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Processing a Deposit via iPayments
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Texas A&M University System

Several items must be considered prior to engaging in the sale of goods or services.
V  Does the department have written cash handling procedurés
V  Arethe persons accepting funds knowledgeable of those procedures and System Regulation 21.01.02 Receipt,
Custody, and Deposit of Revenues?
Will funds be received through the mail or person to person?
Does the department need to purchase official receipts from Financial Management Operations?
Are the goods or services being sold subject to Sales Tax?
Is the payment coming from a tax exemntpentity?
Does the department have deposit slips and bank bags?
Does the department have an account that allows for the deposit of revenues?
Are the selling account and appropriate revenue codes set up in iPayments?

System Regulation 21.01.02 Receipt, Custody and Deposit of Revenues

<K<K <K<K<LKKL

Department personnel processing deposits must be knowledgeable §fstem Regulation 21.01.02 Receipt, Custody and
Deposit of Revenues. The purpose of this regulation is to provide a workable, controlled, cashandling environment.
Please review the full regulation for details. Below are highlights of some of the requirements.

V Departments must have written caskhandling procedures that are followed and regularly reviewed.

V  Departments must give official receipts or cash register entries for all transactions where funds are
exchanged person to persorMore detailed information on cash receiptscan be found aWhen should | use

a Cash Receipt?

V  Funds must be kept secure at all times. Cash in excess of $2,500.00 must be accompanied by a security guard
when in transport. The Cashier Office can be contacted to schule a onetime pick by the courier service.

V  Logs tracking the transfer of funds must be kept and reconciled.

V  Amounts of $200.00 or more must be deposited daily. Amounts less than $200.00 must be made within 3
business days regardless of amount.

V  Checks must be endorsed immediately upon receipt and follothe Standard Administrative Procedure
21.01.02.M02 Check Endorsement Requirements.

V  Proper segregation of duties must be in place

Guidelines to assist in developing cash handling procedures can be foundatidelines for Cash Handling Procedures .
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Sales Tax

Texas A&M University is exempt from pging State of Texas sales tax on purchases. However, it is not exempt from collecting
tax on sales made by the University.

When a university department sells a taxable item, it is responsible for collecting the sales tax, unless proof of tax exéompis
obtained. Sales taxexemption certificates should be kept on file by the selling department following the retention schedule.
The department must collect the tax andleposit it through iPayments.iPayments is configured to charge sales tax on all
taxable items and send the funds tthe appropriate sales tax accountlf the purchaser is sales tax exempt, select the tax
exempt option to remove the sales tax. Be sure to add in comments that a sales tax exemption certificate is on file.

There is no such thing as a pass through sale. WeA1 T 1 & PAOO 11 OEA 51 EOAOOEOUSO A@Ai P
example, a university department cannot purchase shirts and then sell them to ndax exempt persons without collecting the
sales tax.

Financial Management Operations remits th©O AT A0 OA@ Ai 11 AAOGAA AU OEA Al OEOA O1 EO/
required. There is no need for the department to fill out a sales tax form or to remit the tax to the state. Tia& rates vary

from county to county and sellers should use the appropriate tax rate for their location. The current tax rate for Brazos @ou

and Galveston Countys 8.25%.

More detailed information regarding sales tax can be foundt Sales Tax Issues.

Deposit Slips and Bank Bags

The Cashier Office will provide prenumbered 3-part deposit slips and plastic tamper resistant deposit bags for the bank
deposit.

The first 3 digits of the deposit slip is a location number and will identify your department to the Cashiers and the banker
last 4 digits is a sequential deposit number.

All bank deposit slips and bags must be ordered through the Cashier Office.

Send an email tsbsprocessing@tamu.edu or call 979-862-5762. Please provide your loation number, mail stop, and
contact information.

Items will be mailed to the mail stop provided unless specified otherwise.

Items can be picked up at the GSC Suite 2801 between 8am and 3pm Monday through Friday.
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Deposit Test

Is the payment for a good or service provided by the department?
A Yes:Was an Accounts Receivable created?
A Yes:Forward payment to FMO Sales & Receivables MS6000
A No: Process a deposit.
A No: Continue to next question

Is the payment a gift or a sponsorship ?
A Yes:Submit payment to the Texa$\&M Foundation.
A No: Continue to next question.

Is the payment a reimbursement for Centrex charges, copy charges, or a repayment for a returned check  ?
A Yes:Process a deposit.
A No: Submit the payment on a reduction to expenstrm.

Once it is determined that a deposit should be processed, the selling account and appropriate revenue code and the
OAGAAEI EOU T £ OEAO AT AA 1 600 AR EAOAAT AAA O1 OEA AAPAOOI Al
iPay@tamu.edu to request the account and code be set up in iPayments. Once this is configured, the department can

proceed with the iPayment deposit process.
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iPayment Logon Screen

The Logon screen is displayed upon initially visiting the webpage. Access will not be granted to any other option before
signing in to the application. The link idittps://ipayment.tamu.edu . Please make sure to allow POP-UPs from this site.

4 )

i | TEXAS AsM WA 1 | TEXAS AsM

UrN-I- VEEFRES 18T Y UNIVERSITY at GALVESTON

UserlD:

Password:

New Password:
Confirm Password:

L—Powered by CORE Business Technologies [.D.'E

1 Enter aUser ID and Password to sign on or to change the existing password.

9 Itis required to change the password at the initial logon session. Enter théser ID and Temporary Password
provided by iPayment Administrators. Before AT EAEET ¢ OEA O3 ECT )16 iltle®én 1 h Al
Password and Confirm Password EE AT AO8 #1 EAE OEA O3ECT )18 AOOOIT 8
Please note that this system is case sensitive. Passwords must be a minimum of 8 characters with at least
3 of the 4 following: upper case letters and lower case letters, numbers, and special characters (such as
|@#$%).

1 At 90 days the system requires that the password be changed. At that time, the system will giveessage to
change the password and the logon screen will blank out the password entered. -&#er the current password in
the Password field and then enter the new password in théNew Password and Confirm Password fields. Click
OEA O3ECT )ié6 AOOOIT S8
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Department Logon Screen

A user may be granted access to more than edepartment. If so, the user is required to specify which department is needed.
If the user is only granted access to one department, this step is skipped.

ASSOCIATE PROVOST - DEAN OF FACULTIES

4 ASST PROVOST - INTERNATIONAL PROGRAM

ATHLETICS

ATMOSPHERIC SCIENCES

Benefits 1

Benefits 2

BEUTEL HEALTH CENTER

Biochemistry and Biophysics

Biology

BUILDING MAINTENANCE

BUSH PRESIDENTIAL LIBRARY FOUNDATION A

BUSH SCHOOL OF GOVERNMENT & PUBLIC SVC

BUSINESS DEVELOPMENT

BUSINESS UNDERGRADUATE SPECIAL PROGRAMS

CAREER CENTER

CBA FELLOWS & HONORS PROGRAMS

CENTER FOR EMPLOYEE EDUCATION

CENTER FOR EXECUTIVE DEVELOPMENT
Please|CENTER FOR INTEGRATED MICROCHEMICAL SYST

UserID: |CENTER FOR RETAILING STUDIES

CHEMICAL ENGINEERING

Department:

[ SiIGNIN |

Powered by CORE Business Technologies [‘3:!

The department drop down list will contain only those departments assigned to the user. Select a department and click the
O3ECT )18 AOOOIT O1 Ai1 OET OAs /'TAA OEEO EO Ai1TAnh EO0OAUI AT O
able to add or modify events in a Deposit File belonging to this specific department. However, the user will be able to view

files belonging to other departments.

Please select the Department you wish to access.
UserlD: stacie
Department: ASSTPROVOST - INTERNATIONAL PROGRAM w

Select Department

N
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Open a File

At the iPayment Home Page, the user will have the option épen a file. The user will not be allowed to Process oroid a
transaction until a file isopened. However, with the proper security access, the user will be able to Search, View, run Reports
and Balance files.

% Home Admin Susp Repts Balance ‘ Menus| Trans AR-Chrg02 IDT BUY IDT BUY | Tenders Cash Check CreditCard

Open a Flle < Create Ne:./ ndividual Fi Welcome Stacie Sodolak! )
Please select an action...
Transaction Options:
@ Process ’ @ Void \ ﬂ Search
File Options:
@ Balance ’ @ Reset @ View
Department Options:
) oo
No File Currently Open
@ gd;mmstratwe
‘L‘ ) )
Create a New File
Open A File
There will be two options in the OpenFile frame to createa new Create Mew Individual File
file: / Create Mew Shared File
. . 20101960003 - Shared Test File - Shared |
1 Create New Individual File
ﬂ Create NeW Shared F||e EDIDIQEDDDE - Ir‘ldi".-'idLlEﬂ TESt F||E - Iﬂdi‘n"i[

Usersmust have security permissiongo access either of these
options.

AnIndividual File is one that is assigned to a particular s (the
user who creates it).

A Shared File is one that is assigned for shared work, usually
across a Department

To aeate the file,usersmay either: <€

T Single click onCreate New Individual File or Create New pF 1T b
Shared File. That text will populate the File # field. Click th¢
Sign Onbutton to open the Create File dialog. File# Create New Individual File

I Double click onCreate New Individual File or Create New L—sy| -
Shared File to open the Create File dialog.
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Create File Dialog Pop-Up
The Create File Dialog Popp allows a user to enter a description of the content for the file.

There are three fields on the dialog:

_ . File Desc: Enter a description of the file. This should be an
j& | Create File oo alphanumeric value between 1 and 40 characters in lengthlhis field
File Desc: | | isrequired.
S pov— W EffDate: 4 EEO xEI 1 AAZAOI O Oi Oi AAUSO A

AutoBalance: Leave uncheckedda create Confirmation receipts.

G|

Click Create to create the Deposit FileThis will pull forward the
Process Transactions Panel.
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Process Transactions

The Process Transactions Screen is the default screen upon creating a file. You may go back to your options anytime by
selectingHome in the Tool Bar. Please also note th&ilet ET  OEA OI B OECEO AAI OA O#0OO00AT O 4

Menus | Tra Tenders Cash Check CreditCard

%) Home Admin Susp Rcpts Balance

File#: 20112780001 K
Current Tramsactions Process Transactions

Menu | All TranTypes w | Transaction Type |Select TransType

rg02 IDT BUY

pe
INTERMATIONAL PROGAMS - OPERATIONS
INTL FACULTY & SCHOLAR NETWORK
INTERMATIONAL STUDENT ADMINISTRATIV
INTERMATIONAL FACULTY & SCHOL REVOL
SPECIAL CONCESSIONS-INTERNATIONAL
INTERMATIONAL STUDENT SERVICES
INTERMATIONAL PROGRAMS SEMINARS

Select the Transaction
Type by account name

213710

from the drop down box
at the top of the screen.

217680 217900 250043 Teachers Work...

301720 470802

250647

250094

553209

Or by clicking on the
button with the
account number.

940050 940250 940260

940270 940280 940290 AR-Chrg02

IDT BUY 208060 211220 500222

Upon selecting an account, the panel will display all the object codes configured for that account.
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This field does not pull to the information provided to the customer.

%’ Home Admin Susp Repts Balance | Menus | Trans AR-Chrg02 IDT BUY | Tenders Cash Check CreditCard
e
File#: 20112780001 b
Current Transactions Process Transactions Clear Scr...
Menu | all TranTypes v | Transaction Type | INTERNATIONAL PROGRAMS SEMINARS - ADD Tran
myuiry P
Amount Qty |1 Total 0.00
Comments
Comments 1:
Comments 1&2 will Somments 2:
o - Name:
pull to invoice as
Street Address:
additional City, State:
comments. Zip Code:
Pay Description Amount oty Tax Total Chartfield Layout -
Booth Rental 0.00) |1 0.00
02 250043 00000 0433 Y | 062
Registration 0.00 1 0.00
02 250043 00000 0486 Y | 062
Meals 0.00) 1 0.00
02 250043 00000 0501 Y | 062
Sales Tax 0.00
Transaction Total 0.00
Tax Exempt -
h o

Enter comments meaningful to the customer and to the departmen&nter the name of the person or entity providing the
PpAUI A1 68 #EAAE OEA APPOI POEAOGA PAU Ai gh AT OAO OEA Aiil O1 O00h
Tenders Cash Check CreditCard B01665 ACH

Menus | Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY

(gﬁ) Home i p Repts Balance

20113080085-1

Print Receipt - P EE—
\—pl Process Transactions Clear 5cr...

Menu | ll TranTypes ~ | Transaction Type | INTERNATIONAL PROGRAMS SEMINARS * | ADDTran Double check the

GO TO ITEMS amount Is correct.
Inquiry

Amount Qty |1 Total 662.38

¢ KSy 1085 O NI

Comments
Comments 1: iPayment Training

Comments 2:  |Fun with Cash Deposits

Name: 100 Aggle Nameand information of
Street Address: 123 George Bush Apt 26 Customermaking pavment

City, State: College Station, TX
/| KSO1 GKS Zp Code:
of the object codes Pay Description Amount @ty Tax Total il | the customer is tax exempt,
to be billed, modify 7] [Booth Ren 200.00] |1 checkthe tax exempt box. You
the description if —— - must also obtain a Sales Tax
needed, and enter 555043 Gie exemption certificate from your
the amount and 25.00/ |6 customer and make note in

77845

0z 250043

50.00) |6

Y 062

quantity. Verify the D20 ES0OT (ooco | [OSOES VRN (002 \ Comments that the certificate is on
Sales Tax 5 . . . .
account is correct. enssetion Total 62:: file. This form will be required for

Taxeempt ] < audit purposes.

-,
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%) Home Admin Susp Repts Balance | Menus

OEA OOGAO AI

AEO

m

Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY

O! $%

Tenders Cash Check CreditCard B01665 ACH

h S

4 © &k 16ftpandl&nder Guire TnsActbBs] 1

Previous Receipt: 20113080085-1
[ View Details ] [ Print Receipt ]

File#: 20113080085 i

Current Transactions

Receipt #: 20113080085-3

INTERNATIONAL PROGRAMS SEMINZ
~# Tran#: 1
~# Customer Receipts
- # TaxAmt: 12.38
I~ Additional Information
# Comments 1:: iPayment
-~ # Comments 2:: Fun with Cas
# Name:: Joe Aggie
-~ # Street Address:: 123 George Bush
# City, State:: College Station, TX
-~ # Zip Code:: 77845
[} . Desc: Meals
% Amt: $25.00
* Qiy: 6 =
- # Total: $150.00
# Acct#: 02250043000000501Y062
= . Desc: Registration
* Amt: $50.00
- Qy: 6
# Total: $300.00
# Acct#: 02250043000000486Y062
I=I- . Desc: Booth Rental
Amt: $200.00
aty: 1
Total: $200.00
Acct#: 02250043000000433Y062

Void #1 Recall #1 Add Im
Balance: 662.38

Suspend List b
-

sses

=

Details

Process Transactions

Menu | All TranTypes ~ | Transaction Type |Sglect TransType

201670

211670

Teachers Work...

250707

0902

Balance Due

202950

217680

"
P P g

250094

250722

553209

203710

217900

250647

301720

940050

211640

250043

250672

470102
940250

m

4 1 »

AT OAOCAA

Tenders

Review the information under Current Transactions. Double click the yellow folder or click the plus sign (+) to expand it out

and reveal more details. The balancaR OA E O

I EOOAA EI

COAAT 8TendgrsE EOAOHBBEDI C1 EAA

something is incorrect, the user can void the transaction. For more information on voids, vigtayment Procedures Please
note that a transaction should be processed for each customer. Lump sum transactions are only allowed with credit
card deposits, when cash registers were used to ring up the original sales, or when manual cash receipts tracked by

FMO were provided to customers at the time of the original sale.

Processing Deposits via iPayments
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Tenders

The Process TendeiTransaction will appear similar to the screershot below. Available tender options will be different for
each department depending on the needs of that department.

CASH

) £ OEA AOOOI T AO

%f Home Admin Susp Repts Balance | Menus

Trans AR-Chrg02 APIN IDT BUY COSR IDT

EO | AEET C

BUY

Tenders Cash Check CreditCard BO1665 ACH

File#: 20113080085

Current Tramsactions Process Tender

Receipt #: 201130800851 Tender Type [Select TenderType v
INTERNATIONAL PROGRAMS SEMINARS $6(
Loe Tran#: 1
- % Customer Receipts
% TaxAmt: 12.38
— . Additional Information
“-® Comments 1:: iPayment training
® Comments 2:: Fun with Deposits
+ Name::
# Street Address::
# City, State::
# Zip Code::
Desc: Meals
® Amt: $25.00
* Qty: 6
# Total: $150.00
# Acct#: 02250043000000501V062
) . Desc: Registration
@ Amt: $50.00
e Quy 6
# Total: $300.00
# Acct#: 02250043000000486V062
=} | Desc: Booth Rental

# Amt: $200.00
® Qe 1
-# Total: $200.00
# Acct#: 02250043000000433Y062
[ voer | Recalzr | addimage

Balance: €62.38

Suspend List

‘! « T »

ac

CreditCard ‘ [ B01665 ACH ‘

This will pullthe 0 OT AAOO

%‘ Home Admin Susp Repts Balance | Menus

Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY

4 AT AARO #AOE

Filef: 20113080085

Current Transactions

Process Tender

Receipt #: 20113080085-1

----- # Customer Receipts
# TaxAmt: 12.38
Additional Information
# Comments 1:: iPayment training
# Comments 2:: Fun with Deposits
# Name::
# Street Address::
# City, State::
# Zip Code::
Desc: Meals
* Amt: $25.00
* Qty: 6
# Total: $150.00
# Acct#: 02250043000000501¥062
Desc: Registration
# Amt: $50.00
* Qty: 6
# Total: $300.00
& Acct#: 02250043000000486Y062
Desc: Booth Rental
# Amt: $200.00
* Qiy: 1
# Total: $200.00

Tender Type | cash

. INTERNATIOMAL PROGRAMS SEMINARS $6(

Amount

Void #1

Balance: 662.38

Suspend List

| Gersor. |
¥ | ADDTen..

662.38

OA

o]

Tenders Cash Check CreditCard B01665 ACH

AA

8

ADD Tender

EA Aiil 6160

(@]

4 AT AA

O

Ou
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Confirmation Record

% Home Admin Susp Rcpts Balance ‘ Menus‘ Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH

fg'eviaus Receipt: 20113080085-3 4

View Details Print Receipt . - -
[ ‘ pt ] Confirmation Record _
File#: 20113080085

Texas A&M University

Current Transactions

TEXAS A&L&M UNIVERSITY

Department: ASST PROVOST - INTERNATIONAL PROGRAM
Receipt Number: 20113080085-3
Receipt Date/Time: 11/4/2011 3:26 PM

Transaction Type: INTERNATIONAL PROGRAMS SEMINARS

Comments 1: iPayment Training
Comments 2: Fun with Cash Deposits

Name: Joe Aggie

Street Address: 123 George Bush Apt 28 =
City, State: College Station, TX

Zip Code: 77845

Item Description  Emount Oty Total

02250043000000433Y062 Booth Rental 200.00 1 $200.00

02250043000000486Y062 Registration 50.00 6 $300.00

02250043000000501Y062 Meals 25.00 6 $150.00

Tax: $12.38
Transaction Total: $662.38
Tax Exempt: NO
Comments:
Post Date/Time: 11/4/2011 3:24 PM L
Tran#: 1
Total of All Transactions: $662.38

-

Clickd OEA OO0OETI 6 2AAAEDO

Qu
>
(@]
O
O
(@]
O
T
T
O;
>
(@}
™
O
m
T
O;
™
>
p
m
U]
(@]
il

are exchanged.

Cash Receipt

Texas A&M University
TEXAS AsM UNIVERSITY

LSST PROVOET — INTERNATIONATL PROGRAM
20113080085-3
11/4/2011 3:26 PM The user will receive another popup box asking
to close the receipt window. Click®9 A08 O1 ¢
INTEENATIONAT PROGRAMS SEMINARS . .
Comments 1:: iPayment Training back to the Confirmation Record.
Comments 2:: Fun with Cash Deposits
Name: : Jos Aggie

Street Address:: 123 George Bush Apt 2B

City, State:: College Station, TX
Zip Code:: 77845 Wiﬂdows[nternetExplorErk Ld B3 (o

Booth Rental
Total: $200.00

‘e The webpage you are viewing is trying to close the window.

. . Do you want to close this window?
Registration

Total: $300.00

Meals
Total: $150.00

Tax: £12.38

Tran Total: $662.38

Tax Exempt: NO

Posted: 11/4/2011 3:24 PM
Tran#: 1

Beceipt Total: $662.38

$662.38

ay!

FRFDUPLICATE® %%
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CHECK

y £ OEA AOOOI T AO EO 1 AEET C

? Home Admin Susp Repts Balance | Menus

Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY

File#: 20113080085
Current Transactions
Receipt #: 20113080085-1

INTERNATIONAL PROGRAMS SEMINARS $6(
# Tran#: 1
# Customer Receipts
 TaxAmt: 12.38
I~ | Additional Information
# Comments 1:: iPayment training.
# Comments 2:: Fun with Deposits
® Name::
# Street Address::
# Ciy, State::
# Zip Code::
| Desc: Meals
® Amt: $25.00
® Qly: 6
# Total: $150.00
# Acct#: 02250043000000501Y062
| Desc: Registration
® Amt: $50.00
® Qly: 6
# Total: $300.00
# Acct#: 02250043000000486Y062
=+ Desc: Booth Rental
® Amt: $200.00
® Qiy: 1
# Total: $200.00
® Acct#: 02250043000000433Y062

[ voider | Recallzi || Addimage

Balance: 662.38

Suspend List

Process Tendexr

Tender Type  Select TenderType v

Tenders Cash Check CreditCard B01665 ACH

l‘ l‘ i — ‘ i S ‘

‘¥$ »

&

This will pull the Process Tender GeckOA OA AT 8

%) Home Admin Susp Repts Balance | Menus

Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY

Filef#f: 20113080085
Current Transactions
Receipt #: 20113080085-1

INTERNATIONAL PROGRAMS SEMINARS $6¢
# Tran#: 1
~# Customer Receipts
# TaxAmt: 12.38
I=1- . Additional Information
# Comments 1:: iPayment training
-~ # Comments 2:: Fun with Deposits
# Name::
-~ # Street Address::
# City, State::
# Zip Code::

# Total: $150.00
- # Acct#: 02250043000000501Y062
I~ . Desc: Registration
- % Amt: $50.00
* Qiy: 6
- # Total: $300.00
# Acct#: 02250043000000486Y062
I=I- . Desc: Booth Rental
% Amt: $200.00
Qs l
- & Total: $200.00
# Acct#: 0225004300000

Void #1 Recall #

Balance: 662.38

Suspend List

4

#1 1 EEOI

-~ ADD Ten...

Arnount 662.38

Process Tender
Tender Type | Check

Check # 1234567

Comments
Bank Routing#

Bank Acct. #

4EA £O6I11

Tenders Cash Check CreditCard B01665 ACH

ADD Tender

{11}

OEA AiT 010 EO AT O
This will generate the Confirmation Record.
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Confirmation Record

% Home Admin Susp Repts Balance | Menus | Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH

frevions Receipt: 201130800854
[ view petails [ print Receipt ||

Confirmation Record

File#: 20113080085
Texas ASM University
Current Transactions

TEXAS A&M UNIVERSITY
ASST PROVOST - INTERNATIONAL PROGRAM
20113080085-4

11/4/2011 3:50 PM

Department:
Receipt Number:
Receipt Date/Time:

Transaction Type: INTERNATIONAL PROGRAMS SEMINARS

Comments 1: iPayment Training

Comments 2: Fun with Checks

Name: Joe Aggie

Street Address: 123 George Bush Apt 28

City, State: College Station, TX

Zip Code: 77845

Item Description  Amount  Qty Total

02250043000000433Y062 Booth Rental 200.00 1 $200.00

02250043000000486Y062 Registration 50.00 6 $300.00

02250043000000501Y062 Meals 25.00 6 $150.00

Tax: $12.38

Transaction Total: $662.38

Tax Exempt: NO
Comments:

Post Date/Time: 11/4/2011 3:49 PM
Tran#: 1

Total of All Transactions:

§662.38

Home | *
Process

[l

#1 EAE 11
are exchanged.

Check Receipt

Texas A&M University

TEXAS As&sM UNIVERSITY

ASST PROWVOST — INTERNATIONAL PROGRAM
20113080085—4

11/4/2011 3:50 PM

INTEENATIONAL PROGRAMS SEMINARS
Comments 1:: i1Payment Training
Comments 2:: Fun with Checks
Names: : Joe Aggle
Street Address::
City, State:: College Station,
Zip Code:: 77845

123 George Bush Apt ZB
T

Booth Rental

Total: $200.00
Registraticn

Total: $300.00
Meals

Total: $150.00
Tax: $12.38
Tran Total: SG662.38
Tax Exempt: NO
Posted: 11/4/2011 3:4% PM
Tran#: 1
Receipt Total: $662.38

encers
Check #1234567 5662 .38

A CDUPLICATE* %%

The user will receive another popup box asking
01 Al T OA OEA OAAAEDPO
to the Confirmation Record.

xET Al

Windows Internet Explorer . L &J

‘g The webpage you are viewing is trying to close the window.

Do you want to close this window?
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B01665 ACH

If the customer is making payment with ACH, sele@" 1 p @ ¢ v
notification from FMO when an ACH payment is received.

ﬁ Home Admin Susp Repts Balance ‘ Menus‘ Trans AR-Chrgd2 APIN IDT BUY COSR IDT EUY‘ Tenders Cash Check CreditCard B01665 ACH

File#: 20113080085

Current Transactions Process Tender

Receipt #: 20113080085-1

INTERNATIONAL PROGRAMS SEMINARS $6(
 Trang: 1
 Customer Receipts
* TaxAmt: 12,38
[~ Additional Information
® Comments 1:: iPayment training
® Comments 2:: Fun with Deposits
® Name::
® Street Address::
® City, State::
® Zip Code::
~ . Dese: Meals
* Amt: $25.00
QY6
* Total: $150.00
® Acct#: 02250043000000501Y062
Dese: Registration
* Amt: $50.00
QY6
* Total: $300.00
® Acct#: 02250043000000486Y062
(= . Desc: Booth Rental
* Amt: $200.00
® Qy: 1
* Total: $200.00
® Acct#: 02250043000000433Y062

Tender TYpe  Select TenderType v

B01665 ACH

i ‘ i ‘ i — ‘ i — ‘

[ woid#1 | Recall#i || Addimage

Balance: 662.38

Suspend List

&

OEA 001 AAOO 4A1 AAO

% Home Admin Susp Repts Balance | Menus | Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH

L #(

OAOAAT 4

T oD% mEEIA

File#: 20113080085

=7 ADD Ten...

Current Transactions Process Tender

Receipt #: 20113080085-1

INTERNATIONAL PROGRAMS SEMINARS $6¢
~®% Tran#: 1
# Customer Receipts
- & TaxAmt: 12.38
-1~ . Additional Information
Comments 1:: iPayment training
Comments 2:: Fun with Deposits
Name::
Street Address::
City, State::
Zip Code::
[+ . Desc: Meals
@ Amt: $25.00
® Qty: 6
- % Total: $150.00
# Acct#: 02250043000000501Y062

Tender Type | ACH-1665

ADD Tender

Amount

[ ACH-1665 # | APIN11042011] ]

662.38

XXX Y)

- # Total: $200.00
- @ Acct#: 02250043

Balance: 662.38

Suspend List

4|

=
p—;

AGA

Confirm the amount is correct, enter the deparnent code and date of the ACKAT A OAT AAO This @il gededate hed O 6 8

Confirmation Record.

Processing Deposits via iPayments
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Confirmation Record

gj* Home Admin Susp Repts Balance

Menus

Trans AR-Chrg0d2 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH

Previous Receipt: 20113080085-5 +

[ View Details ] [ Print Receipt ] Confi tion Record =
File#: 20113080085
Texas AEM University

TEXAS A&M UNIVERSITY

Current Transactions

Department: ASST PROVOST - INTERNATIONAL PROGRAM
Receipt Number: 20113080085-5
Receipt Date/Time: 11/7/2011 3:54 FM

Transaction Type: INTERNATIONAL PROGRAMS SEMINARS

Comments 1: iPayment training

Comments 2: Fun with ACH

Name: Joe Aggie

Street Address: 123 George Bush Apt 28 =
City, State: College Station, TX

Zip Code 77843

Item Description  Amount  Qty Total

02250043000000433Y062 Booth Rental 200,00 1 $200.00

02250043000000486Y062 Registration 50.00 6 $300.00

02250043000000501Y062 Meals 25.00 6 $150.00

Tax: $12.38
Transaction Total: $662.38
Tax Exempt: NO
Comments:
Post Date/Time: 11/7/2011 3:52 PM L
Tran#: 1
Total of All Transactions: $662.38

.

#1 EAE 11 OE Autorotegedete thelrdcdift rGh@ customer. All customers must be given a receipt when funds
are exchanged.A receipt is not required to be given to the customer when payment is received via ACH.

ACHReceipt

Texas &AsM University

TEXAS As&M TUNIVERSITY

ASST PROVOST — INTERNATIONATL PROGRAM
20113080085-5

11/7/2011 3:54 PM

INTEERENATIONATL PROGERAMS SEMIMNARS
Comments 1:: iPavment training
Comments Z:: Fun with ACH

The user will receive anothemop-up box asking to
Al T OA OEA OAAAEDPO xEIT Al x8

Mame: : Joe Aggies

Street Address:: 123 George Bush zpt 2B Conﬁrmation Record_
City, State:: College Station, TXHX

Zip Code:: 77843

Booth Rental

Total: SZ200.00 . -
‘Windows Internet Explorer b J k - b ;J

Registration
Total: £$300.00 _
‘e The webpage you are viewing is trying to close the window.
Meals ‘ D (| his window?
Total s £150.00 o you want to close this window?
Tax: $1zZ.38
Ta=x Exempt: ™o

Posted: 11/7/2011 3:52 PM
Tran#: 1

Recedipt Total: $662 .38
enders:

ACH-1665 #FRPIN1104Z2011
Have a great 2% 1

S662 .38

FH A DUPLICATE > ¥
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Credit Card

Credit card entries into iPayments should be lump sum entries for the total amount of the daily batch settlement. Select
O# OAAEOCEMOAEA O1T1T1 AAO 10 OEA AOOOIT S8

% Home Admin Susp Repts Balance ‘ Menus‘ Trans AR-Chrg02 APIN IDT BUY COSR IDT EUV‘ Tenders Cash Check CreditCard B01665 ACH

&

Filef: 20113080085
Current Transactions Process Tender

Receipt #: 20113080085-1 Tender Type [Select TenderType v

e Credit Card

-4 Customer Receipts
-4 TaxAmt: 12.38

Additional Information
-~ Comments 1:: [Payment training
-~ Comments 2:: Fun with Deposits
- Name::
- # Street Address::

- # City, State::
“-# Zip Code::

=g T0|a| $150.00
- @ Acct#: 02250043000000501Y062

- | Desc: Registration c c . o
. QE‘ L Cash Check CreditCard BO1665 ACH
- # Total: $300.00 " Y ! A

.
.
.
# Acct#: 02250043000000486Y062
\=b | Desc: Booth Rental
.
.
.
.

|$20000

|a| $200.00
\cct#: 02250043000000433Y062

[ woder | Recalizr ][ Addimage

Balance: 662.38

Suspend List

<
‘! [ »

O
>
O
b
O
m
o
(@]

This will pull the Process Tender CreditCard screen. The full receipt balance will automatical D1 B

Menus | Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH

%) Home Admin Susp Rcpts Balance

File#: 20113080085

Current Transactions Process Tender W

Receipt #: 20113080085-1 Tender Type | CreditCard - ADDTen ADD Tender
INTERNATIONAL PROGRAMS SEMINARS $6¢
- % Tran#: 1 Amount 662.38
# Customer Receipts

- #® TaxAmt: 12.38 Credit Card# 1111111111
= Additional Information
- #® Comments 1:: iPayment training
-~ #% Comments 2:: Fun with Deposits
# Name::
-~ Street Address:: Authorization#
# City, State::
-~ @ Zip Code::
I~ . Desc: Registration
- % Amt: $50.00
* Qiy: 6
- # Total: $300.00
# Acct#: 02250043000000486Y062
~ . Desc: Booth Rental

4

Exp. Month Exp. Year |11

11

Cardholder's Namd} | 4pIN

7777777

Balance: 662.38

Suspend List

Confirm theamount that pulled to the screen is correctenter 10onesE 1 OEA O# OAAEO #AOA nNé AEEAI
OEA Owgbs -110ES8 AEAI Ah AT OAO AOOOAT O AAI AT AAO UAAO . A&l A
0

field,andented x OAOAT O ET OEA Clok ®OEéndes BA OB IEIEMMS x AabditmaidniRAcOrd O A
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Confirmation Record

Menus

(a Home Admin Susp Repts Balance

Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH

&;Evians Receipt: 20113080085-6
[ View Details [ Print Receipt |

Confirmation Record

Filef#: 20113080085

Texas ASM University
Current Transactions

TEXAS A&M UNIVERSITY

Receipt Number: 20113080085-6
Receipt Date/Time: 11/8/2011 9:04 AM

Transaction Type: INTERNATIONAL PROGRAMS SEMINARS

Comments 1: iPayment Training
Comments 2: Fun with Credit Cards

Name: Joe Aggie

Street Address: 123 George Bush Apt 28

City, State: College Station, TX

Zip Code: 77843

Item Description Amount oty
02250043000000433Y062 Booth Rental 200.00 1
02250043000000486Y062 Registration 50.00 6
02250043000000501Y062 Meals 25.00 6

Tax:
Transaction Total:
Tax Exempt: NO
Comments:
Fost Date/Time: 11/8/2011 9:03 AM
Tran#: 1

Total of All Transactions $662.38

-

Department: ASST PROVOST - INTERNATIONAL PROGRAM

Total
$200.00
£200.00
$150.00

$12.38
$662.38

Home |~
Process

[

A receipt from iPayment is not required to be given to the customer when payment is received via Credit Card. A receipt
should have been generatethy the credit card machinewhen the credit card payment was processedThe View Details must
be printed and submitted to FMO Banking at MS6000 with the batch settlement tape attached.

Credit Card Receipt

Texas &Z&sM University

TEXAESE AsM UNIVERSITY

ASST PROVOST — INTERNATIONAL PROGERADM
20113080085—-6

11782011 S9:04 &AM

INTERNATIONAL PROGRAMSE SEMINARS

Comments 1:: iPayvment Training
Comments Z:: Fun with Credit Cards
MName: : Jo= ARggics

Street Address:: 123 Gecrge Bush Apt ZB
City, State:: College Station, TXHX
Zip Code:: 77843

Booth Rental
Total: SZ200.

Registration

Total: S300.
Meals

Total: S150.
Tax: S12.
Tran Total: 5662 .
Tax Exempt: oted

Posted: 11/8/2011 29:03 &AM
Tran#: 1

b’ = - 5662

enders:
Creditcard 5662 .
ave a grea 23 1

A ADUPLICATE S %%

[a]a]

[a]a]

[a]a]

38
38

38

38

The user will receive another popup box asking to

Al T OA OEA OAAAEDPO
the Confirmation Record.

xET AT x8

‘Windows Internet Explorer b - = &J

‘e The webpage you are viewing is trying to close the window.

Do you want to close this window?

Processing Deposits via iPayments
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View Details

%’. Home Admin Susp Repts Balance ‘ Merws‘ Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH

(Frevious Receipt: 201130800836

File#: 20113080085

Current Transactions

=

View etails Print Receipt

Confirmation Record

Texas ASM University
TEXAS A&M UNIVERSITY
Department: ASST PROVOST - INTERNATIONAL PROGRAM
Receipt Number: 20113080085-6
Receipt Date/Time: 11/8/2011 9:04 AM
Transaction Type: INTERNATIONAL PROGRAMS SEMINARS
Comments 1 iPayment Training
Caomments 2: Fun with Credit Cards
Name Joe Aggie
Street Address: 123 George Bush Apt 28 =
City, State College Station, TX
Zip Code: 77843
Ttem Description  Amount  Qty Total
02250043000000433Y062 Booth Rental 200.00 1 $200.00
02250043000000486Y062 Registration 50.00 6 $300.00
02250043000000501Y062 Meals 25.00 6 $150.00
Tax: $12.38

Transaction Total $662.38
Tax Exempt: NO
Comments:
Post Date/Time: 11/8/2011 9:03 AM L
Tran#: 1
Total of ALl Transactions: $662.38 i

) >

Home |l

b’

The &iew DetailSbutton provides accounting detailsof the transaction that do not populate to theeceipt. This report can be

printed for backup, but it is stored in the iPayments system and can be retrieved at any time.

Texas A&M University
TEXAS A&M UNIVERSITY

Department:

Receipt Number:
Receipt Date/Time:

Transaction Type: INTERNATIONAL PROG]

Comments 1::
Comments 2::
Name::

Street Address::
City, State::

Zip Code::

02250043000000433Y062
02250043000000486Y062 Registration
02250043000000501Y062

ASST PROVOST -
INTERNATIONAL PROG]

20113080085-6
11/8/2011 9:04 AM

SEMINARS
iPayment Training

Fun with Credit Cari
Joe Aggie
123 George Bush fpt 2B
College Station,
77843

Amount
Booth Rental 200.00

50.00
Meals 25.00

Tax Exempt: NO

Comments:

Qty  Total
1 $200.00
6 $300.00
6 $150.00
Tax: $12.38

Tran Total: $662.38

Post Date/Time: 11/8/2011 9:03 AM

Tran#: 1

Total of All Transactions:

Tenders:

CreditCard $662.38

Have a great day!

$662.38

Processing Deposits via iPayments
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Selectthe ®roce) Button in the top right hand corner of the Confirmation Recordo process another deposit This will take
you back to the Process Transaction panel listing all of the available accounts for the department. Repeat the process
beginning on pageB. Multiple depositscan be created within the same File#However, it is advised that ACH files and Credit
Card files be kept separate from Check/Cash fileéfter all receipts are created, proceed t@alance Fil&

(ﬁ Home Admin Susp Repts Balance

Menus | Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH

o
Previous Receipt: 20113080085-6

[ View Details [ Print Receipt ] Confi tion Record
Filef: 20113080085
Texas ASM University

TEXAS A&M UNIVERSITY

Current Transactions

Department: ASST PROVOST - INTERNATIONAL PROGRAM
Receipt Number: 20113080085-6
Receipt Date/Time: 11/8/2011 9:04 AM

Transaction Type: INTERNATIONAL PROGRAMS SEMINARS

Comments 1; iPayment Training
Comments 2: Fun with Credit Cards
Name: Joe Aggie
Street Address: 123 George Bush Apt 28
City, State: College Station, TX
Zip Code: 77843
Item Deseription  Amount  Qty Total
02250043000000433Y062 Boath Rental 200.00 1 $200.00
02250043000000486¥062 Registration 50.00 6 $300.00
02250043000000501Y062 Meals 25.00 6 $150.00
Tax: $12.38
Transaction Total: $662.38
Tax Exempt: NO
Comments:
Post Date/Time: 11/8/2011 9:03 AM
Tran#: 1
Total of All Transactions: $662.38
.
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Balance File

To balance a file, users can either seleBalance from the tool bar or selectBalance from the Home page.

ﬁus Trans AR-Chrg02 IDT BUY

? Home Admin Susp Repts Balance Tenders Cash Check CreditCard

pd

Open A File
Create Hew Indvidual File Welcome Stacie Sodolak!

Create New Shared File -
Please select an actien

@ Search

‘ ﬂ View

Transaction Options:

@ Process

File Options:

@ Balance

Department Options:

Departmental
Reports

‘ @ Reset

File#

No File Currently Open

Administrative
Options

-

The File# will default to the number of the payfile that is currently opened. Enter the desired payfile numberdffferent. The

50A0 xEii AAEABI 6 O6i O6!'il 50A006
O O A 08 OPIdagk hole8A user with User access cannot balance files.

EA OEA OOAO EAO 3xmAOOEOI

User Deposit

Those with®5 OA O

AAAROGO AATTT O AAT ATAA A EEI An

AG6O OEAU OET OI A

funds the user should have for the deposit and is a form of balancing the uSe€ash drawersimilar to how a cashier will

balance a cash regter.

% orne Adein Susp Reps Bolnce | Meous | Trans AR-Chrgt2 APB DT BUY COSR DT BUY | Tendees Cash Check CradkCord 801663 ACH

[ zizet: 20113080085 3
Balance File

File #. 20113080085

Find A

Current Transact]

user: Siacis Sodok

File # will default to the
payfile currently opened.

Processing Deposits via iPayments

Page21



Click Find. Users will not be able to access a payfile that does not belong to the department in which they are currently logged
into. If a payfile from such a department is entered, the following error message will appear.

Error retrieving file information!

You are not logged in to the Departmént that
Deposit File is assigned to. Access ¢lenied

After the user selectg-ind, the summary information of the payfile will pull to the screen.

%ﬁ) Home Admin Susp Rcpts Balance | Menus | Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH

File#: 20113080085 *
Current Transactions Balance File

File #: 120113080085 User: | Stacie Sodolak -

SUMmMary rar user: STacle S0001ak o
File Number: 20113080085

Department: APIN - ASST PROVOST - INTERNATIONAL PROGRAM

Deposit Totals

Cash 1 $662.38

Off-line Credit Card 2 $1,324.76

Check 1 $662.38

Other 1 $662.38

TOTAL $3,311.90

Tender Totals

ACH-1665 1 $662.38

Cash 1 $662.38
Check 1 $662.38 Verify the deposit
CreditCard 2 $1,324.76 =

Customer Receipts Transaction Type Totals InfOI’matIOI’] |S CorreCt

APIN- 250043 - INTERNATIONAL PROGRAMS SEMINARS 5 $3,311.90
Suspended Events

List# User ID

2 Stacie Sodolak
Previous Deposits

Amount Deposited Te Date: $0.00

Deposit Amount Remaining: $3,311.90

Add Deposit

Verify the depositinformation is correct. This information is located underTender Totals and Customer Receipts
Transactions Type Totals. The Tendertotals should equal the number oftems by that tender and the total amount of that
tendertype. #1 EAE OEA O! AA $APT OEOC8 AOOOI T 8
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Deposit Dialog

Click on the link for each tender shown here in blue.

- . hl
(&) Add Deposit Dialog o

Tenders for Deposit

Cash Count Dialog-Enter the number collected for each
662.38 denomination. Print for departmental records and then
ClickExt.t 4EEO Al 1 06016 xEI1 DOI1 1 OA
LI 1706166 AZEAT A 1T £ OGEA O!' AA $ADI

1,324.76 |
662.38 |

662.38 |

3,311.90

Deposit Slip Nbr |:| || Cash Count Dialog

Bank Bag Mbr | Bills Rolled Coins Loose Coins
CC Settle Nbr | Hundreds: D Quarters: I:I Quarters:
Twenties: l:l Mickels: l:l Nickels: l:l
Tens: Pennies: I:I Pennies: E
Fives: |:| Assorted: |:|
Twos: |:|
Ones:
Total Entered: Total Expected: 662.38
| print |

Check Dialog- Check that each check number is found and
the amount is correct. Print for departmental records and
then Click Exit.

|& | Tender List Dialog L3¢ |

Found Tender Number Amount Receipt
Check 1234567 $662.38 20113080085-4

Total expected: 1 § 662.38
Total counted: 1 § 662.38

| Print |[ Refresh || Exit |
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Off-Line Credit Card Dialog - Check that each receipt is found.
Print for departmental records and then Click Exit.

AEEO AiT1 010 xEIl DOI1T 10AO OI
0! AA $ADPiI OEO $EAI T C88

. ~
|£ | Tender List Dialog S Bhle g
Found Tender Number Amount Receipt

1111111111  $662.38 20113080085-1

CreditCard

CreditCard 1111111111 $662.38 20113080085-6

Total expected: 2 § 1,324.76

Total counted: 2 $ 1,324.76

| Print || Refresh || Exit |

Other Dialog (ACH) - Checkthat each receipt is found.

Print for departmental records and then Click Exit.

4EEO AiT O1 O xEIT DBOIIT 1T 0O6AO Oi
0! AA $ADPI OEO $EAI T C88
—

X
Amount Receipt

$662.38 20113080085-3

| £ | Tender List Dialog

Found Tender Number
ACH_lﬁﬁs EHERE EHEE R

Total expected: 1 § 662.38 |

Total counted: 1 $ 662.38

| Print || Refresh || Exit |

OEA O$ADPI OEOD

OEA O3$ADPI OEOD

Qu

OQu
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=

Deposit Dialog

|+ Add Deposit Dialog X

Tenders for Depo

Tender Expected Deposit Deposit Amount

Cash 662.38 662.38
Off-line Credit Card 1,324.76 1,324.76
Check 662.38 662.38
Other 662.38 662.38

TOTAL 3,311.90 3,311.90

Deposit Slip Nbr

Bank Bag Mbr

-

CC Settle Nbr
|| Add Deposit Dialog [
Tenders for Deposit
Tender Expected Deposit Deposit Amount
Cash 662.38 662.38
Off-line Credit Card 1,324.76 1,324.76
Check 662.38 662.38
Other 662.38 662.38
TOTAL 3,311.90 3,311.90

Deposit Slip Nbr | 1734557

Bank Bag Nbr 4646464643
CC Settle Nbr

Save Cancel

The Expected Deposit Amount and the Deposimount
fields should now equal.

Enter the 7 digit deposit slip number and the Bank Bag
Nbr for Cash/Check depositsLeave CC Settle Nbr blank.

If this is a Credit Card Deposjenter CCC and the
departmenGs® digit codein the Deposit Slip Nbr field
Example: CCCFISQ_eave Bank Bag Nhslank. Enter the
Credit Card Settlement Nbr if available in the CC Settle Nbr
field.

If this is an ACH deposit, enter the first letter of the
department code and the date of the ACH{mddyy) in the
Deposit Slip Nbrfield. Example: F103111. Leave the
Bank Bag Nbr and CC Settle Nbr fields blank.

Click Save. This will take the user back to the Balance File
Summary.
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The UserDeposit Balance File screen will now show the deposit amount arlde Date and Time Stamp. It will also show that

the Deposit Amount Remaining is $0.00.

g’ﬂ) Home Admin Susp Repts Balance | Menus | Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH
,f;ile#: 20113080085 %
Current Transactions Balance File
File #: | 20113080085 User: | stacie Sodolak -
File Mumber: 20113080085 ~
Department: APIN - ASST PROVOST - INTERNATIOMAL PROGRAM
Deposit Totals
Cash 1 $662.38
Off-line Credit Card 2 $1,324.76 il
Check 1 $662.38
Other 1 $662.38
TOTAL $3,311.90
Tender Totals View Credit Card Report
ACH-1665 1 $662.38
Cash 1 $662.38
Check 1 $662.38
CreditCard 2 $1,324.76
Customer Receipts Transaction Type Totals =
APIN- 250043 - INTERNATIONAL PROGRAMS SEMINARS 5 $3,311.90
Suspended Events
List# TUser ID
Jacie Sodolak
Previous Deposits
Deposit: TSUD20111109-4 $3,311.90 11/9/2011 2:37 PM
Amount Deposited To Date: $3,311.90
Deposit Amount Remaining: 50.00
Add Deposit [ |
~ >

The User role in this process is now complete. The funds should be given to the individual with Supervisor access so the
physical deposit can be verified and th@ayfile Marked As Balanced.
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File Deposit

Persons with Supervisor Access will balance the File Deposit. Log in as indicated on page 4 of this document. Select the
appropriate department name as indicated on page 5 and opéhe existing file by doubleclicking on it in the left side panel of
iPayments. The users with Supervisor Access should then seleBalance located in the iPayments tool bar. This will pull to

the Balance File screen. The File# will automatically defadl 01T OEA 1T pAT AA PAUZLZEI A AT A OEA
Click Find.

Menus | Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH

%ﬁ Home Admin Susp Repts Balance

Filef#: 20113080085 4
Current Transactions Balance File
File #: |20113080085 User: | all Users |

This will pull up the Balance File summary.
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This summary displays the same information that was displayed for the User as well as the User depositrmation. This is
located under the User Deposits section. This screen also has a Mark As Balanced button that was not available to the User.

%ﬁ Home Admin Susp Repts Balance | Menus | Trans AR-Chrg02 APIN IDT BUY COSR IDT BUY | Tenders Cash Check CreditCard B01665 ACH
File#: 20113080085 -
Current Transactions Balance File
File #: 20113080085 User: | all Users -
Mark As Balanced
Texas A&M University
File Number: 20113080085
Department: APIN - ASST PROVOST - INTERNATIOMAL PROGRAM
Deposit Totals
Cash 1 $662.38
Off-line Credit Card 2 $1,324.76
Check 1 $662.38
Other 1 $662.38 L
TOTAL $3,311.90 1
File Deposits
Amount Deposited To Date: £0.00
Deposit Amount Remaining: $3,311.90
(mpepeet ]
Tender Totals View Credit Card Report
ACH-1665 1 $662.38
Cash 1 $662.38 |
Check 1 $662.38
CreditCard 2 $1,324.76
Customer Receipts Transaction Type Totals
APIN- 250043 - INTERNATIONAL PROGRAMS SEMINARS 5 $3,311.90
Suspended Events
List# User ID
iacie Sodolak
User Deposits
User Name User ID Expected Deposit Found Deposit
Stacie Sodolak stacie $3,311.90 £3,311.90
TOTAL $3,311.90 £3,311.90 I+
. -

3A1 AAO O!' AA $ADPI OEOGE AT A A 111 x OEA2200ADPO &I O OEA AADPI OEO
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I £FOAO OEA OOAO Al EAEO Ok Adpdsid and iGdicdte tiadiie Ddpbsit Antouint Redaining is $0.80A

Click theMark As Balanced button. This will complete the transaction and send the information to the queue for the FAMIS
Feed. TheBalance Filei OO0 AA 1T DAT AA OOGEIT ¢ O!i1 1 MakMORaGNCe OptichEolppsa@ A O E 1
Security permissions aboveaJser are required to perform this function.
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