
1. Receive cash/checks

2. Restrictively endorse checks, if 

they are not already

3. Enter into the Access check log

Cash/checks go to the depositor; 

the depositor creates a VC1 document

in DEFINE

VC1 document reviewed 

VC1 document, cash, and checks 

are sent to UT Austin, via Mail Services,

in the 10:00 am run

UT Austin Cashier approves and 

Sends a certified cover sheet to APS, 

Via Mail Services

Match up documentation and 

prepare the VC1 document to scan 

into FileNet

VC1 document is scanned 

into Filenet

1. Reconciler compares the certified 

cover sheet to the check log 

information;

2. enters the deposit information, 

including the document ID to the 

check log;

3. Confirms that the VC1 doc. is in 

FileNet.

Are there 

any differences?
Reconciler 

Initials review

1. Reconciler researches 

differences until resolved,  

2. documents resolution in 

comment cell of Accent 

spreadsheet, and 

3. Initials review.

No

Yes

Sally

Miko

Cindy

Becky F.

UT Austin

Cardinal Rules to maintain segregation of 

duties when key persons are out:

1. Do not accept checks/cash, including  

entering them into the check log, and be 

the depositor.

2. Do not accept checks/cash, including  

entering them into the check log, and be 

the reconciler.

3. Do not be the depositor and the 

reconciler.

APS’ Daily Check/Cash 

Handling Process

Legend of Primary Responsible 

Persons:
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