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For Cashier's Purposes Only

PSU Miscellaneous Deposit Form

_ B | Print I | Clear I Cash § 5.00
Deposit Description (for FIS, max 30 characters) Outd %
[ 09/15/10 event sales | Checks§ 1500
FSU ID/Acct #, Name(Last, First, MI), ar other comments Cards % 5.00
| €91-100 | Total § 25.00
Visa or MasterCard # | " ” ” I Exp Date
Praparar's First and Last Name Extansion E-Mail DeplMail Code Date
[ Lucian Cotor | [5-o068 | [tucian@pdx.edu | [po-ca | [oeszoio |
Detail Code -or- Index Fund Orgn Account Prog Activity Amount
BADO20 psooz 3 10.00
BAOO20 | e $ 15.00
| $
Important: Failure to provide all necessary information may delay processing Total Deposit; | 25.00)
Deposits to expenditure account codes must be on a separate form and have appropriate documentation attached. Must equal 0 I .00

Cashiers - Copy 1

- . For Cashier's Purposas Oni

PSU Miscellaneous Deposit Form e
Cash § 5.00

Daposit Description (for FIS, max 30 characters) Outd 3
| 09/15/10 event sales | Checks $ oo
PSU IDiAcct #, Name(Last, First, MI), or other comments Cards 2 5.00
| €91-100 Total $ 2w
Visa or MasterCard & |}(XXX||)(.KX}(||}(XXX|| | Exp Date
Preparer's First and Last Name Extension E-Mail Dept/iMail Code Date
[ Luscian Cotor ] [5-006e | |rucian@pax.edu | [so-ca | [oansiaot0 |
Detail Code -or- Index Fund Orgn Account Prog Activity Amount

BAQOZ0 06002 $ 10.00]
BAOOZ0 05901 3 15.00|
$ |
Important: Failure to provide all necessary information may delay processing Tolal Depasit: 25_%

Deposits to expenditure account codes must be on a separate form and have appropriate documentation attached.

Cashiers - Copy 2
Onca processed, this copy will be given back to the depariment with receipt number and date

& s For Caghier's Purposas Only
PSU Miscellaneous Deposit Form
Cash § 5.00

Deposit Description (for FIS, max 30 characters) Qutd $
| 09/15/10 event sales Checks $ -
PSU IDiAcct # Name(Last, First, MI), or other comments Cards % 500
| C91-100 Total  § 25.00
Visa or MasterCard # |XX}(}(||}0(J(X||XXXX|| | Exp Date

Freparar's First and Last Name Extansion E-Mail Dept/Mail Code Date
| Luscian Cotor | |5-o0ee | |Lucian@pax.edu | [BO-CA | [EREEEE |

Detail Coda -or- Index Fund Oran Accaunt Prog Activity Amount

BAG020 06002 $ 10.00|
BAO020 06901 15.00|
Impertant: Faillure te provide all necessary information may delay processing Total Deposit: 25.@
Deposits to expenditure account codes must be on a separate form and have appropriate documentation attached. Must equal 0

Department - Copy 3
Updated: 4/16/2007 Plaasa ratain this copy 1o reconcile your departmantal deposits.
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PSU Miscellaneous Deposit Form

5.00
Yeposit Description (for FIS, max 30 characters
[ 09/1 a;m event sales |
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FUTURE STUDENTS  CURRENT STUDENTS  FACULTY + STAFF  ALUMNI + FRIENDS

Business Affairs

Students  Tuition & Fees  Payments  PSU OneCard BAO Departments

Welcome to Business Affairs

The PSU Business Affairs Office is committed to supporting the mission of the University by striving
for leadership in service that combines: accuracy with promptness; responsibility with
responsiveness; efficiency with effectiveness; accountability with adaptability; tradition with
innovation; and strives to incorporate friendliness, courtesy, and helpfulness while ensuring the
confidentiality of the individual and the security of the University.

BAO Useful Phone Numbers

BAQ Staff Directory

Fines and Fees Effective on July 1st, 2010

PSU Financial Irreqularities Policy Statement

Oregon University System Financial Concerns Hotline

Updates for Off Campus Transportation- Yehicle Rentals
Matrix- Off campus Transportation Vehicle Rentals

We are a team of approximately 55 staff and one or more student workers oraanized into these

‘Q_._J.. search PSU

Forms & Policies

ContactPSU | PSUFAQs
O

reat <iie ® .irs

... &

-

CONTACT | SITEMAP

About BAO

Come to work with us

Q) Classified Openings

@ Administrative Openings
@ Benefits of Working for
Portland State University

ﬁ Close Schedule for FYi0-11

@ NEW COURSES! BAO and
Banner training



http://pdx.edu/bao
http://www.pdx.edu/bao/forms.html

PSU Miscellaneous Deposit Form

r FIS, max 30 characters
I nqm E;m pvent qale-t; |

‘I Print | I Clear |

Outd

!GE}J INB 0. 1(%3 Portla... |@Meeti... F CASH... [‘H Course !$ FeeR... id?y) Acces... {@J Proce... }l_.‘ Dehit;..

ContactPSU | PSUFAQs

W }88%' L« Web }@; INE 0. \C%J Portla... jQMeeti... ‘\fj‘CASH... }L"Course \$ FeeR.. }@y)ﬁ.cces... l%})Proce... !‘E'Debitf..

|
l P~ e e - e

Forms: Policies /Resources:
¢ g Miscellaneous Deposit Form ) T Miscellaneous Deposit Form Instructions
i ; et '@ Departmental Deposits of Cash Receipts

‘E Cash Paid Qut Form @ Personal Reimbursement Guidelines Using Cash Paid Qut
@ Department Temporary Change Fund Request _ Form
T) psuU cashnet Access Application for Employees Changes to Pay Document Distribution

@ Cashnet Itemn Code Request Form @ PCI Compliance Presentation
@ Security Worksheets f FAQs for PCI Compliance and Cashnet Training

T The Easy &pproach to Cashnet Deposits for Departrnental
Cashiers

T The Easy Approach to Cashnet Deposits for Departrnental
Depositors

o Ore on Unwersnt S stem Fmancual Concerns Hotline
e Updates for Off Campus Transportation- Vehicle Rentals
e Matrix- Off campus Transportation Vehicle Rentals ﬁ Close Schedule for Fyi0-11

@ NEW COURSES! BAO and

Banner training
We are a team of approximately 55 staff and one or more student workers oraanized into these 1



http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/BAO_misc_deposit_form.pdf
http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/Miscellaneous Deposit Form Instructions.pdf
http://pdx.edu/bao

H : For Cashier's Purposes Only
PSU Miscellaneous Deposit Form
: : . . Print Clear Cash 3 5.00
Deposit Description (for FIS, max 30 characters) Outd $
09/15/10 event sales Checks $ 15.00
PSU ID/Acct # Name(Last, First, Ml), or other comments Cards $ 500
C91-100 Total $ 25.00
Visa or MasterCard # |4123 “0000 ”moo ”3214 | EXp [)ate |0912012 |
Preparer’s First and Last Name Extension E-Malil Dept/Mail Code Date
|Lucian Cotor | [5-9068 | |lucian@pdx.edu | [BO-CA | [o9r15/2010 |
Detail Code -or- Index Fund Orgn Account Prog Activity Amount
BAO020 06901 $ 10.00
BAO020 06934 $ 15.00
$
Important: Failure to provide all necessary information may delay processing Total Deposit: | 25.00
IDeposits to expenditure account codes must be on a separate form and have appropriate documentation attached. Must equal O:
Cashiers - Copy 1
- - For Cashier's Purposes On
PSU Miscellaneous Deposit Form ’
Cash $ 5.00
Deposit Description (for FIS, max 30 characters) Outd $
09/15/10 event sales Checks $ 15.00
PSU ID/Acct #, Name(Last, First, MI), or other comments Cards $ 500
C91-100 Total $ 25.00

[xxxx|[xxxx||xxxx][3214 | 09/2012
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H : For Cashier's Purposes Only
PSU Miscellaneous Deposit Form
: - . Print Clear Cash 3 5.00
Deposit Description (for FIS, max 30 characters) Outd $
09/15/10 event sales Checks $ 15.00
PSU ID/Acct # Name(Last, First, Ml), or other comments Cards $ 500
C91-100 Total $ 25.00
Visa or MasterCard # |4123 "0000 ”0000 ”3214 | Exp Date |0912012 |
Preparer's First and Last Name Extension E-Mail Dept/Mail Code Date
|Lucian Cotor | [5-9068 | |lucian@pdx.edu | [BO-CA | [o9r15/2010 |
Detail Code -or- Index Fund Orgn Account Prog Activity Amount
BAO020 06901 $ 10.00
BAO020 06934 $ 15.00
$
Important: Failure to provide all necessary information may delay processing Total Deposit: | 25.00

Peposits to expenditure account codes must be on a separate form and have appropriate documentation attached.

Must equal O:

Cashiers - Copy 1

Contact Information

Portland State

UNIVERSITY




H : For Cashier's Purposes Only
PSU Miscellaneous Deposit Form
. _ — . Print Clear Cash 3 i
Deposit Description (for FIS, max 30 characters) ] Outd $
09/15/10 event sales J Ehiacie & P
PSU ID/Acct # Name(Last, First, Ml), or other comments Cards $ 500
C91-100 Total $ 25.00
\\ica or MaociarCord 3 |II!E "UUUU ”UUUU ”E! - i F:vln Nato iwlull i
Preparer’s First and Last Name Extension E-Mail Dept/Mail Code Date
|Lucian Cotor | [5-9068 | |lucian@pdx.edu | [BO-CA | [o9r15/2010 |
Detail Code -or- Index Fund Orgn Account Prog Activity Amount
BAO020 06901 $ 10.00
BAO020 06934 $ 15.00
$
Important: Failure to provide all necessary information may delay processing Total Deposit: | 25.00
Peposits to expenditure account codes must be on a separate form and have appropriate documentation attached. Must equal O:

Cashiers - Copy 1

Deposit Information

Portland State

UNIVERSITY



H : For Cashier's Purposes Only
PSU Miscellaneous Deposit Form ~
: - . Print Clear Cash 3 5.00
Deposit Description (for FIS, max 30 characters) Outd $
09/15/10 event sales Checks $ 15.00
PSU ID/Acct # Name(Last, First, Ml), or other comments Cards $ 500
C91-100 Total $ 25.00
VISa OSSO T [4123 [[0000 ][0000 [3214 | P D°© [09/2012 |] /
Preparer's First and Last Name Extension E-Mail Dept/Mail Code Date
|Lucian Cotor | [5-9068 | |lucian@pdx.edu | [BO-CA | [o9r15/2010 |
Detail Code -or- Index Fund Orgn Account Prog Activity Amount
BAO020 06901 $ 10.00
BAO020 06934 $ 15.00
$
Important: Failure to provide all necessary information may delay processing Total Deposit: | 25.00
Peposits to expenditure account codes must be on a separate form and have appropriate documentation attached. Must equal O:

Cashiers - Copy 1

Payment Information

Portland State

UNIVERSITY




Elements of negotiability

 Verify cash bills larger than $10 with a
counterfeit pen

e Verify check payments for:
— US currency only
— Payable to PSU (and dept name)
— Written amount to match numerical amount
— Correct date — no stale checks, no post dated checks
— Valid signature
— Name and address on check

IIIIIIIIII


http://www.officedepot.com/a/products/424456/Dri-Mark-Counterfeit-Detector-Pens-Pack/

H : For Cashier's Purposes Only
PSU Miscellaneous Deposit Form
: - . Print Clear Cash 3 5.00

Deposit Description (for FIS, max 30 characters) Outd $

09/15/10 event sales Checks $ 15.00
PSU ID/Acct # Name(Last, First, Ml), or other comments Cards $ 500

C91-100 Total $ 25.00
Visa or MasterCard # |4123 "0000 ”0000 ”3214 | Exp Date |0912012 |

Preparer’s First and Last Name Extension E-Mail Dept/Mail Code Date
|Lucian Cotor | [5-9068 | |lucian@pdx.edu | [BO-CA | [o9r15/2010 |

Detail Code -or- Index Fund Orgn Account Prog Activity Amount

BAO020 06901 10.00
BAO020 06934 15.00

Important: Failure to provide all necessary information may delay processing

Peposits to expenditure account codes must be on a separate form and have appropriate documentation attached.

Cashiers - Copy 1

‘Total Deposit: J—11

Must equal 0: m

Accounting Distribution

Portland State

UNIVERSITY



H - For Cashier's Purposes Only
PSU Miscellaneous Deposit Form
| o . Print Clear Cash 3 L

Deposit Description (for FIS, max 30 characters) Outd $

09/15/10 event sales Checks $ 15.00
PSU ID/Acct # Name(Last, First, Ml), or other comments Cards $ 500

C91-100 Total $ 25.00
Visa or MasterCard # |4123 "0000 ”0000 ”3214 | Exp Date |09,2012 |

Preparer’s First and Last Name Extension E-Malil Dept/Mail Code Date
|Lucian Cotor | [5-9068 | |lucian@pdx.edu | [BO-CA | [o9r15/2010 |

Detail Code -or- Index Fund Orgnm Prog Activity Amount

BA0020 ( 06901 ) $ 10.00
BAO020 \ 06934 / $ 15.00
Important: Failure to provide all necessary information may delay processing Total Deposit: | 25.00
peposits to expenditure account codes must be on a separate form and have appropriate documentation attached. Must equal O:

Cashiers - Copy 1

How to find the right account code:

shttp://wwwl.ous.edu/owfp/plsgl/fpm.index list

shttp://www.pdx.edu/sites/www.pdx.edu.bao/files/media assets/BAO sas freq used acct codes.pdf

Portland State

UNIVERSITY



http://www1.ous.edu/owfp/plsql/fpm.index_list
http://www1.ous.edu/owfp/plsql/fpm.index_list
http://www1.ous.edu/owfp/plsql/fpm.index_list
http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/BAO_sas_freq_used_acct_codes.pdf
http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/BAO_sas_freq_used_acct_codes.pdf

Other things to consider

Endorse checks as soon as they are received

Credit card payment option is for vendors only

Keep copies for audit trail

Deposit payments in a timely manner

Busy times: on payday, month end closing,

tuition due, registration week

Portland State

IIIIIIIIII



M - For Cashier's Purposes Only
PSU Miscellaneous Deposit Form

, o Print Clear Cash $ 20

Deposit Description (for FIS, max 30 characters) Outd $
deposit Checks $ 15.00

PSU ID/Acct #, Name(Last, First, M), or other comments Cards $
Total $ 215.00

Visa or MasterCard # I “ “ ” I Exp Date I ]
Preparer's First and Last Name Extension Dept/Mail Code Date
John D. | | - | | | | |
Detail Code -or- Index Fund Orgn Account Prog Activity Amount

CAS001 06901 $ 200.00

$

$
Important: Failure to provide all necessary information may delay processing Total Deposit: | 200.00

Deposits to expenditure account codes must be on a separate form and have appropriate documentation attached.

Cashiers - Copy 1

Must equal 0:

What is wrong with this deposit?

Portland State

UNIVERSITY
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http://foundation.pdx.edu/fs/policies.jsp
http://www.pdx.edu/giving/fundraising-ethics-and-practices
http://www.pdx.edu/giving/fundraising-ethics-and-practices
http://www.pdx.edu/giving/fundraising-ethics-and-practices
http://www.pdx.edu/giving/fundraising-ethics-and-practices
http://www.pdx.edu/giving/fundraising-ethics-and-practices
http://www.pdx.edu/giving/fundraising-ethics-and-practices
http://www.pdx.edu/giving/fundraising-ethics-and-practices
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1t/Policy/02.18.01.Next.Day.Deposit.pdf

edu.fadm/files/media assets/Fiscal%20lrregularity%20

'fom/audi.10.100.php
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http://www.pdx.edu/bao/forms.html
http://www.ost.state.or.us/Services/CashMgmt/Policy/02.18.01.Next.Day.Deposit.pdf
http://www.pdx.edu/sites/www.pdx.edu.fadm/files/media_assets/Fiscal Irregularity Policy.pdf
http://www.pdx.edu/sites/www.pdx.edu.fadm/files/media_assets/Fiscal Irregularity Policy.pdf
http://www.ous.edu/cont-div/fpm/audi.10.100.php
http://www.ous.edu/cont-div/fpm/audi.10.100.php
http://www.ous.edu/cont-div/fpm/audi.10.100.php

L

alvin  — mgalvin@pdx.edu
ostock — abostock@pdx.edu
ucian Cotor — lucian@pdx.edu
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