Debitek Machine Transactions (5.06.00.0)



POLICY

Debit cards are either Tennessee State University identification cards issued by the Department of Communication and Information Technologies to students, faculty, and staff, or visitor cards issued by the One-Card machines to anyone wishing to purchase them. Credits may be entered onto the cards by buying them in $1.00 denominations at the One-Card machines. A Cashier will collect the funds in the machines once a week or as needed, and the Financial Analyst II will compare those collections to the One-Card machine reports. Certain errors with a potential for detrimental impact on the University must be communicated immediately to the Bursar or the Associate Vice President of Finance and Accounting to be resolved.

The Lead Cashier is responsible for minor maintenance associated with the One-Card machines, such as clearing money jams and reactivating machines. Communication and Information Technologies is responsible for encoding the card’s stripe and providing technical or mechanical assistance as requested by the Lead Cashier. Purchasing and Business Services is responsible for reordering visitor cards and contacting Debitek for maintenance beyond the scope of the Lead Cashier or the Communication and Information Technologies staff. The Lead Cashier will act as backup to the Financial Analyst II in all matters related to this policy and procedure.



REFERENCES

Debitek Reconciliation Form
Debitek Debit Card System User’s Manual
Value-Added Form
