
CASH/CREDIT CARD DATA ENTRY PROCEDURES 

 
 
 
 
STEP 1: CLICK TU Deposit 
Management System 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 2: CLICK Daily Deposit 
Report 
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STEP 3: CLICK Add a New Value tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 4: Enter Department, FISCAL 
YEAR, Deposit Date & Certificate of 
Deposit Number 
 
Department & Fiscal Year can be 
selected by CLICKING the 
lookup/magnifying glass icon.  
 
Deposit Date can be entered manually or 
by clicking calendar icon to bring up 
calendar to select the date. 
 
Once all data is entered AND 
VALIDATED that it is correct FY and 
deposit date, CLICK ADD.



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 SAVE.  
 
 
STEP 6:  Enter Credit Card data 
 
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. 
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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. 
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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.  I have 
found if the deposit isn’t too 
long, then 80-85% works well.  
 
Once percentage is selected, 
CLICK the PRINTER ICON to 
print. 


