Training Exercise: Record a Cash Sale

		




	[bookmark: _GoBack]Module:
	Procurement

	Scenario:	  

PREREQUISITES:
	Record a Cash sale 

CASH SALES SPECIALIST 




	Action
	Icon
	Field/Value

	Navigate to Record Cash Sale 
	
	· Search Record Cash Sale
· Select Record Cash Sale

	Cash Sale Information

	Company
	
	· C0100 County of Placer

	Customer
	
	· Cash Sale – 19 Public Works

	Cash Sale Date
	
	· Today’s date

	Payment Information

	Payment Type
	
	· Check 

	Create Deposit
	[image: ]
	· Select check box

	Bank Account
	
	· Placer County General Account

	Deposit Reference
	[image: ]
	· Click the link in the Question Mark icon “Customer Deposit Sequence Generator” page
· Select Treasury Deposit
· Select: 19_Public Works
· Click Submit and Copy value
· Paste value from Customer Deposit Sequence Generator page

	Line Item Details

	Sales Item
	
	· Click drop down and select Sales Items by Item Group
· Select Transit – PCT Bus Passes
· Select: PCT General Public 10 Ride Pass.

	Quantity
	
	· 5

	Program
	
	· PG190005 Placer Transit

	Click Plus Icon
	
	· Add a row

	Revenue Category
	
	· RC3080 Miscellaneous Other Revenues

	Extended Amount
	
	· 100.00

	Memo
	
	· Random Training Cash Receipts 

	Program
	
	· PG190010 Transportation Projects

	Click Submit
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