Procedures for Transmitting Cash — User’'s Guide
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The College of New Jersey

DEPOSIT TRANSMITTAL FORM — A USER’S GUIDE

Purpose of the New Transmittal Form

1. This guide serves to introduce the new web-based Deposit Transmittal form and procedures,
which will replace the existing Daily Transmittal form used by the campus community in making
deposits at the Office of Student Accounts.

2. The advantages of this web-based form include:

— Central repository for all funds received by TCNJ.

— Easy-to-use features.

— Real-time transmittal progress updates.

— Reduction in general ledger reconciliation time.

— Elimination of duplicate processes within the Offices of Finance & Business Services and
Student Accounts.

— Easy access to historical transmittal forms.

3. This web form, in conjunction with the funds received will serve as the official record of the
deposit at the Office of Student Accounts, and populates various areas of the financial system.

4. The integrity and success of this system relies on the transmitter to record and submit correct and
timely deposits at the Office of Student Accounts.

5. Inthe case of ACH and wire transfers, please contact the Office of Finance & Business Services
for assistance at X2495 or at budfin@tcnj.edu.

6. The form and user’s guide may be accessed via these links:

- Deposit Transmittal Form - http://www.tcnj.edu/%7Edadt/transmittal/
— User’s Guide - http://www.tcnj.edu/~budfin/documents/Transmittal Form UserGuide 021605.doc

Detailed Procedure for Users

STEP 1. Access e Access the form at: http://www.tcnj.edu/%7Edadt/transmittal/
Form

<A Transmittal Form :: The College of New Jersey - Microsoft Internet Explorer 1=l =]|

Elle  Edit ¥iew Favorites Tools  Help |

<= Back ~ =» - 2} 2} | @asearch [lFavorites @ Media 0 | By SR - =

address [[#] http: /v . teni eduj~dadt/transmittalf =] @oo |unks >
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. . ‘ USER login
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STEP 2: User
Log In

e Log into the form as a User:
— Username: E-Mail Login Name (7 characters)
— Password: E-Mail Login Password (7 characters)

2l Transmittal Form : The College of New Jersey - Microsoft Internet Explorer =] =]

Eile  Edit  wiew Favorites Iools  Help

<= Back ~ = - £ =} | ‘Qusearch  [GiFavorites  Ermedia o | B S - 1= [

Address [[=] https://delphi.teni. edu: 51 fegi-bin/transmittalitest/user_login.cgi

E-MailLogin Name and
Password

The College of New Jersey

Transmittal Form Login

username: [

Password:

=
[Epore e e e

e First-Time Users will receive a message indicating that there are no recorded
transmittal forms.

“Z3 Transmittal Form :: The College of New Jersey - Microsoft Internet Explorer

Elle  Edit  wiew Favorites  Tools  Help

+Back - = - @ [#] &) | @search = —_— —
Address [[=] https://delphi.teni. edu: &1 fcgi-bin/tr. First-Time User Screen
The College of New jcrscy

Create a New Transmittal Form

ot yet have any transmittal focsa

Create a New Form

Showv: Archived Forms

AN The College of Mew Jersey

[

[&] Done

STEP 3: Create
New Transmittal

e Click on Create a New Transmittal Form.

STEP 4: Input
Tender
Information

e Inthe Tender Information section, fill in all the required fields denoted by an
asterisk (*).
e The required fields are:
— Reference No * — Examples include: check number, ‘cash’ for cash received,
credit card number, or the wire number.
— Date * - Use the pull-down menus to indicate the date on the receipt.
— Name of Payer * - Type in the name of the payer.
— Amount * — Type in the dollar amount on the receipt, including decimals.
— Tender * - Use the pull-down menu to indicate the type of tender (cash, credit
card, wire transfer, check).
e Input only one tender item_per row. For additional rows, click on the ‘Add a row’
button.

Last Update: 02-15-05

Page 2 of 8



Procedures for Transmitting Cash — User’'s Guide

3 Transmittal Form :: The College of New Jersey - Microsoft Internet Explorer == =]
Ele Edit Wiew Favortes Tools  Help |

<= Back ~ =+ - &) 2} | @search [iFavorites  EFMedia o8 | Y- S ENE |

address [[=] https://delphi.tcrj.=du: B 1jcgi-bintr ansmittalfFarm.cgi =] oo [unks |
=
:f,-ffren(e Dal{ Name of Dayar /Amnunt”‘
[Febru =101 =] [zoos =] | s[0.00
Arplne oo
e Lol o Lt ton Information
Account* Fund*+ Class* Tender Information: Proj/Gre - iption of de
= = = 1. Reference No * I Joom I
Miew Accts Wiew Funds Miew Clas 2' Date * 4 000
*
e B 3. Name of Payer
4. Amount *
5. Tender *
&1 pone | *Required field C (D e

e  WARNING - Only five rows of tender are allowed per form. If there is need for
additional rows, please make the transmittal on another form.

e The tender dollar amounts will automatically sum in the Total Deposit in the
Tender Breakdown Summary. There is no need for any mathematical
calculations in either section.

R Transmittal Form :: The College of New Jersey - Microsoft Internet Explorer == =]

File Edit Misw Favorites Tools Help |

GBack - = - &} | @ysearch [iFawgrites  (@Media o | Ehe b -=

Address [[=] hetps: f/delphi,ton. edui 31 fogi-bin/transmittal gt form,coi =] &so |Links >

Depositar:

Subrmitted By N E
signature: B 5a
Departrment: Budgst & Financs Credit CXd: $|—3D

Extension: EXEES ACH/wire Transfers: o
This = i from telaer  Total Deposit: o0
fnformnation below. Tou cannot enter anpthing . *

Tender I rimation
Reference Data Name of Payer® Amount® Tendar®
Mo

[z1867 [Januany, =112 =] [2008 =] [Mickey Mouse 45000 [Check
[123a1234123 [Januany, =] [03 =] [20056 =] [Minnie Mouse Ye000 [credit card
[Cash [Cecember =] [30 =] [z00a =] [Donald Duck 42000 [Cash

. N Aadd a row
=) R

STEP 5: Enter
Chartfield
Combinations

In the Chartfield Information section, fill in the required information.

e More than one tender can be summed into one Chartfield Combination. For
additional rows, click on the ‘Add a row’ button

e Allrequired fields are denoted by an asterisk (*).

— Account * - Use the pull-down menu to select the appropriate account.

— Fund * - Use the pull-down menu to select the appropriate fund code.

— Class * - Use the pull-down menu to select the appropriate class code.

— Department ID — Use the pull down menu to select the appropriate
department code, if applicable.

— Program ID — Fill in the program ID, if applicable.

— Proj/Grt — Fill in the project or grant name, if applicable.

— Amount * — Enter the amount that should be credited to the Chartfield
Combination.

— Description of Deposit - Fill in the purpose of the deposit.
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sey - Microsoft Internet Explorer

_ 1= <]

Eie Chartfield Information:

<B4 1 Account * iravortos redia 3 | Eh-| For additional rows.

= Fundl: mit{al.l’ﬂjrm.(gi | =1 Pse |Lnks >
3. Class * Tender Information

s 4. Department ID e o~ —

Ne-t | 5. Proj/Grt

1 6. Amount * pos =] s[000 [Cash
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Chartfield Combination Information
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Accor i Program  Proj/Get
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e For more information on Chartfield Combinations, please refer to the following
procedure http://www.tcnj.edu/~budfin/documents/COA_REQ INFO.pdf.
STEP 6: Verify e The totals in each section must equal each other; otherwise, the transmittal form

Total Amounts

cannot be saved.

-2 Transmittal Form = The College of New Jersey - Microsoft Internet Explorer

Eile  Edit Tools

Bk - > - D ¥ | @search [EiFavortes @Media o | Bh- &b - =

Address [[=] https: //delphi.teni. edu: 81/cai-bin/transmittalftest Form. cai
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Tender Information

Refarance Datar Name of Payars Amountr Tendar
[z1567 [Ganuan, =1 [1z =] [z005 =] [Mickey Mouse 4[50.00 [Sheck
[12zat1234123 [Januan, =] [03 =] [2005 =] [Minnis Mouse 4[30.00 [Credit Card
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__Addarow |
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=
accepted
[Donation
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* Reguired Fisis
& T & e weernes
STEP 7: Save e Click the ‘Save’ button on the bottom left-hand side.
the Form
2R Transmittal Form = The College of New Jersey — Microsoft Internet Explorer — =] <]
I
Drmedia 8 | L5 <8 - =
address [[s8] https:i/delphi.teni. edui s 1icai-binf/transmittalfForm. cal = Llnksj
-
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A s[000 __Addarow |
Chartfield Combination Information
Class* Dept ID :Drog-—am Proj s Grt o+ of d.
= I =0 I J[aan I
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<
|
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STEP 8: Correct e |[f there are any errors, the form cannot be saved.
Any Errors e Examples of two common errors are:
— The totals in the Tender Breakdown and Chartfield Combination sections
do not match each other.
— One of the required fields in either the Tender Breakdown or Chartfield
Combination sections is not filled out.
STEP 9: Print e Print a copy of the transmittal form to accompany your deposit.
the Form e The page needs to be printed in landscape. A window will alert the user to print
the page in a landscape setting. Please change the settings using the print
options in the Windows Print menu.
T P ik =1 =1
Options | Finishing | Effects | Pgiaer Basics |
[Drrn=a
- Change the print T bw 5.5 mohes
r = ':c-c;/ settings to
LANDSCAPE
— Fotated _ Apoue.. |
o,
W=l e (= A = | T B : :
“ Transmittal Form :: The College of New Jersey - Microsoft Internet Explorer ==l x|
Eile Edit Wiew Favorites Tools Help i
Bock ~ & - D [2) A @5ewsh Garevries | @medo 08 | B 9 [ -
Address [[=] herps:ifdelphi.ten). edu:a1 /cgi-binftransmittaliview_Form. caivtrans_na=1 =] @ao |Lir|ksj
| Total Deposit: $50.00 =
Account Fund class DeptID Program ID Proj/Grt iption of d
405565 10 oL 1105 450.00 Donation
Total Amount: $50.00
T [ S [T eooe thask
Total Amount: $s0.,00
For Offica of studer Print the form. Bank Information
gepesit  [Fobruarn, =] |01 =] | 2005 =] 5 Glearing/Federal € 25 Foundation Checking
:z:ei“d Date ) 7 Federal Perkins € 28 Plant Fund Checking
( 7 5 Fedaral Mursing
[l [ [& [& Internet
STEP 10: Log e If no additional transmittal forms will be created, log out of the screen in the upper
Off

right-hand corner.
To create additional transmittal forms, return to the User Menu.
Do not use the browser's BACK button to navigate.

(Panel shot is on the next page)
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Briecis 9 | - b B - =

ansmittalitest view_Form.coirtrans_no—4s

To create additional
transmittal forms, return
to the User Menu.

all Funds (<] ) received by the college.

To log off, use the Log
it Dt -t Out button. |

ittal Mo, 2S
e S Ubmitted: faruary 2.3, 2005

Do not use the Back .
putton. [ =

Accoun x Funa =3 it i =1

EFEE)

STEP 11:
Making the
Deposit

e Within 24 hours of saving the form, please bring a copy of this transmittal form and
the funds to the Office of Student Accounts for deposit.

e The Office of Student Accounts will review the transmittal form and print out a copy
for the department’s records. This copy serves as proof of the deposited funds.

STEP 12: Read
E-Mail

e Within an hour of saving the Form, a system-generated e-maill will be sent
reminding Users to submit the funds to the Office of Student Accounts.

e Each transmittal form is assigned a unique transmittal number once the form is
saved. This number should be used for future references.

Each transmittal receives
a unique number when
the form is saved

STEP 13: File
the Form

e Archived transmittal forms (forms that have been posted to the General Ledger
more than one month ago) are available by clicking the Show Archived Forms
button on the screen after the log in menu.

“Z3 Transmittal Form :: The College of New Jersey - Microsoft Internet Explorer

I = |
Ele Edit  Wiew Fawvorites Tools  Help |
<= Back ~ —+ - & 4 | Ersearch  [EdFavorites @ffMedia o8 | Eh- SH - =

address [ https: f/delphi.tonj. edu: &1 fogi-bingtransmittaliuser _menu. cgi

The College of New Jersey

Create a New Transmittal For

Transmittal forms older
than one month are
archived here.

Note: You do not yet have any transmittal fori

A7

Showv: Archived Forms

AN The College of Mew Jersey

[&] Done

e Returning Users will see previously created forms and their status.
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<2} Transmittal Form : The College ~Ff ~ s == x|
CLB o e Returning Users Screen
Back - = - @ [ 2t d
Address [[#] https: //delphi.tonj.edu:81 fegirbinftransmittalfuser _menu.cgi = @ee |Lir\ksj
— -
Create a New Transmittal Form Unlocked transmittal

=OR= forms — can be edited

View /Edit a Transmittal Form
Forms Still Open for Editing:

No. Date i ol it
i1 10-FEB-0% $751.97
10 09-FEB-0O% $1,000.00
o 02-FEB-0OS $E2.3732.449
Locked transmittal 2 oRoTERDS TR No forms have been

Forms That Can Only Be Yiewed: DOSted to the General
TRo. Date e 7 Ledger

0<-FEB-0S $125,835.52

04-FER-05 fo9.918.66
= 04-FEB-05 4$=0s.00
1 N4-FER-O5 M

forms — cannot be
edited

[“NS

Flote: Mone of your forms have been posted to the General L
&1 Done [Z) [@ nternet

STEP 14: e The deposit will be posted to the General Ledger.
Ee"'e"t" Web e Once posted, the transaction will then be available on the department’'s Web
eports Reports.
2} Transmittal Form =: The College of New Jersey — Microsoft Internet Explorer =1 ]
Flle Edit Wiew Favorites Tools  Help |
dmBack -~ = - G} 7} | @hsearch [GlFavorites Ermedia o | By B EE|
Address | hitps:ffdelphi.teng. edui 81 fegi-bingtransmittalftest fuser_menu.cai )
Once the transmittal form
The College of New Jersey has been posted, and a
journal entry made to the
Create a New Transmittal Form Genera.l Ledger’ the
transmittal form will
) " R | move to the bottom of the
View /Edit a Transmittal Form screen.
Mote: Mone of your forms are open for editing.
Mote: None of your forms are locked,
Forms Posted to the General Ledger: /
a6 . — ?:fRN—DS- sno.c:o
a4 13-1aMN-05 $100.00
[& (=
STEP 15: e Call or e-mail the Office of Finance & Business Services at X2495 or
Questions? budfin@tcnj.edu with any questions that you might have.

Glossary of Commonly Used Terms

Administrator

An Administrator is responsible for reviewing the funds received against
the transmittal form and posting the deposit to the General Ledger.

Archived Forms A transmittal form posted to the General Ledger more than one month

ago will be archived. To access an archived form, click the link Show
Archived Forms on the bottom of the screen after the log in screen
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Deposit Transmittal Form

A web-based form to be used by the campus community in making
deposits at the Office of Student Accounts.

Locked Forms

Transmittal forms are considered locked when the Office of Student
Accounts receives the deposit.

Post to General Ledger

The Office of Finance & Business Services creates a journal entry to
post the deposit to the General Ledger.

Unlocked Transmittal Form

Transmittal forms are considered unlocked until received by the Office
of Student Accounts. Unlocked forms can be edited.
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