RETURNED CHECKS
(See Page 2 for file from Marcia Waite)
Non-Students
When a returned check is received from a non-student, the following procedure should be followed in SIS by Accounts Receivable:

1. Go to the 002 Screen and do a search for the name
2. If name is found, use the ID given and skip to step 4
3. If name is not found -
a. Go to 003 Screen

b. Enter * in the SID field and a number will be generated

c. Enter the name and address

d. “Special Name Flag” field – leave blank if it is an individual, or enter X if business so it will print without making it “last name, first name”;  press F2 for more information
e. “Usage” field – If more than one address is entered, indicate if it is P (permanent), B (billing ) or L (local); press F2 for more information

f. Go to 414 Screen

g. Enter 1 (non-student) in the EXT (External Indicator) field
4. Charge Processing (Cashiers)
Return checks are entered in two Excel spreadsheets – Students (SIS) and non-students (Non-SIS).   A report is generated for each through a program.  Non-students require a 5 digit subcode (41260) to be entered into the program, creating an account and assessing a service charge.  Student accounts are reversed and assessed a service charge through the program.  A batch file generates a letter and is mailed to each student and non-student, notifying them of the dishonored check and service charges. 

RETURNED CHECK PROCEDURE

1. Enter the following on a spreadsheet

· SSN (9)

· Check Number (10)

· Issued Date (8)

· Bank Name (40)

· Check Amount (8, 2 decimal )

2. Print Spread Sheet

3. Insert the following columns after investigation of each check

· External Indicator

· Payment Indicator (Payment on SIS)

· Late Fee Indicator (tuition payments only)

· Create SIS demographic (name, address)

1. Name

2. Address

4.
Submit list to Mary Kottas to add name/addresses as needed

5.
Submit spreadsheet to Marcia for System Processing:

· PAYMENT ON SIS

1. System creates 64a payment reversal transaction

2. System creates 64a bad check charge transaction

3. System creates 40F late fee transaction if indicated on spreadsheet

4. 64A transactions created with deposit number nsfmmdd
5. Print report

· PAYMENT NOT ON SIS

1. System creates 64a charge transaction for SIS

2.   System creates 64a late fee bad check charge transaction for SIS

3    System creates Banner CR05 transaction for amount of check 

4.   CR05 transactions created with deposit number nsfmmdd
5.   Print report


6.
Submit list to Jan Pfeifer  

7.
Increment bad check counter (future)

NOTE: The process will change when a screen is provided for data entry.

E-mail from Marcia:  “The instructions for students fall into 'on sis'.  Regardless if they are a student or not and they are in sis, they are treated the same way except for the external indicator and the late fee which will be added if indicated on the spreadsheet.”
February 2005

