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Closing Cashier Office

Concept

How often you close the cashiering office is defaed by your institution. Usually the cashier's
office is closed every day. To close the cashiediffige, first close the registers and the cashiers
assigned to them. It is optional whether or not goter closing balances for each cashier.

Closing a cashier office involves a reversal ofdteps taken when opening a cashiering office.
Three tabsClose Registers, Close Cashier, andClose Offices must be completed.

Once cashiering is complete for the day, depositpeepared, and the cashiering office has been
closed, the next day’s session may be opened &r twdorocess additional receipts that will be
deposited the following day.

In this topic, you will close registers, cashiemsgd the cashiering office for the opened business
day.
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Navigation

Personalize

Menu

[ My Favorites

[ Self Service

- Manager Self Service

> Recruiting

[+ Warlforce Administration
[- Bengfits

[> Compensation

[- Stock

[ Time and Labor

[ Payroll for North America

> Payroll Interface
[ Workforce Development

[- Enterprise Learning

I Waorkforce Monitaring

[> Pension

[> Campus Community

[ Student Recruiting

[ Student Admissions

[ Records and Enroliment
[ Curriculum Management
[ Financial Aid

[ Student Financials

> Academic Advising

[> Contributor Relations

[ Set Up HRMS

[> Set Up SACR

[ Enterprise Components
[+ Waorklist

[+ Application Diagnostics

> Tree Manager

> Reporting Tools

> PeopleTools

> Packaging

— PSUnit

— Careers

— Chanage My Password

— Lly Personalizations

| 1= My Svstem Profile

[ University of Maine Systems

- Global Payroll & Absence Mgmt

[ Qrganizational Development

MaineStreet

Workiist

Add to Favorites Sign out

Help

Done

% Local intranet: H 0% -

Step

Action

Click theStudent Financials link.

Click theCashiering link.

Click theCash Management link.

Click theClose Offices link.
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Procedure

‘# MaineStrect

~ Cash Management
— Open Offices
open Offices
d Receipts -
shier
— Void Receipts- All
— Make Interim Depaosits
Re| ish Cash
Review
Beplenishment
— Interim Deposit Detail
[ Balance by Business
Day
— Post Student Payments
— Post Corporate
Pavments
— Collect Department
Receipts
— Cash Checks
— Review Student
Payments
— Review Corporate
Payments
— Review Department
Receipts
— Review Check Cashing
— Post Receipts
— Review Corporate
Receipts
- Review Student Receipts
> Payment Plans
I International Health
Coverage
[ Refunds
[» Collections
[» GL Interface

[ StudyLink

[ Taxes

[> Student Financials NLD
— View Customer Accounts
— View Corporate Accounts
- View ltem Due

- View Item Line

- View ltem ~

Close Cashier Offices

Enter any infermation you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

Worklist Add to Favorites

Mew Window | Helo | W&

Business Unit: | = « | (e}

Cashier's Office:| begins with | |

Description: begins with | ‘

[ case sensitive

Search Clear | Basic Search B Save Search Criteria

Done

&J Localintranet: H 0% -

Step

Action

[

For this example, click the Look wgusiness Unit icon.

If your User Defaults are set, your Business Uiilit@nter by default in th@usiness
Unit field. If not, you can enter or look up the apprafe Business Unit.

Click on the appropriatBusiness Unit to select it.

Click the Sear ch button.

The Cashier Offices you see listed depends on your security setti@ljsk on the
appropriate Cashier Office to select it.
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# MaineStreet
Worklist

< Cash llanagement New Window | Help | Customize Page | &,
Open Offices

Add to Favorites Sign out

Close Registers | Close Cashier | Close Ofices

- pen Offices
Woid Receipts -
hier Business Unit: umsos
Receipts- All
Make Interim Deposits
Replenish Cash
m

Cashier's Office: GORHAM Gorham Cashier's Office

Find | View Al First [4) 1073 D Last
Business Date: 11/29/2007

R
Replenishment
— Interim Deposit Detail

[» Balance by Business
Day g Register: REGOD1 (] Close

First (1] 1 of 1 [ Last

— Post Student Pavments
— Post Corporate First E 1 0f 1 E Last
Payments Closing Balance Over/Short Amt
— Callect Department
Receipts Cash usD
— Cash Checks
— Review Student
Payments
— Review Corporate
Payments
— Review Department
Receipts
— Review Check Cashing
— PostReceipts
— Review Corporate
Receipts & save
_ Review Sludent Recaipis) | ;g5 Registers | Close Cashier | Close Offices
[> Payment Plans
[+ International Health
Coverage
> Refunds
[> Collections
[> GL Interface
[> StudyLink
[ Taxes
[> Student Financials NLD
— View Customer Accounts
— View Corporate Accounts
— View ltem Due
— View ltem Line
— View ltem v

Done % Local intranst F 100% -

L\ Return to Search | [=] Notify Previous tal =5 Next tak

Step Action

9. On theClose Register page you'll close the Register by placing a cheskrin the
Close box. Close all Registers in this manner. If necgssdick on theView All link
to see all Registers.

10. | Click theClose Cashier tab.
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Close Registers | Close Cashier

Business Unit: Umsog

Cashier's Office:

GORHAN

e Interim Deposits
— Replenish Cash
— Review
Replenishment
— Interim Deposit Detail
[- Balance by Business
Day
— Post Student Pavments
— Post Corporate
Pavments
— Callect Department
Receipts

Business Date: 11/29/2007

Cashier: 0030955

Cash

Close Offices

Worklist Add to Favorites Sign out

Mew Window | Help | Customize Page | 15,

Gorham Cashiers Office

Closing Balance

Find | View Al First [ 1 or3 B ast

First [ 1 ot [ Last

Find | View Al

O clese

Find First El 10f1 El Last

Over/Short Amt
-125.00

— Cash Checks

— Review Student
Payments

— Review Corporate
Payments

— Review Department
Receipts

— Review Check Cashing

— PostReceipts

— Review Corporate

S
Receipts Wisave

E\Retum to Search

=] Notify

Previous tab

= Next tab

— Review Student Receipts| | ¢jpse Reaisters | Close Cashier | Close

Offices

[> Payment Plans

[+ International Health
Coverage

> Refunds

[> Collections

[> GL Interface

[> StudyLink

[ Taxes

[> Student Financials NLD

— View Customer Accounts

— View Corporate Accounts

— View ltem Due

— View ltem Line

— View ltem

Dione

% Local intranst F 100% -

Step Action

11.

Short Amounts.

On theClose Cashier page, enter the total closing balance for each @epabcessed
by the Cashier in th€losing Balance field. This entry will generate th@ver and

12.

Place a checkmark in tli&ose box. Close all additional Cashiers in the samemaan

13. | Click theClose Offices tab.
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+ Cash Management
— Open Offices

— Yoid Receipts -
Cashier
— Yoid Receipts- All
— Make Interim Deposits
— Replenish Cash
— Review
Replenishment
— Interim Deposit Detail
[- Balance by Business
Day
— Post Student Pavments
— Post Corporate
Pavments
— Callect Department
Receipts
— Cash Checks
— Review Student
Payments
— Review Corporate
Payments
— Review Department

Close Registers

Business Unit:
Cashier's Office:

Current Business Date:

Business Date

11/29/2007

Close Cashier | Close Offices

UMS08
GORHAM

11/28i2007

Closed By

Worklist

Add to Favorites Sign out

New Window | Help | Customize Page | &

Gorham Cashier's Office

Al First 1103 0 Lost

Find | Vie

Close Datetime

Receipts
— Review Check Cashing
— PostReceipts
— Review Corporate
Receipts
— Review Student Receipts
[> Payment Plans
[+ International Health
Coverage
> Refunds
[> Collections
[> GL Interface
[> StudyLink
[ Taxes
[> Student Financials NLD
— View Customer Accounts
— View Corporate Accounts
— View ltem Due
— View ltem Line
— View ltem v

& save| & Retum to Searcn | [ wotity | & Previous tab

Close Reqgisters | Close Cashier | Close Offices

Dione

% Local intranst F 100% -

Step

Action

14.

Click theClose button.
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Worklist

Add to Favorites Sign out

+ Cash Management

ndow | Help | Customize Pag Saved

— Open Offices
Close Registers Cashier
Business Unit: UMS06
— Make Inerim Deposits Cashier's Office: GORHAM Gorham Cashier's Office
~ Replenish Cash Current Business Date:
— Review
Replenishment .0
— Interim Deposit Detail e LR
[» Balance by Business Business Date Closed By Close Datetime
2y 11/20/2007 0020825 11/29/2007 11:30:2841

— Post Student Pavments

— Post Corporate
Pavments

— Callect Department
Receipts

— Cash Checks

— Review Student
Payments

— Review Corporate
Payments

— Review Department
Receipts

— Review Check Cashing

— PostReceipts

& save| & Retum to Search | [ oty | & Previous tab

— Review Corporate .
———— Close Reqgisters | Close Cashier | Close Offices
Receipts

— Review Student Receipts
[> Payment Plans
[+ International Health
Coverage
> Refunds
[> Collections
[> GL Interface
[> StudyLink
[ Taxes
[> Student Financials NLD
— View Customer Accounts
View Corporate Accounts
View ltem Due
View ltem Line
— View ltem v

Done ©J Locsl intranst F 100% -

Step Action

15. | End of Procedure.
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