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Post-Award Process Guide - Payment Receipts
	Step
	Task
	Completed By*
	Turnaround Time

	
	Lockbox procedures:
	
	

	1
	Log into JP Morgan Receivables Edge 

	Funding Administrator, Cash Specialist
	Daily

	2
	The Funding Administrator, Cash Specialist will search for invoices created by the Funding Administrator, Post Award related to the payments
	Funding Administrator, Cash Specialist
	Daily

	3


	In The “Workflow/Notes” section of Receivable Edge, type the following information which is needed when claiming checks: 

· Grant Number 

· Payer Number
· Invoice Number

· Dollar Amount (if multiple invoices are being paid)
	Funding Administrator, Cash Specialist
	Daily

	4
	If there isn’t an invoice the Funding Administrator, Cash Specialist will reach out to Post Award staff to determine if the payment is for SPS and request an invoice be created. If an invoice can’t be created then the Post Award Area will request the payment be posted to Pending & Clearing.
	Post Award Funding Administrator/Senior Managers, Post Award
	Daily

	5
	Check payments are posted to the appropriate invoice using the following T-code:  FEBA_LOCKBOX - Display Account Balance.  JV’s will be reviewed by the Senior Manager, Post Award and posted by the Director of Post Award
	Funding Administrator, Cash Specialist
	Daily


	Step
	Task
	Completed By*
	Turnaround Time

	
	Wire Procedures
	
	

	1
	Access anticipated and actual Daily Bank Reports from Treasury Operations SharePoint site:
(https://sp2010.itap.purdue.edu/treasuryoperations/Unclaimed/default.aspx)
	Funding Administrator, Cash Specialist
	Daily


	2
	The Funding Administrator, Cash Specialist will search for invoices created by the Funding Administrator, Post Award related to the payments
	Funding Administrator, Cash Specialist
	Daily

	3
	Identify wire posting information:
· Grant Number 

· Payer Number

· Invoice Number 

· Dollar Amount
Note: If there isn’t an invoice the Funding Administrator, Cash Specialist will reach out to the appropriate area to have an invoice created.
	Funding Administrator, Cash Specialist
	Daily

	4
	Post to the correct invoice/grant by T-Codes FV50 (Park G/L Account Items) or F-28 (Post Incoming Payments). JV’s will be reviewed by the Senior Manager, Post Award and posted by the Director of Post Award
	Funding Administrator, Cash Specialist
	Daily

	5
	Review Unclaimed Wire and Over 90 days spreadsheets from Treasury Operations SharePoint site:

(https://sp2010.itap.purdue.edu/treasuryoperations/Unclaimed/default.aspx)
	Funding Administrator, Cash Specialist
	Monthly


	Step
	Task
	Completed By*
	Turnaround Time

	
	Check Procedures:
	
	

	1
	Log checks received into the spreadsheet located "S:\bs\common\users\SPS\SUPPORT\Administrative\Roles\Operations Coordinator\Check Log.xlsx" and process through the check scanner

	Support Services Staff/Student Workers
	Daily

	2
	For voluntary support, scan copies of Form 44’s with check copies to Perceptive Content and to the S drive folder. Distribute all checks and accompanying paperwork to Cash Area.


	Support Services Staff/Student Workers
	Daily

	3
	The Funding Administrator, Cash Specialist will search for invoices created by the Funding Administrator, Post Award related to the payments
	Funding Administrator, Cash Specialist
	Daily

	4
	Identify posting information for all checks:

· Grant Number

· Payer Number

· Invoice Number

· Dollar Amount
	Funding Administrator, Cash Specialist
	Daily

	5
	If there isn’t an invoice the Funding Administrator, Cash Specialist will reach out to Post Award staff to determine if the payment is for SPS and request an invoice be created. If an invoice can’t be created then the Post Award Area will request the payment be posted to Pending & Clearing.
	Post Award Funding Administrator/Senior Managers, Post Award
	Daily

	6
	Scan checks using the Check Scanner  
	Support Services Staff/Student Workers
	Daily as needed

	7
	Log checks out of the spreadsheet: "S:\bs\common\users\SPS\SUPPORT\Administrative\Roles\Operations Coordinator\Check Log.xlsx"
	Support Services Staff/Student Workers
	Daily as needed

	8
	Complete posting of checks through FV50 (Park G/L Account Items) or F-28 (Post Incoming Payments). JV’s will be reviewed by the Senior Manager, Post Award and posted by the Director of Post Award
	Funding Administrator, Cash Specialist
	Daily as needed

	9
	Actual scanned checks are filed in Cash Area.  After 14 business days, they are shredded with 2 people present.
	Funding Administrator, Cash Specialist & Support Services Staff/Student Workers 
	Daily as needed


	Step
	Task
	Completed By*
	Turnaround Time

	
	Cash (Coin and Currency) Procedures:
	
	

	1
	Cash is received, logged by denomination, and distributed to Cash Area.
	Systems Clerk/ Student Workers
	As needed

	2
	Identify posting information:

· Grant Number

· Payer Number

· Invoice Number

· Dollar Amount
	Cash Area
	As needed

	3
	If there isn’t an invoice the Funding Administrator, Cash Specialist will reach out to Post Award staff to determine if the payment is for SPS and request an invoice be created. If an invoice can’t be created then the Post Award Area will request the payment be posted to Pending & Clearing.
	Post Award Funding Administrator/Senior Managers, Post Award
	As needed

	4
	Funding Administrator, Cash Specialist fills out deposit slip and student workers deposit cash at bank.
	Funding Administrator, Cash Specialist / Student Workers
	As needed

	5
	Log cash out of the spreadsheet.
	Systems Clerk/Student Workers
	As needed

	6
	The receipt of deposit is given to the Funding Administrator, Cash Specialist to retain for 25 months
	Funding Administrator, Cash Specialist
	As needed


MONTHLY CASH RECONCILIATION

GL 101018 (Wires) is reconciled monthly by Accounting Services.

GL 101014 (IDD and in-person deposits) is reconciled monthly by Accounting Services.

GL 101012 (Lockbox) is reconciled monthly by Accounting Services.     

* Completed by is based upon processes in Young.


