STANDARD OPERATING PROCEDURE FOR RECONCILING, PRINTING AND COLLECTING DEPOSIT TICKETS FROM BANK OF AMERICA AND CASHLINK

 

 

1.      Log into Bank of America Merchant Reporting System through the internet at https://txnlink.bankofamerica.com/txnlink/txnlink.UserLogin

2. Choose Daily Funded Transaction Details 

3. Choose previous day as your date and Funding Entity 

4. Print Daily Funded Transaction Details using portrait layout 

5. Click each settlement date 

6. Click each highlighted credit card and Print using Landscape layout 

7. Only on the USACE Finance Center line item on the Daily Funded Transaction Details page choose settlement date. 

8. Choose Master Card, Visa, etc 

9. Choose reference number and print draft using portrait setting 

10.  After all is printed go into 8736 Cashlink2004 

11.  Matching Bank of America Deposit ticket numbers and dates with same deposit ticket numbers in Cashlink spreadsheet, print each one, selecting each single line item 

12.  Attach these to Bank of America printouts 

13.  Top copy is Cashlink line item, then Daily Funded Transaction Details list, then Camp Site list or customer bill if charged at Finance Center 

14.  After all is attached, the deposit tickets are ready to be collected into CEFMS 

15.  Each EROC's campsites with Work items and County and State are in a folder on my desk 

16. Pull out  Mobile K5 and Savannah K6 deposit tickets and keep separate. DO NOT collect these. Only Collect Lake Sidney Lanier in K5.  They send us their paper work with ROVs 

17.  After collecting, the deposit tickets need to be certified and deposit tickets set up and confirmed 

18.  After confirming log EROC, CV number and date confirmed into Cashlink spreadsheet 

19.  Each Credit Card collection voucher is filed under EROC 

 

 

 

