Entering Cash Receipts
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Logging Into Kuali (KFS)

1. On the Kuali Financial main page sign in to your eAccount and Enter Password

eé | €& https://csupidp.colostate.edu/idp/profile/SAML2/Redirect/550;jsessionid=1p59nb4d 2gfgsayg7| 27 7execution=elsl

% Federated Authentication S...

Federated Authentication Service

The Colorado State
University Pueblo Federated
Authentication Service is
maintained by Academic
Computing and Metworking
Services - Colorado State
University

Log in with your CSU Pueblo eAccount

eAccount: |

Password:

[JDon't Remember Login

2. Once in KFS, under the Main Menu tab in the heading titled Transactions, scroll down to
the sub heading titled Financial Processing and click on Cash Receipt.

inancial systemse

Maintenance

| 5] action list | [<E doc search |

Transactions

Accounts Receivable

Cash Control

Customer Credit Memo

Customer Invoice

Customer Invoice Writeoff
Customer Invoice Writeoff Lookup
Payment Application

® & & & & @

Budget Construction

» Budget Construction Selection

Financial Processing

» Adwvance Deposit
» Adjustment/Accrual Woucher

» Budget Adjustment

“[Cash mecopt]

» Disbursement Voucher

» Distribution of Income and Expense

Administration ;

Logged in User: s.martinez.se@colgd

Custom Document Searches

Financial Transactions

Accounts Receivable

Customer Invoices
Customer Credit Memos
Customer Invoice Writeoffs
Caszh Controls

Payment Applications

Capital Asset Management
* fccocet Maintenance

Effort Certification

» Effort Certification
Financial Processing

+ Disbursement Vouchers
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Entering Cash Receipts
1. Once in Cash Receipts all of the fields that contain a * must be completed.

2. In the Document Overview Tab next to Description, enter today’s date and the Name of
the Originating Department or the Name of the Organization from the Deposit Sheet.

N Receipt [

" Document Overview \l—

* Description: |06f24f16 Records | — I

NAME OF ORIGINATING DEPARTMENT Records

SUB OBIE
cable) ACCOUNT SUB ACCOUNT  OBIECT CODE CODE

Entering Cash Transactions

1. Under the Cash Reconciliation Tab next to Total Check Amount, the drop down box
should be set as Individual Checks/Batches.

™
~ hide 5

Cash Reconciliation

Cash Recenciliation
Total Check Amount:
Total Currency Amount: |0.
Total Coin Amount: 0.
Cash Submission SubTotal: |0.
Money Submission Total: 0.

Total Change Currency Amount: 0.

Total Change Coin Amount: 0.

Change Request Total: 0.
Reconciliation Net Total: |0.00
recalculate

2. Under the Currency and Coin Detail Tab, enter the number of bills and coins received.
(Example: If you received $100 in $5 bills you would enter 20 under the Five Dollar

Count. Hence $5 x 20 = $100)
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Currency and Coin Detail \

Count Amount Count Amount
Hundred Dollar Count: ,U— 50,00 Hundred Cent Count: ,U— 50.00
Fifty Dollar Count: ’U_ 50,00 Fifty Cent Count: ’U_ 50.00
Twenty Dollar Count: ’U_ 50.00 Twenty Five Cent Count: ’U_ 50.00
Ten Dallar Count: ’U_ 50,00 Ten Cent Count: ’U_ 50.00
Five Dollar Count: llﬂ_l 510000 Five Cent Count: |U 50.00
Two Dollar Count: ’U_ 50.00 One Cent Count: ’U_ 50.00
One Dollar Count: ’U_ 50,00 Other Cent Amount: § ’W
Other Dollar Amount: shm

[Total: 100.00] Total: 0.00

3. After entering all of the currency and coin amounts, click Recalculate, which is under
the Cash Reconciliation Tab

Cash Reconciliation \ I
Cash Reconciliation

Total Check Amount: |1ndividua| Checks{BatChes

Total Currency Amount: [0.00
Total Coin Amount: |0.00
Cash Submission SubTotal: |0.00

Money Submission Total: 0.00

Total Ch Currency Amount: |0.00

Total Change Coin Amount: |0.00
Change Request Total: 0.00

Reconciliation Net Total: |0.00

recalculate | <

Entering Check Transactions

1. For each individual check, type the check number into * Check/Batch# and then type the
date written on each check under * Date. All checks must have a description.
“Description is dependent on what the check is for” Type the amount of the check and
then click add.

Check Detail
| | * Check/Batch # | * Date \ Description | * Amt

Y N — 2. — 18 il I 3. 00

Total: 0.00 I
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*See example below

1. 2400

2. May6,2017 . o1.s48r1221

Tome  CSU-Pueblo 3.g( 2089 |
Twenty Dollars and 89/100 DOLLARS

go/m.apoe
E7dLIDLOEE" cLO0Ow

nhedD5 2780

2. Under the Accounting Lines Tab enter the account number, sub-account number, (if
applicable) object code, and the amount of the deposit. Each accounting line must have
a description before clicking the add button.

a. The description would be what is usually entered on the deposit form.
b. Once entered, verify that the Accounting Lines, Amount, and Description are
correct, then click add.
Please note: When using an expense object code that is 6XXX series, please enter the
amount as a negative (ex. -1000.00) in Amount Field.

Accounting Lines + hide S

Accounting Lines B
import lines
* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Amount Actions
PB v I a I : 3 s & [ 0.00
ek Line Description
| ] —) i

SUB OBJECT

Customer EID# (if Applicable) ACCOUNT SUB ACCOUNT OBJECT CODE CODE AMOUNT

DESCRIPTION (or Invoice Number if a payment)

PID 123456 1234567 12345 520.00 Payment for Transcripts for John Smith

Once all information is entered, verify that the Reconciliation Net Total matches the
total of the Accounting Lines. After all information is verified, click the Submit button at
the bottom of the page.
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Cash Reconciliation

Total Check Amount: |[Individual Checkszatches

Total Currency Amount: (0,00
Total Coin Amount: |0.00
Cash Submission SubTotal: 0.00

Money Submission Total: |0.00

Total Change Currency Amount: 0.00
Total Change Coin Amount: (0.00
Change Request Total: (0.00
Reconciliation Net Total: J0.00 |

\ save || close || cancel || copy | I

Printing KFS Documents

1. After the KFS Document is submitted Print out both the KFS Document Sheet and
Cover sheet.
c. To print KFS Document Hit Ctrl + Print

Document Overview ~ hide L
* Description:
Organization Document Number:
Financial Document Detail
Total Amount:
Cash Reconciliation vhoe| \
Cash Reconciliation
Total Check Amount: ([Individual Checks/Batches|v|
Tatal Currency Amount: [0.00
Total Coin Amount: |0.00
Cash Submission SubTotal: |0.00
Money Total: |0.00
Total Change Currency Amount: |0.00
Total Change Coin Amount: |0.00
Change Request Total: |0.00
il Net Tatal: [0.00
Currency and Coin Detail \
Currency and Coin Detail
Count Amount Count Amount
Hundred Dollar Count: @ s0.00 Hundred Cent Count: g s0.00
Fifty Dollar Count: o 50.00 Fifty Gent Count o s0.00
Twenty Dollar Count: o s0.00 Twenty Five Cant Count: o s0.00
Ten Dallar Count: g s0.00 Ten Cent Count: g s0.00
Five Dollar Count: g s0.00 Five Cent Count: @ s0.00
Twa Dollar Count: & s0.00 One Cent Count: 8 s0.00
one Dallar Count: g s0.00 Other Cent Amount: spo
Other Dollar Amount: s [oo0
Total: 0.00 | Total: 0.00
Check Detail \
[ * Check/Batch # | + Date [ * Amt Action
addi | ——= I )
Total: 0.00
Accounting Lines \
Accounting Lines | [ cecar |
* Chart | * Account Number ‘Sub-Account | * Object | Sub-Object | Project [ Org Ref Id * Amount Actions
P v | — — s —s —s ——s I T o0
add: Line ipti
I
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2. To print the Coversheet, click Print Cash Receipt Coversheet at the top of document.

i :n
[ =]

Doc Nbr: (9345853

Status: ENROUTE I

Initiator: |s.martine;

e@colostate-pueblo.edu

Created: |10:02 AM 06/23/2016

— [Prmt Cash Receipt Covershaet 0 ]

Document Overview

Document Overview

expand all_|[_collapse all

* required field

mn

\

* Description: |06/23/16 SEAL

Financial Document Detail

Organization Document Number:

Total Amount: |560.00

Explanation: I

Cash Reconciliation

\

Cash Reconciliation

Original Cash Manager |
Total Check Amount: |560.00 oo
Total Currency Amount: |0.00 0.00
Total Coin Amount: |0.00 0.00
Cash SubTotal: |0.00 0.00
Money Total: [560.00 0.00 ki

3. A PDF will appear which looks like the image below. This document is what you need to

print.

Cash Receipt

Cover Sheet

Document # Org Doc #

Initiator Campus PC
Created Deposit date

Amount Explanation

Description T

Reconciliation

Checks

Currency 0.00 Change Currency 0.00
Coin 0.00 Change Coin 0.00
Cashln SubTotal |0.00 Change Out Total  |0.00
Money In Total Recon. Net Total
Check Detail

Check Number Date Description Amount

FD Apparel to Chem Dept

Updated 04/27/2017
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Filling Out Deposit Bag

DEPONIT S0 TO CONTAN

1. EX@Today’s Date

_Ex. $50.48

CURKY »y

A " Ex. $100
rom evany Ex. $150.48) 09439650

4 A v e -
0 ' - 0 S0 T Bag wi Le Getecied
F o Paiomd i bag 0 & \amgarsd condton
- FOAPY o Gagentor bnded batow rmrrerSately

I D)),

N

ACCOUNT #

SecurityBag

1 Complote sl inflormation; use ondy # DALL POINT PEN.
2 Remove Mear ot recept and retain 5f your records.

|1 3 wmmmwmnmmmummmunu
: Insent ol contents in bag Do Not overstuf! cantents

NAME Department Name

BB

.

W5

7,

LOCATION #

2N I

R

|
|

2 %
{ J
t

\

~

[P

&

Px12 50
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O s il sevnir. Adown 90 WocOnd 43¢ Mamp ¥ Oy bedore Narding.

e —

LT

09439650

. At the top of the bag fill in

Today’s Date along with
Currency/Check Amounts and
the Total Amount for your
Deposit. Rip Top Part off at the
perforated line and include it
with your copy of the deposit.

In the center of the bag under
Depositor write your
Department Name or
Organization name only.
Account # and Location # are
filled out by Cashier’s Office

Under Said to Contain, write
in Today’s Date along with
your Currency/Check Amounts
and the Total Amount for your
deposit.

. ALL CASH & COINS MUST

BE SEALED IN THE
CENTER OF THE BAG.

. ALL CHECKS MUST BE

ENDORSED AND SEALED
IN THE LOWER PART OF
THE BAG.
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Filling Out the Deposit Sheet

All forms should be filled out electronically and then printed and sent to the Cashier’s Office.

Deposit Sheets should be filled out by:

Enter in all Currency and Coins

© N R WNRE

Typing in the name of the Department or Organization

Type the full Name of the Individual Preparing the Deposit

Always include a Phone Number and the Date the deposit was created

Each deposit must have an Account Number, Object Code, Amount and Description
Total amount for Checks should be typed in the top right corner cell under Deposit

Both the Totals under Amount and Deposit should match
Delivered By should be in filled out by the person delivering deposit
Counted By should be signed by the person counting the deposit

10 Verified By should be verified and signed by a Full Time CSU-Pueblo employee

11. Deposit Bag # should be filled out for each deposit

Updated 04/27/2017

NAME OF ORIGINATING DEPARTMENT 1. 2. 3.
MNAME OF INDIVIDUAL PREPARING DEPOSIT PHOME NO. DATE
SUB OBJECT
Customer EID# [if Applicable]) ACCOUNT SUB ACCOUNT  OBIECT CODE CODE AMOUNT DESCRIPTION {or Invoice Number if a payment) DEPOSIT
4- CHECKS 5
$100
C
U 550
R s20
R
E 510
n| 6.
c 55
v 52
51
$1.00
0.50
c S
o 50.25
|
N $0.10
50.05
$0.01
7 0.0 < DO THE TWO TOTALS AGREE? > AGREE 50.0
JDelivered By 8. Date: Received By: Date:
IDEI'NErTo: Cashier's Office
Administration Building
Room # 204 Mote: An individual in the department must count the depositand a
second individual in the department must verify the count is correct.
Colorado State University-Pueblo
'“I de nl“es COUNTED BY: 9. DATE:
VERIFIED BY: 10. DATE:
JM
Deposit Bag #: 11.
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KFS Documents for Cashier’s Office

1. When bringing deposits to the Cashier’s Office, each deposit must be accompanied with
the KES Document Sheet, the Cash Receipt Coversheet,and Two Deposit Sheets
Examples Below.

KFES Document Sheet

* Descriptions

Organization Document Number:

Total Amount:

Total Currency Amount: |0.00
Total Coin Amount: |0.00
Cash ission SubTotal: | 0.00
Money Submission Total: |0.00
Total Change Currency Amaunt: |0.00
Total Change Coin Amount: 0.00
Change Request Total: |0.00
liation Net Total: |0.00
Currency and Coin Detail \
‘Currency and Coin Detail
Count Amount Count Amount
Hundred Dollar Count: ] $0.00 Hundred Cent Count: o 0.00
Fifty Dollar Count: o 50.00 Fifty Cent Count: o 50.00
"Twenty Dollar Count: o $0.00 [Twenty Five Cent Count: o $0.00
Ten Dollar Count: g $0.00 [Ten Cent Count: @ 30.00
llar Count g $0.00 Five Cant Caunt: g s0.00
Twe Dollar Count: Gl $0.00 |One Cant Count: ] ¢0.00
one Dallar Count: g $0.00 Other Cent Amount: spon
Other Dollar Amount: 5000
Total: 0.00 ‘ Total: 0.00
Check Detail \
i * Check/Batch # | * Date L i * Amt Action
D — —@ ————— ()
Total: 0.00
i — _
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Cash Receipt Coversheet

Cover Sheet
Document # 12020948 Org Doc #
Initiator 2001765 Campus PC
Created 2017-04-26T09:25:45.000-06:00 Deposit date
Amount 228.00 Explanaton [PPSR Cience Olympiad 2017
UT7U3-26 Chemistry Analysis Sales
Description
Reconciliation
Checks 228.00
Currency 0.00 Change Currency 0.00
Coin 0.00 Change Coin 0.00
Cash/n SubTotal |0.00 Change Out Total ~ |0.00
Money InTotal  [228.00 Recon. Net Total  {228.00
Check Detail
Check Number Date Description Amount
6731 2017-04-21 FD Apparel to Chem Dept 228.00

Two Deposit Sheets

2 Deposit Slips must be brought with the deposit bag. The deposit slip needs to be filled
out electronically and not written in.

NAME OF ORIGINATING DEPARTMENT
MAME OF INDIWVIDUAL PREPARIMG DEPOSIT PHOME NO. DATE
SUB OBJECT
Customer EID# (if Applicable) ACCOUNT SUB ACCOUNT  OBIECT CODE CODE AMOUNT DESCRIPTION (or Invoice Number if a payment) DEPOSIT
CHECKS
5100

c

M $50

R’ $20

R

£ 510

[

c 55

v $2

$1
$1.00
50.50

c

o 50.25

]

N 50.10
$0.05
$0.01

50.00) < DD THE TW0 TOTALS AGREE? > Py 50.00)
fDelivered By: Date: Received By: Date:
Deliver To: Cashier's Office
Administration Building
Room # 204 Note: An individual in the department must count the depositand a
second individual in the department must verify the count is correct
Colorado $tate University-Pueblo
'I“ de ulues COUNTED BY: DATE:
VERIFIED BY: DATE:
™
Deposit Bag #:

Please note deposits must be verified by a CSU-Pueblo employee. Students are not
allowed to verify deposits.
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