TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

Cash Receipts — Help

Finance Systems Management

All Departments must use the Cash Receipts system to record receipt of all cash,
checks, wires and credit card payments. Cash receipts for revenue contracts
interface to the Contract Database and Contract AR system where you can track
payment on those contracts.

The Cash Receipts system allows for departmental deposit information entry, electronic
routing and approval. The system also has the capability of returning an online cash
receipt for correction. Reports are available to help you monitor the cash receipting
process.

The system can be accessed from:
e Cash Receipts
e WebRaider portal > Business Affairs tab > Links to Financial Systems > Cash
Receipts

The Cash Receipts system is also available from the Contracting website by using
Contract AR/Billing via the External Links at the top of the banner page.

This document, containing details about the Cash Receipts system, and an online video
tutorial are available by clicking Help in the menu bar on the left side of the Cash
Receipts page.

[ oo TEXAS TECH UNIVERSITY

—[]J H HEALTH SCIENCES CENTER.
[e5] Finance & Administration

CASH RECEIPTS —

Cash Receipts

Cash Receipts is used by TTUHSC departments to record receipt of all cash, checks, wires, and credit card payments. The application is also
~ integrated with TTUHSC Contracting AR so that AR billings can be linked with cash receipts.

T
Department's Tr{ CIICk Help /refunds should NOT be entered on this website. Please forward your information to the travel or p-card office.

Reports
Contacts

TTUHSC Finance Systems Management June 2025 Page 1|19


https://www.fiscal.ttuhsc.edu/cashreceipts/
https://www.fiscal.ttuhsc.edu/cashreceipts/
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Cash Receipts - Help

Document Index:

Process Qutline - Information necessary to process all types of cash receipts
1) Enter Cash Receipt
2) Upload Supporting Documentation

3) Complete Cash Receipt

Deposit Types — Information necessary to process the following eight deposit types:
1) Clinical Trial
2) Contract Revenue

3) Expense Reimbursement
4) Gift

5) Other

6) GE Patient Billing

7) Sales and Service

8) Sponsored Programs

Features — Information describing features of the Cash Receipts System

1) Your Action ltems

2) Pending Cash Receipts

3) Reports
4) Questions
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Cash Receipts - Help

Process Outline (click link to return to table of contents)

Enter Cash Receipt (click link to return to table of contents)

To enter a cash receipt, click New in the menu bar on the left side of the Cash Receipts
page. You will be asked to sign in using your eRaider name and password.

CASH RECEIPTS

Cash Receipts

% R . > departments to record receipt of all cash, checks. wires, and credit card payments. The application is also
integra CIICk New ing AR so that AR billings can be linked with cash receipts.

Approve

Your name and department information will populate in the cash receipt based on your
eRaider ID. Enter the information in the Cash Receipt Header-Overall Deposit section.

1. Deposit Date: The Deposit Date will default to the current date. This date will
feed to Banner as the Transaction Date. The deposit date must reflect the actual
date the deposit posted to the bank. You may change this date to match the
actual date of the deposit otherwise, if this date does not match the actual
deposit date, Student Business Services (SBS) may change the date.

2. Deposit Amount. Enter the Deposit Amount. This amount must match the total of
all deposit lines in the detail section.

3. Bank Code: Enter the appropriate Bank Code from the drop-down menu
provided. The Lubbock deposits that are not MPIP should be coded to 67 — HSC
Lubbock JPMC Op (Operational) Deposit.

4. Notes: Notes are not required. They may be useful to the intermediate approver
or for queries.

5. SBS Notes: This field is reserved for SBS to communicate with you in the event a
CR is returned.

CASH RECEIPTS

S —— Enter information
New . i i
_ Cash Receipt in Cash Receipt Header

Your Action Items

Pending NOTE: Departmental travel/p-card reimbursements should NOT be entered on this weflsite. Please forward your information to the travel or p-card office.

Approve
~HEADER~OVERALL DEPOSIT INFORMATION~

Reports SHANNON MYERS DEPOSIT DATE: [0170672025 ‘E] NOTES: [Postage |
FINANCE SYSTEMS MGMT LBK e —

ELIERE (806) 743.3594 DEPOSIT AMOUNT: ~ §[30.00 \ SBSNOTES: | |

Help BANK CODE: [67 - HSC Lubbock JPMC Op Deposit v |

Using the fields in the Detail Line Information section, you will enter the Cash Receipt

lines to show how you want the deposit distributed. Not all fields are used for each
deposit type.
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Cash Receipts - Help

When entering the Detail Line Information, the following general requirements will apply.

Enter a description for each line that contains the following information in the
standardized format shown:
- Date of deposit, entered as MM/DD
- Type of payment received, entered as “Cash” for currency and checks, “Wire”
for wire transfers, and “MC/V/DISC”, “AMEX”, or “Phreesia” for credit card
payments
- For credit card payments, enter the last four digits of the merchant ID
- Other payer information as space allows up to 30 characters in total

For cash receipts to record credit card payments, enter each card type and batch
settlement total on a separate line.

CASH RECEIPTS

TTUHSC Home » Finance » Cash Receipts »

Cash Receipt

Pending NOTE: Deparimental travel/p-card reimbursements should NOT be entered on this website. Please forward your information to the fravel or p-card office.

~HEADER~OVERALL DEPOSIT INEQRMATIQN.

FINANCE SYSTEMS MGNT L3 Enter fields |

(806) 743-3594 . . - o
for Detail Line Information section
i
Sign Out

~DETAIL~LINE INFORMATION~ *

Using the fields below, enter Cash Receipt lines to show how you would I’ke the deposit distributed
Type: | Other v | Fund: ‘ ‘ Description: ‘
Subtype v orgn: ‘ ‘ Deposit Number: ‘ |
Contract Number: Billing [ | Acct: ‘ ‘ Line Notes: ‘ |
Original Expense Doc ID: Prog: ‘ ‘ Payment Type: \ v \ Merch ID:

Line Amount: s ‘ ‘
(Add Line|

For cash receipts to record wire transfers, enter each wire transfer on a separate line.

o Wire Transfers: EVERY TIME you submit a cash receipt for a wire transfer in the
Cash Receipts System, you will need to send a copy of the cash receipt and
copies of any supporting documents to SBS for processing/approval to the SBS
email at SBSCashReceipts@ttuhsc.edu.

= Note: Cash Receipts will not be process/approved unless an email or
physical cash receipt and supporting documents are received by SBS.

e Supporting documents: need to include a copy of the wire and deposit number
which can be found in the email sent from Accounting Services. See the example
below.

e Deposit number: needs to be added to your cash receipt under the deposit
number. The cash receipt cannot be approved without one. The deposit number
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Cash Receipts - Help

is usually 10 numbers with two letters at the end - Example: 0000000000TC. This
number will be found in the email sent from Accounting Services. See the
example below.

e Per HSC OP 50.07, Deposit Procedures: “State law requires timely deposit of
funds into TTUHSC Depository Bank Accounts. Funds received must be
deposited within three (3) business days with no exceptions. Receipts totaling
$100 or more must be deposited by the following business day.”

e Additional assistance: view TTUHSC: Cash Receipts or contact Student
Business Services at SBSCashReceipts@ttuhsc.edu.

Please see the below payment information for 12. 2024 from

Please attach this email as supporting documentation by selecting Print to PDF and attaching it on your Cash Receipt submission.
The Cash Receipt will reference bank code 67 and the deposit number: 36120144017C (as shown below). Once completed, email a
PDF copy of the submission Student Business Services, at SBSCashReceipts@ttuhsc.edu, for processing.

Acct Numbcr Deposit Num Trans Amt Trans Date  Bank Reconcile Recon DRCR TRANS TRANS Merchant 1D
Recon Date IND Type Ind DESC v CODE

7,500.0012-27-2024 | 26-Dec-24 C |ORIG C( Wire Transfer
Supporting Document
ABOUNT :

* CREDIT $7,500.0 DATE: 12/26/2024 M H

. o 37:500.04 Email Example

* . ethodis - cemrers

* Deposrt Number ACCT: 000000000009 *
ol IS requlred for PAYMENT LEVEL INFORMATION ==========soo=co-—=————o——==*
* NUMBER:021000022014401 *
" approval ANY ENTRY DESCRIPTION:TMHS Maste "
* *2741190155* 0000992650 *
* REFERENCE: BT*8888888 *
* REFERENCE: TN*021000022014401*TRACE NUMBER FROM THE ACH PAYMENT *
* DATE/TIME: 009*20241226 *
* NAME: *
* NAME *
 esssssssssssssssssssssss==== JNVOICE INFORMATION =============================%
* ENTITY: 1 *
* INVOICE: $0.00  DISCOUNT: $0.00  NET: $7,500.00 *
* REMIT: IV *MITIE-1853 *

Deposit Ty PES (click link to return to table of contents)

There are eight deposit types to select from in the Type drop-down menu:

1) Clinical Trial

2) Contract Revenue

3) Expense Reimbursement
4) Gift

5) Other

6) GE Patient Billing

7) Sales and Service

8) Sponsored Programs
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Cash Receipts - Help

CASH RECEIPTS

TTUHSC Finance » Cash Receipts »

Cash Receipt

NOTE: Departmental travel/p-card reimbursements should NOT be entered on this website. Please forward your information to the travel or p-card office.

~HEADER~OYERA P RMATION~

SHANNON

" Contacts FINANCE SY' Se|eCt a Type from
(806) 743-359
drop-down menu

‘E NOTES: ‘ ‘

‘ SBS NOTES: ‘ ‘

v]

eRalcer

~DETAIL~LINE INFORMATION~

Using the fields below, enter Cash Receiptfines to show how you would like the deposit distributed
Type: | Other v \ Fund: | ‘ Description: |
Subtype Clinical Trial Orgn: | ‘ Deposit Number: | ‘
Contract Number: Contract Acct: | | Line Notes: | |
Original Expense Doc ID: || Expense Reimbursement Prog: | ‘ Payment Type: v | Merch ID:

GE Patient Billing Line Amount: s |7‘
|Add Line|

TR B L Sales and Service
Sponsored Programs

ing | Orig Exp Fund Orgn Acct | Prog Deposit # Pmt Type Amount  Notes

No items

1) Clinical Trial (click link to return to table of contents)

= FOP information is required. The Account code will default based on the subtype
entered.

= Select Subtype from the drop-down list. The subtype will determine the
appropriate account code.

= Description is required and will feed to Banner and be reflected in Cognos reports.

= Deposit Number is added by Student Business Services (SBS), so leave this field
blank.

= Line Notes is not required but provides an additional data field for queries or
reports. This information will not feed to Banner or your ledger reports.

= Payment Type is required for every line. Select the Payment Type from the drop-
down menu. The Merchant ID is required for MasterCard/Visa/Disc, American
Express or Phreesia. The last four digits of the Merchant ID should be entered for
the chosen card type.

= Line Amount is the total amount for this detail line.

= After you enter each detail line of the deposit, click Add Line.

~DETAIL~LINE INFORMATION~
Using the fields below, enter Cash Receipt lines to show how you would like the deposit distributed.

Type: [ Ciinical Trial v| Fund: [202020 | Description: [Record Ciinical Trial Receipt
Subtype [Private  v]| | Orgn: [201111 | DepositNumber: [ |

Contract Number: * Billing | | Acct: [550380 | Line Notes: [Private Clinical Trial |
Original Expense Doc ID: Prog: (60 | Payment Type: [CashiCheck v Mergssa

~ LineAmount: $[1.500.00 | Click
Select Subtype IM_?I P Add Line
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Cash Receipts - Help

Note: The information regarding the Deposit Number and Line Notes will not be
repeated for each deposit type presented in this training document.

2) Contract Revenue (click link to return to table of contents)
= Contract Number is required. You may use the Search feature if you do not know
the contract number. Click Search and the Search and View Contracts page will

display.

~DETAIL~LINE INFORMATION~

Using th lines to show how you would like the deposit distributed

Type:

v ‘ Fund: Description:

[ Contract
v

Subtype

Orgn: Deposit Number:

Contract Number{ Search | |CON594419 |[Billing] [

] Acct: Line Notes:

Original Expense Doc ID:

|

Prog: Payment Type:

\
\
\
\
Line Amount: $ ‘

[Add Line|

v | Merch ID:

* You must select an AR Billing from the choices available when you click the

Billing button.

~DETAIL~LINE INFORMA' .
Using the fields below, ente CI|Ck (Close Billing)  View or add Billings for the Contract Se|eCt
HIR e Billed Collected an AR Billin
BI"II’Ig Description Amt Amt Date g
Type: ontract Culberson Carillon Oct. | 2,000.00 0.00 10112024
Subtype v 22 B
i 1104 | Culberson Carillon Nov. 2,000.00 0.00 11/1/2024 |
Contract Number: Search [CON594419 “Biuing[ X |
Original Expense Doc ID: 1105 F)ulberson Carillon Dec. 2,000.00 0.00 12/1/2024 - [ Merch ID:
CIe Ao I 7
[Add Line|

= FOAP information is defaulted from the contract accounts receivable (billing) in the
Contract Database and Contract AR systems.

= Description is required and will feed to Banner and be reflected in Cognos reports.

= Payment Type is required for every line. Select the Payment Type from the drop-
down menu. The Merchant ID is required for MasterCard/Visa/Disc, American
Express or Phreesia. The last four digits of the Merchant ID should be entered for

the chosen card type.

= Line Amount is the total amount for this detail line.
= After you enter each detail line of the deposit, click Add Line.
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Cash Receipts - Help
~DETAIL~LINE INFORMATION~
Using the fields below, enter Cash Receipt lines to show how you would like the deposit distributed Se|ect
Payment Type
Type: \ Contract v | Fund: Descriptioff® s

Subtype v Orgn: Deposit Number: ‘ l |
Contract Number: Search [CON594419 |[Billing|[1105_] Acct: Line Notes: [ |

Original Expense Doc ID: Prog: I Payment Type: \ Cash/Check v | "‘emh ID:

Line Amount: s ‘ |

—Pllmll

Click Add Line

3) Expense Reimbursement (click link to return to table of contents)

= FOAP information is required and should match the FOAP information of the
original expense that is being reimbursed.

= Original Expense Doc ID is required.

= Description is required and will feed to Banner and be reflected in Cognos reports.

= Payment Type is required for every line. Select the Payment Type from the drop-
down menu. The Merchant ID is required for MasterCard/Visa/Disc, American
Express or Phreesia. The last four digits of the Merchant ID should be entered for
the chosen card type.

= Line Amount is the total amount for this detail line.

= After you enter each detail line of the deposit, click Add Line.

~DETAIL~LINE INFORMATION~
Using the fields below, enter Cash R

[deposit distributed

Enter Original
Expense Doc ID

Type: [Expénse Re v | Description: [Rebate from Vendor

Subtype v Orgn: [201111 | DepositNumber: [ |Cluse onalllines
Contract Number: Billing | | Acct: [730000 | Line Notes: | |
Original Expense Doc ID:  [CH030639 | Prog: [0 | PaymentType: [ Cash/Check

Line Amount: $[125.00 |

||Add Line| I{— Add Line

4) Gift (click link to return to table of contents)

=  FOP information is required. The Account code will default based on the subtype
entered.

= Select Subtype from the drop-down list. Subtype will determine the appropriate
account code.

= Description is required and will feed to Banner and be reflected in Cognos
reports.

= Payment Type is required for every line. Select the Payment Type from the drop-
down menu. The Merchant ID is required for MasterCard/Visa/Disc, American
Express or Phreesia. The last four digits of the Merchant ID should be entered for
the chosen card type.

= Line Amount is the total amount for this detail line.

= Gift Information including legal name, address, and contact name is required.
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Cash Receipts - Help

= Select Gift Type from the drop-down menu.
= After you enter each detail line of the deposit, click Add Line.

Supporting documentation is required to be included with a cash receipt with Gift type
lines. For funds to be properly posted to the system, the following supporting documents
are required:

= Proposal request made to the donor for the funds

= Award letter

= Copy of the check with the routing number redacted (blacked out) on the check

copy

~DETAIL~LINE INFORMATION~
Using the fields below, enter Cash Receipt lines to show how you would like the deposit distributed

Type: [ Gift v Fund: (202020 | Description: [Record Gift Receipt

Orgn: 201111

| Deposit Number: ‘ ‘
| Acct: (560300 | Line Notes: [Business Affairs Rebate |
|

Enter Gift Eling)
Prog: |60 Payment Type: [ CashiCheck v | Merch ID:

Information \ N (CashvGheck
Line Amount: s[10000 |

~GIFT INFORMATION~

Legal Name: [Leah Appleton | Contact Name: [Leah Appleton |
Address: [6630 S. Quaker | Address: [6630 S. Quaker |
| Address2: ‘ |
Check to add | city: [Cubbock |
Supporting Docs State: ]
_ Zip: [79413 |

ift Type: | Other Se|eCt
Appeal Code .
Honorarium Glft Type
‘'omments:
Memorial
Check if ¥{ Non-Joint Gift ion (letters of designation, award letters, or other gift documents) to the Development Office.
Refertoln ., .- pcedures. .
Please send a P t icopy of the check, and related documents to MS 5025 or email scanned copies to ia.gifts@ttu| C“Ck
Questions: Call Pledge Paymen Add L-
Soft Credit Donor | [Add Line] I < ine

5) Other (click link to return to table of contents)

= FOAP information is required.

= Description is required and will feed to Banner and be reflected in Cognos reports.

= Payment Type is required for every line. Select the Payment Type from the drop-
down menu. The Merchant ID is required for MasterCard/Visa/Disc, American
Express or Phreesia. The last four digits of the Merchant ID should be entered for
the chosen card type.

= Line Amount is the total amount for this detail line.

= After you enter each detail line of the deposit, click Add Line.
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Cash Receipts - Help

~DETAIL~LINE INFORMATION~
Using the fields below, enter Cash Receipt lines to show how you would like the deposit distributed.

Type: [Other v| Fund: |202020 ] Description: |M|sc Income
Subtype v Orgn: 201111 | DepositNumber: [ |
Contract Number: Billing [ | Acct: (570004 | Line Notes: [Business Affairs Misc |
Original Expense Doc ID: Prog: (60 | Payment Type: [CcashiCheck  w| Merch ID:
Line Amount: $[50.00 |
Click Add Line K - 15T

6) GE Patient Billing (click link to return to table of contents)

* You must select a Campus from the drop-down menu.

= The FOAP information will automatically default based on Campus selection.

= Enter in your Batch number into the Batch field, if there is one.

= Description is required and will feed to Banner and be reflected in Cognos reports.

= Payment Type is required for every line. Select the Payment Type from the drop-
down menu. The Merchant ID is required for MasterCard/Visa/Disc, American
Express or Phreesia. The last four digits of the Merchant ID should be entered for
the chosen card type.

= Line Amount is the total amount for this detail line.

= After you enter each detail line of the deposit, click Add Line.

~DETAIL~LINE INFORMATION~
Using the fields below, enter Cash Receipt lines to show how you would like the deposit distributed
N

Type: | GE Patient Billing v| Fund: Bcription: [Clinic Deposit
ICampus: Lubbock v Orgn: posit Number: 1794311975 |

Contract Number: Billing | Acct: 520000‘ Line Notes: | ‘
0 Prog: 40 Payment Type: Cash/Check v
Select / — |
Campus I Batch: |230091 | | Line Amount: $|1 00 )
[Add Line| | < Add Line

7) Sales and Service (click link to return to table of contents)

= FOAP information is required.

= Description is required and will feed to Banner and be reflected in Cognos
reports.

= Payment Type is required for every line. Select the Payment Type from the drop-
down menu. The Merchant ID is required for MasterCard/Visa/Disc, American
Express or Phreesia. The last four digits of the Merchant ID should be entered for
the chosen card type.

= Enter sales tax collected, if any, on a separate line. Enter the appropriate fund
and enter 210013 in the Account field.

= Line Amount is the total amount for this detail line.

= After you enter each detail line of the deposit, click Add Line.
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Cash Receipts - Help
~DETAIL~LI 0 . 0 .
Using the fie Descrlptlon IS requwed H like the deposit distributed.
A

Type: [ sales and Service v| Fund: 202020 || Description: [Postage Stamps

Subtype v Orgn: |&| Deposit Number: ]

Contract Number: Billing [ | Acct: (530004 | Line Notes: [Business Affairs Postage Stamps|

Original Expense Doc ID: Prog: (60 | Payment Type: [CashiCheck ]

Line Amount: $[65.00 |

8) Sponsored Program (click link to return to table of contents)

FOP information is required. The Account code will default based on the subtype
entered.

Select Subtype from the drop-down list. Subtype will determine the appropriate
account type.

Description is required and will feed to Banner and be reflected in Cognos
reports.

Payment Type is required for every line. Select the Payment Type from the drop-
down menu. The Merchant ID is required for MasterCard/Visa/Disc, American
Express or Phreesia. The last four digits of the Merchant ID should be entered for
the chosen card type.

Line Amount is the total amount for this detail line.

After you enter each detail line of the deposit, click Add Line.

~DETAIL~LINE INFORMATION~
Using the fields below, enter Cash Receipt lines to show how you would like the deposit distributed.

Type: | Sponsored Program v | Fund: |202020 | Description: [Federal Grant Receipt
Subtype \ Federal Govt v | | Orgn: |201111 | Deposit Number: ‘
Contract Number: Billing | | Acct: |550002 | Line Notes: ‘ |
Original Expense Doc ID: 1 Prog: | Payment Type: \Cash/Check v March ID-
Line Amount: $[125.00 | Click
Select Subtype — .
[pdd Line| | < Add Line

After you have completed entering each detail line of the deposit, review all added lines
and check for accuracy. You can Delete, Edit, or Copy detail lines of the deposit, if

needed.

TTUHSC Finance Systems Management
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Cash Receipts - Help

CASH RECEIPTS
strati ts »

Home HSC Home » Finance jon » Cash Receipt

Cash Receipt

NOTE: Departmental travel/p-card reimbursements should NOT be entered on this website. Please forward your information to the travel or p-card office

~HEADER~OVERALL DEPOSIT INFORMATION~

SHANNON MYERS DEPOSITDATE:  [01/06/2025  |[FF] NOTES: [Record of Grant Receipts from 12/9-12/13/24 J

FINANCE SYSTEMS MGMT LBK R

(806) 743-3594 DEPOSIT AMOUNT:  §(500.00 | SBSNOTES: | |
BANK CODE: [67 - HSC Lubbock JPMC Op Deposit v |

" Sign Out:

~DETAIL~LINE INFORMATION~
Using the fields below, enter Cash Receipt lines to show how you would like the deposit distributed

Type: Fund: ‘7‘ Description: ‘
v Orgn: ‘—‘ Deposit Number: ‘:‘
mmber: Billing :l Acct: ‘7‘ Line Notes: /—‘
ense Doc ID: Prog: [ | PaymentType: [ ~]Merchip:
Line Amount: $ /7‘
‘ A Line

Contract- Deposit
#

Copy Description Billing Orgn | Acct Pmt Type Amount Notes

202020 | 201111 | 550002 Cash/Check 100.00
Edit Copy (ISponsored 202020 | 201111 | 550002 250.00 Delete
| Program —
Edit Copy ([ISponsored State Grant Receipt 12/11/24 202020 | 201111 | 550102 150.00 Delete
Program
[ | s500.00

Upload Supporting Documentation (click link to return to table of contents)

You can include supporting documentation saved on your computer by using the
Upload feature of this application. Click Choose File to locate and select the
document(s) from your computer, and then click Upload. Document types that can be
used with the Upload feature include Excel, Word, and PDF.

Please note any checks scanned for upload need to have the banking information
redacted for security protection. This example check indicates the areas to redact.

. ‘ .
' Jane Brown 1234

1234 Loop Street O, 2095
Lubbock, TX 79430 W“a" '

Date

Pay to the

Order of (76%@4 (726/1/ (7///24&@?4402@ g(mﬁ%gcce/zc&& (pe/ufe/?, $ 50000

Cover 4 OO//OO Dollars
Routing & Banking

West Texas Numbers
Bank & Trust

I '
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Note: the Upload feature may also be used for a cash receipt with all other deposit type
lines, however supporting documentation is optional and only required for a cash receipt
with Gift type lines.

Edit* | Copy | Type Description Contract-Billing | Orig Exp | Fund | Orgn Acct | Prog |Deposit# Pmt Type | Amount Notes

Edit Copy | Gift Record Gift Receipt 202020 | 201111 | 560300 | 60 Cash/Check 100.00 Delete
$100.00

~DOCUMENTS~ & # &
Upload documents assoicated with this cash receipt (Only required for a CR with Gift type lines, otherwise optional).

nload after browsing for thg
|\ Choose File |[Gift1.png [Upload| | « CI'Ck Upload

Submit f |Forward| To: [Shannon Myers
@4

Click Choose File

proved
person specified so that they may submit as the depositor.
bm the table and put it back in the boxes for you to edit. You must click Add Line to add the line back.

Complete Cash Receipt (click link to return to table of contents)

After all lines are correct, you have two options:
= Click Forward — This allows you to forward the cash receipt to another individual
using a search feature. When you forward the cash receipt, it has not been
submitted for approval. The individual receiving the forwarded cash receipt must
submit it. They will be considered the depositor.
= Click Submit — This will complete your cash receipt and submit it to be approved
by the intermediate approver or Student Business Services.

Edit* | Copy | Type Description Contract-Billing | Orig Exp | Fund | Orgn Acct | Prog | Deposit # | Pmt Type | Amount | Notes

Edit Copy | Gift Record Gift Receipt 202020 | 201111 | 560300 | 60 Cash/Check 100.00 Delete
$100.00

~DOCUMENTS

Upload documd Cl'Ck Su bmit after ired for a CR with Gift type lines, otherwise optional)

*NOTE: Click . . o
[ Choose reviewing lines Search for an
individual and

[Forward| To: [Alexandra Nicole Galle \“ I h Cllck Forward

Click Submit to send the cash receipt to be approved.
Click Forward to send the cash receipt to the person specified so that they may submit as the depositor.
*Clicking edit on a line will remove the item from the table and put it back in the boxes for you to edit. You must click Add Line to add the line back

|Submit|

When the cash receipt is submitted, the depositor will receive the Cash Receipt
Confirmation screen. You can view the cash receipt by clicking View Cash Receipt in
PDF format.
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CASH RECEIPTS

Home HSC Home » Finance & Administration » Cash Receipts »

New

Cash Receipt Confirmation

Your Action Items

Pending Your Cash Receipt number is: 2500016
Approve

Reports The Cash Receipt has been submitted.
Contacts PRINT the _pdf form of the cash receipt to be taken {

Help I View Cash Receipt in PDF format I e

Click View Cash Receipt

in PDF format

Print the cash receipt and take to your intermediate approver or to the Student Business
Services (SBS) office along with your bank deposit of cash, checks, wire transfers and
credit card batch settlement reports.

Cash Receipts will not be approved unless an email or physical cash receipt and
backup have been received by SBS.

TTUHSC
4 e 3 2500016
%: Cash Receipt
Depositor:  Shannon Myers
Finance Systems Mgmt Lbk
(806) 743-3594 - .
Bank: 67 - HSC Lubbock JPMC Op Deposit Deposit Date: 01/06/2025
Notes: Gift Deposit Amount: $100.00
Type Fund Orgn Acct Prog Batch Contract-Billing/ Deposit # Pmt Type Amount
Description Notes Orig Exp Doc ID Merch ID
Gift Private 202020 201111 560300 60 Cash/Check 100.00
Record Gift Receipt
Gift Legal Name Address Contact Address Gift Type Sent Doc
Leah Appleton 6630 S. Quaker Leah Appleton 6630 S. Quaker Other Yes
Lubbock, TX 79413 Lubbock, TX 79413
Total: $100.00

Student Business Services is located off South Loop 289 at 6630 Quaker Avenue, Suite
H. Cash Receipts may also be delivered to the secure drop box located at 1B429 on the
first floor, just west of the TTUHSC Pharmacy, at the TTUHSC 4 street location.

Wire Transfers and Credit Card cash receipts can be emailed to
SBSCashReceipts@ttuhsc.edu. Please attach cash receipt and back-up to the emails.

Features (click link to return to table of contents)

Your Action Items (click link to return to table of contents)

The Your Action Items section located in the menu bar on the left side of the Cash
Receipts page, lists the cash receipts waiting for your submission. These receipts are
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Cash Receipts - Help

not considered completed and cannot be approved until submitted. Cash receipts fall
into Your Action ltems if they are either Returned or Forwarded for your submission. To
view these items, click Your Action Items in the menu bar on the left side of the Cash
Receipts main page.

CASH RECEIFTS —

Home H

o — .

Your Action Items

ash Receipts

L d receipt of all cash. checks, wires, and credit card payments. The application is also

lings can be linked with cash receipts.

Reports | — Your Action Items

Contacts

The lists of cash receipts in Your Action Items will display. The Status field will indicate if
the cash receipts have been Returned or Forwarded.

Returned Cash Receipts — Intermediate approvers and the SBS office have the ability to
return a cash receipt to the person who originated the cash receipt for corrections or
more information. If a cash receipt that you entered is returned, you will receive an
email notification.

Forwarded Cash Receipts — Users have the ability to forward a cash receipt to you for
submission. When a cash receipt is forwarded to you, you become the depositor. The
cash receipt will not be approved until you successfully submit it. If a cash receipt is
forwarded to you, you will receive an email notification.

Click the red ID number for the cash receipt that you wish to correct and submit.

CASH RECEIPTS

Below is a list of your action items. Click the 1D in red to view the Cash Receipt, make*eded changes, and submit it for approval.

1D Date I i ount || Status
mmaprag | ClickCash o e
Contacts 2500013 Recelpt Number 50.00 ||Forwarded

Help

Home HSC Home » Finance & Administration » Cash Receipts »

New

Action Items

Your Action Items

Pending

Approve

To correct or add additional information to a line in a Returned or Forwarded cash
receipt, click the red Edit link for the cash receipt line you need to correct or add
additional information. To duplicate the cash receipt, click Copy. To remove the cash
receipt from the system, click Delete.
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Cash Receipt 2500012

NOTE: Departmental travel/p-card reimbursements should NOT be entered on this website. Please forward your information to the travel or p-card office.

~HEADER~OVERALL DEPOSIT INFORMATION~

SHANNON MYERS DEPOSIT DATE: (0170612025 NOTES: [cift |

FINANCE SYSTEMS MGMT LBK J—

(806) 743-3594 DEPOSIT AMOUNT:  §(165.00 | SBS NOTES: [ |
BANK CODE: \ 67 - HSC Lubbock JPMC Op Deposit v |

~DETAIL~LINE INFORMATION~
Using the fields below, enter Cash Receipt lines to show how you would like the deposit distributed.

Type: |Omer v Fund: | Description: ‘
Subtype v Orgn: | Deposit Number: ‘

ber: Billing [ | Acct: | | Line Notes: ‘ [
nse Doc ID: Prog: | Payment Type: \ v | Merch ID:

Line Amount: s ‘ \

J

tract-Billing | Orig Exp | Fund | Orgn | Acct | Prog | Deposit # | Pmt Typ

202020 | 201111 | 560300 | 60 Cash/Che Delete Em||
| [T

~DOCUMENTS~ &
Upload documents assoicated with this cash receipt (Only required for a CR with Gift type lines, otherwise optional).
*NOTE: Click Upload after browsing for the file

Choose File | No file chosen [Upload|

Correct or add any additional information for this line of the cash receipt and click Add
Line. After the line is added, review the edited information for accuracy and click
Submit. The cash receipt will go back through the original approval process.

~DETAIL~LINE INFORMATION~
Using the fields below, enter Cash Receipt lines to show how you would like the deposit distributed

Type: [other | Fund: ‘7 Description: ‘

Subtype v Orgn: ‘7 Deposit Number: ]

Contract Number: Billing [ ] Acct: ‘ ‘ Line Notes: ‘ ‘
Original Expense Doc ID: Prog: ‘7 Payment Type: [ ~]merchiD:

Line Amount: %‘ CIle Add Line

Edit*  Copy | Type Description Contract-Billing  Orig Exp | Fund A Orgn Acct og Deposit # | Pmt Type Amount
Edit Copy | Gift Record Gift Receipt 202020 | 201111 | 560300 | 60 Cash/Check 100.00 | Business Affairs Rebate | Delete
Edit Copy | Gift Record Gift Receipt 202020 | 201111 | 560300 | 60 Cash/Check 65.00 | Business Affairs Rebate | Delete

f $165.00

~DOCUMENTS~ & ® &
Upload documents assoicated with this cash receipt (Only required for a CR with Gift type lines, otherwise optio

[ChoossFie | ot crosen . (059 Review New Line
File Name |View | Delete andlor Updated
SrTS o E Information

[eFtszpoex | @& | * |

i Click Submit

Click Submitio cond tho coch corointio b

After you submit the cash receipt, you will see a Cash Receipt Confirmation screen and
receive an email confirmation that the cash receipt has been modified. Click View Cash
Receipt in PDF format to review your cash receipt.
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CASH RECEIPTS

Home HSC Home » Finance & Administration » Cash Receipts »

New

Cash Receipt Confirmation

Your Action Iltems

Pending Your Cash Receipt number is: 2500012

Approve

Reports The Cash Receipt has been submitted. Click View Cash
PRINT the _pdf form of the cash receipt to be taken tg H H

Contacts 7 = ’ Receipt in PDF format

Help IVlew Cash Receipt in PDF format. l h

For a Returned cash receipt, you may print a copy of the corrected version for your
records. For a Forwarded cash receipt, print the corrected cash receipt and take it to
your intermediate approver or Student Business Services (SBS) office along with your
bank deposit of cash, checks, wire transfers, and credit card batch settlement reports.
You may print a copy of the corrected version for your records.

Note: When reviewing cash receipts in Cognos reports processed from Banner and you
notice a cash receipt needing a reversal, please contact Accounting Services at
hscacc@ttuhsc.edu.

Pending Cash Receipts (click link to return to table of contents)

To view Pending Approval cash receipts, click Pending in the menu bar on the left side
of the Cash Receipts page.

HSC Home » Finance » Cash Receipts »

. Cash Rec

'YourActlon Items CI k P d-
Pending m 1 g ecord receipt of all cash, checks, wires, and credit card payments. The application is also
Approve integrated with 3 Ol Mg AR S0 AR billings can be linked with cash receipts.

You will see a list of all cash receipts waiting for intermediate approval or approval from
the Student Business Services office. To view the details of a pending cash receipt,
click the red ID number.

Home HSC Home » Finance & Administration » Cash Receipts »

R Pending Approval

Your Action ltems

Pending Your Cash Receipts pending Student Business Services approval. Click on the ID in red to view the Cash Receipt.
Approve Date Depositor | Bank  Amount
Reports 2500001 | 1/6/2025 -
——— 2500002 | 1/6/2025 Click the Cash Income
o 2500003 1/32025 Receipt Number B
el
£ 2500004 | 1/6/2025 eral Grant Receipt
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The Pending Approval cash receipt will display. To view and print the cash receipt, click
View Cash Receipt in PDF format.

CASH RECEIPTS

Home HSC Home » Finance & Ad on » Cash Receipts »

- Cash Receipt 2500004

Your Action Iltems

Pendin
2 ~HEADER~OVERALL DEPOSIT INFORMATION~

Approve SHANNON MYERS DEPOSIT DATE: 11612025 E] NOTES: Federal Grant Receipt

Click View Cash ™ 312500 sB5 NOTES:
H A 67 - HSC Lubbock JPMC Op Deposit v
Receipt in PDF format

Sign Out ~DETAIL~LINE INFORMATION~

Description Contract-Billing | Orig Exp | Fund | Orgn | Acct | Prog | Deposit # | Pmt Type A Amount | Notes

Sponsored Wogram | Federal Grand Receipt 202020 | 201111 | 550002 | 60 Cash/Check 125.00

View Cash Receipt in PDF format

~DOCUMENTS~ E 3 &
Uploaded documents associated with this cash receipt

Reports (click link to return to table of contents)

There are five report options available to help you manage your cash receipts:

= Search — Allows you to search for any cash receipt in the system regardless
of status and permissions.

= Status History — Displays a table with the status history of the cash receipt.
The last status in the Status column indicates the current status.

= Approval History — Displays a list of all approved and posted cash receipts
that you have permission to view. You can click on the cash receipt ID to view
the cash receipt details (CRs must have been approved by Student Business
Services).

= Daily Approvals — Provides a list of the CRs that Student Business Services
has approved based on a given date.

» Intermediate Approvers - Provides a list of all Intermediate Approvers. You
can sort the list by bank code by selecting the bank code from the drop-down
list.

Click Reports in the menu bar on the left side of the Cash Receipts page to view the
available report options.

CASH RECEIPTS I

Cash Receipts is used by TTUHSC departments to record receipt of all cash, checks, wires, and credit card payments. The application is also
integrated with TTUHSC Contracting AR so that AR billings can be linked with cash receipts.
Reports Search

Contacts Status History

Approval History

Daily Approvals p-card reimbursements/refunds should NOT be entered on this website. Please forward your information to the travel or p-card office.

Intermediate Approvers
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Questions (click link to return to table of contents)

If you have questions about the Cash Receipts system, please contact Student
Business Services at 806-743-7867 or email Student Business Services at
SBSCashReceipts@ttuhsc.edu.

For additional information, refer to related OPs — 50.07 Deposit Procedures; 50.10
Endorsement Stamps and Endorsement of Checks; 50.26 Use of Cash Receipts
Systems; 50.35 Unidentified Receipts and Holding Account Maintenance; 50.36 Sales
Tax Collection; 50.37 Payment Card Processing by TTUHSC Departments.
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