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Access to On‐Line Receipting 
 

If you are a current user of On-line Receipting, you will need to complete training for the new 
system and then will be given access to the new system. 

If you are a new user, you will need to go complete IRIS Deposit training (if you will also be 
preparing the ZK document) and the Receipting system training. You will then be given access 
to the new system. 

Managers will be trained by the Central Cashier’s Office or the Institute of Agriculture’s 
Business Office based on the Campus for which the user is employed. Cashiers will be trained 
by Departmental Managers.  

 

UTIA follows Fiscal Policy FI0310 – Receiving and Depositing Money. Please review this 
policy. 

Important Reminder: You have 3 business days from the day you receive a payment to receipt 
and deposit the funds via IRIS. Cash payments are to be issued a receipt immediately. If you do 
not deposit a receipt within 3 business days, you will be contacted by the Central Cashier’s 
Office. Your supervisor or department head may also be contacted for delayed deposits. 
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Training 
 

There are three roles within On-line Receipting:  

1. Administrator – System, Campus, & College 
2. Manager – Department 
3. Cashier – Create receipts. 

Staff must complete Training before they will be given access to the system. The Administrator 
for Knoxville Campus is the Central Cashier Office. Current users will be trained by the Central 
Cashier staff and then Department Managers will be responsible for the training of cashiers in 
their individual offices. Once the user is trained, the Manager will forward the training 
verification form to the Central Cashier’s Office. At that time, the Central Cashier’s Office will 
grant access to the new user.  

The Institute of Agriculture Business Office is the Administrator for all Institute of Agriculture, 
Agriculture Extension and Agriculture Experiment departments.  

The form below will need to be completed and returned to the Institute of Agriculture Business 
Office (Missy Kitts or Carla Phillips) in order to be given access. 
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Receipting System Training Verification 

 

Net ID:    Date:   

First Name:    Last Name:   

Department:    Email:   

Phone #:       

 

Has successfully completed the On-Line Receipting training as offered by the UTIA 
Business Office. 

By signing this form, I understand in the event I terminate my position in the department 
described above, I will be removed as a user in the On-Line Receipting system.   

     

Employee Signature ____________________________ Date:___________   

UTIA Business Office Staff Signature ______________________________ 

 

A copy of this form must be kept on file in the employees department and the original 
must be kept on file in the UTIA Business Office.  Upon termination, the departmental 
supervisor is required to complete the information below and copy the UTIA Business 
Office at 121 Morgan Hall. 

 

Termination Date:_______________________________ 

Department Supervisor’s Signature:___________________________ 

The above employee has terminated employment in the department above and should be 
removed from the On-Line Receipting system. 

Role: 

Cashier  

                        

  Manager  
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Logging In to the System 
 

On-line Receipting uses CAS single sign on authorization like many of the other systems here 
at The University of Tennessee Knoxville. You go to the web url 
https://webapps.utk.edu/Bursar/Receipting/Public/login.aspx and click on Login. There is also a 
link to the Receipting User Manual on the Login screen. 

 

You will then land on the login screen where you will enter your netid and your netid password. 
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Creating a Receipt 
Once you are logged in, you will land on the HOME screen. Click on the House at any time and 
be directed back to your HOME screen. The user name will show in the right-hand corner along 
with Receipting Role. 

 

To begin a receipt, can click on either “Create Receipts” or click on the pencil.  

You will be taken to the Draft Receipt form. 

 

The Yellow fields are mandatory entry fields. Account numbers and GL codes are validated 
against IRIS. They are not required for the receipt, but will be required for IRIS deposits when 
the deposit is created. Account numbers used previously are also available in the drop down 
menu. Once complete, click on “Save Receipt Item”. 
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If there are errors on the receipt such as incorrect Account Number or GL Code, you will receive 
an error message beside the incorrect field.  

 

 

Once you click on “Save Receipt”, you will be taken to the next page. 
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From this page you can add a new item to the receipt, edit the receipt, or if correct, “Park” the 
receipt. Until you Park the receipt, it is a Draft receipt.  

Once the receipt is Parked, you will be taken to the next page where you can add notes. Click on 
“Issue Receipt” to print the receipt or email receipt to the customer. All Receipt Numbers begin 
with “R” and all Deposits begin with “D”. The letter will be followed by your department code 
and the system assigned sequential number.  

Under “Administrative Notes” there is a system generated audit trail. Additional notes can also 
be added under the system section. 

 

 

Once complete, click on “Issue Receipt” to view the receipt. The receipt can be printed for the 
customer or emailed to the customer.  
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Click on the “House” to go Home to create more receipts. If the assigned Role allows it, you 
may also be able to create Deposits. 
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Templates 
A template can be created at any time during the receipting process. You can click on a 
previous receipt and use that data to create a template.  

Creating a Template From a Previous Receipt 
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Manage Templates 
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Edit Template name 
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Use a Template 

Chose template after clicking on Create a receipt by clicking on “Load Template” in bottom left 
corner. 

 

Create a New Template From Scratch 

If there are no templates and you need one, complete receipt info, Save Receipt Item, and then 
click on Create Template. 
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Restore a deleted template 
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Voids 
If an error is discovered in the receipt after it has been issued, the receipt will need to be voided. 
A void can only be performed by the next person in the administrative hierarchy. For instance, a 
cashier will need a manager to process voids, a manager would need a department head or 
system administrator. A person cannot void their own receipts regardless of system access. 

How to Void a Receipt 

Notify your manager or system administrator that a void needs to be processed, why the void is 
needed and the receipt number. That person will log in, click on the receipt number on the 
Home screen, and then click on “Void/Cancel Receipt” on the Parked Receipt page. 
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Click on Issue Receipt. The voided receipt can now be emailed to customer or printed. 

 

Click Home to return to the Home page. The Voided receipt(s) now show under “Parked 
Receipts.” 
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Processing Void Receipts 

 

The Voids will show on the Deposit Record when the Manager pulls the receipts for the day 
into a deposit. 

The receipt cannot be voided without a reason. The user can copy and paste the info from the 
void request into the actual void. 

 

The Voided items show in the Finalized Deposit document. However, $0 line items will not be 
entered on the IRIS ZK document. 
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The totals for transfer to the IRIS document will not include any totals for the Voided items. 
However, the Deposit Slip back-up will include the documentation for the voids. 
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Create a Deposit 
Click on “Create Deposit” under the “Parked Receipts” section of the home screen. 

 

**For Quicken Deposits or Deposits with tickets without numbers enter NA into the Deposit 
Reference field. 

 

 

 

Once the information has been verified, click on Finalize Deposit. 
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Finalizing a Deposit 
After clicking on “Finalize a Deposit”, the “Finalized Deposits” section of the screen will list 
the finalized deposit. 

 

An error message appears on a bar at the top of the screen if unable to process transaction. 

 

 

If you find an issue with any of the deposit information after you click on Finalize, there is an 
option to “Undo Finalized Deposits.” Until the deposit is transferred and processed in IRIS 
there is the opportunity to correct. If need, the user may contact the Bursar’s Office and have a 
System Administrator make the correction for them. There is an audit trail of which user made 
the corrections along with the timestamp of the transaction. 
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Transfer a Deposit 
When ready to proceed, click on Transfer Deposit. 

 

 

For Deposits not entered into IRIS your External Reference Number will be entered as the date 
in this format MODAYEAR (ex, 02112017). 
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Once entered in IRIS, complete the External Reference # and Click on “Mark Transferred”. 
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If successful, the “Deposit Transfer Successful” message will appear in the top left corner of the 
screen.  

 

For Deposit Support, Click on “Print Deposit Slip”.  

 

 

Print 2 Copies 

1 for File 

1 for Bursar/Treasurer 

Office 
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Click on the House to return Home. 

 

Submit Deposit to Bursar’s Office 
Assemble the cash, checks, deposit ticket, and check list and place in a deposit bag. (Do not 
paper clip or rubber band the checks and/or deposit ticket, coins should be loose) Complete 
the information on the deposit bag. See Cash Deposit Training at: 
https://irishelp.tennessee.edu/gm/folder-1.11.15112?originalContext=1.11.14689.  

Send the following to the Central Cashier’s Office: 

1. Sealed Deposit Bag should contain in the following order:  
White Deposit Ticket 
Deposit Check List 
Checks (Be sure all checks are stamped on the back for deposit.) 
Cash 

2. Documentation for Central Cashier’s office: 
IRIS document  
Yellow Deposit Ticket 
Deposit Check List 
Deposit Slip with Receipt Item Detail 

Keep the following in your department: 
In the following order: 

IRIS Document--On the IRIS Document we print the receipt numbers (Includes Receipts 
RXXXX-RXXXX) or the words “Credit Cards Only” 
Deposit Slip w/Receipt Items  

Print 3 Copies 

1 for Deposit Bag 

1 for File 

1 for Bursar/Treasurer 

Office 



28 
 

Pink Deposit Ticket/Deposit bag tear tag attached to Deposit Check List 
Receipts with check stub  
 

Important Reminder: You have 3 business days from the day you receive a payment to receipt 
and deposit the funds via IRIS. Cash payments are to be issued a receipt immediately. If you do 
not deposit a receipt within 3 business days, you will be contacted by the Central Cashier’s 
Office. Your supervisor or department head may also be contacted for delayed deposits. 

After returning from the bank: 
Call the Treasurer’s office to give them information to collect the deposit from the bank and put 
the funds in your account. The phone number is 865-974-4681. The information you will give 
is: 

 Your Name 
 Your Telephone number: 
 Your Bank ID number: 
 Your Deposit Amount 
 Your Verification code. Manually calculate it.  Add all the digits that make the deposit 

amount.  Then count how many numbers make up the deposit amount.  Add the two 
different amounts together to get the verification code. (For example, if you have a 
deposit that amounts to $3,547.25.  You add the 3, the 5, the 4, the 7, the 2, and the 5 to 
equal 26.  Then add the number of digits the deposit amount makes.  In this case the 
number is 6 – there are a total of six digits that make the deposit amount.  Add 26 and 6 
to equal 32.  Your verification code for this deposit is 32.) 
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Working for Multiple Departments 
If a user works for multiple departments, they will need to click on or near the end of their 
current department in the Header. This will bring up their assigned departments and they can 
choose the current department. 

If a user is assigned to multiple departments, they will need to select the department for which 
they are receipting. 

 

 
Reporting – Department Level Reports 
Reports are run from the Search bar located in the right-hand corner of the screen. Queries can 
be run for recent receipts, recent deposits or you can do custom search. 

Typing any deposit number or receipt number into the search dropdown in the toolbar will take 
you directly to the page showing that receipt or deposit.  

Any Voided Receipts are returned with all searches. 

Click on any of the underlined fields in the results of these searches to expand to additional 
data. 
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Recent Receipts and Deposits 
The “Recent Receipts” and “Recent Deposits” screens show all receipts and deposits for a given 
department starting with the most recent information. 

Output results can be exported to Excel, PDF, CSV or Word.  

 

Custom Search 
Click on the drop-down and click on Custom Search. 
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Output Results of Custom Search: 

 

 

Reporting Details 
As stated earlier, underlined links in all search results will return even more details. 

Expansion of Deposit field: 
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Expansion of Receipt field: 

 

Expansion of Cashier field: 

 

Reporting – System Level Reports 
Click on the Gear from the Home Page to see other Reports. 
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Click on Reports: 

 

Void Receipts Report: 

 



34 
 

Void Receipts by Department: 

 

 

 

Void Receipts by User: 

 

 

 


