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Check Deposits 

Notes:  

1) Please contact Sherri Manis for login 

2) Checks from United Health Care—forward checks to student health service U-4011 

3) Great than 10k checks, contact departments first to see if departments want to deposit 

checks. 

4) Tuition, payments for courses by towns, contact Sherri Manis to see if she wants to have 

those checks. 

5) Different department checks, need to be deposited separately. One AD for one deposits. 

 

File path 

SharePoint-One Drive—shared with me—Returned check-deposit log 

 

 

PO given-Search for code—Main Menu—Custom Document Searches-In the middle---Open 

any items since the code is same---Write down the account code and objects code (if one po has 

two object code, search Preq or DV to see which one associated with the refund)—Scan the 

check and letters, named as vendor name+ck#, example: IBM-ck#255 

Check copies will be saved: Q:\AP\AP_deposits (check copies)—Superior Nut Company 

check#****** 
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Open any document ID since the code is same 

 
 

Find account number and object code 

 
 

PO not given- Sometime we need to contact vendors to get PO# for refund checks, phone 

number will be on the refund checks or search online 

 Search for vendor ID 

 Search for payments 

 Find eDoc number of recently payments 

 Open eDocs and check if credit memos are mentioned, example eDoc#3750372 

 Search payments based on eDoc and find the PO 

 Find account code and object code from eDoc 

 Open PO to find departments, receiving address area. 

 

Scan the check (with eDoc#, po#, vendor#, Disb#, account code and object code on it), and 

name as vendor name+check#( Superior Nut Company ck#54907)the check copy will be 

attached to AD 

------please note: if the account is closed, need to get new acct# from departments or other 

related department. 

-------Great than $500, must be deposited by the end of the following business day, less than 

$500, must be deposited within 7 calendar days of being received. 

-------If PO are not available when the check is deposited, please book the fund check to 

miscellaneous account: 4315220, object code 6935 

 

 

  Check Deposit 

1. Receipts---Remote Deposit—Create New Deposit---Number of items (number of 

checks+1, for example, if we only have one check to deposit, then we put 2 here). 

Declared amount would be the check value. 

2. Start Capture—follow steps 

3. Put the check in the scanner, face left or outside. 

4. Click compete-then click ok 

5. Click glass to view deposit details 

6. Print deposit details 
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Book deposits in KFS 

 



06/20/17 

Main Menu—Advance Deposit---on the left side---Open any items since the code is same---

Write down the account code and objects code—Scan the check and letters, named as vendor 

name+ck#, example: IBM-ck#255 

 

Advance deposits-description: date, amount, AP 

 
 

Advance deposits 

Date, reference number, Check, Amount, you can’t change Bank 20 which is default bank 

account 

 
 

Accounting line---enter account code, object code, negative dollar amount and Doc# and PO# 

 
 

 
 

Notes and Attachments---Company name and check#, attached the copy of check 

 

 

Write down the eDoc# on the check deposit report with company name, the doc will be approved 

by kfs-fp cash manager 
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Update check deposits log and staple check deposit report, checks and check image (three docs)-

Depositor will keep those 
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-------If PO are not available when the check is deposited, please book the fund check to 

miscellaneous account: 4315220-Clr Acct Voided check, object code 6935-Miscellaneous 

Expense    See example-Edoc#4511040 

 

Later, if you know the correct account, then do a General Error Correction:  

Doc search-type-GEC, then by date, or initiator 
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Description: Today’s date, dollar amount, AP 

Explanation: move to correct account or leave it blank 

From: account code, object code, positive amount, reference code 01, reference number: AD 

edoc, Line Description: vendor name incorrect allocation 

 

To: account code, object code, positive amount, reference code 01, reference number: AD edoc, 

Line Description: vendor name correct allocation 

 

 
 

Attached the check copy  

 

 
 

 


