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Agenda

A Corrections

I Voids and Recalls BEFORE receipting
A Editing a transaction BEFORE receipting (Slides 4-9)
A Voiding a transaction BEFORE receipting (Slides 10-14)

I Voids and Recalls AFTER receipting
A Editing a transaction AFTER receipting (Slides 15-30)
A Voiding a transaction AFTER receipting (Slides 31-37)
A Voiding a Deposit (38-41)

A Searches

I Searching for Deposits that have posted to FAMIS (Slides 44-59)
I Searching for IDTs that have posted to FAMIS (Slides 60-73)
I Searching for Invoices that have posted to FAMIS (Slides 74-85)

I Searching for Documents when you do not have the payfile #
(Slides 86-99)
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Corrections

A Can only be made in iPayments if the payfile
IS still opened.

A Must be emailed to
corrections@vpfn.tamu.edu if the payfile has
been balanced.



mailto:corrections@vpfn.tamu.edu
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Editing a transaction BEFORE recelipting
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ﬁ Home Admin Susp Rcpks Balance  Menus  Trans AR-Chrg IDT BUY - Tenders Cash Check CreditCard

Fileff: 20083500074

Current Pransactions Process Transactions

Receipt #: 2008350007E= Menu | all TranTypes [l Transaction Type | Select TransType R
) ACADEMY NETWORE PARTNERSHIPS $500.00
o Trand: 1

The amountentered is $500.00, but it should have
been $50.00. To change the amount, click Void#1.

AR-Chrg 215310 250513
n . o

. Custamer Receipts
++{ ) Additional Infarmation
; Desc: Lab Rental

| vod#l | Recsl#l || Addimage |

Suspend Lisk
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

! r—— You will receive this popup. Click Yes.

Current Transactions Process Transactions

Receipt #: 20083500074-1 Menu | all TranTypes v Transaction Type | Select TransType v

) ACADERY NETWORK PARTHERSHIPS $500.00
o Trand: 1
- 4 Customer Receipts

+J Additional Inforrnation .
+- ) Desc: Lab Rental ki X

[ Yoid #1 ][ Recall #1 ” add Image

““?l"/ Are you sure you wish to void transackion #17
Balance: 500.00 '

Suspend Lisk

250513

250513
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NEEEEERE The transaction will fade out andleave the option to recall. Please
e notice that the balance is zeroClick Recall#1

Current TPransactions HFroCcess ransactlons | EaroArEEn
Receipt #: 20083500074-1 Menu | all TranTypes v Transaction TYpe | Seleck TransType v
-

.

o

+HD

[ Recall #1 ]

Balance: 0.00

[ Suspend List l [ Receipt List l ¥ ¥ ¥ X
AR-Chrg 215310 250513 651619
- o
& —
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

'/:"ile#: 20083500072 h
C|=ar SrEEn

Current Transactions Process Transactions

Receipt #: 20083500074-1 Menu | il TranTypes [+ | Transaction Type | ACADEMY NETWORK PARTNERSHIPS[ v ADD Tran ]

é The original transaction will pull forward on the right panel.
K Make your change to the amount and click ADD Tran.
Suspend Lisk l [ Receipt List l I::r::t: Address: jzea:‘zli;gieem St
Zip ;ode: | :;IE:;: —

Pay Description Tax Total Chartfield Layout
Lab Rental S00.00 ) |1 500,00

oz 215310 noaao 0440 i (1[5

[] |BWCNET Services oo 1 0.00

0z 215310 aoaao 003 i sz
Sales Tax 0.00

Transaction Total 500,00
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

(rior: 20083500072 Now your amount chargedis $50.00 and your balance due is
$50.00. You can now tender your transaction.

Current Transacitions

Receipt #: 20083500074-1

i |
Recall #1
_.) ACADEMY NETWORK PARTHMERSHIPS $50.00
o Tran: 2
# Custorer Receipts
++{ =) Additional Infarmation
+- ) Desc: Lab Rental
” Add Image ]
Balance: 50.00 | | | |
AR-Chrg 215310 250513 651619
250513 651619 IDT BUY
b _.)
& _— —
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Voiding a transaction BEFORE recelpting
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- fyft Home Admin Susp Repks Balance  Menus | Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

F/;revious Receipk: 20083500072-1

Wigw Details Prink Receipt

i
Fileff: 20083500078

To void a transaction entirely from the system, click
S /0107 1.

o ® Tran#: 1
% Customer Receipts
+1-| =) Additional Information

+1-/~—) Desc: Lab Rental
l | woider || JRecal#r || Addimage

[ suspendiic | AR-Chrg 215310 250513

Current Transactions

250513

11
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

f”;revious Receipk: 20083500072-1

Wigw Details Prink Receipt

Fileff: 20083500074
Current Transactions

Receipt #: 20083500074-2

) ACADEMY METWORK PARTMERSHIPS $50.00
o ® Tran#: 1

-4 Cuskomer Receipks

+1-{.7) Additional Information

+-| ) Diesc: Lab Rental

[ void #1 ][ Recall #1 ][ £dd Image

Balance: 50.00

Suspend Lisk

12

You will receive this popup.

Process Transactions

Meru | all TranTypes |+ | Transaction Type |sslect TransType

Choose one

?(/ Are you sure you wish to void transackion #17
"'.

250513

Click Yes.

250513
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fyft Home Admin Susp Repks Balance  Menus — Trans AR-Cheg IDT BUY | Tenders Cash Check CreditCard

" The transaction will fade out andleave the option to recall. Please note that

the balance is zero. To void the transaction completely, click Receipt List.

Current Transactions

Receipt #: 20083500074-2

-

£

ecall #1 " " " "

lj“alm“ ) AR-Chrg 215310 250513 651619

[ Suspend Lisk [ Receipt List l ]

| @
- o
b

E —

13
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

f”;revious Receipk: 20083500072-2

Confirmation Record E
Fileff: 20083500074
Texas A&M University

TEXAS A&SM UNIVERSITY

Current Transactions

Departrnent: ACADEMY FOR ADY TELECOMM & LEARMIMNG TECH
Receipt Mumber: 2003350007 4-2
7 e e e e e
[ Total of All Transactions: 50.00 ]
Tenders:

Have a great day!

You will receive a Confirmation Record with a $0.00
transaction total.

14
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Editing a transaction AFTER receipting
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e \/0ids AFTER receipting can only be processed by
those persons with Supervisor access or higher. Log
Into the file by double clicking on the payfile name.

f”;revious Receipk: 200835000741-3

Wigw Details Prink Receipt

Open A File

Create Mew Individual File

20033500074 - csba presentation examples - Share

AR-Chrg

=)
=

=)
=

215310

- - ‘m‘

< 2]
File#

Mo File Curzrently Open

250513 IDT BUY

16
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CHENEL VR E SRS SIS X

dmin Susp Rcpts Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

-

Filed: 20083500074 N

Current Pransactions Process Transactions

The process transactions screen will pull to the right.

Go to the toolbar and click Home.

AR-Chrg 215310 250513 ‘ ‘
- o

17
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Admin Susp Recpks Balance

o

Menus

Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

Wigw Deta|ls

Fileff: 20083500074

Current Transactions

18

Irrremous Receipk: 200835000741-3

Pr|nt Receipt

Welcome Stacie Sodolak!

Please select an action...

Click VOID.

Transaction Optioyfs: N

@ Process @ Wioid @ Search
File Options: S

@ Balance @ Reset @ Wi

Department Options:

Departmental
Reports

o

Adrinistrative
Options

-
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- fyft Home Admin Susp Repks Balance  Menus | Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

f”;revious Receipk: 200835000741-3

Wiew Details

*
- om Prewvious Receilipt
Fileff: 20083500074 _
Carrent Transactions

Enter the List #. The list #is the number after the dash in the file#. If
we want to edit or void 20083500078, we would enter 3.

19
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

F/;revious Receipk: 200835000741-3

Wigw Details Prink Receipt

Fileff: 20083500074

Current Transactions

jous Receipt

Lisk #: |3
[ Woid Entire Receipt ] I Edit. Receipt I
| © y |
Lisk #: 3
Diake, Time: 12/15/2008 1:56 PM

Transaction Type: ACADEMY HETWORK PARTHERSHIPS

Comments 1: stuff skuff skuff

Caomments 2: stuff and more skuff

Marne: Stressed Cut

Street Address: Calgon Avenue

City, State: Take me away, TX

Zip Code: TITTIT
Acct Hhx Description Amount Qty Total
02215310000000440v062  Lab Rental 0,00 1 S0.00

Transaction Total: 50,00
Tax Exempt: MO

Comments:

After entering the List#, click Find. This will pull up the options to Void

Entire recelipt or Edit Receipt. Confirm this is the correct receipt and Click

| Edit Receipt.

20
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fyft Home Admin Susp Repks Balance  Menus — Trans AR-Cheg IDT BUY | Tenders Cash Check CreditCard

F/;revious Receipk: 200835000741-3

*
Wigw Details Print Receipk

Process Transactions
Filedf: 20083500078

Meru | all TranTypes |+ | Transaction Type |sslect TransType |
Current Pransactions o o

Receipt #: 20083500074-3

ACADEMY NEJWORK PARTNERSHIFG$50.00
{ vwoida Recall #1 || Add Image

|=) Check $50.00

| woid#1 | pRecal#s || Addimage |

Balance: 0.00

Receipt List

‘ AR-Chrg ‘ ‘ 215310 ‘ ‘ 250513 ‘ ‘ ‘

The amountentered is $50.00 but it should have been $500.00. To chan
the amount, click Void#1 under the transaction. Please note that Void#1 i

located under each transaction AND under each tender. Please make
sure you are selecting the correct one.

21
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CHENEL VR E SRS SIS X

% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

f”;revious Receipk: 200835000741-3

Wigw Details Prink Receipt

Fileff: 20083500074
Current Transactions
Receipt #: 20083500074-3

|) ACADEMY METWORK PARTMERSHIPS $50,00

[ Yoid #1 ][ Recall #1 ” add Image ]

|=) Check $50.00

| woid#1 | pRecal#s || Addimage |

Balance: 0.00

Receipt List

22

You will receive this popup.

Process Transactions

Meru | all TranTypes |+ | Transaction Type |sslect TransType

Choose one

?(/ Are you sure you wish to void transackion #17
"'.

[ Yes ] [ i} ]

Java Applet Window

250513

Click Yes.

250513
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The transaction will fade out andleave the option to recall. Please notice that
the balance is $50.00. This is because you have a zero transaction but a check
tendered for $50.00.Click Recall#1.

Receipt #: 20083500074-3
<

Recall #1

|0 Check 50,00

AR-Chrg 215310

- - - ‘ ‘
- o

| woid#1 | pRecal#s || Addimage

Balance: -30.00

23
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% Home Admin Susp Repks Balan

The original transaction will pull forward on the right panel.
"' ssw Make your change to the amount and click ADD Tran.

Fileff: 20083500074 . . .
Menu | all TranTypes |+ | Transaction Type | acaDEMY METWORK PARTNERSHIPS w ADD Tran
Current Pransactions o o
Receipt #: 20083500074-3 GO 70 ITEMS
5
: Amount by [q Total So.00
- Comments
e
+..j Comments 1: sbuff skuff skuff
Comments 2; stuff and more stuff
|C5) Check $50.00 Marmne: Skressed Cuk
[ Yoid #1 ][ Recall #1 ” Add Imane Street Address: | Calgon avenue
Balance: -50.00 City, State: Take me away, TX
Zip Code: FIITIT
Pay Description [T Tax Total Chartfield Layouk
Lab Rental 50,00 | |1 50.00
0z 215310 aoooo 0440 i &2
[] |BWCNET Services 000l 0.00
0z 215310 aoooo 0e03 i &2
Sales Tax 0.00
Transartinn Tatal S nn
E e
;

24
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

F/;revious Receipk: 200835000741-3

Filedf: 20083500074

S ——— Now your amount chargedis $500.00 and your balance

Receipt #: 20083500074-3
o |

due is $450.00Click Void#1 under Check.

Recall #1

) ACADEMY MET'WORE PARTMERSHIPS $500.00
® Tran#: 2
& Customer Receipts

+J Additional Infarmation

+1-|.7) Desc: Lab Rental . -, -, "
[ Yoid #2 ][ Recall #2 ” Add Image ] AR-Chryg 215310 250513 ‘ 651619
{ yoid #1 l Recall#1 || AddImage |

Balance: 430.00 =) = 5
250513 651619 IDT BLIY

25
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

You will receive this popup. Click Yes.

Process Transactions

F/;revious Receipk: 200835000741-3

Wigw Details Prink Receipt

Fileff: 20083500074

Meru | all TranTypes |+ | Transaction Type |sslect TransType
Current Pransactions o

Receipt #: 20083500074-3
o |

Choose one

Recall #1

) ACADEMY METWORK PARTMERSHIPS $500,00
@ Tran#: 2

-4 Cuskomer Receipks

+1-|__) Additional Information

+1-|.7) Desc: Lab Rental

“'?r‘/ fAre you sure you wish to woid tender #17

| woid#z | Recal#e || Addimage | Java Applet Window

250513

|=) Check $50.00

| void#t | Recal#1 || Addimage |

Balance: 430.00

250513

26
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fyft Home Admin Susp Repks Balance  Menus — Trans AR-Cheg IDT BLlash Check CreditCard

F/;revious Receipk: 200835000741-3

—
Process Transactions
File#: 20083500072 Menu | all TranTypes v Transaction TYpe | Seleck TransType |
Receipt #: 20083500074-3
i
) MCADERY NETWORE PARTHNERSHIPS $500.00
[ Yoid #2 ][ Recall #7 ” Add Imane ]
= |
» AR-Chrg 215310 250513 651619
o
Your check transactionwill be faded out and you have the option to recall at
this point or you can go to tender in the toolbar. Please note that your
balance due is now the full amount of $500.0CQlick Recall #1 under Check.

27
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CHENEL VR E SRS SIS X

% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

f”;revious Receipk: 200835000741-3

Process Tender

Fileff: 20083500074

Tender Type | Check v| [ apD Tender
Current Pransactions —

Receipt #: 20083500074-3 Arnounk 50,00 ]
[ Check # =

Recall #1 Comments

|C5) ACADEMY NETWORK PARTHERSHIPS $500.00 Bank Routing#
| woid#z | Recal#e || Addimage | Bank Acct. #
—
3 The amount of the original payment pulls forward.

Change the amount ofyour payment .

Balance: 500.00

Suspend List l

28
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard CI ICk AD D te nder

Gremous Recelp E: 20083500074-3

T —
Process Tender I “lear SrrEED

Fileff: 20083500074 i

Tender Type | Check IVI ADD Tender ]
Current Transactions

Receipt #: 20083500074-3 Arnounkt s00.po
2 Check # 123456

Camments
|=5) ACADEMY NETWORK PARTMNERSHIFS $500.00 Bank Routing#

[ Yoid #2 ][ Recal #2 ” add Image ]

2

Bank, Acck, #

.
.
.

Recall #1

Balance: 500.00

Suspend List l

29




m TEXAS A&M

CHENEL VR E SRS SIS X

Haome Admin Susp Repts Balance  Menus You WI” nOW recelve your Confirmatlon Record-

f”;revious Receipt: 20083500071-3 -

Confirmation Record [ Home |

Fileff: 20083500074

Texas A&M University Process
Current Transactions

TEXAS ALM UHNIVERSITY
Departrnent:

Receipt Mumber:

Click the process button to start

Receipt Date|Time:

your next transaction.

Transackion Type: ACADEMY METWORE PARTHMERSHIPS

Comments 1: skuff stuff skuff

Comments 2: skuff and more stuff

Mame: Stressed Cut

Please nOt&hat Street Address: Calgon Avenue
the $50.00 L
transaction has | Description  Mount Gty Total

02215310000000440Y062 Lab Rental S0.00 1 $50,00

b e e n VO I d e d . Transaction Tokal: $50.00

Tax Exempl: MO

Scroll down to

Post DatefTime: 12/15)2008 1:56 PM

see the $500.00 [
details.

ek kg Tk vk

T mebimm Tomes A ARERIY RICTWLSAE OANTRICACUTRE

b

30
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Voiding a transaction AFTER receipting
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fyft Home Admin Susp Repks Balance  Menus — Trans AR-Cheg IDT BUY | Tenders Cash Check CreditCard

-

Open & File + 1
Create Mew Individual File Process Transactions

e Menu | all TranTypes |+ | Transaction Type |select TransType |
20053500074 - csba presentation examples - Share T T

AR-Chrg 215310 250513 ‘ ‘
<] (2
Filegt 3 3 -
- o

Mo File Cuxzrently Open

Voids AFTER receipting can only be processed by those persons with
Supervisor access or higher. Log into the file by double clicking on the

payfile name.

32
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i Home Aclnin Susp Rcpts Balance  Menus  Trans 8R-Chrg IDT BUY  Tenders Cash Check CredibCard

Filed: 20083500074

Current Transacitions

Process Transactions

Clear Screen

The process transactions screen will pull to the right. Go to the toolbar and
click Home.

AR-Chrg 215310 250513 ‘ ‘
- o

33
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r";"ile#: 20083500074 *

Click VOID.

Cuzrent Transactions Welcome Stacie Sodolak!

Please select an action...

Transaction Optiofis: R

Process @ Wioid ; w Search

File Options:

Balance @ Reset ; w Wigw

Department Options:

o

o

Departmental
Reports

o

Adminiskr akive
Cpkions

34
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fyft Home Admin Susp Repks Balance  Menus — Trans AR-Cheg IDT BUY | Tenders Cash Check CreditCard

r/'

File#: 20083500074 )
Current Transactions Void From Previous Receipt

Enter the List #. The list #is the number after the dash in the file#. If you
want to edit or void 200835000748, you would enter 3.

35
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

r/’

Filed: 20083500074 N

Current Transactions Void P

[ Woid Entire Receipt J [ Edit. Receipt ]

3
Date,Time: 12/15/2008 2:11 PM

Transaction Type: ACADEMY HETWORK PARTHERSHIPS

After entering the List#, click Find. This will pull up the options to Void

Entire receipt or Edit Receipt. Click Void Entire Receipt.

Zip Code: TITFIT
Acct Hhx Description Amount Qty Total
02215310000000440¥062  Lab Rental 500,00 1 500,00

Transaction Total: 500,00
Tax Exempt: MO
Comments:
Tenders:

Check % 500,00

36
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8 You will now receive your Confirmation Recordfor the voided transaction.

f/;revious Receipt: 20083500071-3 -

Confirmation Record Hame fad

Fileff: 20083500074
Texas A&M University Process

TEXAS A&SM UNIVERSITY
Departrment: ACADEMY FOR ADY TELECOMM & LEARMIMNG TECH
Receipt Mumber: 20083350007 4-3

Receipt Date|Time: 12/15/2008 2:11 PM

Current Transactions

Transackion Type: ACADEMY METWORE PARTHMERSHIPS -

Comments 1: stuff stuff skuff CIICk the ProceS§DUtton to
Comments 2: stuff and more stuff =

e stressed Out start your next transaction.
Street Address: Calgon Avenue

City, Skate: Take me away, Tx

Zip Code: TIITEE

Item Description Amount Qty Total

02215310000000440%062 Lab Rental 50,00 1 +50.00

Transaction Tokal: $50.00
Tax Exempl: MO
Comments:
Post DatefTime: 12/15)2008 1:56 PM
Tran#: 1

Rk kg IOk whk

37
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Voiding a Deposit
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CHENEL VR E SRS SIS X

% Home Admin Susp Rcpts Balance  Menus — Trans 8R-Chrg IDT BUY CR Buying Account MSF IDT Buy  Tenders Cash Credit Card Check CreditCard CC-Banking ORLY &CH

Previons Receipl: 20090120062-1

Wi Details Print Receipk

File#: 200903120062

To void duplicate of
Incorrect deposits,
click on the Deposit
link that you wish

to void. Note that
this file is not
Marked as
Balanced.

Balance File

User:

File #: [20000120062 All Users ™

Mark As Balanced
Texas ALM University
File Murmber: 200901 20062
Department: FISC - FINAMCIAL MAMAGEMEMT OPERATIONS
Deposit Totals
Check 1 $54.13
TOTAL $54.13
Deposit: TSFL200930112-46 $54.13
Deposit: TSFD20090112-47 $54.13
amount Deposited To Date: $105.26
Deposit Armounk Rermaining: $-54.13
f0d Deposit
Tender Totals View Credit Card Repart
Check 1 $54.13

Customer Receipts Transaction Type Totals

—,——— - - ' e - a Lrea oam
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% Home Admin Susp Rcpts Balance  Menus  Trans AR-Chrg IDT BUY CM Buying Account MSF IDT Buy  Tenders Cash Credit Card Check CreditCard CC-Banking OMLY ACH

-

Previous Receipl: Z0090120062-1

Wigww Details Print Receipt

Fileff: 200903120062

Current TPransactions

Verify that the
pop-up is the

correct deposit to
void and click the
Void button.

Balance File

File #: |zo0o01z0062 User:

Find

Prinkt

Texas A&M University

File Mumber:
Deparkment:

Deposit Totals

File Deposits
Deposit: TSFD200901 12-46
Deposit: TSED20090112-47

Armount Deposited To Date:

Deposit Amount Remaining:

add Deposit

Tender Totals
Check,

Customer Receipts Transaction Type Totals

2 Void Deposit Dialo 4.
L) P ] . %
Tenders Deposited
Tender Deposit Amount
All Users
Zash 0.00
OFF-line Credit Card 0.00
Ma Check. 54,13 P
Cther 0,00
20090120 —
FISC - FINy 413
Deposit Slip Mbr | j554567
1 45413 ||Bank BagMbr 12345875
$54.13
CC Settle N Test deposit for training
urnnses.
$54.13 PSR
$54.13
$106.26 [ Yoid ] I Cancel
$-54.13 ) |
Java Applet Window
Wiew Credit Card Report
1 $54.13
L a - v
>
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% Home Admin Susp Repts Balance  Mernus | Trans AR-Chrg IDT BUY CH Buying Account MSF IDT Buy  Tenders Cash Credit Card Check CreditCard CC-Banking OMLY ACH

Previous Receiplk: Z20090120062-1 *
-
Balance File
Filed: 20000120062 i .
File #: | zono0120062 User: | all Users w
Current Transactions T
-
Priri Success!
Texas ALM -
\!}) Deposit voided successfully!
File Murnber:
Department: [ UT OPERATIONS
You will get this Peposit Totals
e
oo E - Java Applet Window
notification. ToTAL s
. File Deposits
CI IC k O K = N Ot Deposit: TSFDZ20090112-47 $54.13
1 ited To Date: 454,15
h r I &mount Deposike
t at yo u . d e pOS t Deposit &mount Remaining: 40,00
amount is now
CO rre Ct Tender Totals Wiew Credit Card Report
Check 1 $54.13
Customer Receipts Transaction Type Totals
FISC-Deposits - Departmental Deposits 1 $54.13
- -

41
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% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

f”;revious Receipk: 200835000741-3 - l

-
Balance File

Fileff: 20083500074 . .
File #: | 20033500074 User: | all Users 2

Current Transactions

Print l [ [ Mark As Balanced ] ]

Texas ALM University

File Mumber: 20033500074
Departrnent: ATLT - ACADEMY FOR ADY TELECOMM & LEARMNIMNG TECH

Deposit Totals
TOTAL $0.00

File Deposits
Amount Deposited To Date: $0.00
Deposit Amount Remaining: $0.00

Aadd Deposit

Ho Tenders to display!

The correctionswe just discussed are only possible if the payfile is still open.
If the Mark As Balanced button is showing on the Balance screen, the payfil

has not been balanced and corrections can be made.
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CHENEL VR E SRS SIS X

: {yf; Home Admin Susp Repts Balance  Menus  Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

l/;revious Receipk: 20083500074-3 +* I

View Details Print Receipk

Open A File

Balance File

File #: | 20083500074 User: | all Users v
Create Mew Individual File o

Creake Mew Shared File Find

—

Texas A&M University

' UIHDUUU b
BALANCED: 12}15{2005 4:21 PM

QMM & LEARNING TECH

Deposit Totals
0

Here is howthe Balance screen will appear if the payfile
has been balanced. Notice that the Mark As Balanced
s button is no longer available.

Sign on
o File Currently Open >

Also note that the payfile no longer appears on the left panel. §




Al |
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Searching for Deposits that have posted
to FAMIS




@ ’ TEXAS A&M

CHENEL VR E SRS SIS X

047 Transaction Inquiry on Reference Number 2 or 4 12/16/08 10:16
STUDENT MEDIR FY 2009 CC 02
Screen: ____ Account: 300750 Search On Ref: 2 Ref Nbr: 2450004
Display Ref: 2 Bank Option: N
Sbcd TC Description Amount I BatRef Offset
0480 062 2450004 09/01 IPAY 20082450 1,922.00- 0SJ246 001004
0480 062 2450004 09/01 IPAY 20082450 1,386.01- 0SJ246 001004
0480 062 2450004 09/01 IPAY 20082450 651.00- 0SJ246 001004
0480 062 2450004 09/01 IPAY 20082450 220.00- 0SJ246 001004

Click the PF11 Key to show the full description.

* End of Data =*
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10-FPF114-PF12---
Hmenu Help EHelp View DLoad Right] Left




@ ’ TEXAS A&M

CHENEL VR E SRS SIS X

047 Transaction Inquiry on Reference Number 2 or 4 12/16/08 10:18
STUDENT MEDIR FY 2009 CC 02
Screen: !__ Account: 300750 Search On Ref: 2 Ref Nbr: 2450004
Display Ref: 2 Bank Option: N
Sbecd TC Description Amount
0480 062 2450004 09/01 0O00O0OD 20082450004 0001
0480 062 2450004 08/01 0O000OO 20082450004 0002
0480 062 2450004 09/01 0O00O0OD 20082450004 0003
0480 062 2450004 08/01 0O000OO 20082450004 0004

The payfile # i1s 20082450004t has 4 receipts associated with it.

* End of Data =*
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Hmenu Help EHelp View DLoad Right Left




m \ TEXAS A&M

CHENEL VR E SRS SIS X

% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

r/'

Open A File

Create Mew Shared File

Transaction Options:

Create Mew Individual File Welcome Stacie Sodolak!

Please select an action...

@ Process

=

Wioid

ﬂ Search

File Options:

n '\

@ Balance

=

Reset

ﬂ Wigm |

Department Options:

Departmental
Reports

File

Log onto iPayments and click VIEW. You do not have to open a file.

Adrinistrative
Options

a7




m TEXAS A&M

CHENEL VR E SRS SIS X

fyft Home Admin Susp Repks Balance  Menus — Trans AR-Cheg IDT BUY | Tenders Cash Check CreditCard

r/'

Open A File b

Create Mew Individual File View File

Create Mew Shared File File #: E
l ' in

Include Detail

File#

Copy the file number from FAMIS without the receipt number and

No Fil

paste it into the File# field.
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,TA TEXAS A&M

UNIVERS JUI ¢

% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

[/(.‘pen A File

Create Mew Individual File View File

Create Mew Shared File File #: [200a2450004 [ ]

Include Detail

Click FIND.

File

Mo File Curzrently Open
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m l TEXAS A&M

CHENEL VR E SRS SIS X

Transaction File: 200824350004
Department: SPUB - Student Media
Open Date/Time:  9/1/2008 8:27 AM
Close Date/Time:  9/1/2008 9:03 AM
Balance Date/Time: 9/1/2008 9:03 AM
Update Date/Time: 9/2/2008 1:46 PM

This will bring up a pop-up file. It contains
e TUDENT MEDLA every transaction entered in this file.
Comments 1 Scrolling down will show receipts 24.

Comments 2

Name:

Street Address:

City, State:

Zip Codez

Fin Acct Nbr Description Amount Qty Total
023007500000004807062 Sales - Advertising 1,922.00 1 1,922.00
Transaction Total: 1.922.00

Tax Exempt: N
Comments: None
Tran =: 1

Post Date:  9/1/2008 827 AM

Tenders:
Check 1.922.00
Check = 1250004

Total List Amit: $1,922.00
Receipt#: 20082450004-1
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m TEXAS A&M

CHENEL VR E SRS SIS X

Transaction File: 20083400005 =
Department: VTPB - VET - PATHOBIOLOGY Bl
Open Date/Time:  12/5/2008 §:13 AM

Close Date/Time:  12/10/2008 10:07 AM

Jelance Date/Timer 2 anns 007 A Here is an exampleof a file with information

Update Date/Time: 12/10/2008 1:26 PM

entered in the comments.

Customer Receipts

Transaction Tyvpe: VETERINARY PATHOLOGICAL SERVICE

Comments 1= BWSF-09-0546

Comments 2: BWSF-09-0546

Name: Texas A&M College of Vet Med

Street Address: VIPP

City, State: College Station TX

Zip Code: 77843

Fin Acct Nbr Description Amount Qtv  Total
02270640000000596Y062 Services - Refuse Disposal 40450 1 40450
Transaction Total: 404 50

Tax Exempt: Yes

Comments: BWSF-09-0546
Tran #: 1

Post Date:  12/10/2008 9-51 AM

Tenders:
Checlk 404 .50
Check # 046351

Total List Amt: 5404.50
Receipt#: 20083400005-1 v

Silt




m l TEXAS A&M

CHENEL VR E SRS SIS X

% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

r/'

Open A File b

Create Mew Individual File Welcome Stacie Sodolak!

Create Mew Shared File

Please select an action...

Transaction Options:

@ Process @ Wioid

File Options:

@ Balance @ Reset

Department Options:

Departmental
Reports

ﬂ Search

‘ ﬂ Wigm

File

Mo File Curzrently Open

You can also find information if you click

SEARCH instead of VIEW.

Adrinistrative
Options

- _
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TEXAS A&M

CHENEL VR E SRS SIS X

iyl Home Admin Susp Repts Balance | Menus | Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

Creake Mew Individual File
Create Mew Shared File I File #: m
B 12/16/2003 [T\ 12}16/2008
Lisk #: | Ta:

Transackion Type: | seleck TransType 4| Amaunt:
Tender Type: Select TenderType ™ Amount:
User: Al Users v

Filet

Mo File Currently Of

Enter the File#, Enter the List#, and remove the dates. To
search for the third receipt details, enter 3 in the List# field.
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TEXAS A&M

UNIVERS JUI ¢

% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

[/(.‘pen A File

Create Mew Individual File Search Rece 1pt =

Create Mew Shared File File #: 2082450004 m

Lisk #: 3 Tou
Transaction Type: |Select TransType [v] Amount:
Tender Type: | select TenderType [+ | Amnount:
User: | all Users [V]

Click Find.

File

Mo File Curzrently Open
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CHENEL VR E SRS SIS X

% Home Admin Susp Rcpks Balance  Menus — Trans AR-Chrg IDT BUY  Tenders Cash Check CreditCard

r'/

Open A File

'€ Search Receipts - Microsoft Internet Explorer provided by Division of Finance E]@ -

Create New Individual File Links & | Imaging Texas A&M - Division of Finance & | Ipayment Produckion £ | Aggie Answers g | CI5 Invoices =

Create hew Shared File oL - B d=h - | Page - ) Touls - @- i

.
=l The page cannot be found

The page cann The page car
'»| The page you are looking for might have been removed, had its name changed, or
(< | '}" is temporarily unavailable. The page yvou are |
Receipt Summary Receipt Detail

File #: 20082450004
List #: 3 To: Click on a Receipt Number to the left to see Detail

20082450004-3 - 9/1/2008 8:51 AM -
File# $651.00

Mo File Curxently Ope

This pop-up will pull forward. Click on the link in the left

panel.
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ls| The page you are locking for might have been removed, had its name changed, or

(3| s temporarily unavailable.

Receipt Summary

File #: 20082450004
List#: 3 To:

20082450004-3 - 9/1/2008 8§51 AM - $651.00

The information for
receipt 3 will pull
forward to the right

panel for review. You
alsohave the option to
print the receipt.

56

§2450004-3
/1/2008 8:51 AM

STUDENT MEDIA
Comments 1=
Comments 2:
Name:=

Street Address:
City, State:

Zip Code:

Fin Acct Nbr

Transaction Total:

Tax Exempt: NO
Comments: None

Tran #: 1

Total List Amt: 5651.00
Tenders:
Check

osted By: Selina M. Lopez
vou. Have a nice dayv.

Amount Qty

02300730000000480Y062 Sales - Advertising

Post Date:  9/1/2008 8:51 AM

Checl #: 56157732

"

TEXAS A&M

CHENEL VR E SRS SIS X

The page you are |

1 651.00
651.00

Total

S
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@ ’ TEXAS A&M

CHENEL VR E SRS SIS X

Transaction Inquiry on Reference Number 2 or 4 12/16/08 10:58
STUDENT MEDIR FY 2009 CC 02

Screen: Account: 300750 Search On Ref: 2 Ref Nbr: 2450004

Sbcd
0480
0480
0480
0480

Enter-

Display Ref: 2 Bank Option: N
TC Ref 2 Date Description Amount

DBE 2450004 ngﬂl 000BO IPAY 20082450004 0001 0001
06 9/01 000BO IPAY 20082450004 0002 0001
062 2450004 08/01 0ODOO IPAY 20082450004 0003 0001
062 2450004 09/01 00000 IPAY 20082450004 0004 0001

Placeyour cursor on the transaction and click PF6 Key.

* End of Data #*
PF1---PF2---PF3---PF4---PF5- -PF7---PF8---PF9---PF10--PF11--PF12---
Hmenu Help EHelp View DLoad Right Left
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This will bring up more detail. Ref 1 is the bank deposit slip #.




