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PURPOSE:

· It is the purpose of this procedure to provide instructions for adding or updating cash drawers within the Cash Receipting system.
OBJECTIVE:
· To complete cash drawer maintenance accurately and consistently over time.
EVENT DRIVER:

· An email request is received from the manager or supervisor of an area to add or update a cash drawer within the Cash Receipting system.
PROCEDURES: 
1. The manager or supervisor of a department sends an email to ITG requesting access to the Cash Receipting system for an existing or new employee.
2. ITG will establish the user within Cash Receipting and reply to the manager or supervisor with the user ID and request Accounting be notified for the cash drawer assignment.
3. The manager or supervisor will send an email to Accounting requesting cash drawer assignment for an employee, the email will contain:
A. The employee’s first and last name

B. The Cash Receipting user ID

C. The drawer number to be assigned

D. The initial cash balance

4. Open the Cash Receipting system, select Maintenance tab.

5. From the drop down list, select Cash Drawer Maintenance.
6. The Cash Drawer Maintenance screen will open.
7. Select the Detail tab on the Cash Drawer Maintenance screen.

8. Enter the drawer number from the email into the Drawer field on the Cash Maintenance screen.
A. In the Advanced Search field, the location number can be entered to view all cash drawers assigned to a certain location.

9. Select the Search button to find the drawer.
A. If drawer is found, continue to Step 10.
B. If the drawer is not found, skip to Step 18.
10. Verify the Status field reads READY. 
Note: If the Status reads anything other than READY it will require the requestor to supply another drawer number; or, if the drawer is a reassignment the requestor may choose to wait until the following business day when the drawer is closed to have the drawer reassigned.
11. Select the Edit button on the Cash Maintenance screen.
12. Enter the first and last name in the Drawer Desc field.
13. Enter the user ID in the User ID field.
14. Enter the initial cash balance of the drawer in the Initial Cash Bal field (if the drawer will not have cash, leave the amount as zero).
15. Ensure the Active box is checked.
16. Click the Save button

17. The message Cash Drawer successfully updated will appear.  Skip to Step 26.
18. If the drawer is not found, select the Add button.
19. Enter the drawer number in the Drawer field

20. Enter the first and last name in the Drawer Desc field.
21. Enter the user ID in the User ID field.  
22. Enter the initial cash balance of the drawer in the Initial Cash Bal field (if the drawer will not have cash, leave the amount as zero).
23. Ensure the Active box is checked.

24. Click the Save button

25. The message Cash Drawer successfully added will appear.

26. If the drawer has an initial cash balance, Accounting will verify deposit books are available for the drawer. 
A. If deposit books are available, no action is needed

B. If deposit books are not available, ask the Deposit Clerk to order deposit slips for that drawer.

27. Accounting will respond to the manager or supervisor as request is completed and if deposit books are needed to send requests to trustresponse@mail.maricopa.gov.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Accounting Department
· ITG
· Program Manager EDM
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· MS Outlook
· Cash Receipting System
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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