TOWSON UNIVERSITY-DEPOSIT MANAGEMENT SYSTEM
PS 9.1 Data Entry Procedures-Deposit Areas
REVENUE DISTRIBUTION

STEP 1: CLlCK TU DepOS|t g Employee-facing registry content
Management Syste

Favorites | Main Mernu
- : -

|Menu - Classic =]
Search:
[ &)

[> T Deposit Management Svstem
[ Employee Sel-Service
[> Supplier Contracts

[= TU Interface Processing
L= ltems

[ Wendors

[ Procurement Contracts
[z Purchasing

[ eProcurement

[ Accounts Payahle

[ Banking

[ Commitment Control

[ General Ledger

[= Allacatiaons

[> Statutory Reports

[ Set Up Financials/Supply Chain
L= WWorklist

[z Tree Manager

[ Repoting Toaols

[> T REeport Distribution

[= T Chartfield Security

[ PeopleTools

= My Persanalizations

STEP 2: CLICK Daily Deposit Report

ﬂ Baze Mavigation Page

Favqites Mainiﬂenu = T Deposit Manigement Swstem

|| Depozsit Management System

TU Deposit Management System
TU o=t Managemernt System

Eﬁ" Daily Deposit Report
TU_DhiS_DEPOSIT GEL
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TOWSON UNIVERSITY-DEPOSIT MANAGEMENT SYSTEM
PS 9.1 Data Entry Procedures-Deposit Areas
REVENUE DISTRIBUTION

& Daily Deposzit Beport

STEP 3: Enter 4-digit Fiscal
Year and 4-digit Certificate
Deposit (CD) Number (Must
be within your deposit areas
valid range)

© Main Menu x> TU Deposit Management Systern »  Daily Deposit Repaort
H - -

C|_|CK SEARCH xion you have and click Search. Leave fields blank for a list of all values.

NOTE: If do not know the
CD# can search by Entered »
by, Fiscal Year, Department emteredaBy: [begins with TN

s Deposit Date and/or Department: |begins with (=] 4 =N
DRN#(Bank Deposit Ticket  riscalvear: [= = | 20123,
#) then Click Search. List of peposit Date:|[= = | N
CD'’s that match your criteria CERDEPZ: Ibeging wiith LI |54gg|

will be displayed and you can  pppys- [oeging with =] |

click on CD to select.

I case Sensitive

Search || Clear | Basic Search [2F Save Search Criteria

oOoRrRACLE

Favcgltes : MalnvMenu > TU Deposit Management System > Daily Deposit Report

Tu Dms Deposit Thl

STEP 4: System will take

TOWSON UNIVERSITY

you to the Cash/Credlt Cal’d DEPOSIT REVENUE DISTRIBUTION
tab CLICK Revenue Department Auxiliary Serv Business Office
1 H H CD HUMBER. 499 Deposit Date 1201 2/2011 FiscalYear 2012

Distribution tab and _

Revenue page will appear. CASHICHECK TOTAL 652 21 PREPARED DATE 12/20/2011
CREDIT CARD TOTAL 1,785.07 PREPARED BY FEACH

STEP 5: Enter valid revenue TOTAL SALES 10,437.28

dIStrIbUtlon Line TVPE OF SALE pepartment Fund Code Account GrtProj Amount #‘;'r":';r;‘e
1 1 Commissions Laundry 41250 4020 440724 | DS _vAall

NOTE Revenue amounts 2 2 Commissions vending 41250 4020 440730 ~402.28 DMS_val

H . 3 3 Commissions Banking 41250 4020 4407248 DMS_vall

need to have (-) credit signs.

1 . X 4 4IDFees 41250 4020 440740 -1,500.00] DME_vall
EXCeptIOI’lS on Retail pOlntS 5 5 Retail Points Soid 41250 4020 460817 -B,410.00) DME_rall
Wh|Ch Should a'Ways be a B & Dining Points Sold 41380 4055 4B0O81T C47500 OMS_val

: 77 commiRovalt-Dining 41380 4055 440716 DMS_ il
debit as well as when you : i
3 & Parking Permits 41450 4080 430878 ~200.00] DME_val
have to enter a 9 8 Parking Gther 41450 anan 43nEa2 CMS e
Shortage(Short) amount. 10 10 Parking Fines 41450 anzn 430899 DMS_vAL
11 11 CommiRoyalt-Burkshire 41280 4025 440716 DiMS_wall
12 12| Other Auxiliary Sales 41250 4020 440738 -1,600.00) DME_vall
CLICK SAVE. 13 13 Shoriover 41250 anzn 440774 CMS e
14 14 Memberships 48040 420 440707 DiMS_wall
15 15 Retail Points Redemption 41250 4020 460818 100.00] DMS_vall
Net amount must be zero
before you can Process JE. T EvERUE ToTAL B
Met Armount o.00
OPRID Posted By
Rev Posted Date 0
PROCESS JJE |
5] save | [of Returnto Search | [[=] wotity | |52 Refresh | B ade | [F UpdsteDisplay: |
=] =t

Tu Dims Deposit Thl | Tu Dms Rev Dist Pg
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TOWSON UNIVERSITY-DEPOSIT MANAGEMENT SYSTEM
PS 9.1 Data Entry Procedures-Deposit Areas
REVENUE DISTRIBUTION

. ORACLE
STE P 6: Val Idate d ata an d and m ake “avgrites . Main Menu > TU Deposit Mamggimint System > Daily Deposit Repart

sure Net amount =0. CLICK Process
JE button.

System will ask if you are are sure yd
want to post. Click OK.

System will return you to the Rev
Distribution page and message box
should appear saying Deposit Posted

Successfu”y. CLICK OK' This Deposit has posted sucessfully (30000,1)

Process is now complete.

CLICK RETURN TO SEARCH if you
want to find another CD to enter.
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TOWSON UNIVERSITY-DEPOSIT MANAGEMENT SYSTEM
PS 9.1 Data Entry Procedures-Deposit Areas
REVENUE DISTRIBUTION

STEP 7: Optional-Example of new way of Printing

(& Daiy Deposit Repott

Right click in an open area on the
page and C|ICk SELECT ALL Faugites M Menu > TU Depasit Management System - Daly Deposit Repart

TuDms Rev Dist Py

TOWSON UNIVERSITY
DAILY DEPOSIT REPORT

All data on the page even if it goes

beyond the screen will be
selected.

Department Auiliary Serv Business Office

CD NUMBER: 6439

PREPARED DATE 1212002011

Deposit Date 12118/2011

Fiscal Year 2012

Back
Foward

Save Backgriound b
PREPARED BY PEACH

St as Background
Copy Backaround

CASHCHECKS

"DRN (Deposit ticket #) [456713 Cash Drawer ID

865721 casHIER [ina Peach

TAPEID # e
55 Blog with Windaws Live
(5P E-mail vith Windows Live
@, Translate with Live Search

cashcHeck ToTaL [

(Fin Serv Use Only)

Al Accelerators »
Journal ID Cash OPRID Posted - Cash PEACH
Create Shortcut
Yes of No ]' Cash Posted Date 12202011 Add to Favorites.
R'Stars Batch ID CASH JRNL TEMP DiS_DAU PROCESS CASHVE | WewSawes
Encoding »
CREDIT CARDS
Frint.
Merchant Number FPrint Preview.
CC TERMINAL Feftesh
CREDIT CARD TRANSACTIONS Fin [ | 35 Fiot K1 13073 0 oot Googie Sidevki
CERDEPZ Line CC TranDate Card Type Trans Amournt CC BATCH ID Area Only) Courtesy
Deposit £
1 6499 1120182011 WISA 471.23 DTB098769-001  [=]
Next click on the drop ——— ARl e

drown arrow next to printer
icon and SELECT PRINT
PREVIEW.

Faveribes ~ MainMenu > Tl Depesit Marygoerment System Dty Deposit Report

'y Dms Deposit Tl

)i s RT

T beoost ek 21201
Prericeooure] o201 Qa0

CastcEcHs
Lo @eposiicket | EEFEENSINEEN | oo oxower 1o S0 e
T e T Al

ourna i Caan| EESREREE| R posted _casn)

fres or no| B | Cash Postea Datel]1 2202011 |
stars Batcn 1] S CasH JRHL TENP) m e
CREDT CAS
o 1R, [ |
REDIT CARD TRANSACTIONS, VB e ers ]

mOEm T @II

mrepymil EE
T

OPRID Posted - Credil Card

EACH

peach
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Next select the down arrow :
next to as laid out on screen i e

and SELECT AS SELECTED S
ON SCREEN. This way the
whole page will print.

Then if the print looks too small,
select the drop down arrow next —
to shrink to fit and various o O Bremin Lovimiern By
percentages are listed. | have 2 e

found if the deposit isn’t too : o
long, then 80-85% works well.

e .

Once percentage is selected, B
CLICK the PRINTER ICON to a1 e can e

. Vevor o ] Cash Postsd Eate 12mz0n
prl nt Rr$tars BIth IC CATH JRNLTENP DMS_DAU S GRE

SREDTCARDE

oTeemTE ol | =
28k 52861 TeosmTeea0t =]
3k 3 12n82011 e 785.33. pTsosszicoz | (=]

151

nes b aag[ | A0 sz Use
o

PRCCETEE

BCHECK TOTAL 000

SREDT CARDTOTAL

Total galss

hitps:FD1 sp2. towson ecufpsc/FS9LSPI/EMPLOY EEERP fe/TU_DMS_SYSTEM.TU_DMS DEP.. 12/20/2011
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