Processing Checks

When the mailroom receives checks, they will be logged into the database maintained on the INET.  The mailroom will load:

Last Name or Business Name

First Name

MI

Check number

Dollar amount 

Upon entering that information, the dbase will issue a tracking number, which is annotated in the upper right hand corner.

ALL CHECKS WILL BE REGISTERED

Checks will be bundled by and a cover transmittal provided based on who input the data.

When Disbursing picks up the mail, each line of the transmittal will be verified and the transmittal signed.

When processing the mail in Disbursing, the EROC will be annotated and mail processed, keeping the bundle together.  The bundles with a copy of the transmittal will be provided to a technician for input. 

Disbursing is responsible for entering

EROC

City

State

DSSN

Bill Number

ROV Number

CV number

After the information is loaded and checked off the transmittal, the transmittal will be returned to Lisa Morgan for retention and the checks filed in the collections or CV/ROV bins for processing.

Checks returned for a bad address, NSF check, vendor needing additional information,  etc, are annotated in the remarks of the dbase and on the transmittal to whom the check was given to for this process.
Editing a check after the information is submitted:

If you discover an error after you have clicked “yes submit it!” you will need to exit the dbase (incoming checks) and log into “query”.  Enter the information and submit your query. 

Once the query retrieves the check info, click on the red check log number.  This will pull up the data entry screen and allow you to make your changes.  Then click on submit, and yes submit now!  to have your changes saved.

PROCESSING NON CHECK MAIL

Mailroom distributes non check mail to Disbursing.  Any mail received by fedex, certified, overnight, etc., must be signed for on the mailroom register log.  Non check mail is picked up by David Winn and brought to Disbursing to distribute to appropriate personnel. 

