Checkbook Database: Data Entry Instructions for Check Log

This is a 3-step process involving 3 different individuals:

Step Responsible Person*

l. Recording the Receipt of the Check ............ccceee. person who collects checks

Il. Recording the Deposit ..........ccccoveveivievieiecicceenns person who prepares deposits
1. Reconciling the Deposit..........ccccovvririeieneneniniens person who reconciles deposits

*These individuals are identified in the document “Individuals Involved in Cash Handling.”

NAVIGATION INSTRUCTIONS:

Select Checkbook and Receive Money.

Select a view from the Layout menu.
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= Use the List View for Data Entry.
= Use the Form View for Gifts.

= Use the Check Report for a print out of the Checkbook log.




DATA ENTRY INSTRUCTIONS:

l. Recordlng Receipt of the Check
Enter the following in the List View Layout.
= Name of Individual/Business
= Account Number
=  Amount
= Date Received
= Receipt Number
= Entered by and date

Wed
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@ 2005 | Polyorganix Ine. 2285149 0053 126.00 002004 5160 072004 000102333 HOMO07708  12M13/2004 Kim Fletcher 10."6."200

@ 2005  Bediman Research Institute 220517 0053 230,00 002004 161 072004 000102331 HOM07707 1201372004 Kim Fletcher [1005/2002

@ 2005 | University Of California, 220517 S0052 75225 10082004 5162 A0/2£2004 000102420 HOA0770Q 12372004 Kim Fletcher |1U!8.QDD£

I1.  Recording the Deposit
A. Enter the following in the List View layout.:

= Fiscal Year (FY)
= Transaction Type
= PS account Code
= Date Deposited
=  PSJournal #
= PS Header Ref #
= Deposited by and date (your name and the date)
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Department of Chemistry Log Book of Checks Received

Bediman Research Institute| 220517 || 60053 230.00 10/5/2004 [ 72004 000102331 07 1271372004 Kim Fletcher 1

Recovery | University Of Califomia, 220617 S0052 758.25 A0,/2/2004 S162 100272004 000102429 HO107700 120M2/2004 Kim Fletchar Il
% 2005  Recowery Washingten University In 220519 500532 75.00 4041 1/2004 5163 10/11/2004 000102708 | HOA07710  12/12/2004 | Kim Fletcher {1
@ 2005 Recowery  Shiv Halasyamani 225336 S6115 43.80 1041 1/2004 S164 10412004 000102709 HO107711 12/13/2004 Kim Fletcher [

@ 2005 =itk Chiang Mai University 441117 S0050 16,400.00 1081272004 5165 10£12/2004 =IFT 272005 | kim Fletcher [t

@ 2005  Recovery Texaz A & M Research 229517 | 50053 159075 10/M6/2004 5166 | 10M5/2004 000102825 HO107712 12/M3/2004 Kim Fletcher Iﬂ

’nent of Chemistry Log Book of Checks Received
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Fecords:
rarch Tnstitute]| 228517 || 60053 | Z30.00 07572009 || 5167 | 10/7/2004 [000102351 | HOT07707 || 12/15/2004 | Fam Fleteher [10/72004] La Futh Davis | 10/65/2009] &

535

B. Enter the following in the Form View layout.
= All applicable information required for the Gift Transmittal Form (GTF). See
GTF instructions.




I11.  Reconciling the Deposit

A. Ve

rify the following in List View layout by comparing to the 1074 report for the

applicable cost center.

Fiscal Year (FY)

Name of Individual/Business

Account Number/Speedtype

PS Account Code

PS Journal Number. Note: The journal # for Gifts will be blank until the
transaction is reconciled. Upon reconciliation, enter the journal number shown on
the 1074 report.
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Department of Chemistry Log Book of Checks Received

Transaclion

Type Bu
Z005 | Revovery | Beckman Research nslitule| 229517 || 50053 | 230.00 G004 || B161 | 1072008 000102551 HOT07 707 || 1252004 Fm Fleteher [1
Recovery |University Of California, 220517 | 50053 | 75825 1082004 | 5162 | 10/8/2004 000102420 HOT07708 | 124132004 Kim Fletener |1
Recovery | Washingten University In 220519 || 50053 75.00 A0A1/2004 | 5163 | 10/11/2004 000102708 HOM07710 12A3/2004 ] Kim Fleteher i
Recovery || Shiv Halasyamani 225336 | 565118 43.00 A0A1/2004 | 5164 | 10/11/2004 000102700 HOM07711 | 12A3/2004] Kim Fleteher ji
Gift | |Chiang Mai University 44147 | sooso | 4s40000 | 10422004 || 5165 | 104202004 GIFT || 1/27/2008 | Kim Fleteher i
Recovery | Tewas A & M Researsh 220547 | 50083 | 150075 | 10M5/2004 || 5165 | 10M5/2004 000102805 HOMO7742 | 12M3/2004 Kim Fletcher it

B. Data Enter the following in List View layout:

Enter the reconciliation date in the “Reconc. Date” field once the above
information has been verified.
Enter your name and the date in the “Reconciled by” and “date” fields.



