DAILY DEPOSIT PROCEDURES

TRANSCRIPTS AND ADMISSIONS DEPOSITS:

Credit card payments for transcripts are made on-line with the Credentials website.  Payments by check are accepted at the Truax Enrollment Center counter; however, cash payments are not currently accepted at this counter.  The UW Credit Union (UWCU) issues checks or money orders to individuals at no charge, if it is payable to Madison Area Technical College.  Students that do not have a credit card or checking account are directed to UWCU to obtain a check.

For DTEC:  Cash and checks are accepted at the DTEC Enrollment Center.  This is a separate deposit from other student payment deposits.  Deposit forms are available through management’s request of the Help Desk for installation of the Workday Cash Receipt form on individual user desk tops. 

Endorse all checks with the US Bank stamp that is used for registration/student deposits.  Use the stamped deposit submittal envelope for cash/coin and check and include one (1) tape total for the bank in a sealed envelope.  The deposit form with the second tape total should accompany the sealed deposit envelop and is then delivered to Financial Resources by the contracted armored car transport. 
Admissions applications are sent separately to the Enrollment Center.  Complete a payment receipt with the Student Name and ID (last 4 digits of SSN).  Attach the receipt to the admissions application and mark PAID and the payment date directly on the application, so it is easily visible for the application processor to record the payment on the student’s account.  Cash and/or checks should not be sent to the Enrollment Center with the application.  Cash and/or checks should follow the process outlined above.  

For TRUAX:  Checks should be deposited at the UWCU minimally once a week.  The UWCU account and deposit slips currently used for Admissions are also used for Transcripts and Certification Fees.  Deposit forms are available through management’s request of the Help Desk for installation of the Workday Cash Receipt form on individual user desk tops. 
1) After completing your Cash Receipt form, attach a tape total and any other documentation to the form.  It is strongly recommended that you keep a copy of the deposit for your files in case it is ever lost in transit.

2) Prepare the UWCU deposit by endorsing checks using the Admissions endorsement stamp.  Complete a deposit slip for the UWCU and include a check tape total.  NOTE:  A tape total also must be attached to the deposit sheet sent to Financial Services.  This is not required if you have another printout of names and/or check amounts for reference.
3) Take the deposit/bag to the UWCU and obtain a deposit slip receipt.
4) Submit the Cash Receipt form and any other documentation to Accounting, Financial Resources.  

NOTE:  Deposit slips are specific to your area and are not interchangeable with other areas.  It is your responsibility to maintain deposit slips for your specific area.  Additional deposit slips are available through the UWCU.  
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