CREDIT CARD Standard Operating Procedure





111000012�
CC�
8736�
620442�
20010501�
            1,841.50 �
May-01�
�
111000012�
CC�
8736�
620443�
20010503�
            1,854.19 �
May-01�
�
111000012�
CC�
8736�
620444�
20010502�
           38,209.33 �
May-01�
�
111000012�
CC�
8736�
620445�
20010504�
            2,645.47 �
May-01�
�
111000012�
CC�
8736�
620446�
20010507�
               924.50 �
May-01�
�
111000012�
CC�
8736�
620447�
20010507�
               130.00 �
May-01�
�
111000012�
CC�
8736�
620448�
20010508�
           40,704.90 �
May-01�
�
111000012�
CC�
8736�
620449�
20010509�
            6,085.00 �
May-01�
�
111000012�
CC�
8736�
620450�
20010510�
            4,901.50 �
May-01�
�
111000012�
CC�
8736�
620451�
20010511�
            2,299.46 �
May-01�
�
111000012�
CC�
8736�
620452�
20010511�
                (65.00)�
May-01�
�
111000012�
CC�
8736�
620453�
20010514�
            5,027.04 �
May-01�
�
111000012�
CC�
8736�
620454�
20010514�
               261.00 �
May-01�
�
111000012�
CC�
8736�
620455�
20010515�
                 65.00 �
May-01�
�
111000012�
CC�
8736�
620456�
20010516�
           30,277.96 �
May-01�
�
111000012�
CC�
8736�
620457�
20010517�
            2,843.90 �
May-01�
�
111000012�
CC�
8736�
620458�
20010518�
            2,862.38 �
May-01�
�
111000012�
CC�
8736�
620458�
20010518�
           (2,862.38)�
May-01�
�
111000012�
CC�
8736�
620459�
20010518�
            2,892.38 �
May-01�
�
111000012�
CC�
8736�
620460�
20010521�
            8,434.50 �
May-01�
�
111000012�
CC�
8736�
620461�
20010521�
               274.50 �
May-01�
�
111000012�
CC�
8736�
620462�
20010522�
            4,045.95 �
May-01�
�
111000012�
CC�
8736�
620463�
20010524�
            1,783.15 �
May-01�
�
111000012�
CC�
8736�
620464�
20010525�
               484.38 �
May-01�
�
111000012�
CC�
8736�
620465�
20010527�
           (2,305.50)�
May-01�
�
111000012�
CC�
8736�
620465�
20010529�
               116.00 �
May-01�
�
111000012�
CC�
8736�
620466�
20010529�
                 63.50 �
Jun-01�
�
111000012�
CC�
8736�
620466�
20010529�
                 63.50 �
Jun-01�
�
111000012�
CC�
8736�
620466�
20010529�
                 63.50 �
May-01�
�
111000012�
CC�
8736�
620466�
20010529�
                 63.50 �
May-01�
�
111000012�
CC�
8736�
620467�
20010523�
           37,543.17 �
May-01�
�
111000012�
CC�
8736�
620468�
20010530�
            6,566.27 �
May-01�
�
111000012�
CC�
8736�
620469�
20010531�
           26,943.56 �
May-01�
�



Go into the T: drive under 8736 Cashlink 2001. After getting in, look for the credit card (CC) deposit tickets. These deposit tickets start with a 620 number.









































111000012�
CC�
8736�
620442�
20010501�
            1,841.50 �
May-01�
�
111000012�
CC�
8736�
620443�
20010503�
            1,854.19 �
May-01�
�
111000012�
CC�
8736�
620444�
20010502�
           38,209.33 �
May-01�
�
111000012�
CC�
8736�
620445�
20010504�
            2,645.47 �
May-01�
�
111000012�
CC�
8736�
620446�
20010507�
               924.50 �
May-01�
�
111000012�
CC�
8736�
620447�
20010507�
               130.00 �
May-01�
�
111000012�
CC�
8736�
620448�
20010508�
           40,704.90 �
May-01�
�
111000012�
CC�
8736�
620449�
20010509�
            6,085.00 �
May-01�
�
111000012�
CC�
8736�
620450�
20010510�
            4,901.50 �
May-01�
�
111000012�
CC�
8736�
620451�
20010511�
            2,299.46 �
May-01�
�
111000012�
CC�
8736�
620452�
20010511�
                (65.00)�
May-01�
�
111000012�
CC�
8736�
620453�
20010514�
            5,027.04 �
May-01�
�
111000012�
CC�
8736�
620454�
20010514�
               261.00 �
May-01�
�
111000012�
CC�
8736�
620455�
20010515�
                 65.00 �
May-01�
�
111000012�
CC�
8736�
620456�
20010516�
           30,277.96 �
May-01�
�
111000012�
CC�
8736�
620457�
20010517�
            2,843.90 �
May-01�
�
111000012�
CC�
8736�
620458�
20010518�
            2,862.38 �
May-01�
�
111000012�
CC�
8736�
620458�
20010518�
           (2,862.38)�
May-01�
�
111000012�
CC�
8736�
620459�
20010518�
            2,892.38 �
May-01�
�
111000012�
CC�
8736�
620460�
20010521�
            8,434.50 �
May-01�
�
111000012�
CC�
8736�
620461�
20010521�
               274.50 �
May-01�
�
111000012�
CC�
8736�
620462�
20010522�
            4,045.95 �
May-01�
�
111000012�
CC�
8736�
620463�
20010524�
            1,783.15 �
May-01�
�
111000012�
CC�
8736�
620464�
20010525�
               484.38 �
May-01�
�
111000012�
CC�
8736�
620465�
20010527�
           (2,305.50)�
May-01�
�
111000012�
CC�
8736�
620465�
20010529�
               116.00 �
May-01�
�
111000012�
CC�
8736�
620466�
20010529�
                 63.50 �
Jun-01�
�
111000012�
CC�
8736�
620466�
20010529�
                 63.50 �
Jun-01�
�
111000012�
CC�
8736�
620466�
20010529�
                 63.50 �
May-01�
�
111000012�
CC�
8736�
620466�
20010529�
                 63.50 �
May-01�
�
111000012�
CC�
8736�
620467�
20010523�
           37,543.17 �
May-01�
�
111000012�
CC�
8736�
620468�
20010530�
            6,566.27 �
May-01�
�
111000012�
CC�
8736�
620469�
20010531�
           26,943.56 �
May-01�
�









Highlight the deposit ticket that you are going to process. Then go to File, Print. Click on selection, then click OK. This will give you a print out of the single line that you need.














111000012�
CC�
8736�
620468�
20010530�
            6,566.27 �
May-01�
�















�








Go into https://txnlink.bankofamerica.com. This is the Bank of America’s web site. Once you get in, type in your user ID and password, which will be given to you by the site administrator.








�



�








At the main menu, click on Daily Funded Transaction Details.











�





Click on the appropriate date for the deposit ticket.





�


This gives you the total transactions for that deposit ticket. Write this number down because you’ll need it later. Then click on the settlement date.





�





This gives you a breakdown of credit cards used for each deposit ticket. If there is anything other than Visa or Mastercard (such as Discover or American Express), then keep clicking on the blue words until you find out what campsite the amount goes with. Once you find the campsite, print the page with the campsites name. You will need this later on when you print the funding totals.




















�















�








Go Back to the Main Menu and click on Funding Totals, which will break down the deposit ticket amount by district.



























































�














Select the correct funding date for the deposit ticket that you are processing. Then click submit.




































































�








This will give you a breakdown of the deposit ticket amount by each district. Go to file, then print. Then go to properties and change the orientation to portrait. Then click OK twice and this will print this screen.  If this amount does not equal the deposit ticket then check to see if there were any credit cards used other than Visa or Mastercard (i.e. Discover or American Express). If there were other credit cards used then manually add the amount to the total after you print this screen. If it still does not equal then call Lisa Hunt at 404-607-3043. After this you want to print each individual district amount by clicking on the appropriate funding entity for each district, which is the blue number shown above.












































�








This will give you a breakdown for that particular district according to which campsite charged the amount of money. To print this screen, go to file, print. Then click on properties and change the orientation to landscape. Then click on O.K. twice. This is to ensure that the whole page prints. Go back and print each district total for the deposit amount.















































111000012�
CC�
8736�
620469�
20010531�
           26,943.56 �
May-01�
�















�





Make copies of the two sheets shown above for each individual district. Put the EROC  and the amount for the district in the right hand corner of the first sheet. Then highlight the same district on the Funding Totals sheet. 














�














Staple the two sheets from the previous page along with the sheet shown above that match the amount for each district. Make sure the amounts on all of the pages match.


If you have a Finance Center transaction with a bill, then staple the bill to the back of the three sheets that you already have.
























































Deposit�
 Date �
 Total Transactions �
 Total Transactions �
 Amount �
 Total �
 Nashville �
 Louisville �
 Huntington �
�
Ticket�
�
 for the whole day �
 by the UFC �
�
�
�
�
�
�
620442�
5/1/01�
33�
4�
 $    1,841.50 �
 $     1,841.50 �
�
 $     89.00 �
�
�
620443�
5/3/01�
29�
2�
 $    1,854.19 �
 $     1,854.19 �
 $      175.00 �
 $     15.00 �
�
�
620444�
5/2/01�
52�
5�
 $   38,209.33 �
 $   38,209.33 �
 $        54.35 �
 $   255.00 �
�
�
620445�
5/4/01�
31�
6�
 $    2,645.47 �
 $     2,645.47 �
 $        98.00 �
 $     50.00 �
�
�
620446�
5/7/01�
30�
0�
 $       924.50 �
 $       924.50 �
�
 $     69.00 �
�
�
620447�
5/7/01�
5�
0�
 $       130.00 �
 $       130.00 �
�
�
�
�
620448�
5/8/01�
73�
2�
 $   40,704.90 �
 $   40,704.90 �
 $      298.25 �
 $   162.00 �
�
�
620449�
5/9/01�
23�
4�
 $    6,085.00 �
 $     6,085.00 �
 $        27.00 �
 $     50.00 �
�
�
620450�
5/10/01�
24�
1�
 $    4,901.50 �
 $     4,901.50 �
 $      316.00 �
 $   254.00 �
�
�
620451�
5/11/01�
29�
2�
 $    2,299.46 �
 $     2,299.46 �
 $        23.00 �
 $   166.00 �
�
�
620452�
5/11/01�
1�
0�
 $        (65.00)�
 $        (65.00)�
�
�
�
�
620453�
5/14/01�
31�
3�
 $    5,027.04 �
 $     5,027.04 �
 $        25.00 �
 $     25.00 �
�
�
620454�
5/14/01�
15�
0�
 $       261.00 �
 $       261.00 �
�
�
�
�
620455�
5/15/01�
3�
0�
 $         65.00 �
 $         65.00 �
 $        65.00 �
�
�
�
620456�
5/16/01�
75�
3�
 $   30,277.96 �
 $   30,277.96 �
 $        15.00 �
 $   577.00 �
�
�
620457�
5/17/01�
28�
2�
 $    2,843.90 �
 $     2,843.90 �
 $        83.00 �
 $   430.00 �
�
�
620458�
5/18/01�
0�
0�
 $              -   �
 $              -   �
�
�
�
�
620459�
5/18/01�
23�
2�
 $    2,892.38 �
 $     2,892.38 �
 $        35.00 �
 $   511.00 �
�
�
620460�
5/21/01�
59�
5�
 $    8,434.50 �
 $     4,924.50 �
 $      515.00 �
 $   484.00 �
�
�
620461�
5/21/01�
7�
0�
 $       274.50 �
 $       274.50 �
�
�
�
�
620462�
5/22/01�
37�
2�
 $    4,045.95 �
 $     4,045.95 �
 $        38.00 �
 $     64.00 �
�
�
620463�
5/24/01�
21�
1�
 $    1,783.15 �
 $     1,783.15 �
 $        26.00 �
 $     24.00 �
�
�
620464�
5/25/01�
14�
1�
 $       484.38 �
 $       484.38 �
�
 $     45.20 �
 $     (50.00)�
�
620465�
5/27/01�
34�
2�
 $   (2,305.50)�
 $     1,204.50 �
 $        11.00 �
 $   190.00 �
�
�
620465�
5/29/01�
7�
0�
 $       116.00 �
 $       116.00 �
�
�
�
�
620466�
5/29/01�
5�
0�
 $         63.50 �
 $         63.50 �
�
�
�
�
620467�
5/23/01�
64�
1�
 $   37,543.17 �
 $   37,543.17 �
 $      204.00 �
 $   163.00 �
 $      50.00 �
�
620468�
5/30/01�
41�
4�
 $    6,566.27 �
 $     6,566.27 �
 $      387.00 �
 $   331.00 �
�
�
620469�
5/31/01�
46�
3�
 $   26,943.56 �
 $   26,943.56 �
 $        15.00 �
 $   195.00 �
 $      25.00 �
�






Before you collect each transaction, go into the T: drive under Credit Card Deposit Tickets. Fill in the deposit ticket, date, total transactions, total transactions by the UFC, and the amount of the deposit ticket.  The total transaction is the amount that you found in the Daily Funded Transaction Details. The total transactions by the UFC is the total credit cards put in by the finance center that make up that deposit ticket. For the total, sum up the row so that you can double-check the amount. Breakdown the deposit ticket by putting the correct amount for each district under the appropriate column. This should make the Total column equal the Amount column. Then go to file, save. After this give the collection to the appropriate person to be collected.


