Bill Mix - List window lists the bill mixes. If a bill mix does not exist for a specific amount, the dispenser
will use the highest denomination to determine the appropriate mix.

To view the bill mix at the branch level, on the Portico Explorer Bar, click Products/Services from the
Administration menu. On the Products/Services menu bar, click Products, then click Bill Mix. The Bill
Mix - List window will appear.

To view the bill mix at the user level, click Tools, then click Application Profile. On the Application Profile
dialog box, click Apps, then click Bill Mix. Click Edit Bill Mix to display the Bill Mix - List dialog box.

Branch-Level Bill Mix
On the Bill Mix - List window, click the Branch ID down arrow to view the bill mixes for a specific branch.
Click New to open the Bill Mix — New window and set up a new bill mix.

Click the amount on the Bill Mix - List window to open the Bill Mix — Update window and modify an auto
mix.

To delete an auto mix, select a bill mix row and click Delete.

B Portico - [Administration - Bill Mix List] X
i File Wiew Activity Tools Window Help B3 0 & ] ﬁ &6 -8 X
;g Products Services Integrated Services Print | Help A,
Main ¥ Bill Mix - List
Teller Management ¥ Eranch ID ‘ oo v
] (Ol N All “ Amount] Ones| Twos| Fives Tens| Twenties| Fifties| Hundreds
) 4 20| 0| 0| 2 1 0| 0| 0|
Member Services ¥
30 0 0 0j 3 0 0 0
Lending ¥ 50 5 0 1 2 1 0 0
75 0 0 1 1 3 0 0
Collections ¥
1004 0 0 0] 0 0 2 0
Operations ¥ 110 110 o 0 0 o o 0
125 0 0 1 2 5 0 0
Accounting b1
333 333 0 0] 0 0 0 0
Contact Manager H 500 o o 0 0 0 2 4
600 0 0 0j 0 5 4 3
Cross Sell ¥
Mew Delete
Administration H
’]”S Security
@l Customization
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;g Products f Services
@ Tools
Resources
[ | | [——— Ll I ([ pnm—— 4
4 >
User's Guide ° 8/3/2015

CONFIDENTIAL —LIMITED: For use by credit unions using Portico and Fiservemployees supporting Portico.



Fiserv

Portico Cash Dispenser

User-Level Bill Mix

Enter the whole dollar amount in the Amount field (no .00) and the number of bills to make up the amount in
the Ones, Fives, Tens, Twenties, Fifties, and Hundreds fields. Then, click Add.

To update a bill mix, select the row, change the amounts and click Update.

To delete a bill mix, select the row and click Delete.

[} Acmintetration - BRI LEt _‘ SN T geeese= e - e S |
o
Bill Mix - List N
All “ Amount Ones| Twos| Fives| Tens Twenties Fifties| Hundreds
» A0 0 0 2] 1 1 0 0
il
50 0| 0| 2 2 1 0| 0
I
Amount Ones Twos Fives Tens Twenties Fifties Hundreds
| | | | | | | | | | || I |
| add || update | [ Delete |
[ 1] |l I | I |
4| m k
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Adding a New Bill Mix

The Bill Mix - New/Update window let you customize the branch-level bill mix.

To open the Bill Mix - New/Update window, on the Portico Explorer Bar, click Products/Services from
the Administration menu. On the Products/Services menu bar, click Products, then click Bill Mix. The
Bill Mix - List window will appear.

On the Bill Mix - List window, click the Branch ID down arrow to view the bill mixes for a specific branch.
Click New to open the Bill Mix — New window and set up a new bill mix.

Click the amount on the Bill Mix - List window to open the Bill Mix — Update window and modify an auto
mix.

n Portico - [Administration - Auto Mix - New]

Wl File Wiew Activiiy Tools Window Help 0 ﬁ ; 5 ﬁ a6 -8 X
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On the Bill Mix — New/Update window, enter the amount in the Amount field and the number of bills to make
up the amount in the Ones, Fives, Tens, Twenties, Fifties, and Hundreds fields. Click Save.
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Viewing the Holdup Bill Mix List

The Holdup Bill Mix - List window lists the branch level bill mixes for a holdup dispense.

Depending on the dispenser or recycler in use at your credit union, you can take advantage of the holdup
dispense option and silent alarm:

+ |f your credit union uses NCR, Diebold, or Talaris devices with the Portico-Lutzwolf interface, you can
implement a new holdup dispense option that will dispense a predetermined number of bills to limit the
financial loss to your credit union.

+ |f your credit union uses Talaris TS2 and TCD9000 devices with the Portico-Lutzwolf interface, your tellers
can also trigger a silent alarm to notify law enforcement of a robbery at your credit union.

Credit unions using Talaris TS2 and TCD9000 devices can choose to use both the silent alarm and holdup
dispense options, or only one of the options. The silent alarm is not available for NCR and Diebold dispensers
and recyclers.

If your credit union is faced with a robbery, you can press CTRL+H on your keyboard at any location within
Portico. Portico will check the current cash device inventory and dispense your workstation-defined holdup bill
mix, if available. If not available, Portico will dispense your credit union-defined holdup bill mix. If a bill mix has
not been defined, Portico will dispense 5 bills of each available denomination in the cash device. In addition,
cash devices Talaris TS2 and TCD9000 will send a silent alarm to law enforcement. The CTRL+H command
may be used unlimited times if necessary.

Details of the holdup dispense will be recorded on the Cash Devices — Journal tab.

To open the Holdup Bill Mix - List window, on the Portico Explorer Bar, click Products/Services from the
Administration menu. On the Products/Services menu bar, click Products, then click Bill Mix. Click
Holdup Bill Mix.

Click New to open the Holdup Bill Mix — New window and set up a new bill mix.

Click the amount on the Holdup Bill Mix - List window to open the Holdup Bill Mix — Update window and
modify an auto mix.

To delete an auto mix, select a bill mix row and click Delete.

8/3/2015 12 User's Guide
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Adding a New Holdup Bill Mix

The Holdup Bill Mix — New/Update window lets you create the predetermined number of bills to dispense
during a robbery.

To open the Holdup Bill Mix - New/Update window, on the Portico Explorer Bar, click
Products/Services from the Administration menu. On the Products/Services menu bar, click Products,
then click Bill Mix. Then, click Holdup Bill Mix .

On the Holdup Bill Mix - List window, click New to open the Holdup Bill Mix — New window and set up a
new bill mix.

Click the amount on the Holdup Bill Mix - List window to open the Holdup Bill Mix — Update window and
modify an auto mix.

L = 3 <
%! Portico - [Administration - Holdup Bill Mix - New] | B S
o) File View Activity Tools Window Help 53 & & -B - # 5~ -8 %
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On the Holdup Bill Mix — New/Update window, select the branch from the drop-down list. Then, enter the
amount in the Amount field and the number of bills to make up the amount in the Ones, Fives, Tens,
Twenties, Fifties, and Hundreds fields. Click Save.
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Defining the User Profile Options

You can specify the user options for the maximum bill disbursed and bill mix file on the User Profile —
Preferences tab. On the top menu bar, click Tools, point to Profiles and click User Profile.

In the Cash Disbursed group box, click the Max Bill for User down arrow to select the maximum bill the
user can dispense. Then click the User Bill Mix option or Branch Bill Mix option to select whether the bill
mix will be calculated from the branch level file set up in Administration or the user level file.

¥4 Administration - User Profile - Update

LD [

User Profile - Update - User, Joe

Preferences | Security | Logons | Popups || Cross Sell

Lookup Member By Member Number

Detail Journal Default  Checks Disbursed Journal
Member Service

Member Information Tab Default

Account Information Tab Default  Oyepview
Loan Tab Default General
Shares Tab Default General

History Description Type Default  No Description

[ New Member Services Sequence Override

Images | Member Activity

Contact Information

-

-

Imported Files | My Queue | Session Mgmt
Cash Disbursed Operations

Max Bill for User
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[] Allow Default Return Code Processing

) User Bill Mix
@ Branch Bill Mix
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Grace Period days(s)

MNew Loan Default MNotes Default
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Application Profile - Apps - Devices — Cash Devices

Before you can begin using Cash Recycler or Cash Dispenser using the Portico-Lutzwolf interface, you must
enable cash device and specify the share file location of the recycler.

You can enable the cash device on the Application Profile dialog box. Click Tools, then click Application
Profile. The Application Profile dialog box appears with the Authentication tab on top. On the
Authentication tab, enter your administrative password in the Password field and click Login. The General
tab appears. Click the Apps tab. Click the Devices tab, then click Cash Devices.

.
% Application Profile . i | 2 S

: File

General | Updates | Apps | Data Cache | Logging | Proxies | Web Services | Remoting | Event Scheduler | Sec|£|t>

Devices | Collection Letiers | Bill Mix | Miscellaneous |

_Cash Dispenser Enable Cash Device

| Image Capture Shared File Location |C:1User3 | E
| Signature Pad
Readers / Scanners Device Information
Cash Devices )
e — Device Cantroller DC by Sherlene IZ|
Device Name 03-vault/ BXNJ521 / TS2 [~] |
Teller Position Left |E| [#] Enable Holdup Dispense
Coin Dispenser 03-vault/ BXNJ521 / DLR559 [~] !
Device Alarm I BXNJ521 /TS52_Alarm n i
| |
| Reset || Test |

E =

[m][ml[cmlﬂ

To enable the cash device, complete the following steps:

1. Onthe Devices — Cash Devices tab, select the Enable Cash Device check box to allow the cash
device to communicate with Portico.
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2. Click the Shared File Location ... button to locate the cash device. The shared file location can be
any folder, local or network. If two tellers are sharing one cash device, the shared file location must be
on a network. All tellers must have read and write access to this location.

Click the Device Controller down arrow to select the device controller attached to the cash device.
Click the Device Name down arrow to select the device name.
Select the side of the cash device the teller is connected to from the Teller Position drop-down list.

o ok~ w

Click the Coin Dispenser down arrow to select the coin dispensers attached to the cash device if
applicable.

Click the Test button to check the Portico to device connection.
Click Apply, then click OK.

Depending on the dispenser or recycler in use at your credit union, you can take advantage of a holdup
dispense option and silent alarm:

+ If your credit union uses NCR, Diebold, or Talaris devices with the Portico-Lutzwolf interface, you can
implement a new holdup dispense option that will dispense a predetermined number of bills to limit the
financial loss to your credit union.

+ |f your credit union uses Talaris TS2 and TCD9000 devices with the Portico-Lutzwolf interface, your tellers
can also trigger a silent alarm to notify law enforcement of a robbery at your credit union.

Credit unions using Talaris TS2 and TCD9000 devices can choose to use both the silent alarm and holdup
dispense options, or only one of the options. The silent alarm is not available for NCR and Diebold dispensers
and recyclers.

If your credit union is faced with a robbery, you can press CTRL+H on your keyboard at any location within
Portico. Portico will check the current cash device inventory and dispense your workstation-defined holdup bill
mix, if available. If not available, Portico will dispense your credit union-defined holdup bill mix. If a bill mix has
not been defined, Portico will dispense 5 bills of each available denomination in the cash device. In addition,
cash devices Talaris TS2 and TCD9000 will send a silent alarm to law enforcement.

To activate the holdup dispense option, select the Enable Holdup Dispense check box. For Talaris TS2 and
TCD9000 devices, the Device Alarm field lists the location for the silent alarm. You can click Test to test the
alarm.
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Enabling Cash Dispenser - Legacy

Before you can begin using Cash Dispenser, you must enable Cash Dispenser and specify the share file
location of the dispenser.

You can enable the Cash Dispenser on the Application Profile dialog box. Click Tools, then click
Application Profile. The Application Profile dialog box appears with the Authentication tab on top. On the
Authentication tab, enter your administrative password in the Password field and click Login. The General
tab appears. Click the Apps tab. Click the Devices tab, then click Cash Dispenser.

Application Profile

! Filz
General | Updates Apps Data Cache | Logging | Promies Wweb Semvices Bernoting Event Scheduler N >

tilS | DEvices | Collection Letters | Bill Mix

Cash Dispenser Enable Cazh Dizpenser

Image Capture Shared File Location  |C\Dermao website| | E]
Signature Pad

Save Journal File to Local Directory
Mumber of Coin Dispensers |4 ~

Dizpensze Information

o Diebald v
Marme [Diebold |
Type [Diebald |
Dizpenzer Port Left v
FC Part COMi T

ooy ] [o ] [ concel

To enable Cash Dispenser, complete the following steps:

1. Onthe Devices — Cash Dispenser tab, select the Enable Cash Dispenser check box to allow the
cash dispenser to communicate with Portico.

2. Click the Shared File Location ... button to locate the cash dispenser. The shared file location can
be any folder, local or network. If two tellers are sharing one cash dispenser, the shared file location
must be on a network. All tellers must have read and write access to this location.

3. Select the Save Journal File to Local Directory check box to save the Cash Dispenser journal file
to the local directory where the Portico update files are stored.

4. Click the Number of Coin Dispensers down arrow to select the number of coin dispensers attached
to the cash dispenser.
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5. Click the ID down arrow to select the vault ID you previously set up in Administration and on the
Portico host.

6. Click the Dispenser Port down arrow and select the side of the cash dispenser the teller is
connected to.

7. Click the PC Port down arrow to select the COM port the cash dispenser is connected to the PC.
Only valid ports will be listed.

8. Click Apply, then click OK.
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Creating the Admin Password

You must establish the Admin password required for resetting inventory and clearing the Balance tab. You
can set up the Admin password for Cash Dispenser on the Cash Dispenser Admin Password — Update
window.

Complete the following steps to create the Admin password.

1. Onthe Portico Explorer Bar, click Products/Services from the Administration menu. On the
Products/Services menu bar, click Products, point to Cash Dispenser, then click Password. The
Cash Dispenser Admin Password — Update window will appear.

2. Onthe Cash Dispenser Admin Password — Update window, click the Branch ID down arrow to
choose the specific branch for the password. The default Old Password field will be blank the first
time you set up the Admin password.

3. Enteranew password in the New Password and Confirm Password fields. Click Save.

CEX

m Portico - [Cash Dispenser - Admin Password Update]

Wil File Wiew Activiiy Tools Window Help @} 0 sﬁ ; ) ﬁ a6 -8 X
;g Products Services Integrated Services Print Help )
Main ¥ Cash Dispenser Admin Password - Update
Teller Management ¥ Branch ID | 0oo v|
Financial Activity ¢ Old Passwerd [reaseeee |
Mew Passwerd |““““ |
P i Confirm Password |'"'""‘ |
Lending ¥
Collections ¥
Dperations b
Accounting ¥
Contact Manager ¥
Cross Sell ¥
Administration H]
‘f’! Security
o Customization
B Profiles
;g Products f Services
@ Tools
Resources
[ | | [—— Ll I I -
< -
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Dispensing Cash

If your credit union uses Cash Dispenser or Cash Recycler, the Cash Disbursed dialog box will
automatically appear when you complete a transaction requiring a cash disbursal. You can also access the
Cash Disbursed dialog box by clicking the Cash Dispenser icon on the top menu bar.

If your credit union uses the Portico-Lutzwolf interface, you can continue to use Cash Dispenser and Cash
Recycler when in Offline Processing or Store and Forward mode. Cash dispensers and cash recyclers will

continue to function if you use the Transactions - Single Deposit, Withdrawal, Payment or Loan
Advance tab to process cash received transactions (recyclers only) and cash disbursed transactions

(recyclers and dispensers).

§100
550
$20
510

55
52
51

Dispenser Drawer Amount

Bill Count Coin Count
Units Per/

Rolls Amount

$1 25

51 20

20

40

50

40

50

Mix Drawer Coin

Mizc Drawer Caoin

Total Coing
Total Bills

Total Transaction

Difference

l Cancel H Dispense ]

Click the ellipse (...) button to automatically calculate the bill mix. To change the bill mix, enter the number of
bills of each denomination in the Dispenser or Units column. Then, click Dispense to dispense the cash

amount.
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Reviewing the Journal

The Cash Dispenser — Journal tab tracks each dispensed transaction completed, including the date, time,
CAN, individual note count, coin, and total amount dispensed. If an error was detected on the dispense, the
original amount requested is shown on a separate line. The last two lines of the dispenser journal are balance
entries indicating the note counts and dollar counts.

Complete the following steps to access the Journal tab and display cash dispenser activity.
1. Under Teller Management on the Portico Explorer Bar, click Tasks & Activities. The Open tab
appears on top.
Click the Cash Dispenser tab. The Balance tab appears on top.
Click the Journal tab.
Click the Date down arrow to select journal date.
Click the Dispenser down arrow to select a cash dispenser.

IR S

Click the Teller down arrow to select the teller ID.
7. Then, click the green arrow to view the dispenser activity records.

The Dispenser and Teller drop-down lists are only accessible if the teller has administrative authority.

B portico - [Journal] - z
ﬁ| Ble Wew Activity Tools ‘Window Help E} 0 & & 5 ﬁ fT 3 - F X
- — - —
— L |gpan ” Balancing and Close " Teller Journaling " Cazh Cantral ” Forrns Managerment | Cash Dispenser | Vault Balancing " Brai < [ ¥
Journal
. M | Balance | | Inventory |
Date IFriday, February 10, 2006 ¥ | Dizpenser |webuxdir 'l Teller ICB e IE'
Teller Management  # Date Time G & Tvpe Ones Fives Tens Twenties Fifties Hundreds Coin Amaount
B Tasks & Activities 2006/0210  10:19:26 Mormal 0 0 ] 0 0 1 0 100.00
2006/0210  10:19:58 Marmal 0 0 ] 0 0 1 0 100.00
80 User Security 20060210  10:23:36 12350 Error 2 1 5 g 1} 1} 4 167.04%
-} Administration 20060240  10:24:10 12350 Marmal 1} 1 5 5 1} 1} 4 165.04
2008/0210  10:25:02 12391 Marmal 0 1 2 1 0 0 0 45.00
2006/0210  10:25:48 12382 Marmal 0 1 1 1 1 1 0 185.00
Fi ial Activit v 200602100  10:26:52 12353 Marmal 0 2 o 0 1} 1} a5 10.85
T e 20060210 10:27.22 20648 ACM ] ] i ] i i 0 (595.89)
Member Services ¥ Totals 0.oo 0.00 0.00 0.00 o.oo 0.oo oaoo 0.oo
Lending 1
Collections ¥
Dperations ¥
Accounting ¥
Contact Manager ¥
Cross Sell
Administration
Resources
Jbd 0212852006 MCF 22222-003
A holdup dispense will display Holdup in the Type column on the Journal tab.
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e | Bamncing med Cloas | Tanse go | e Conred | Fomna | CoashDevsces | yayhBalancing | Beanch Clost
— T Bl _Jnumal: I’ ¥
Dote | Wednasday, Saptember 25, 2012 = Vault/User  [(3vaibal] - @
Teller Management 2 || _—
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Viewing Current Inventory and Adding Cash

The Cash Dispenser - Inventory tab lets you review the current inventory in the cash dispenser and add
cash or coin to the cash dispenser.

To access the Inventory tab, under Teller Management on the Portico Explorer Bar, click Tasks &
Activities. The Open tab appears on top. Click the Cash Dispenser tab. The Balance tab appears on top.
Click the Inventory tab.

Portico - [Inventory]

ﬁ| Ele ew Ackiviy Tools ‘Window Help E]o h“ 5 ﬁ @'

Portico Explorer Bar (& . . f =
2 B2 .2 Open EBalancing and Close Teller Journaling | Cash Contral Forrns Management Cash Dispenser Yault Balancing Erai < | »|
o
nok v Balance | Journal [: W:l
Cassette Denamination Current Units Divert Units Update Units Logical Law
Teller Management 2 ooaot Ones 483 I 0 a
10002 Fives 475 1 1} 0
B Tasks & Activities 20003 Tens 437 0 0 o
: 30004 Twenties 486 0 0 0
€2 User Security 40005 Fifties 500 1] 1] 0
B Administration 50006 Hundreds 500 0 0 i
: gooono Caoin 1294 1} 1} 1}
Financial Activity ¥
Update Totals
Member Services ¥ Denorination Tatal Motes 91.848.00
UpdateUnite | 0] TotalCoin 12.94
Ly ¥ Logical Low [ ] Tol 91,960.94
Collections ¥
[ Save ] [Qlear Dlverts] [ Beset ]
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Accounting ¥
Contact Manager ¥
Cross Sell
Administration
Resources
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The Cassette List is a list of all the cassettes in the cash dispenser and the corresponding denomination. The
list also details the current number of units for each denomination, the number of units added to the dispenser,
the number of rejected units in the divert cassette, and the logical low of each denomination. Complete the
following steps to update the cash dispenser inventory.

Click the Denomination down arrow to select the denomination.

2. Inthe Update Units field, enter the number of units added to the cash dispenser.

In the Logical Low field, enter the unit count for each denomination that signals the computer to
report that the number of units of a specific denomination is running low. When the estimated count
(original count minus dispensed count minus rejected count) of units in a cassette falls below the
logical low, Cash Dispenser will display warning messages at each dispense.

4. Click Save to save your changes.

When adding inventory for a shared dispenser, the inventory must be entered on the workstation on the ‘left’
side of the dispenser.
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When bills are removed from the divert tray in the dispenser, click Clear Diverts to reset the Divert Units
column back to zero.

Click Reset to clear the Inventory settings.

We recommend resetting the inventory at least once a month and entering the correct denominations from the
Vault Balancing tab. The Cash Dispenser - Inventory tab should not be used for balancing.
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Balancing the Teller Drawer with the Dispenser

When cash is dispensed from the cash dispenser, Portico records it as dispensed from your teller drawer. To
balance the teller drawer and the cash dispenser with Portico, money must be moved from the cash dispenser
to your drawer, in an amount equal to the amount you have dispensed from the cash dispenser during the day.
The Cash Dispenser - Balance tab lets you balance the cash dispenser and move the required amount to
your teller drawer.

To access the Balance tab, under Teller Management on the Portico Explorer Bar, click Tasks &
Activities. The Open tab appears on top. Click the Cash Dispenser tab. The Balance tab appears on top.

B3 Portico - [Balance]

ﬁ| Ele Wew achvity Tooks Window Help 53 0 & & 5 ﬁ Ghr - F
. E N
Qpen Balancing and Close Teller Journaling | Cash Caontral Forms Managerment | CBsh Dispenser | wault Balancing Brai < | ¥/
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Teller Management & Teller |CB | Vault |wehxd|r ‘ Drawer CVRTHIA
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On the Balance tab, click Cash Move to get the totals for the cash movement to the teller drawer. The Cash
Movement tab will appear. The dispenser vault ID, teller drawer and all the units and amounts of each
denomination from the Cash Dispenser - Balance tab will appear on the Movements — Cash Movements
tab. The Sending Location ID drop-down list contains the cash dispenser vault ID. The Receiving Location
ID drop-down list contains the teller drawer.

Click Submit to complete the cash movement. When the Convert To Units Complete for Cash Dispenser
Vault Location message appears, click OK. The Cash Movement Successful message will appear.

The amounts on the Cash Dispenser - Balance tab will be reset to zeros and the cash movement will appear
on the Cash Dispenser - Journal tab.
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Balancing the Dispenser

Since the cash dispenser is a vault location, you can balance dispenser using the Vault Balancing tab. The
Vault Balancing tab lets you inventory a vault and close the vault. You must enter the number of rolls and
loose coins, the number of currency bundles and loose currency, and any non-denomination amounts. (Non-
denomination money is mutilated currency or coins, bait money, and foreign money.)

Portico will calculate the vault balance by adding the total of coins, currency, and non-denomination amounts.
Portico will then calculate the closing adjustment amount by adding the previous closing cash balance and
cash transfers in, then subtracting the cash transfers out and the calculated vault cash balance from the
amounts entered.

Before you can use the Vault Balancing tab, you must be assigned to the Teller - Advanced security group,
or you can add the following permissions to a credit union-defined security group using the Security Group
Permissions — Update window.

+ TIrMg Vault Balancing Tab - View Only

+ TIrMg Vault Balancing Tab - Maintain & Close
Portico will calculate the vault balance by adding the total of coins, currency, and non-denomination amounts.
Portico will then calculate the closing adjustment amount by adding the previous closing cash balance and

cash transfers in, then subtracting the cash transfers out and the calculated vault cash balance from the
amounts entered.

Only Teller Administration - Expanded supports the Vault Balancing tab.

To access the Vault Balancing tab, under Teller Management on the Portico Explorer Bar, click Tasks &
Activities. The Open tab appears. Click the Vault Balancing tab.
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To balance and close a vault, complete the following steps:

1.

On the Vault Balancing tab, click the Vault Location down arrow to select a vault. Then, click the
green arrow. Click Show All Locations to view the totals for all vault locations.

Select the Print Vault Close check box to print the vault close report, or clear the check box if you do
not want to print the vault close report. If your credit union archives your teller close reports to
eFichency Documents, the vault close report will be imaged automatically to eFichency Documents
in the Teller Work repository. You can access the vault close reports using the View Documents
dialog box.

Enter the number of rolls, bundles and units for each coin and currency. When counting units, count
how many pieces of each coin or how many of each bill, not the dollar amount for each coin or bill. For
example, when counting nickels most tellers would count 5, 10, 15, 20, 25, etc. Instead, you should
count how many nickels are in the drawer, 1,2,3,4,5, etc. The system calculates the amount of each
item and displays this in the Amount column, with the total of all items appearing in the Closing
Cash Total field.

Total all bait money or mutilated money and enter the amount in the Non-Denominational Amount
field in dollars and cents. Portico will calculate the vault cash based on your input and compare it to
the system-calculated vault balance based on the financial transactions and cash movements
performed during the day. The Vault Cash Total should equal the System Cash Total. Any
difference is reflected in the Adjustment Amount field.

If the Vault Cash Total equals the System Cash Total, click Close Vault to close the vault. If the
Adjustment Amount field contains an amount greater than zero, count your vault cash again and
make any corrections. If you are still not in balance after verifying all amounts and have a true over or
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short situation, type a description for the over/short GL entry in the Adjustment Description field.
Then, click Close Vault to close the vault.

The Units Per Bundle column shows how the federal government bundles currency. Most credit unions do
not bundle the same way as the federal government.

If there is a closing adjustment amount, the system will automatically make the cash over and short entries to
the appropriate general ledger account. The Maximum Adjustment Amount field in the Teller
Administration section on the Credit Union Profile - Teller tab determines the maximum adjustment
allowed without a teller override if there is a difference. If the closing adjustment amount exceeds this amount,
the transaction appears in the override section of the Teller Drawer Status Report when you complete the
Balancing and Close tab.

If a closing adjustment is accepted on the Vault Balancing tab, the correction location will be the correction
location associated with the teller performing the transaction.

If no description is entered for a general ledger over/short entry, Portico will use the default description —
CASH CNTRL —BON XXXXXX.

Once the vault is balanced, verify the dispenser inventory on the Cash Dispenser - Inventory tab. We
recommend resetting the inventory at least once a month and entering the correct denominations from the
Vault Balancing tab.

Portico Host: ADV
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Cash Dispenser Troubleshooting

Question: My cash dispenser journal will display but will not print. Why not?

Answer: The journal is printed via screen print. Check your windows default printer to make sure it is working.

Question: After | load my cash dispenser and check my inventory, the inventory is not showing all the
canisters. What happened?

Answer: This usually happens when using a Diebold machine. The Diebold machines require a large stack of
bills in each canister. If the credit union does not want to put a large amount of money in a canister, suggest to
them to ‘back-fill’ the canister with paper (an adding machine roll or something similar works great).

This can also occur if you do not have a canister seated properly. If the machine does not see it, neither will
Cash Dispenser.

Question: When | try to complete a cash movement at the end of the day from the cash dispenser to the teller
drawer, | receive an error message Cash Shipment Information Exceeds Inventory. What does this
mean?

Answer: This error appears when you are trying to move more than Portico thinks you have in a particular
denomination. You can check the inventory using the Inquiry on Specific Location tab to display the
balances for a specific cash location. To complete an inquiry on a specific cash location, complete the
following steps:

1. Under Teller Management on the Portico Explorer Bar, click Tasks & Activities. The Open tab
appears on top.

2. Click the Cash Control tab. The Movements tab appears on top.
Click the Inquiries tab.

On the Inquiries tab, click the down arrow on the Select a Cash Inquiry drop-down box and select
Inquiry on Specific Location.

5. Inthe Location Information group box, click the down arrow on the Receiving Location drop-down
box and select the vault cash location.

Click the Receiving Location ID down arrow and select the cash location ID.

Click the green arrow.

You can review the bill count for each denomination. You may need to move money into the dispenser or
reassign the bills using the Movements - Physical Cash Count tab if you have an extraordinary amount in
the non-denominational field.

Question: | completed a cash movement but my dispenser journal still shows an amount from a previous day.
How do | clear my dispenser journal?

Answer: The journal will only be reset if the cash movement was performed using the Cash Move button on
the Cash Dispenser - Balance tab. If the cash movement is completed any other way, the dispenser journal
will not be reset. To clear the totals on the dispenser journal, click Clear on the Cash Dispenser - Balance
tab. You must enter the Cash Dispenser Administrator password. All the totals will be cleared but the
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dispenser journal will not be reset. The dispenser journal will display the Clear Totals transaction and any
transactions performed thereafter.

Question: | received this error message: DelLaRue cash dispenser will dispense manually but not from a
transaction. What does it mean?

Answer: A second serial port was added manually to the PC. You must update the BIOS on the PC.

Question: | received this error message: Diebold cash dispenser must be ‘enabled’ each log in. What does it
mean?

Answer: Diebold cash dispenser must be ‘enabled’ to Portico every time a specific user logs in from a
specific workstation. A second serial port was added manually to the PC. Remove the added serial port and
add a PCI serial port.

Question: | received this error message: Connection with the cash machine is closed. What does it mean?

Answer: Verify that the dispenser is turned on. If the dispenser is turned on, verify that the dispenser port and
PC port are correct.

Question: | received this error message: Dispense failed. 33h— The lifts are down. What does it mean?

Answer: Put the dispenser back in Operate mode and the lifts will come up.

Question: The Cash Disbursed dialog box is unresponsive and the dispense failed. What does it mean?

Answer: Verify that the dispenser is turned on.
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