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CASH MANAGEMENT


	
	
	AUTHORITY
	
	

	Federal
	State Statutes
	La. Admin Code
	LSU-HSC
	HCSD


	CITATION:


	
	

	PROCEDURE NAME:
	
	Daily credit card charges


	PURPOSE:
	
	To establish the procedures for the process of entering daily credit card deposit entry into PeopleSoft.


	RESPONSIBLE PERSON
	
	ACTION/STEPS

	
	
	

	Business Unit Employee
	
	1. Process credit card charges daily as needed.

	Business Unit Employee
	
	2. Each credit card machine should be settled at the end of each business day by processing the batch settlement report via the credit card machine.

	Business Unit Employee
	
	3. Verify the total amount of the batch settlement report to all credit card charges for the day.


	Business Unit Employee
	
	4. Transport all signed charge tickets and settlement report to appropriate business unit employee for further processing.


	Business Unit Employee
	
	5. Verify all settlement report amounts to charge ticket amounts.


	Business Unit Employee
	
	6. Prepare a deposit entry in PeopleSoft for every batch settlement report.  The deposit entry id must consist of the following combination of alpha-numeric characters:

CCXXXXXXXX (3 digit agency number followed by two zeros and the three digit batch report number). Example:  CC30800381

	Business Unit Employee
HSCD Employee
	
	7. File each credit deposit entry in chronological order.
8. Reconciles deposit entry to funds deposited into bank account.
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