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Overview 
	Purpose
This procedure is used to outline the process whereby funds can be credited to General Ledger (GL) accounts.

	Scope  
The following procedure provides guidance to tellers who will use this type of function for processing miscellaneous GL credit transactions associated with lost Safe Deposit Box key fees, Safe Deposit Box drilling fees, fees associated with coin machines, etc.  However, these procedures are NOT to be used to complete Fed Shipments nor to issue Cashier’s Checks (See Cashier's Checks procedures).

Definitions
	[bookmark: _Hlk83304215]Conductor
	The person conducting the transaction.



[bookmark: _Hlk54269115]Responsibilities
Bankers with assigned responsibility for performing the functions described in this document are required to follow this procedure.

Related Information 
Cashier's Checks
Source Capture Screen

Document Governance
This procedure is managed by Consumer Bank Operations.  Any change requests or feedback should be submitted to Consumer Bank Operations through your Area Operations Manager (AOM). 
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Bankers are required to get approval before negotiating or issuing items above their Operating and Loan Authority.  The approving banker should initial the checks and/or transaction forms on the front top left corner as evidence of approval when required.  Transaction slips and checks should be initialed for approval prior to scanning.  If approval is received by email, the banker should document on the front top left corner of the document, per approver.

[bookmark: _Toc113360645]GL Receipt Transaction
1. Select Receipt from the iTeller Transaction Navigation tree or press 9.
2. Place items in the scanner and scan all physical items to be processed.
3. Correct any misreads. If the Source Capture (SC) window does not appear, click the SC button to view/edit items. See Source Capture Screen procedures to edit scanned items.
4. Create any applicable virtual tickets (Cash In, Cash Out, etc.). Transaction must be in balance to continue.
5. Click OK on the SC screen to continue.
6. Verify the information on the transaction screen is correct.
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Field Descriptions
· Account – the GL account number to be credited.  Press Ctrl + 1 to display a list of GL account numbers.
· Cash – the amount of currency received from the customer.
· Checks – the total amount of check(s) received by the customer.
· Cash Back – the amount of currency given back to the customer.
· Fee – Do not use this field
· Memo – Enter any information about the transaction, if applicable.
· Suspicious – Do not use this field
· TIN – Required for transactions involving cash.  Enter the Tax ID number (TIN) for customers or a valid ID for non-customers conducting the transaction, for cash aggregation purposes. Press Ctrl + F1 to use the lookup feature to find a customer list. Press Ctrl + F2 to lookup existing non-customers already in the date. 
· If the identification used to verify the identity of the person conducting the transaction is not the customer’s TIN or is not already in the database, click the    button.  Select the identification type used to verify the identity of the person conducting the transaction from the drop-down menu.
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· Click the OK button. The TIN field on the transaction tab changes to the identification type selected. Enter the ID fields as appropriate.
· The Additional Information popup will display requiring additional information when the person is not already in the database. Complete all required fields marked by the asterisk. Click OK to continue.
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· Select OK to complete the transaction. 
· Give the customer the receipt and cash if cash back was requested by the customer.  If customer does not want a receipt, change the number of receipts to print - Enter 0 and click OK.
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