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A few notes about attachments in general: 
 
Always open your attachment from the link after you’ve attached it. Is it the correct item? Check the page 
orientation of all pages. 
 
Etiquette: if your document is all landscape, please scan landscape. (Note, this does not apply to bank 
deposit scans, which are completely or primarily portrait). 
 
Attaching an invoice to your requisition may add informational value to your requisition, but it will not be 
accessible by Accounts Payable for reviewing and paying the invoice. For that, email it to 
accountspayable.invoices@fortbendisd.com  
 
 
 
Questions and additional notes: 
 
 



Deposit ID:    AF/  
(Deposit ID from PeopleSoft) 

Fort Bend Independent School District 
Activity Funds 

(Funds 461 and 865) 

Cash Receipt Recap 

(Campus Name) 

Date: 

Total Amount of Deposit: 

Item Count in Deposit: 

Deposit Bag Number: 

When complete, scan all backup and attach to the 
deposit in PeopleSoft.  

 Recap sheet with deposit ticket and number 
from deposit bag (attach original to campus 
copy of backup);  

 Currency/Coin Count, if used 
 Deposit Edit List (People Soft); and  
 Copies of all primary backup support (AF-1 or 

alternate)  

Attach yellow copy of deposit ticket below. 
A

ttach tab from
 deposit bag here beneath deposit ticket 


