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DEPOSITS                                   





First, get collection vouchers that have been certified for deposit from “DEPOSIT ONLY” blue topped bin.  Separate DSSN’s. Pull correct deposit ticket (s). Put collection vouchers in numerical order.  Go through each stack of checks, while still attached to collection voucher, looking for foreign checks.  Remove checks, taping adding machine tapes to second page of collection voucher.  Continue doing this until you have a bundle of approximately 100 checks.  Run tape on checks making sure your adding machine is set up to give you a total of items. You can also code DSSN # and deposit ticket # on adding machine. When you have all the checks finished, run grand total tape for all bundles of checks and separate tape for collection vouchers. Make sure they balance. On top voucher page make a notation of all the collection voucher numbers you will be attaching to the deposit ticket. This makes it easier when you get in CEFMS to do the computer work.  Endorse checks with the date that Loomis will be picking up the deposit for delivery to the Federal Reserve Bank. Put deposit ticket number and EROC on all tapes. Type deposit ticket.  Make NO errors in the line that has blocks 1, 2, 3 and 4.  If you make a typo error, you must make a new ticket (if this happens, be sure to change the deposit ticket number on all tapes.)  Initial and date the top witness line (this can be typed when you type the ticket).  Go into correct site in CEFMS then 1 – Financial Management Functions, 3 – Financial Management, 8 – Billings/Collections, 4 – Create, Confirm, Adjust Deposits.  Type ticket number, enter, type DSSN, enter, enter.  At Name of Bank hit F4.  Arrow down to correct Federal Reserve Bank (or query to pick the correct Federal Reserve Bank – F2, “Federal%” – F3) and hit enter.  Click on “Save” (this sets up deposit ticket).  Then do a Control F1.  Put Y beside all of the collection voucher numbers you have totaled.  Click on “Save”.  Make sure the total matches your tape.  Make sure deposit ticket number is right.  Print screen.  Make sure there are no checks in paperwork. (Go through page by page)  Tape adding machine tape (that you made when you totaled the collection vouchers) to screen print, put EROC, DSSN, and deposit ticket number on tape.  Scan deposit ticket with checks for each deposit. Put in tub for second witness.





Second Witness: Check deposit ticket against the print screen: ticket number, date, DSSN and amount.  Check to make sure correct Federal Reserve Bank has been selected on print screen.  Count checks in each bundle, insuring all are endorsed.  Sign as second witness.  Break down deposit ticket: attach yellow to print screen paperwork, go through paperwork page by page looking for checks that may have been left in paperwork, initial top sheet under yellow copy of deposit ticket, lay memorandum copy aside, staple (or attach) original, blue and green with checks.  When all deposits are second witnessed, memorandum copies are sorted according to DSSN and put in EROC order then taken to Nancy Nemnich’s section.  Deposit packages with yellow copies are then sorted according to DSSN and put in EROC order.  They are then filed in the filing cabinets.





Run a tape on all deposits. Give to other deposit person to run another tape, prepare bag and make out Loomis Ticket.





To check ROV amounts in system – 1, 3, 8, 3, 1 – F2 – if ROV enter once then put in ROV # the F3, if CV put in CV # then F3 – F10 to get out.





Travel Advance Recoupment (TRA ADV RECOUP)  - You do not get paperwork, just the check.  Deposit into opposite DSSN as the one that cut the check, Prepare as for any other deposit, except when you are in CEFMS you do a Control F2 instead of a Control F1 and do a print screen of the screen where you have put a ‘y’ beside the line items.





TFO FOR TRAINING checks are done the same as TRA ADV RECOUP except are in the F1 screen.





To delete a ticket: If NO CV’s are tied to it yet, like if you have put in the wrong DSSN etc., Shift F5, “Save” to commit then F10.  NEVER   Do a Shift F5 if there are Collection Vouchers attached to the deposit ticket. (This will completely delete the deposit ticket and the collection vouchers from the whole system)





If someone asks to see what deposit ticket number a particular CV is tied to: 1, 3, 8, 3, 1 – F2 type in CV number – F3.  This calls up CV – Pagedown to see deposit ticket number.





To find out if it has been confirmed: 1, 3, 8, 4, F2 enter deposit ticket number, F3 – look under confirmed deposit date





To print collection voucher sheets – 1, 3, 8, 3, 6 – enter disbursing station – enter, F3, arrow down to number and click, then click on “print selected vouchers”.  Click on “print when complete”, Pick your printer after F4 in printer block.  Click on okay, click on “run”, click on yes to print request, exit system.





If correct FRB is not set up in F4 menu – Nancy will have to build it in the system for you.





To confirm  a deposit (only when Nancy or Anne tells you to do this) pull up deposit ticket, enter to confirmed date, enter date (format – 16-JUN-2000) then click on “Save”. Circle the word “confirmed” on the memorandum copy.





To check status of sites at first of month go into site – 5 – Data Manager Functions – F2 type in 10.130B, F3, enter.  Look for status O/C – if it has C on top line and O on bottom line it is okay to work in.





During End of Month Shutdown for deposits-look in deposit ticket drawers and type a bundle of tickets (stamped with EROC on Original, Memorandum copy and Yellow copy) for any sites that are low on tickets.


