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1. Summary of system

1.1 The Cashier’s Office system ensures that all income received through the cashiering function is correctly and promptly received and accounted for. It also ensures that any payment made from the Cashier’s Office is correctly due and authorised, that any cash floats held are regularly and correctly reconciled and replenished as necessary, and that all monies are held securely and safely pending safe banking.

2. Statement of financial control requirements

2.1 Management recognises that financial control of a system can only be achieved through adherence to internal controls and accounting procedures and practice. For the Cashier’s Office management have devised detailed procedures (see Section 4) which take into account the following; 

· Segregation of duties is adequate;

· Adequate physical security exists;

· Receipts are accounted for promptly, properly and in full;

· Payments from petty cash are accounted for promptly, properly and in full;

· Payments from petty cash are authorised by a responsible officer at each expenditure threshold;

· All physical cash movements, wherever possible, are carried out by external security services; and

· Staffing arrangements are adequate.

3. Linked procedure notes

3.1 The following procedure notes should be read in conjunction with this procedure note;

· Cash handling;

· Departmental procedures;

· General Ledger; 

· Bank reconciliation; and

· Control account reconciliations.

4.
Detailed User Procedures

4.1
Receipting

4.1.1
The Cashier identifies the customer prior to issuing a receipt using either Agresso’s Customer Master File or information provided by the customer. 

4.1.2
For the purposes of receipting, the Cashier distinguishes receipts into the following categories namely; Student Fee Receipts, Accommodation Charges, Accommodation Damage Deposits and Manual Receipts. 

4.1.3 Manual Receipts include all other sources of general income received at the Cashier’s Office (e.g. income from associated companies, income from facilities etc.).

4.1.4 Where the Cashier is unsure as to the identity of the customer or there has not been time to set up an account for the customer, then the receipt is coded to a suspense account.

4.1.5
The Cashier notifies the Head of Income if a new customer account is required (see Financial Procedures on Sales Ledger).

4.1.6
Cashier’s Office staff clear by the end of the month all amounts coded to suspense. 

4.1.7
Each member of the Cashier’s Office staff must operate one till at a time. On no occasion will two staff operate the same till.

4.1.8 Additional tills and other “overflow” arrangements can only be established at the discretion of the Head of Income. This can include arrangements to receive cheque payments in the Financial Services Office.

4.1.9 The Cashier ensures that no cash or cheques remain unbanked at the end of the working day, even if this means posting to suspense. 

4.1.10
Cash receipts are counted when presented for banking, in the presence of two members of staff and a receipt issued. If necessary a second member of staff is called from the Sales Ledger or Fees Office section of Financial Services to assist in the counting of any cash receipts.


4.1.11
The Head of Income approves the level of float to be kept for each till. Authority for a float is given on the “Approval to hold a float” form (see Appendix B for copy of approval to hold a float form).

4.1.12
A copy of each “Approval to hold a float form” issued in relation to the Cashier’s Office (and other float holders) is held by the General Ledger section.

4.1.13
A float of £80 is approved for till 7 and a £1000 float is held for till 3. 

4.1.14
When there is no member of staff in the Cashier’s Office or a till is not being used, the till drawer is locked so that the till cannot be used.   

4.1.15
At the end of every day or when a till is no longer needed on the day, the till
must be cashed up. 

4.1.16
Agresso posts each receipt automatically to the General Ledger prior to printing a receipt. As part of the cashing up process, the Cashier ensures that the day’s receipts and petty cash transactions balance to the amount held in the till. If an error is found then the Cashier corrects the entry made, noting the transaction number (s) involved.

4.1.17
The General Ledger section also maintains the cashbook (see Financial Procedures note on General Ledger) and carries out the Bank Reconciliation (see Financial Procedures note on bank account reconciliations).

4.1.18
Once the Cashier has balanced the banking the Cashier will input the totals banked onto Agresso

4.1.19
The General Ledger section reconciles the banked transactions to the entries on the bank statement. 

4.1.20
Where there is a difference between the amount on the bank statement and the amount paid in, then the reason for the difference will be investigated by General Ledger staff.

4.1.21
Direct credits (i.e. receipts which are paid directly to the College’s bank account) are posted by journal entry to the appropriate General Ledger account by the Income section. If the account code or customer cannot be identified then the amounts are posted to suspense and resolved in accordance with the month end timetable.

4.2
Matching

4.2.1
Receipts are matched by the Cashier’s Office staff to invoices which allow Agresso to make the necessary postings in the General Ledger.

4.2.2    The desktop procedures in Appendix A inform staff of how to match receipts.

4.2.3 Agresso generates a transaction number after each item is posted. This number is printed on the receipt and on the remittance advice to ensure that the customer retains a copy of the transaction number for future reference. If a remittance advice is not available or the printer is not functioning then an official manual receipt is prepared and the transaction number written on the receipt.

4.2.4 All receipts are matched prior to the generation of an Agresso receipt for a customer.

4.2.5 Where an item can’t be matched to a customer (for example, payments by students who have not have had accounts created) or to an account code (for example, when an appropriate account code has not been set up for a type of income) then the amount is posted to a suspense account and a receipt generated.

4.3
Cashing up

4.3.1
Agresso will produce a listing of cash and cheque receipts (and a listing of petty cash reimbursements). 

4.3.2
The Cashier’s Office till floats are used to reimburse petty cash and are topped up each day from receipts received.

4.3.3
The cash and cheque collected is matched against the daily receipt on Agresso
4.3.4 The difference is recorded and signed by the General Ledger clerk...
4.3.5
The cashing up is always carried out in the presence of two members of staff and always involves a check of the float held. If two cashiers are not available then another member of staff from Sales Ledger, Purchase Ledger or the Fees Office will be co-opted to help.

4.3.6
The Cashier reports to the Income Manager if a till does not balance. If a till does not balance it is the responsibility of the Income Manager to ensure that the error is found and corrected on the same day.

4.3.7 Once each till has been cashed up successfully, a banking sheet is produced by Agresso and filed away.
4.3.8
Monthly the Income Manager will review the transaction listing to ensure that there are no obvious errors in postings e.g. the wrong transaction type etc.  

4.4
Banking

4.4.1
The Cashier’s Office float is used to reimburse petty cash. However, cash receipts are in effect used to reimburse the float and the balance is banked.

4.4.2
Once the till balances, the member of staff responsible for each till places the cash in a G4S Cash Services Ltd cash bag and the cheques in a G4S Cash Services Ltd cheque bag plus a two-part bank paying in slip with the bag number recorded on the paying in slip.
4.4.3
The G4S Cash Services Ltd banking bag is sealed and the number recorded in the banking register. See Appendix B for copy of banking register.

4.4.4 Monies for banking are collected the next working day by G4S Cash Services Ltd.
4.4.5
The G4S Cash Services Ltd person will sign for the banking bags on the cashing up and banking register.

4.4.6
Monies awaiting banking are held in the safe. Access to the safe is restricted to the Head of Income, Income Manager and the main Cashier.  

4.4.7
Should the amount of cash being held either in the tills or the safe approach or exceed the College’s insurance limits, then the Income Manager or the Head of Income will request that one till is cashed up early and arrange for its banking.  

4.4.8
G4S Cash Services Ltd will be contacted to collect the exceeded amounts.

4.5
Security and access to keys

4.5.1
The Head of Income is responsible for ensuring the security of the Cashier’s Office. The Head of Income liaises with the Head of Security to ensure that the measures taken are effective in protecting the Cashier’s Office staff and the funds held.

4.5.2 The Head of Security from time to time reviews and tests the arrangements in place in the Cashier’s Office to protect the staff and the funds held.

4.5.3
Access to the safe is limited to the Cashier’s Office staff or staff assigned by the Income Manager to support the Cashier.

4.5.4
The Cashier’s Office is alarmed and the alarm codes are only known to the Head of Income, Income Manager and the main Cashier. 

4.5.5
Arrangements are in place between Security and the Head of Income should the alarm be activated out of hours.

4.5.6
The Cashier’s Office has a panic button; arrangements are in place between Security and the Head of Income should the panic button be pressed.

4.5.7
A key register is kept and signed by those staff members holding the safe keys. See Appendix B for copy of key holding register.

4.5.8
When a new member of staff takes over duties in the Cashier’s Office in the absence of a regular key holder, the new member of staff must sign the key register as a record of the handover of keys.  

4.5.9
A key safe is used to hold the keys to the Cashier’s Office and the safe when staff is absent. Access to the key safe is restricted to the Head of Income, Income Manager and the Cashier.

4.5.10
Every time responsibility for the Cashier’s role is handed over, there is a check of the floats held in the Cashier’s Office and the handover book signed off by both members of staff.

4.5.11
From time to time the Income Manager will perform a test count of the Cashier’s Office floats. 

4.6
Petty Cash

4.6.1
Departments and individuals come to the Cashier’s Office for reimbursement of petty cash.

4.6.2 Departments will only have petty cash reimbursed to the level of their approved float.

4.6.3
The Financial Accounting Manager will from time to time review the requirement for petty cash and other floats held at a departmental level.

4.6.4
The Financial Accounting Manager will approve the increase/reduction of petty cash and other floats held.

4.6.5
Annually each petty cash float holder will certify the amount of petty cash they hold and the approved float level they have been given.

4.6.6
The Cashier’s Office is not responsible for making up losses in agreed floats. All such requests are handled by the Head of Income.
4.6.7
Petty cash will only be reimbursed on the presentation of petty cash vouchers, authorised by the Head of Department or an authorised signatory, with a financial code and a receipt attached. See Appendix B for a copy petty cash reimbursement claim.

4.6.8 Where a Department seeks reimbursement of their float, the claim for reimbursement should accompanied by an authorised petty cash reimbursement claim form with attached authorised petty cash vouchers and associated receipts, all with appropriate financial codes. 

4.6.9
QMUL has issued Departmental Petty Cash procedures, which the Cashier is aware of and Departments should follow. 

4.6.10
No items of petty cash will be reimbursed if it exceeds £50.

4.6.11
The Cashier making the reimbursement will check to ensure that the amount claimed is for an appropriate purpose. Appropriate purposes include;

· Postage;

· Coffee, tea, milk and light refreshments;

· Small items of office stationary and equipment; 

4.6.12 Acceptable financial codes for petty cash expenditure are shown in Appendix D.

4.6.13
The Cashier maintains a list of cost centres, which can be used by petty cash float holders. 

4.6.14
Petty cash is not used for items, which can be bought using QMUL purchasing card or where there is an account established with a supplier.

4.6.15
The General Ledger section reconciles the Petty Cash Control accounts. There are three petty cash control accounts namely; 

Mile End
Whitechapel
Charterhouse Square
4.6.16
The petty cash control accounts are reconciled monthly in accordance with the monthly financial reporting timetable. (See General Ledger financial procedure note).

4.7
Charterhouse Square and Whitechapel

4.7.1 Once a week a member of the Cashier’s staff will go to the Charterhouse Square Cash Office and the Whitechapel Cash Office to reimburse petty cash and to collect the cash and cheques that have been received. 

4.7.2 G4S Cash Services Ltd delivers £1,500 on a weekly basis, £750.00 is used as a cash float for Whitechapel on Tuesdays and £750.00 as a cash float for Charterhouse Square on Wednesdays.
4.7.3 The Head of Income and the Head of Security will from time to time review the security arrangements of the Cash Offices at Charterhouse Square and Whitechapel to ensure the safeguarding of the Cashier and the funds held.

4.7.4 The Cashier will reimburse petty cash claims in accordance with QMUL Financial Procedures at each site. 

4.7.5 The Cashier will collect income whilst at Charterhouse Square or Whitechapel. An official receipt is to be issued at the time any cheques or cash are received. 

4.7.6
On returning to the Finance Department, the Cashier will balance the float in the presence of another member of staff.

4.7.7
The float will be checked by the main Cashier and the balance in hand banked separately.

4.7.8
Any income collected is banked separately in accordance with the procedures used in Section 4.4. 

4.9
Flowcharts

4.9.1
Flowcharts of the system for receipting, matching, cashing up and for issuing petty cash are shown over.

Appendix A:  Desktop Procedures

Agresso – Cashiers Office

TASK CARD
How to enter cash, cheque or credit card payments to a student accommodation account.

Before entering student payments into accounts, the following must be checked.

1. Always ensure that all cheques are made payable to Queen Mary University of London.

2. Ask student to confirm that the payment being made is for ACCOMMODATION FEES
3. Always make sure cheques are in sterling and drawn on a UK bank.

4. Always find out that the cheque belongs to if another person is paying on behalf of the student.

5. Ensure that all cheques are completed and signed correctly.

Menu Location 

Agresso Financials \ Accounts Receivable \ Manual Payments \ AR A3 Accommodation Payments
	Step
	What
	How
	Help

	1
	Select Student Accommodation 

Payments
	Double click on Agresso Financials.

Double click on Accounts Receivable.

Double Click on Payments.

Double click on Manual Payments  
	Tip if you will use the screen a lot drag it to your personal menu, see your cashier’s manual on how to do this.

	2
	You should now be in the period field; a default period will already be in the field.
	Format of field
	August 2001 will be shown as 200101 (month 1 of the financial year).

	3
	Tab once to the transaction date, this field will already be set to a default date.
	There may never be any reason for you to change the date
	

	STEP
	WHAT
	HOW 
	HELP

	4
	Tab once to the account and enter the account number
	GL account is 7115
	Tip, you can do a search by entering a search criterion in the description box “rece” for receipt.

	5
	Tab once to the till no
	Enter the till no, enter F9 F7 to do a search.


	

	6 
	Tab once to the payment method (Paymeth)
	Enter the method of payment given i.e. cheque, visa etc.
	Enter the cheque number when payment is by cheque

	7
	Tab once to Student
	Enter an ID number for the student
	If the ID is not known F9 F7 will bring up a list to select from. 

	8
	Tab once to currency, the default should be set to GBP
	In the event of a foreign currency, i.e. American Dollars etc., fill the bank foreign payment form and send it off to the bank for negotiation as per usual. But keep a record of the information sent off to the bank, until further notice from the Head of Income and Credit Control
	Tip there is on need to enter a £ sign.

	9
	Tab once to curr. Amount
	Enter the amount given.

Tab once until the information is entered on the line in the bottom half of the screen.
	

	10
	Tab once to value date
	This will be today’s date
	

	11
	Tab once to the text field
	Enter a description of the payment method.
	

	12
	Tab once to enter the table at the bottom of the form.


	
	

	STEP
	WHAT
	HOW 
	HELP

	13
	Go to the tools menu
	Click on payments
	

	14
	Payment ref.
	In the payment ref. Enter the cheque number or any other information unique to the payment e.g. the account number on the cheque.


	

	15
	Tab once to Text
	In the text box type the information on the cheque or any information unique to the payment e.g. the name on the cheque/card or student/customer ID
	

	16
	Click on F7 or the binoculars to bring up the search criteria
	A search can then be done by invoice number, short name, customer name etc. To find by customer name enter the name with * either side into the “from column”. Select OK.
	Tips

Customer name e.g. DAVI for Davis

Short name e.g. Bart for Barts and the London.

ALWAYS CHECK THAT CASH IS POSTED TO THE CORRECT ACCOUNT BY CLICKING ON THE CUSTOMER ID FOR MORE INFORAMTION



	STEP
	WHAT
	HOW 
	HELP

	17
	Select the invoice that is to be paid
	Put a cross in the box of the invoice to be paid.

If it is a part payment, tab to “curr. Payment” and enter the amount being paid.

PRESS TAB BEFORE SELECTING SAVE

Select Save and note the transaction number for future reference.
	

	18
	A receipt will appear at a till near you.
	
	


Agresso – Cashiers Office

TASK CARD
How to enter cash, cheque or credit card payments to a student fee account.

Before entering student payments into accounts, the following must be checked.

1.
Always ensure that all cheques are made payable to Queen Mary University of London.

2.
Ask student to confirm that the payment being made is for TUITION FEES.

3.   Always make sure cheques are in sterling and drawn on a UK bank.

4.   Always ensure that the account numbers are written on the back of cheques.

5.
Always find out that the cheque belongs to if another person is paying on behalf of the student.

6.   Ensure that all cheques are completed and signed correctly.

Menu Location 

Agresso Financials \ Accounts Receivable \ Payments \ AR F3 Student Tuition Fees / AR MR Manual Receipts
	Step
	What
	How
	Help

	1
	Select Student Tuition Fees
	Double click on  Agresso Financials.

Double click on Accounts Receivable.

Double Click on  Payments.

Double click on Manual Payments  
	Tip if you will use the screen a lot drag it to your personal menu, see your cashier’s manual on how to do this.

	2
	You should now be in the period field, a default period will already be in the field.
	Format of field
	August 2001 will be shown as 200101 (month 1 of the financial year).

	3
	Tab once to the transaction date, this field will already be set to a default date.


	There may never be any reason for you to change the date
	

	STEP
	WHAT
	HOW 
	HELP

	4
	Tab once to the account and enter the account number
	GL account is 7115
	Tip, you can do a search by entering a search criterion in the description box “rece” for receipt.

	5
	Tab once to the till no
	Enter the till no, enter F9 F7 to do a search.


	

	6 
	Tab once to the payment method (Paymeth)
	Enter the method of payment given i.e. cheque, visa etc.
	Enter the cheque number when payment is by cheque

	7
	Tab once to Student 
	Enter an ID number for the student
	If the ID is not known F9 F7 will bring up a list to select from. 

	8
	Tab once to currency, the default should be set to GBP
	In the event of a foreign currency, i.e. American Dollars etc., fill the bank foreign payment form and send it off to the bank for negotiation as per usual. But keep a record of the information sent off to the bank, until further notice from the Head of Income and Credit Control.
	Tip there is on need to enter a £ sign.

	9
	Tab once to curr. Amount
	Enter the amount given.

Tab once until the information is entered on the line in the bottom half of the screen.
	

	10
	Tab once to value date
	This will be today’s date
	

	11
	Tab once to the text field
	Enter a description of the payment method.
	

	12
	Tab once to enter the table at the bottom of the form.


	
	

	STEP
	WHAT
	HOW 
	HELP

	13
	Go to the tools menu
	Click on payments
	

	14
	Payment ref.
	In the payment ref. Enter the cheque number or any other information unique to the payment e.g. the account number on the cheque.


	

	15
	Tab once to Text
	In the text box type the information on the cheque or any information unique to the payment e.g. the account number as on the cheque.
	

	16
	Click on F7 or the binoculars to bring up the search criteria
	A search can then be done by invoice number, short name, customer name etc. To find by customer name enter the name with * either side into the “from column”. Select OK.
	Tips

Customer name e.g. DAVI for Davis

Short name e.g. Bart for Barts and the London.

ALWAYS CHECK THAT CASH IS POSTED TO THE CORRECT ACCOUNT BY CLICKING ON THE CUSTOMER ID FOR MORE INFORAMTION



	STEP
	WHAT
	HOW 
	HELP

	17
	Select the invoice that is to be paid
	Put a cross in the box of the invoice to be paid.

If it is a part payment, tab to “curr. Payment” and enter the amount being paid.

PRESS TAB BEFORE SELECTING SAVE

Select Save and note the transaction number for future reference.
	

	18
	A receipt will appear at a till near you.
	
	


Agresso – Cashiers Office

TASK CARD
How to enter cash, cheque or credit card payments to an accommodation damages deposit account.

Before entering student payments into accounts, the following must be checked.

1.
Always ensure that all cheques are made payable to Queen Mary University of London.

2.
Ask student to confirm that the payment being made is for ACCOMMODATION DAMAGES
3.   Always make sure cheques are in sterling and drawn on a UK bank.

4.   Always ensure that the account numbers are written on the back of cheques.

5.
Always find out that the cheque belongs to if another person is paying on behalf of the student.

6.   Ensure that all cheques are completed and signed correctly.

Menu Location 

Agresso Financials \ Accounts Receivable \ Payments \ AR Accommodation Damage Deposits Z3
	Step
	What
	How
	Help

	1
	Select Accommodation 

Damages Deposit 

Account
	Double click on  Agresso Financials.

Double click on Accounts Receivable.

Double Click on  Payments.

Double click on Manual Payments  
	Tip if you will use the screen a lot drag it to your personal menu, see your cashier’s manual on how to do this.

	2
	You should now be in the period field, a default period will already be in the field.
	Format of field
	August 2001 will be shown as 200101 (month 1 of the financial year).

	3
	Tab once to the transaction date, this field will already be set to a default date.
	There may never be any reason for you to change the date


	

	STEP
	WHAT
	HOW 
	HELP

	4
	Tab once to the account and enter the account number
	GL account is 7115
	Tip, you can do a search by entering a search criterion in the description box “rece” for receipt.

	5
	Tab once to the till no
	Enter the till no, enter F9 F7 to do a search.


	

	6 
	Tab once to the payment method (Paymeth)
	Enter the method of payment given i.e. cheque, visa etc.
	Enter the cheque number when payment is by cheque

	7
	Tab once to Student
	Enter an ID number for the student
	If the ID is not known F9 F7 will bring up a list to select from. 

	8
	Tab once to currency, the default should be set to GBP
	In the event of a foreign currency, i.e. American Dollars etc., fill the bank foreign payment form and send it off to the bank for negotiation as per usual. But keep a record of the information sent off to the bank, until further notice from the Head of Income and Credit Control
	Tip there is on need to enter a £ sign.

	9
	Tab once to curr. Amount
	Enter the amount given.

Tab once until the information is entered on the line in the bottom half of the screen.
	

	10
	Tab once to value date
	This will be today’s date
	

	11
	Tab once to the text field
	Enter a description of the payment method.
	

	12
	Tab once to enter the table at the bottom of the form.


	
	

	STEP
	WHAT
	HOW 
	HELP

	13
	Go to the tools menu
	Click on payments
	

	14
	Payment ref.
	In the payment ref. Enter the cheque number or any other information unique to the payment e.g. the account number on the cheque.


	

	15
	Tab once to Text
	In the text box type the information on the cheque or any information unique to the payment e.g. the account number as on the cheque.
	

	16
	Click on F7 or the binoculars to bring up the search criteria
	A search can then be done by invoice number, short name, customer name etc. To find by customer name enter the name with * either side into the “from column”. Select OK.
	Tips

Customer name e.g. DAVI for Davis

Short name e.g. Bart for Barts and the London.

ALWAYS CHECK THAT CASH IS POSTED TO THE CORRECT ACCOUNT BY CLICKING ON THE CUSTOMER ID FOR MORE INFORAMTION



	STEP
	WHAT
	HOW 
	HELP

	17
	Select the invoice that is to be paid
	Put a cross in the box of the invoice to be paid.

If it is a part payment, tab to “curr. Payment” and enter the amount being paid.

PRESS TAB BEFORE SELECTING SAVE

Select Save and note the transaction number for future reference.
	

	18
	A receipt will appear at a till near you.
	
	


Agresso – Cashiers Office

TASK CARD
How to enter cash, cheque or credit card payments to a Student account without an invoice.

Menu Location 

Agresso Financials \Accounts Receivable \ Payments \ Student Tuition Fee Account

	STEP
	WHAT
	HOW
	HELP

	1
	Select student tuition fees
	Double click on Agresso Financials.

Double click on Accounts Receivable.

Double click on  Payments.

Double click on Manual payment. 


	Tip if you will use the screen a lot drag it to your personal menu, see your cashier’s manual on how to do this.

	2
	You should now be in the period field, a default period will already be in the field.
	Format of period
	August 2001 will be shown as 200101 (month 1 of the financial year).

	3
	Tab once to the transaction date, this field will already be set to a default date.
	There may never be any reason for you to change the date
	

	4
	Tab four times to account and enter the account number
	GL account is 7115
	Tip, you can do a search by entering a search criterion in the description box “rece” for receipt.

	5
	Tab once to the till no
	Enter the till no, enter F9 F7 to do a search.


	

	STEP
	WHAT
	HOW
	HELP

	6 
	Tab once to payment method (Paymeth)
	Enter the method of payment given i.e. cheque, visa etc.
	Tip, if unsure use F9 F7 to select.



	7
	Tab once to Student Field
	Enter field if number is available.
	Tip 

If unsure use F9 F7 to find student account number

	8
	Tab once to currency, the default should be set to GBP
	In the event of a foreign currency, i.e. American Dollars etc., fill the bank foreign payment form and send it off to the bank for negotiation as per usual. But keep a record of the information sent off to the bank, until further notice from the Head of Income and Credit Control
	Currency can be changed

	9
	Tab once to curr. Amount
	Enter the amount given.


	Tip there is on need to enter a £ sign.

	9
	Tab  once to value date
	
	

	10
	Tab once to text field
	Enter description of payment
	

	11
	Tab once to bottom of screen
	Tab until the information is entered on the line in the bottom half of the screen.
	

	12
	Go to the account field 
	Enter the account number 7151
	

	13
	Tab once to Sponsor detail
	Enter the sponsor detail.


	Use F9 F7 to find the sponsor.



	STEP
	WHAT
	HOW
	HELP

	14
	Tab once to Studyyr
	Enter year of course
	

	15
	Tab once to Free field
	Not necessary to use


	

	16
	Tab once to curr
	Default is GBP
	You can change currency if necessary

	17
	Tab once to TS
	Enter appropriate rate.
	

	18
	Tab once to amount
	This will be the value entered earlier
	

	19
	The system will ask if this is a credit note.
	Type yes
	

	20
	Tab once to the value date
	Preset already
	

	21
	Tab once to text
	As input previously
	

	22
	Tab once to the invoice customer ID
	A search can then be done to find the customer ID
	Tip use F9 F7

The search criteria can be minimised by putting ST in the customer group and using the binoculars



	23
	Tab once to the pay flag
	Click on pay flag to make payment
	

	24
	Tab once to the pay rec
	Leave blank
	

	25
	Tab three times to the invoice number and put unknown
	
	

	26
	Tab once to the due date
	This will be the value date as already entered
	

	27
	Tab once to the discount date
	Enter today’s date
	

	28
	Tab once to the status box
	Leave as N
	


	STEP
	WHAT
	HOW
	HELP

	29
	Tab until the payment appears in the row at the bottom
	
	Tip a credit and debit payment should appear in the rows, at the bottom if this does not occur the payment has been entered incorrectly



	30
	SAVE
	BY USING THE DISKETTE ICON ON THE TOOL BAR OR (F12).

Note the transaction number for future reference.
	

	31
	A receipt will appear at a till near you.
	
	


Agresso – Cashiers Office

TASK CARD
How to enter cash, cheque or credit card payments to an Accommodation account without an invoice.

Before entering student payments into accounts, the following must be checked,

1.
Always ensure that all cheques are made payable to Queen Mary University of London.

2.
Ask Student to confirm that the payment being made is for Accommodation and not tuition fees.

2. Always make sure cheques are in sterling and not from a UK bank.

3. Always ensure that the account numbers are written on the back of cheques.

4. Always find out that the cheque belongs to if another person is paying on behalf of the student.

5. Ensure that all cheques are completed and signed correctly.

Menu Location 

Agresso financials \accounts receivable \ payments \ Accommodation payments

	STEP
	WHAT
	HOW
	HELP

	1
	Select accommodation payments
	Double click on Agresso Financials.

Double click on Accounts Receivable.

Double click on  Payments.

Double click on Manual Payment. 


	Tip if you will use the screen a lot drag it to your personal menu, see your cashier’s manual on how to do this.

	2
	You should now be in the period field, a default period will already be in the field.
	Format of period
	August 2001 will be shown as 200101 (month 1 of the financial year).

	3
	Tab once to the transaction date, this field will already be set to a default date.


	There may never be any reason for you to change the date
	

	STEP
	WHAT
	HOW
	HELP

	4
	Tab four times to account and enter the account number
	GL account is 7115
	Tip, you can do a search by entering a search criterion in the description box “rece” for receipt.

	5
	Tab once to the till no
	Enter the till no, enter F9 F7 to do a search.


	

	6 
	Tab once to payment method (Paymeth)
	Enter the method of payment given i.e. cheque, visa etc.
	Tip, if unsure use F9 F7 to select.



	7
	Tab once to Student Field
	Enter field if number is available.
	Tip 

If unsure use F9 F7 to find student account number

	8
	Tab once to currency, the default should be set to GBP
	In the event of a foreign currency, i.e. American Dollars etc., fill the bank foreign payment form and send it off to the bank for negotiation as per usual. But keep a record of the information sent off to the bank, until further notice from the Head of Income and Credit Control
	Currency can be changed

	9
	Tab once to curr. Amount
	Enter the amount given.

Tab until the information is entered on the line in the bottom half of the screen.


	Tip there is on need to enter a £ sign.

	STEP
	WHAT
	HOW
	HELP

	10
	Tab once to text field
	Enter description of payment
	

	11
	Tab once to enter bottom of menu
	
	

	12
	Go to the account field 
	Enter the account number 7151
	

	13
	Tab once to Sponsor detail
	Enter the sponsor detail.


	Use F9 F7 to find the sponsor.



	14
	Tab once to Studyyr
	Enter year of course
	

	15
	Tab once to Free field
	Not necessary to use


	

	16
	Tab once to curr
	Default is GBP
	You can change currency if necessary

	17
	Tab once to TS
	Enter E if exempt, S1 for partial rate and S3 for full rate
	

	18
	Tab once to amount
	This will be the value entered earlier
	

	19
	The system will ask if this is a credit note.
	Type yes
	

	20
	Tab once to the value date
	Preset already
	

	21
	Tab once to text
	As input previously
	

	22
	Tab once to the invoice customer ID
	A search can then be done to find the customer ID
	Tip use F9 F7

The search criteria can be minimised by putting ST in the customer group and using the binoculars



	23
	Tab once to the pay flag
	Click on pay flag to make payment
	

	24
	Tab once to the pay rec
	Leave blank
	

	25
	Tab twice to the invoice number and put unknown


	
	

	STEP
	WHAT
	HOW
	HELP

	26
	Tab once to the due date
	This will be the value date as already entered
	

	27
	Tab once to the discount date
	Enter today’s date
	

	28
	Tab once to the status box
	Leave as N
	

	29
	Tab until the payment appears in the row at the bottom
	
	Tip a credit and debit payment should appear in the rows, at the bottom if this does not occur the payment has been entered incorrectly



	30
	SAVE
	BY USING THE DISKETTE ICON ON THE TOOL BAR OR (F12).

Note the transaction number for future reference.
	

	31
	A receipt will appear at a till near you.
	
	


Agresso – Cashiers Office

TASK CARD
How to enter a petty cash receipt to Agresso.

Before entering a petty cash receipt, the following must be checked,

1. Always ensure that the request for petty cash is signed by an authorised                  signatory.

2. Always ensure that a valid EDA account is used and the correct account code is used.

3. Claims should not be accepted for more than £50 unless agreed by a senior member of finance staff.

Menu Location 

Agresso Financials \Accounts Receivable \ Payments \ AR PC Petty Cash
	STEP
	WHAT
	HOW
	HELP

	1
	Select Petty Cash
	Double click on Agresso Financials.

Double click on Accounts Receivable.

Double click on Payments.


	Tip if you will use the screen a lot drag it to your personal menu, see your cashier’s manual on how to do this.

	2
	You should now be in the period field, a default period will already be in the field.
	Format of period
	August 2001 will be shown as 200101 (month 1 of the financial year).

	3
	Tab once to the transaction date, this field will already be set to a default date.
	There may never be any reason for you to change the date
	

	4
	Tab once to account and enter the account number
	GL account is 7115
	Tip, you can do a search by entering a search criterion in the description box rece for receipt.

	5
	Tab once to the till no
	Enter the till no, enter F9 F7 to do a search.


	

	STEP
	WHAT
	HOW
	HELP

	6 
	Tab once the to payment method (Paymeth)
	Enter the method of payment which is cash.


	Tip, if unsure use F9 F7 to select.

	7
	Tab once to currency, the default should be set to GBP
	Petty cash payment is only made is GBP
	

	8
	Tab once to curr. Amount
	Enter a MINUS sign then the amount to be given.

Tab until the information is entered on the line in the bottom half of the screen.
	Tip there is on need to enter a £ sign.

	9
	Tab once to value date
	
	

	10
	Tab once to text field
	Enter description of transaction
	

	11
	Go back to the account field where you previously entered 7115
	Enter the account number in the field e.g. 3120 etc
	Use F9 F7 for help. 

	12
	Tab twice to  the budget code 
	Using search (F9 F7), select the code which applies to the petty cash payment
	Use F9 F7 to find the code. Enter the search word with * either side in the grey cell under description. 

	13
	Tab once to free
	Optional 
	

	14
	Tab once to the tax code (TC)
	In this field enter the correct tax code whether it is V(vateable) or  E (exempt)
	The cell will only be active if tax is applicable to the chosen budget code.

	15
	Tab once  to the currency field
	Enter the currency type
	Tip, you don’t have to enter a (£)

	16
	Tab once to the value date
	Value date as per pervious entries
	

	STEP
	WHAT
	HOW
	HELP

	17
	Tab  once to text field
	Text as per earlier entry
	

	18
	Tab  to bottom of table 
	
	Tip balancing entries should occur if transaction correctly posted.

	19
	Save
	By using the diskette icon on the tool bar (F12).


	

	20
	
	Note the transaction number for future reference
	


Agresso – Cashiers Office

TASK CARD
How to enter a credit card payment to a student account.

The Merchant Number is 7588593.

Always ensure that the card is valid, i.e. date and signatory.

Never accept a card belonging to a third party.

Always make sure that the card has been authorised on the PDO machine.

Always remember to write the transaction number on the receipt.

Menu Location 

Agresso Financials \Accounts Receivable \ Payments \ Student Tuition Fees

	Step
	What
	How
	Help

	1
	Select Student Tuition Fees
	Double click on  Agresso Financials.

Double click on Accounts Receivable.

Double Click on  Payments.

Double click on Manual Payments  
	Tip if you will use the screen a lot drag it to your personal menu, see your cashier’s manual on how to do this.

	2
	You should now be in the period field, a default period will already be in the field.
	Format of field
	August 2001 will be shown as 200101 (month 1 of the financial year).

	3
	Tab once to the transaction date, this field will already be set to a default date.


	There may never be any reason for you to change the date


	

	STEP
	WHAT
	HOW 
	HELP

	4
	Tab once to the account and enter the account number
	GL account is 7115
	Tip, you can do a search by entering a search criterion in the description box “rece” for receipt.

	5
	Tab once to the till no
	Enter the till no, enter F9 F7 to do a search.


	

	6 
	Tab once to the payment method (Paymeth)
	Enter the method of payment given i.e. visa.
	

	7
	Tab once to Student 
	Enter an ID number for the student
	If the ID is not known F9 F7 will bring up a list to select from. 

	8
	Tab once to currency, the default should be set to GBP
	In the event of a foreign currency, i.e. American Dollars etc., fill the bank foreign payment form and send it off to the bank for negotiation as per usual. But keep a record of the information sent off to the bank, until further notice from the credit control manager.
	Tip there is on need to enter a £ sign.

	9
	Tab once to curr. Amount
	Enter the amount given.

Tab once until the information is entered on the line in the bottom half of the screen.
	

	10
	Tab once to value date
	This will be today’s date
	

	11
	Tab once to the text field
	Enter a description of the payment method.
	

	12
	Tab once to enter the table at the bottom of the form.


	
	

	STEP
	WHAT
	HOW 
	HELP

	13
	Go to the tools menu
	Click on payments
	

	14
	In Payment ref.
	In the payment ref. Enter the cheque number or any other information unique to the payment e.g. the account number on the cheque.
	

	15
	Tab once to Text
	In the text box type the information on the cheque or any information unique to the payment e.g. the account number as on the cheque.
	

	16
	Click on F7 or the binoculars to bring up the search criteria
	A search can then be done by invoice number, short name, customer name etc. To find by customer name enter the name with * either side into the “from column”. Select OK.
	Tips

Customer name e.g. DAVI for Davis

Short name e.g. Bart for Barts and the London.

ALWAYS CHECK THAT CASH IS POSTED TO THE CORRECT ACCOUNT BY CLICKING ON THE CUSTOMER ID FOR MORE INFORAMTION



	STEP
	WHAT
	HOW 
	HELP

	17
	Select the invoice that is to be paid
	Put a cross in the box of the invoice to be paid.

If it is a part payment, tab to “curr. Payment” and enter the amount being paid.

PRESS TAB BEFORE SELECTING SAVE

Select save.
	

	18
	
	Note the transaction number for future reference
	

	19
	A receipt will appear at a till near you.
	
	


Agresso – Cashiers Office

TASK CARD

Task card for cashing up cheques and cash

1 
Always ensure that the X reading is done and the Z reading, record the Z reading.

2 Make sure the X reading agrees to the Agresso total.

3 Make sure that all petty cash receipts have transaction numbers.

4 Make sure all remittance advices have transaction numbers.

5 Make sure all receipts have been given to customers.

Menu Location

Agresso Financials/General Ledger/ Transaction Entry

	STEP
	WHAT
	HOW
	HELP

	1
	Select General Ledger Enquiries
	Double click on Agresso Financials

Double Click on General Ledger.

Double click on Enquiries
	Tip if you will use this screen a lot drag it to your personal menu, how see your cashier’s manual

	2
	You should now have several options
	Double Click on daily cash and cheques
	

	3
	A screen will appear
	Enter the date of the daily banking sheet required
	

	4
	Another screen will appear
	Enter the till number
	

	5
	The daily banking sheet will appear
	Add all cheques and make sure the cheques sent to the bank EQUAL the cheque total on the daily cash sheet.

Add all of the credit card vouchers.


	

	STEP
	WHAT
	HOW
	HELP

	6
	Fill in the bank paying in slip
	Carefully analyse between cash and cheques. 

Credit card vouchers are listed separately. Make sure that they EQUAL the total on the credit card listing
	

	7
	Place the cash and cheques in a blue bag with the bank paying in slip. Secure the bag with a seal and record the seal number in the cashing up summary. 
	
	All blue bag seals have a unique number.


Appendix B: Specimen forms 

Authorisation to hold a float

	Queen Mary, University of London

	Reference:
	
	Date:

	
	
	

	I authorise Dr, Mr, Mrs, Miss, Ms (delete as appropriate)……………………………… to hold a petty cash float of £…………..  On behalf of the Department/School (delete as appropriate) of …………………………………………………………………………..

  

	Authorised by:
	
	Date:

	I accept receipt of a petty cash float of £………………….. To be used in accordance with the College’s Financial Regulations and Financial Procedures. 



	Name:


	Date:


	Signed:




Authorisation to amend a float balance

	Queen Mary, University of London

	Reference:
	
	Date:

	
	
	

	I authorise the increase/decrease of the petty cash float held by Dr, Mr, Mrs, Miss, Ms (delete as appropriate)………………………………. by  £…………..  On behalf of the Department/School (delete as appropriate) of …………………………………………………………………………..

  

	Authorised by:
	
	Date:

	I acknowledge accept receipt of an amended petty cash float of £………………….. To be used in accordance with the College’s Financial Regulations and Financial Procedures. 



	Name:


	Date:


	Signed:




Annual Petty Cash Certificate

	Queen Mary, University of London

	Reference:
	
	Date:

	
	
	

	I Dr, Mr, Mrs, Miss, Ms (delete as appropriate)……………………………… hold a petty cash float of  £…………..  On behalf of the Department/School (delete as appropriate) of …………………………………………………………………………..

  

	
	
	

	The balance in hand at the 31st July 20....  Is £…………………….and I hold vouchers awaiting reimbursement of £……………………………. . 



	Name:


	Date:


	Signed:




Cashing up and banking summary

	Date
	Till
	“Z” reading
	Receipts
	Balanced

By.

Float agreed by.
	Banking bag seal number
	Collected by Security

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Petty Cash Reimbursement Claim

Key holding register

	Date
	Key
	Signed out
	Signed in
	Float checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix C: Departmental Petty Cash procedures

The following procedures are to be used by Departments who have petty cash or other floats.

The Head of the Department is responsible for the petty cash float and ensuring compliance with College Financial procedures.

A large Department may have more than one petty cash float.

The Head of Department may delegate to another member of staff day to day responsibility for maintaining the Department’s petty cash float.

The Head of Department must keep the level of petty cash held under review to ensure that the level remains appropriate for the needs of the Department balanced with the need to keep floats to a minimum.

The float is to be kept securely, preferably in a locked petty cash box in a secure location.

The member of staff responsible for maintaining the petty cash float must keep a record of the disbursements made, preferably using the College’s petty cash reimbursement claim form and petty cash vouchers.

Reimbursements to staff are to be made in arrears, never in advance and only in conjunction with an appropriate receipt.

Receipts are not expected for single tube or bus journeys, drinks and light refreshments of less than one pound and parking tickets. However, claims of this nature may be more appropriately dealt with on a travel and subsistence claim 

The petty cash float should not be supplemented with Departmental receipts on any occasion.

The petty cash float must not be used to cash cheques on any occasion.

The maximum single amount to be reimbursed from a Departmental petty cash float is £50.

Any shortages in the petty cash float must be reported to the Head of Income and Credit Control as soon as it is discovered. 

The petty cash float and supporting records will be the subject of routine random inspection by Financial Services and Internal Audit.

Every year the Head of Department will be asked to confirm the approved level of petty cash in his/her Department and the balance in hand at the end of the year.

Appendix D: Acceptable Petty Cash account codes

	Account code
	Description

	Postage
	3120

	Computer Supplies
	3130

	Printing & Photocopying
	3140

	Stationary
	3150

	Travel & Subsistence
	3210

	Hospitality-General 
	3220

	Books & Periodicals
	3310

	Food
	3410

	Drink
	3420

	Audio & Visual
	3440

	Laboratory Supplies
	3650

	Cleaning Supplies
	3660

	General Consumables
	3800
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