Standard Operating Procedure – Determining Deposit Ticket Number for EFT Rejects
· Receive View Check Register Screen 6.47 with Fed Line backup documentation from Payment and IPAC Branch for each EFT Reject.

· Open current FY_ _ rejects.xls spreadsheet on disbursing drive.

· Find entry on FY_ _ rejects.xls spreadsheet for the EFT Reject to determine date returned.

· Sort FY_ _rejects.xls spreadsheet by date and ALC to determine the sum amount of rejects by ALC for the date returned.

· Open current Cashlink spreadsheet on disbursing drive.

· Select appropriate months tab.
· Query for the sum amount of rejects by ALC for the returned date.

· Print the corresponding line with the deposit ticket voucher number to provide as backup with the documentation for processing EFT reject collection.

· Run a tape of all items for the deposit ticket voucher number.

· Attach the tape to the printed Cashlink line item and make copies for other EFT rejects.
· Enter the deposit ticket number in the appropriate column/field and save the spreadsheet.

