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Background

WHAT HAPPENED TO THE CARBON PAPER?




Background

The Report of Collections process can be confusing
o The ROC forms have been used for 24+ years with minimal updates

o When do you use an accounting string? A detail code? What information is needed and used?

Carbon paper is expensive and cumbersome.
> Pick up from our office
o Cannot erase mistakes

OnBase offers tremendous benefits.
o Eliminates paper waste
o Allows users to view and search their documents and only their documents
o Easier error correction and updates



Purpose

Offer clarity to the process formerly known as Report of Collections

Provide a brief overview of detail codes

Facilitate use of the electronic deposit form by detailing the steps to successfully
complete the online form

Provide reference documentation



What You Need To Know

The deposit form is the method used to deposit revenue.

This form was originally referred to as the Report of Collections (ROC).

Departments must have a 4-character alphanumeric detail code available in order
to successfully complete the ROC.

If you do not have a detail code, please contact the Office of Student Accounts
(Ext: 5101) to look it up or create one for you.



System Overview

e Banner is our student software system
* SAP is our accounting system
e Business Intelligence (BI) is used to pull reports from the data in SAP

cp wop wp

* Banner activity feeds to SAP nightly
e SAP activity feeds to Bl nightly




Detail Code

The detail code will always start with the letter “A”.

Detail codes tell the system what fund center and account to which funds should be
applied.
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Deposit Process

View Revenue
in Business
Intelligence

Deliver Money
to the Ofiice of
Student
Accounts
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View Form in
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Deposit Form

PAPER FORM TO ELECTRONIC FORM




Deposit Form

The “B” number becomes the “Document Number” and the “Date” becomes the “Date Created.”
Both fields are automated on the new form for your convenience.

NS
26802
Old Form: TE:
ACCT. PROG:
New Form:

ument Number
D169

ate Created




Deposit Form

The Banner Detail Code stays the same and the Description of Revenue has now become the Banner Detail
Description and is automatically entered once a Banner Detail Code is entered.

Old Form:
need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for aYsistance.
New Form: Banner Detail Code * Banner Detail Description
AAAR LY ] ATHLETICS ACADEMIC RESOURCES




Deposit Form

Addresses are no longer included on the new form. You may wish to include this information if it may be necessary to issue a
refund. “Name” becomes the “Payor” and the amount stays consistent. A description is not required.

FIRST) ADDRESS DESCRIPTION | AmOuU
Old Form:
Payment Information
Payment Type * Descripti Amount *
[Cash | x [100.00
. Payment Type * Check#* Payor* Description Amount *
New Form: [Check/Money Order |=J 123 ] [iohn Doe 155.20 |

Payment Type * eck#* Payor* Description Amount *

Ch
|Check:Money Order |E| I456 | ane Doe 365.03 |




Deposit Form

“Prepared By” and “Ext.” no longer need to be filled out because the individual who created the deposit is
logged into OnBase and the information is recorded in that way. Instead of personally totaling checks/money
orders, cash, credit cards, and the total, the online form calculates them for you.

PREPARED BY

Old Form: CALL THE BURSAR'S OFFICE FOR ASSISTANCE, EXT. 5101
SUBMIT FORM AND MONIES COLLECTED IMMEDIATELY TO THE BURSAR'S OFFICE

Subtotals
Cash Check/Money Order
New Form: [s100.00 | [s520.23 | |s0.00 | [s0.00 |
Grand Total
[s620.23 |




Completing a Deposit Form

A STEP-BY-STEP GUIDE




Step 1: Logging into OnBase

C | & Secure | https://my5.millersville.edu Lo ¢

Welome, Amanda  Sign Out

Login into myVille and select

“Deposit Form” under “OSA
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Step 1: Logging into OnBase

C | & Secure | https://obprod.millersville.edu/AppNet/UnityForm.aspx

After selecting the Deposit Form, OnBase OI'IBaS&5

should appear. Login using your Millersville

Domain (MUAD
credentials in the User Name and

User Mame

Password

Password fields.

Depending on modules licensed, this product may contain portions of:
Imaging technology € Snowbound Software, Inc.
Full Text Indexing technology & Autonomy.

Version 15.0.0.26 - Copyright @ 1952 - 2015 Hyland Software, Inc.



Step 1: Logging into OnBase

Once logged in, select

“Forms” from the top bar and e

choose the Report of -
Collections from the left-hand

menu.

Col Chel Moy Codes  Conilie Cod L
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The Deposit Form

L | o | G| 5%

I\‘f. https://obtest.millersville.edu/ O ~ & & || (@ obtest.millersville.edu
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Deposit/Report of Collections Form

Please do not fill in

the Document Number or the ey ate Created
I
If you need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for assistance.

Date Created, as these fields are e it e st e
I, =2 | |

automated for your convenience. PRy formaton

Subtotals
Cash Check/Money Order Credit Card American Express
[s0-00 | [s0-00 | [s0-00 | [s0-00

Grand Total

This form is complete and the deposit is ready to be delivered to the Office of Student Accounts. *

L =

cannot submit th it form until the t is greater than zero.




Step 2: Enter Detail Code

T AF

U n d er Ba nner Deta i I COd e, e [@ nttps:/abtest millersvillecdu/. O ~ @ ¢ || @ obtest millervillecdu

L=lO L ]

'f".‘gh g} Suggested Sites ej Web Slice Gallery « é BANS Banner INB

enter the detail code that

Deposit/Report of Collections Form

begins with the letter “A”.

Document Number Date Created

The Banner Detail Description will

need the Banner Detail Code, please contact the Office of Student Accounts (X510WPTor assistance.

Banner Detail Code * Banner Detail Description

automatically appear with the I [ATHETCS AcADEMC ReSOURCES |
Payment Information

selection of the Banner Detail Code.

Subtotals
Please check to make sure the o bt i

Grand Total

description is accurate to what you

This form is complete and the deposit is ready to be delivered to the Office of Student Accounts. *

are depositing.




Step 3: Add Cash Payments

The next step is to add the various payment
Deposit/Report of Collections Form

methods. Please start by adding all cash
payments first.

Select “Add” across from “Payment
Information” and select “Cash” as the

Payment Type.

e .|(;, https://obtest. millersville.edu/ O ~ @& & || L obtest.millersville.edu

[

File Edit View Faw s Tools Help

9l & Suggested Sites ¥ ] Web Slice Gallery v &] BANS Banner INB

Document Number Date Created

Banner Detail Code *

CER—(=

Payment Information

Payment Type * Description Amount*
[cash =2 100.00

Subtotals

If you need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for assistance.

Banner Detail Description

|ATHLI:TECS ACADEMIC RESOURCES

$100.00

Cash Check/Money Order Credit Card American Express
[s100.00 | [s0.00 | [s0.00 | [s0.00 \
Grand Total

This form is ¢ and the deposit is ready to be delivered to the Office of Student Accounts. *

1t the Deposit form until r than zero.

e




Step 3: Add Cash Payments

Please enter a description of the payment

(optional), and the total amount of cash

received as well.

4 1 ___. P
e ¥ https.//obtest.millersville.edw” O ~ & & “ & obtest.millersville.edu

File Edit View Favortes Tools Help

b

1% 2] Suggested Sites v 2] Web Slice Gallery » 2] BANE Banner INB

Deposit/Report of Collections Form

Document Number
If you need the Banner Detail Code, pl
Banner Detail Code *

R =2

Date Created

ntact the Office of Student Accounts (X5101) for assistance.

Banner Detail Description

|ATHLET!CS ACADEMIC RESOURCES

Payment Information

Payment Type * Description Amount*
100.00

Icash ]El |

Subtotals

Cash Check/Money Order Credit Card

American Express
[s100.00 | [s0.00 | [s0.00

| [s0.00

Grand Total

This form is complete and the deposit is ready to be delivered to the Office of Student Accounts. *




Step 4: Add Check/Money Order Payments

B

e | https://obtestmillersville.edu/ 2 ~ @& & || (3 obtestmillersville.edu

== =

s & Suggested Sites v & Web Slice Gallery v ] BANS Banner INB

Please add check/money order

payments next. Select “Add” across from

“Payment Information” and select

“Check/Money Order” as your Payment

Type.

Deposit/Report of Collections Form

Document Number Date Created

If you need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for assistance.

Banner Detail Code * Banner Detail Description
| [ATHLETICS ACADEMIC RESOURCES
Payment Information
Description Amount*
=] 100.00
Payment Type * Check#* Payor* Description Amount *

|Check-‘MoneyOrdEr |E| |123 ‘ ’John Doe | | ‘ 155.20

Payment Type * Check#* Payor™ Description Amount *

[check/Money Order |E| [4ss | ’Jane Doe | | ‘ 365.03

Subtotals
Cash Check/Money Order Credit Card American Express
‘SIDD.DD | |5520.23 | |$0.CN] ‘ ‘30.00

Grand Total

$620.23

This form is complete and the deposit is ready to be delivered to the Office of Student Accounts. *

it form until




Step 4: Add Check/Money Order Payments

After selecting “Check/Money Order”,
please enter the Check#, Payor, description

of the payment (optional), and the amount
of the check.

This form is complete and the deposit is ready to be delivered to the Office of Student Accounts. *
I
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Deposit/Report of Collections Form

Document Number Date Created

If you need the Banner Detail Code, ple]

tact the Office of Student Accounts (X5101) for assistance.
Banner Detail Code*

Era—

Banner Detail Description

|ATHLFI'IC5 ACADEMIC RESOURCES

Payment Information

Payment Type *

Payment Type *

Check#* Payor* Description Amount *
[Check/Money Order =2 23 | Fohn Doe ‘ ‘ ‘ 155.20 Remove
Payment Type* Check#* Payor* Description Amount *
[check/Money Order |II| [#56 | ’Jane Doe ‘ ‘ ‘ 365.03 Remove
Subtotals
Cash Check/Money Order Credit Card American Express
[s100.00 | [s520.23 | [s0.00 | [s0.00
Grand Total

ter than zero.



Step 4: Add Check/Money Order

Payments

Continue selecting “Add” to enter
additional checks and money orders.
PLEASE ENTER EACH CHECK
SEPARATELY! The system will total the

amount of all checks automatically.

e
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Deposit/Report of Collections Form

Document Number Date Created

If you need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for assistance.
Banner Detail Code* Banner Detail Description

[5] [ATHLETICS ACADEMIC RESOURCES

Payment Information

Payment Type * Description Amount *

Cash =] 100.00

Payment Type * Check#* Payor* Description Amount *
[Check/Money Order =1 i3] |thn Doe | | | 155.20
Payment Type

Description Amount *
3

= Check#* Payor*
|Check_ Money Order ||I| Id 56 -| ’]ane Doe |

Subtotals
Cash Check/Money Order Credit Card American Express
[s100.00 | [s520.23 | [s0.00 | [s0-00 |
Grand Total

This form is complete and the dep eady to be delivered to the Office of Student Accounts. *




Step 5: Add Credit Card Payments

Please add credit card payments next.
Visa, Mastercard, and Discover are
acceptable forms of tender.

Select “Add” across from

“Payment Information” and select
“Visa”, “Mastercard”, or “Discover” as
your Payment Type. Please also fill in a
description of the payment (optional),

and the total amount charged.

e | @ hitps://obtest millersville.eduf Apphet/UnityForm zspxZker O ~ @ © || @ obtestmillersville.edu

== = |

x @QConvert ~ fERSelect

Deposit/Report of Collections Form

Document Number Date Created
D181
If you need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for assis| tance.
Banner Detail Code * Banner Detail Description™®
[ATHLETICS ACADEMIC RESOURCES
Payment Information
Payment Type * me * Description Amount*
[check/Maney order |2 E" vl ‘ ‘ 165.23
I’a'wne t Type * Description
=] 477.16
Pay vmem Type Description
= 201.56
Payment Type Description
[Mastercare EI 16.72
Subtotals
Cash Check/Money Order Credit Card American Express
‘ED.DD | ‘3165.23 | ‘5695,44 ‘ ‘50.00
Grand Total
$860.67

This form is complete and the deposit is ready to be delivered to the Office of Student Accounts. *

t form until the total is greater than zero.

EEEEE




Step 6: Add American Express Payments

The last payment you should input
is American Express.

Select “Add” across from

“Payment Information” and select
“American Express” as your Payment
Type. Please also fill in a description
of the payment (optional), and the

total amount charged.

sl
a }f. m'ps‘ {fobtest. millersville.edu/ O~ &0C | & obtest.millersville.sdu :
9 & Suggested Sites » ] Web Slice Gallery = &) BANS Banner INB

Deposit/Report of Collections Form

Document Number Date Created
D176
If you need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for assistance.

Banner Detail Code* Banner Detail Description

] [ATHLETICS ACADEMIC RESOURCES

Payment Information

Payment Type* Descriptig Amount*

CI—l~ o T oEm

Payment Type* Description Amount*

American Express El 300.25 Remove

Subtotals
Cash Check /Money Order Credit Card American Express
[s150.00 | [s0-00 | [so-00 | [s300.25

Grand Total

5$450.25

This form is complete and the deposit is ready to be delivered to the Office of Student Accounts. *

it form until the total is greater than zero.




Step 7: Save or Submit Form

If the form is filled out in its entirety and
accurate, select “Yes” from the drop-
down menu and then select

“Submit to the Office of Student
Accounts.” Once this is completed, you
have the required number of business
days, according to MU's Cash Collection,
Receipt, and Deposit Policy Guidelines,
to deliver the money to Student

Accounts.

&% obtest.millersville.edu
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Document Number Date Created

D176

If you need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for assistance.

Deposit/Report of Collections Form

Banner Detail Code* Banner Detail Description
(=) [ATHLETICS ACADEMIC RESOURCES
Payment Information
Payment Type* Description Amount *

Cash ) 150.00

Payment Type * Description Amount *

[American Express El 300.25

Subtotals
Cash Check/Money Order Credit Card American Express
[s150.00 | [s0.00 | [s0.00 | [s300.25

Grand Total

3450.25

This form is complete and the deposit is ready to be delivered to the Office of Student Accounts. *

E—

(Cash is required to be brought to the Office of Student A

Submit to the Office of Student Accounts

I 1 ]




Step 7: Save or Submit Form

If the form is not completed or finalized, M"L'“ £fc

s &) Suggested Sites v 3] Web Slice Gallery ~ ] BANE Banner INB

o 124

and select “Save.” Once this is done, you

=

B

&} obtest.millersville.edu

Document Number Date Created

. . . . . If you need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for assi istance.
will receive an email with a link that e e ot

Banner Detail Description

[ [aTHiETICS AcADEMIC RESOURCES |
allows you to finish your incomplete form e
Cash B2 150.00
as well as daily reminders. You are allowed o el e
|American Express 300.25

7 days after saving the form to submit it.

Subtotals
Cash Check/Money Order  Credit Card American Express
Once the 7 days passes, the form is removed frsos | oo | i ==

from the system.

Because e7

10t complete, you will be emailed a link after you save the form so that you can complete it at
another



Step 7: Save or Submit Form

Pictured on the right is what the email text
will look like regarding the saving of your

incomplete form. Please click on the linkand  |complete - Initial Notification to Submitter

Monday, May 22, 2017 5:53 PM

login using your Millersville credentials. This

SUBJECT: Deposit Form Awaiting Completion

link will allow you to complete and submit

Dear %R,

Thank you for saving the Depasit Form. It has not been submitted to the Office of Student Accounts because it is nat

your in'progress depOSit. Once you Smeit complete. Please complete this form within 7 days or it will be removed and not be processed.

the form to the Office of Student Accounts,

Office of Student Accounts

MILLERSVILLE UNIVERSITY

you have the required number of business 2. B0 1003, Ml P £7551.0302

Phone: 717-871-5101 | Fax: 717-871-7970 | osa@millersville.edu | www.millersville.edu
days, according to MU's Cash Collection,
Receipt, and Deposit Policy Guidelines, to

submit the money to the office.



Step 7: Save or Submit Form

Once the form is saved, you will receive Incomplete - Daily Reminder to Submitter

Monday, May 22, 2017 5:53 PM

daily reminders, such as the text on the

SUBJECT: REMINDER: Deposit Form is Incomplete

right, which notifies you that your form is

Dear %W(K0D356.1),
still in process and not completed until T wrcr o v ok ko o DR o, Tho s sl . e oot
you submit it. https://obtest millersyille.edu/a mpop.aspxdocideXi chksums
Office of Student Accounts

MILLERSVILLE UNIVERSITY
P.O. Box 1002, Millersville, PA 17551-0302
Phone: 717-871-5101 | Fax: 717-871-7970 | csa@millersville.edu | www.millersville edy



Step 8: Deliver Payments

Deliver payments in person to the Office of Student Accounts.
°c The OSA is on the first floor of the Dilworth Building.

> You may use the yellow OSA bank bag for your office deposit.
> Do not hold checks/money orders and cash in your office.

When you send your deposit:
o All items should be held together with a rubber band, paper clip, or binder clip.

o Clearly label the deposit with the document number (begins with D).

All checks need to be made out to Millersville University



Reviewing Your Deposit Form

USING ONBASE TO SEE WHAT YOU NEED




Viewing the Deposit Form in OnBase

Once the deposit form is successfully submitted and posted by the Office of
Student Accounts, you will be able to view it in OnBase. Please allow 2-3 business

days for processing.

Follow the steps listed in the upcoming slides to view the deposit form.




Step 1: Login and Retrieve Documents

Log into OnBase using your Millersville

credentials. Once the homepage

appears, select “Retrieva

III

from the bar.

”_ % - On| OnBase Outlook Pl
[

r

= Home
- o 2 éﬁ 8 quey History 2 K » [
. - . = 4t
N = . | [ [P My Check Outs = ~ =
Home | Personal Favorites Custom Retrieval File Forms Upload Templates Workflow Batch Batch
- Page - - Queries Cabinets Scanning  Processing
Favarites Documents Create Workflow Imaging

Search Tiles x

Your Personal Page does not currently have any
shortcuts. You can easily add shortcuts to layouts,
forms, documents, workflow queues and many other
features to your Personal Page.

When you are on a layout, you can add that layout to
your Personal Page from the Personal Page menu on the
Home tab. Other features, such as documents and
workflow queues can be added to your Personal Page
with a simple right click.




Step 2: Select Document
Type

Home Document
~ (o
" [: =
Home | Personal | Favorites Custom  Retrieval
g age - E Queries
Favarites

+ Document Retrieval

Document Types and Groups

&%

Scroll down the list on the left-hand side of the screen
until you come across AR ROC/Deposit. Select that

as your document type.

<All>

AR Invoices

AR Past Due (Student)

AR Past Due (Vendor)

AR Residency

AR ROC Deposit Reports

R ROC/Deposit

R ROC/Deposit Supporting Docs

Title IV

AR Waivers - Foreign Exchange Program
AR Waivers - RA Meals

AR Waivers - Foreign International Student
AR Waivers - Graduate Assistants

AR Waivers - Miscellaneous

AR AMirare — M vt

Keywards and Date Range

From | Tof

AR Banner Document Number

AR Banner Document Number
.\':\R_Pu_st Date

ROC Total Amount

AR Receipt Number

AR Receipt Number

SAP Fund Center

SAP Fund Center Desc

SAP Acct Code

SAP Acct Code Desc

B0 B, 0.0

o

&

File
abinets

Documents

by
)

Upload Templates Workflow Batch Batch

Scanning  Processing
Create ‘Workflow Imaging




=

Step 3: Fill in the Fields

Once you select AR ROC/Deposit, you can input the date o °

EEEEE
nnnnnnn

range, Banner document number, the date it was

Document Types and Groups =~ M

Icon  Name Type Date

<All> [-]
|

i ] =] S S ]
ted by the Office of Student Accounts, the total
p 0 S e y V4 AR Past Due (Student) ROC D21 Posted On 6/2/2017 $§160.00 AR ROC/Deposit 6/2/2017
AR Past Due (Vendor) ROC D20 Posted On 6/2/2017 $205.00 AR ROC/Deposit 6/2/2017
ROC A123900 Posted On 6/2/2017 51,818.00 AR ROC/Deposit 6/2/2017

AR Residency
AR ROC Deposit Reports ROC B23986 Posted On 6/2/2017 §2,344.30 AR ROC/Deposit 6/2/2017

a m O u nt Of t h e d e p OS it’ t h e fu n d Ce nte r’ a n d/o r t h e i:iggg:gi;t N I ROC D13 Posted On 6/2/2017 $180.00 AR ROC/Deposit 64142017
AR Waivers - RA Meals

account code. These various fields narrow down the

AR Wai

o -]
results and make it easier and quicker to find your e
specific deposit form. Entering information into more =

AR Post Date =

/2/2017 E]

fields leads to a narrower search.

AR Receipt Number

AR Receipt Number
SAP Fund Center
SAP Fund Center Desc

SAP Acct Code

0B B o e

SAP Acct Code Desc




Step 4: View the Form == ==

Information Actions Nofes

ROC D21 Posted On 6/2/2017 $160.00 |1 Page 3 ﬁ,’;_',‘:‘ﬂ'_:‘, s

Deposit Form

Once you have filled in the field(s), select “Find”
Document Number Date Created |
. . . rm(rser ] [psivzizarz :
and the results related to the information input o e e o o s ot e Ol et 5101 o s |
(iwoscurr s |
into the fields will appear. When the desired Perment oo — - : |
Eheokbiones oo [ic? |W- [i] s ek [ | |
document is located, double click on the document — — R
[eneck money Crder =0 [essz_ | - l: El
and the deposit form will appear, as shown on the right. 1) o] -“"‘"‘ l“'“"“’"’" ] Olrmcscios g’ ]
Payment Type * Check#*  Payor * Description ] Rewurned Check  Amount *
[eheck/Money Order | s | - I—;| [soo ] El
(et ey 050 s ] -W ro z et )
et isner o0 [ ] W_ o f Hreumescies gmoun: =
ww- - - |che<kr| Payor* Description . ] returned check r;nmn- | |:|
— _- |

¥ Note Search




Step 5: View the Fields

-
7 Tasks Toals -l ~ ROC D21 Posted On 6/2/2017 $160.00 - {‘:' =] Q
Onfise "
~* | Document Tasks @ Help ||~
/‘1_: “\.u ("] Revisions '.A 40 Re-Index Fd 7 p) (r I
L £ History = A Delete — - - L
Keywords - Cross-References @y o oo || SS9 (i e oy | View Notes Note Note 5 Deiste oﬁ;‘tl{gu?:
. . Information Actions Notes
I d t th f t f h Add/Modify Keyword:
n order to see the information for eac ——— | 3 e [T

Document Type
ARROC/Deposit
Document

ROC D21 Posted On 6/2/2017 $160.00
Document Date

06/02/2017

field that pertains to this specific deposit form, select ki

Keywords

“Keywords” on the bar and the list of fields will B et | oz

If you need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for assistance.

AR Banner Document Number

Banner Detail Code* Banner Detail Description®

appear on the right-hand side of the screen with the rscarr e |

Payment Information
data that can be used to retrieve this document. Payment type Crecks  Payor

[check/Money order ||I| flo7 ] -

AR Banner Document Number
D21

AR Post Date
6/2/2017

ROC Total Amount
$160.00

AR Receipt Number

Description [ returned chack Amount* AR Receipt Number
SAP Fund Center
5016700000

Payment Type * Checlaf*  Payor ™ SAP Fund Center Desc

[check/Money order | 1 fpos2 ] - UNIVERSITY REVENUE
SAP Acct Code

o Remove 469223
o . .
Description Check Amount SAP Acct Cade Desc
= $5.00 TRANSCRIPT FEES
Payment Type* Check#* Payor* Save Keywords
|Check;‘Mnney Order |E| ‘2121 ‘ -
Remove

Description O d Check Amount*
[




Corrections

VIEWING CHANGES




Corrections

Shown on the right is 5 R  Collocto
what the payment EPOSIU eport of Collections Form

information on the

. . Document Mumber Submitted By Date Created
deposit form looks like [prez | | N |
O nce SU b m Itted The If you need the Banner Detail Code, please contact the Office of Student Accounts (X3101) for assistance.

Banner Detail Code * Banner Detail Description*
Office of Student [aiow | ID REPLACEMENT FEE |
Accounts has the ability  payment information
to revise the deposit Payment Type Description Amount*
. . |Cash | $15.00 -Remove

form if there is an o]

1 Payment Type* Check#* Payor/Mame * Description D Returned Check Amount*
error. If MICkey Mouse |Check,fMoney0rder | |123 | Mickey Mouse
did not sign his check,

H Payment Type* Check#* Payor/Name* Description D Returned Check Amount*
the depOSIt Of CheCk# |Check}Money0rder | |456 | Minnie Mouse Remove

123 will be removed.




Corrections

Deposit/Report of Collections Form

This is what the payment bocument Namber ey N
information on the deposit patrica senson | ponzzor ]

If you need the Banner Detail Code, please contact the Office of Student Accounts (X5101) for assistance.

form looks like after the Banner Detail Code Banner Detail Description*
. [ID REPLACEMENT FEE |
check for Mickey Mouse
. Payment Information
(Check# 123) is removed. -
Payment Type * Description Amount*

[cash |1 $15.00 R

Payment Type * Check#* Payor/Name* Description D Returned Check Amount*

|Check_.-'M0neyOrder ||Z| |456 | Minnie Mouse Remove




Corrections

Once the deposit is revised, the process of removing

. . . Notes
the transaction and then re-entering the transaction,
without the check from Mickey Mouse, appears, as Removed Check#123 Mickey Mouse not signed
« "o . . Flease pickup check and have it signed to reprocess
shown under “Keywords.” Listed in the section termed R e Fa e
“Notes,” information regarding the error, revision, and D183B re-entered without check 123

what steps need to be taken next can be found.

Keywords Add
Banner Document Number Post Date Total Amount

||::1 83 | ‘05,-‘1 2/2017 | |$90.oo ‘ Remove

[D183a | los/12/2017 | l(590.00) | Remove

||::1 238 | ‘05.-‘1 2/2017 | |$~55.oo ‘ Remove




Thank you!

QUESTIONS?






