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Generating Department Receipts

Concept

A department receipt transaction is a transfeunflé through the cashiering office to a
department’s general ledger account.

Institutions often have offices or departments lisas the housing office, the bookstore, or the
athletics office) that take in money on an irregiasis or only at certain times of the year. These
departments often deposit their funds through #shiering office to record their accounting
information in the institution’s general ledger.

In this topic, you will generate a department rptéir a university's cashiering office.
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Navigation

Menu
Search:

@
[ My Favorites

[ University of Maine Systems
[ Self Service

- Campus Community

I Student Recruiting

[+ Student Admissions

[ Records and Enroliment

[ Curriculum Management

[- Student Financials

[> Set Up SACR

> Reporting Tools

- PeopleTools

— Return to Portal

— Student Self Sewvice

— My Personalizations

— Ly Dictionary

A

MaineStreet

Add to Favorites

" PeopleSoft

Step

Action

From the Campus Solutions menu, click 8tedent Financials link.

[ Cashiering|

Click theCashiering link.

Click theCollect Department Receipts link.

Page 2 of 12

Last changed on: 7/15/2008 8:38 AM




Process Document
MaineSreet Generating Department Receipts

Procedure

'# MaineStreet

(=3

Mew Window | Helo | &
Department Receipts

Add a New Value

Business Unit:  |UMS01 O
Cashier's Office: Q
Receipt Number:|99999999930¢

Add

Step | Action

On theDepartment Receipts Add a New Value page, if yolBusiness Unitdoes not
enter by default, enter or look up the approprizisiness Unit.

In theCashier's Officefield, look up and select the appropriate Cashi®ffice.
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# MaimeStreet

=

Department Receipts

Add a New Value

New Window | Help | &,

Business Unit:  [UMS01 &
Cashier's Office: BATHBRUN &,
Receipt Number:|99999999999¢

Add

Step Action
0. Click the Add button.
Add
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‘# MaineStreet

New Windaw | Help | Customize Page |

Department Receipts

Unit: UMS01 Office:  Bath Brunswick Center Business Date: 06/24/2008

Register: BERC2  Cashier: 0pggsag

Receipt Status: Mot Posted Create Receipt MNew Transaction
Target Total: 0.00 Total Tax: 0.00 Tender Total: 0.00

Reference Nbr: ‘

Find | View Al First [ 1 of 4 [ Last
¥
Amount: | usp Tax Authority: Q, EE
e Charffields.  |mwemsmmsesser

View Al First [ 1 o1 [¥] Last
~Tender: Q Amount: USD Q. Currency Detail FHE
Depositi: | TenderDealls

[=] Wotify | 4 Refresh
Step Action
7. Use theDepartment Receipts page to create department receipts.

The system displays the status of the departmestpiin theReceipt Statusield.
Before you click theCreate Receipbutton, this field displays th¥ot Posted value.
After you click theCreate Receipbutton, the value changesRoocessed if approval
of the department receipt is not required. If apptds required, the value changes t
Pending when you click th&€reate Receipibutton.

In the Target Detailsection, enter the monetary amount for the targgte Amount
field.

O
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# MaimeStreet

Add to Favorites

New Windaw | Help | Customize Page |

Department Receipts

Unit: UMS01 Office:  Bath Brunswick Center Business Date: 06/24/2008

Register: BBRC2 Cashier: 0010688

Receipt Status: Mot Posted Create Receipt MNew Transaction
Target Total: 0.00 Total Tax: 0.00 Tender Total: 0.00

Reference Nbr: ‘

Target Detail Find | View All First |4) 4 of 4 [¥) Last
Amount: 15000 USD Tax Authority: Q EE
spesotwe: || ChariFields [ErSsee———

| Tender Detail Find | View All First (4] 1 of 1 LF Last
“Tender: Q Amount: UsSD & Currency Detail HE
Deposit ID: Tender Details

[=] Wotify | 4 Refresh

Step Action

8. Click the SpeedType link to open thespeedType look up page.
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‘# MaineStreet

1=
"
Mew Window | Help | Customize Page | /&

Look Up SpeedType

Setid: I kY
[SpeedTvpe Key: ]

General Ledger Unit: | Y

Ledger: &

Type of SpeedType:

kaUpl Clear | Cancel ‘

Search Results
Find | View Al First [0 4014 [F] Last

SetlD |SpeedType Description Type GL Unit  |Ledger

Step Action

9. A SpeedTypeis a predefined set of ChartFields for a departmear cashiering
office works with regularly. Once you enter anddam a SpeedType, the system
automatically populates the appropriate genergdeéields in thelarget Detail
section of the Department Receipts page.

10. | Click theLook Up button.

11. | Click on the SpeedType to select it.
[SRCOLLEGH
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‘# MaineStreet

Add to Favorites

New Window | Help | Customize Page |

Department Receipts

Unit: umMso1 Office: Bath Brunswick Center-Monday Business Date: 06/30/2008

Register: BBRCZ Cashier: 0010688

Receipt Status: Mot Posted Create Receipt Mew Transaction
Target Total: 150.00 Total Tax: 0.00 Tender Total: 0.00

Reference Nbr: |

Target Detail Find | View Al First [ 1 of 1 [ Last
Amount: 150.00 USD Tax Authority: Q =
SpeedType ,m ChariFields, UMS01"ACTUALS=46006%8912107 = QQr==r====*=

Tender Detail Find | View Al First [ 1 0f 1 [+ Last

“Tender: ,70\ ] Amount: l— ,EQ Currency Detail HE
Deposit ID: [ Tender Details

[=] Motify | s Refresh

Step

Action

12.

In theTender Detailsection, look up and enter the type of tenderdased for the
department receipt in theenderfield.

Note: If you select a check tender type, the Checkrinfidion page will open where
you can enter information about the check for yregords.
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# ViaieStreet

Add to Favorites

New Window | Help | Customize Page |

Department Receipts

Unit: UmMso1 Office: Bath Brunswick Center-Monday Business Date: 06/30/2008
Register: BBRC2 Cashier: 0010688

Receipt Status: Mot Posted Create Receipt Mew Transaction

Target Total: 150.00 Total Tax: 0.00 Tender Total: 0.00

Reference Nbr: |

Target Detail First [4] 4 of4 [F] Last
Amount: 15000 USD Tax Authority: Q EE
SpeedType SRCOLLEGE CharfFields UMS01=ACTUALS 4600689121070 ="=+==

Tender Detail Find | View Al First [{] 1 or 1 [M] Last

- — o USDQ funenct Detal ==
Deposit ID: Tender Details

[=] Motify | s Refresh

Step

Action

13.

In the Amountfield, enter the amount of tender for the departmeceipt.
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‘# MaineStreet

Add to Favorites

New Window | Help | Customize Page |

Department Receipts

Unit: UmMso1 Office: Bath Brunswick Center-Monday Business Date: 06/30/2008

Register: BBRC2 Cashier: 0010688

Receipt Status: Mot Posted Create Receipt ‘ W Mew Transaction
Target Total: 150.00 Total Tax: 0.00 Tender Total: 0.00

Reference Nbr: |

Target Detail
Amount: 15000 USD TaxAuthority: | @ EE
SpeedType;  |SRCOLLEGE ChartFields UMS01"ACTUALS 4600678912107 00 ===

Tender Detail

HETT R CHECK_UMA  CU  gpeckua  Amount: 150.00 [USD @ Curreney Detail FHE
Deposit ID: Tender Details

[=] Motify | s Refresh

Step Action

14. | Click theCreate Receipt button to create a department receipt.
| Create Receipt I
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'# MaineStreet

Add to Favorites

Mew Window | Help | Customize Pag: Saved

Department Receipts

Unit: UMS01 Office: Bath Brunswick Center-Monday Business Date: 06/30/2008

Register: BBRC2 Cashier: 0010688 Receipt Nbr: 30 SeqHbr: 4
Receipt Status:  Processed Print Receipt Mew Transaction
Target Total: 150.00 Total Tax: 0.00 Tender Total: 150.00

Reference Nbr:

Target Detail Find | View Al First [ 1 of 1 [ Last

Amount: usD Tax Authority:

SpeedType ChariFields UMS01*ACTUALS*46006+*8312107++ 00 +##++##++
Tender Detail Find | View Al First [ 1 of 1 [ Last
“Tender: CheckUMa  Amount: Currency Detail

Deposit ID: Tender Details

[=] Hotify | # Refresh

Step

Action

15.

When you click theCreate Receipbutton, the label changesRoint Receipt

Once you create a receipt, click tiew Transactiorbutton to return to a new, blank
Department Receipts page so that you can process another departneiptre
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Add to Favorites

Sign out

New Window | Help | Customize Pag: Saved
Department Receipts
Unit: umso1 Office: Bath Brunswick Center-Monday Business Date: 06/30/2008
Register: BBRC2 Cashier: 0010688 Receipt Nbr: 30 SeqHbr: 4
Receipt Status:  Processed Print Receipt Mew Transaction
Target Total: 150.00 Total Tax: 0.00 Tender Total: 150.00

Reference Nbr:

Target Detail Find | View A First [ 10f1 [H Last

Amount: 50.00/ usD Tax Authority:

SpeedType SRCOLLEGE ChariFields UMS01*ACTUALS*46006+*8312107++ 00 +##++##++
Tender Detail Find | \ First [ 10f1 [H Last
“Tender: CHECK_UMA CheckUMa  Amount: 50.0 USD Currency Detail

Deposit ID: Tender Details

[=] Hotify | # Refresh

Step Action

16. | End of Procedure.
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