TOWSON UNIVERSITY-DEPOSIT MANAGEMENT SYSTEM
PS 9.1 Data Entry Procedures-Deposit Areas

CASH/CREDIT CARD DATA ENTRY PROCEDURES

g Employee-facing registry content ‘ ‘

STEP 1: CLICK TU Deposit ' =/@ies  Mantenu
Management System

|Menu - Classic [ [=]

Search:

>

[ T Deposit Management System
[> Employee Sel-Service
= Supplier Contracts

[ TU Interface Processing
[ Items

[ “endars

[ Pracurement Cantracts
[ Furchasing

[» eProcurement

[ Accounts Payable

[> Banking

[ Cammitiment Cantral

[> General Ledger

[ Allocations

[> Statutory Reports

[> Set Up FinancialsfSupply Chain
[ Wiorklist

[ Tree Manager

[ Reporting Tools

[> T Report Distribution

[= T Chartfield Security

[ PeopleTools

= hly Personalizations

STEP 2: CLICK Daily Deposit
Report

ﬁ Baze Mavigation Page

Fam_ritea Mainiﬂenu = T Deposit Managernent System

TU Depozit Management System

TU Deposit Management System
posit Management System

Eﬁ“ Draily Deposit Report
TU DS _DEPOSIT GEL
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TOWSON UNIVERSITY-DEPOSIT MANAGEMENT SYSTEM
PS 9.1 Data Entry Procedures-Deposit Areas

CASH/CREDIT CARD DATA ENTRY PROCEDURES

g Draily Depozit Repart

STEP 3: CLICK Add a New Value tab

favorites - Main Menu > TU Deposit Management Systern »  Daily Deposit Repart
- o - b

aily Deposit
Enter any information have and click Search. Leave fields hlank for a list of all values.

Find an Existing “alue Add a Mew Walue

Lirmit the nurmber of results to (up to 300); |300
Entered By: |beginswith:||

Department: |begins with ;” %
Fiscal Year: |[= = | @,
Deposit Date:lz =l | B
CERDEP#: | begins with =] |
DRM:: | begins with =] |
[T case Sensitive

Search Clear iElasic Search [@F Save Search Criteria

Find an Existing value | Add a Mew Yalue

STEP 4: Enter Department, FISCAL & Daily Deposit Fiepart
YEAR, Deposit Date & Certificate of
Deposit Number

Favq[ites Mainl'-ﬂenu » T Deposit Manavgement Systern : Daily Deposit Report
Department & Fiscal Year can be

selected by CLICKING the
lookup/magnifying glass icon. TU DMS Daily Deposit

Deposit Date can be entered manually or
by clicking calendar icon to bring up
calendar to select the date.

Find an Existing Yalue Add a Mew VYalue

User ID: [PEACH
Once all data is entered AND Department: [Auxiliary Serv Business Office @,
VALIDATED that it is correct FY and Fiscal Year: |2012/@,
dGDOSit date, CLICK ADD. Deposit Dale:lmrﬂ
CERDEPZ  [p4ma
Add

Find an Existing alue | Add a Mew value
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TOWSON UNIVERSITY-DEPOSIT MANAGEMENT SYSTEM
PS 9.1 Data Entry Procedures-Deposit Areas

CASH/CREDIT CARD DATA ENTRY PROCEDURES

STEP 5: Enter Cash/Check data:

REQUIRED:

DRN-> 6-digit Deposit Ticket Number (NOTE: if
this is a credit card only deposit, please enter
999999 and skip down to credit card data)

Cash/Check total = Enter total dollar amount

for the deposit date.
OPTIONAL FIELDS:
Cash Drawer ID, Tape ID#, Cashier

Scroll to bottom of page and CLICK

STEP 6: Enter Credit Card data

@ Daily Deposit Report

:avmvr\tes Mavaenu s TU Deposit Management System  »  Dally Depiosit Repart

Tu Dms Deposit Thl

Tu Dms Rew Dist Py

TOWSON UNIVERSITY
DAILY DEPOSIT REPORT
Department Auziliary Serv Buginess Offce
CDNUMBER: 439 Deposit Date 1201812011
PREPARED DATE 12/20/2011 FiscalYear 2012

PREPARED BY FEACH

CASHICHECKS

DRN (Deposit ticket #) 456712 Cash Drawer I

8652.21) casHiER [Gina Peach]

TAPEID #

CASHICHECK TOTAL |

(Fin Sen Use Qnli
OPRID Posted - Cash

SAVE . Journal ID Cash ,7

Yes of No j'
R'Stars Batch ID

Cash Posted Date

PROCESS CASH JE

CASH JRNL TEMP DiS_DAU

NOTE: Enter data for each settlement so if you settle your terminals more than once in a day, need to enter

data for each settlement.

REQUIRED FIELDS:
Credit Card Transaction Date,
Card Type, Trans Amt

OPTIONAL:
Merchant Number, CC
Terminal, CC Batch ID, Area

Enter a number to Lines to ADD
to insert X # of lines.

Fill out data then CLICK SAVE.

Step 7: Validate Cash & Credit
Card totals.

Step 8: Click Save again

If you have more deposits to
enter, CLICK the ADD button on
the bottom of the page and it will
take you back to the Daily
Deposit Entry page again.

Gina Peach

CREDIT CARDS

Merchant Number
CC TERMINAL

CREDIT CARD TRANSACTIONS

2 ppst K g30r3 D Lact
{Fin Serv Use

CERDEPZ Line CC TranDate Card Type Trans Amount CC BATCHID Area Only} Courtesy
Deposit Z
1 6489 1[1ziezon B [visa =] | 471.23 | | =l
2 6489 2 [12r8i2011 3 [Master Ci=] | 52861 | [ | =
3 6489 3 (12182011 5 [Discover =] | 785.23 | | =l
]
Lines to A(I(I'_4 I Add. (Fin Serv Use Onbyi
DISCOVER TOTAL 785.23 OPRID Posted - Credit Card
Amex Total CC Posted Date
VISA Total 47123 CCJRNL TEMP DmS_ZAlL)
Master Card Total 528 61 Journal Ib CC
VISAMC TOTAL 999.84 !
PROCESS CC JE |
ECHECK TOTAL 0.00 ’
CREDIT CARD TOTAL 1,785.07

Total Sales 10,437.28
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TOWSON UNIVERSITY-DEPOSIT MANAGEMENT SYSTEM

PS 9.1 Data Entry Procedures-Deposit Areas

CASH/CREDIT CARD DATA ENTRY PROCEDURES

STEP 7: Optional-Printing Daily Deposit Page

Right click in an open area on the
page and click SELECT ALL

All data on the page even if it goes

beyond the screen will be
selected.

Next click on the drop
drown arrow next to printer
icon and SELECT PRINT
PREVIEW.

Gina Peach

& Daiy Deposit Repon

Faugyitss  ManMenu > TU Deposit Management System > Daiy Deposit Report

Tu Dms Rev Dist Py

TOWSON UNIVERSITY
DAILY DEPOSIT REPORT
Department Auiliary Serv Business Office
CD NUMBER: 6439 Deposit Date 12118/2011
PREPARED DATE 1212002011 Fiscal Year 2012

PREPARED BY PEACH

CASHCHECKS

"DRN (Deposit ticket % [436712 Cash Drawer ID

865221 casHIER [5ina Peach

TAPEID #

casucHeck ToTaL [

(Fin Serv Use Only)

Joumnal D Cash OPRID Posted - Cash PEACH
Yes or No | cash Posted Date 122012011
R'Stars Batch ID CASH JRNL TEMP DMS_DAU HHUCESS LS J2
CREDIT CARDS
WMerchant Number

CC TERMINAL

CREDIT CARD TRANSACTIONS

(Fin Serv Use
Only) Courtesy.
Deposit &

DTE098T6S-001 | [=]

CERDEPZ Line CCTranDate CardType  Trans Ameunt CCBATCHID Area

1/6499 1112182011 VISA 471.23

& Dab Depost fieport

Favcrites | ManManu ;T Deposit Managemenit System Dty Depodt Report

u Dms Deposit Tol

ON UNIVERSITY |
P

T T
Preriveo ol oo Qe

CASHEHECHS
o woposiickot | EEHEARSIINNN | o 0rones i (000 rave w o[ |
aswcneck rora | ISR | asornl SEIZE TS |

ourmai D Casn] S

DPRID Posied - Cash)

fres or ol | oo pasted vatcl 120011 |

o stars ot o] S | foics s |
pocrchom e ]

o rerunn [ |
ez carn Ransacrions I B M s 1oa L]
[cesoce A incflice 1ran Dxtcflicard Tvoe] ™
[1]:10: § i [i215r2011 Jvise | L |
BEE ol 2162011 lwacter Card | 2011 § |
EEE 211262011 Jgo scover | [ra5.23] § L

el
=
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TOWSON UNIVERSITY-DEPOSIT MANAGEMENT SYSTEM

PS 9.1 Data Entry Procedures-Deposit Areas

CASH/CREDIT CARD DATA ENTRY PROCEDURES

Next select the down arrow
next to as laid out on screen
and SELECT AS SELECTED
ON SCREEN. This way the
whole page will print.

Then if the print looks too small,
select the drop down arrow next
to shrink to fit and various
percentages are listed. | have
found if the deposit isn’t too
long, then 80-85% works well.

Once percentage is selected,

CLICK the PRINTER ICON to
print.

Gina Peach

Page L of |
Fnewrman [ o rage T

CASHCHEDKS

“DRN (Ds posit eke te 55T 12 Cawh Crawsr 1o
5

jenfEna

SR AT

M ter Card Toml 2880
VI AME TOTAL s9054
ECHECK TOTAL

SREDT CaRDTOTAL
Totat sals

W swe [ rewmboesen < W
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