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Cash Collection Points eForms 

 
This guide provides the steps to complete the Cash Collection Points (CCP) eForms used to request authorization for cash collections.  
 
See the Cash Controls Policy 1110.010 and CCP Standard Operating Procedures for complete CCP information and guidance. 
 
From the PS Financials homepage go to the Employee Self Service dropdown menu and select the Cash Collection Point option. 
 
 

 
 

Cash Collection Point Homepage 
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Custodian’s Access Request 

 
The employee that has been designated as the Custodian for their location must request access to the Custodian role by contacting QAS. Send an 
email request, ensuring to copy the employee’s Supervisor, to QAS@fiu.edu. 
 
Once this is approved the employee will be notified that they have access to the Custodian role. 
 
The Custodian’s CCP Homepage will now have a new tile called Role Assignment. 
 
 

 
 

Custodian’s CCP Homepage with the Role Assignment tile. 

mailto:QAS@fiu.edu
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Role Assignment Form 

 
The Custodian will assign the CCP roles (Collector, Depositor and Reconciler) to the employees that will be part of the collection process for their 
location via the Role Assignment form. 
 
Go to the CCP Homepage via the Role Assignment tile> click the button Create New Application> fill out the form > click Submit. 

 
NOTE: Instructions and other helpful information are provided in red font throughout the guide. 

 
 
 

 
 

 

Enter a reason 
for the request. 

Click to add more 
employee rows below. 

Click the link to read the SOD 
sec�on in the CCP Procedures.  

Enter PIDs. 

Select Roles from the 
drop-down menu. 

Enter op�onal 
comments. 

Click to view roles 
an employee may 
be assigned already. 

The Custodian role and 
informa�on will auto-
populate the first �me. 

If the Custodian will 
have dual roles, add 
a separate row. 

 

Click the Save buton to keep 
data entered and submit later. 
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CCP Employee Form 

 
Employees, including the Custodian, who have been assigned roles will be notified via email with information and a link to their Cash Collection 
Point Employee application.  
 
The form can also be found via the CCP Homepage> Cash Collection Employee App tile> click the Initiated menu. 

 
 
 

 
 
 
If the Cancel button is selected, a pop-up will appear to confirm the cancelation.  
 
If Yes is selected, the application will be moved to the Canceled menu and no longer be available for submission. 
 
 

 
 

The Cancel buton is available in case 
the role was assigned by mistake or 
needs to be canceled for any reason.  

Click on the row 
to start the form. 

This menu shows the 
status of the applica�on. 

Each applica�on is 
assigned a form #. 
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Step 1 of 3: Reason for Expanded Background Check 
 
In this step the employee will select a reason for their application. 
 

 
 
 
 
Step 2 of 3: Statement of Understanding  
 
In this step the employee will attest to the requirements and responsibilities while carrying out their CCP role.  
 

 
 
 

Click “Save Answers”, this 
page will not auto save. 

Click “Save Answers”, this 
page will not auto save. 

 

Select an answer. 

Read the statements and check all boxes. 
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Step 3 of 3: Summary 
 
The purpose of this final step is to review and verify the accuracy of the information entered in previous steps before submitting. 
 
 
 

 
 
 
 
 
 
 
 
 
 

In this example, the employee has dual 
roles as Custodian and Reconciler. 

Click to submit. 

 

Enter op�onal comment. 
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The Supervisor may Approve, Deny or Pushback the Application 
 
The Supervisor will be notified via email to review the application. An email link will route to the pending form, or they can navigate to the form.  
Go to the CCP Homepage> Approvals tile> select the corresponding application and review. 
 

 
 

 

Click on the row 
to open the form. 

Review the applica�on 
pages via these two links.  

Comments are required if the 
applica�on is denied or pushed back. 

Select an ac�on for the applica�on. 
See page 10 for addi�onal informa�on. 
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The Supervisor may Approve, Deny or Pushback the Application  
 
 
If the application is Approved by the Supervisor 

• Human Resources will be notified via email to review the applicant for the Expanded Background Check clearance.  
o If clearance is verified the employee will receive an email with details about the CCP Training course in FIU Develop.   
o If HR does not verify the clearance, they will contact the applicant directly. No further action on this application is needed. 

 
If the application is Denied by the Supervisor 

• The employee will be notified via email that the application has been denied. No further action on this application is needed. 
 
If the application is Pushed back by the Supervisor 

• The employee will be notified via email to update their application and resubmit.  
• The QAS team may push back the application for revision as well. The email notification and submission are the same.  
• To revise the application, on the CCP Homepage select the Cash Collection Employee Application tile> click Pending Review menu. 
• When the application is resubmitted, it will route through the same workflow. 
 

 
 

 
 
 
 
When the employee passes the CCP Training and the application is approved, an email notification will be sent. 
 
 
 
 
 
 

Click to see workflow 
details and comments.  

Click to update the applica�on. 
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Cash Collection Point Form 

 
To start a new application, the Custodian will go to the CCP Homepage and select the Cash Collection Point App tile> click Create New Application. 
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Criteria Page 
 
In this step the Custodian will review the Instruction/Policy section and enter the CCP criteria relevant to their department.  
 
 
 

 
 

Exclude online customer self-driven 
payments such as Eventbrite. 

Once the Save buton is clicked and 
move to the next step, this page will 
not be available for changes. 

Click to read 
the Policy. 

Review these 
Instruc�ons. 
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Step 1 of 7: General Information 
 
In this step the Custodian will verify their Employee ID/Name, Department, and Position. 
 
 
 

 
 
 
 
 
 
 
 
 

When each page is completed click the 
Save buton, pages will not auto save. 
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Step 2 of 7: Physical Location 
 
In this step the Custodian will enter the primary FIU office location where collections occur including the College/Business Area, Campus/Center, 
Building and Office number. Any additional locations can be added on the next page “Step 3 of 7: Location Operations”.  
 
 
 

 
 
 

Click the Save buton, this 
page will not auto save. 

Enter loca�on acronyms and select 
correct op�on or click magnifying 
glass to “Lookup” criteria. 

Enter office number including leters or 
click magnifying glass to “Lookup” criteria.  

When “Save” buton is clicked, the “CCP Loca�on #” 
will populate. This is a unique iden�fier for this CCP.  
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Step 3 of 7: Location Operations 
 
In this step the Custodian will enter information as it relates to the location where the collection occurs including relevant payment, collections, 
deposits, and safeguarding details.         
 
 
 

 
 
 
 
 
 

The Next buton will only populate 
a�er the Save buton is clicked. 
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Step 4 of 7: Collection Details 
 
List all the Activity or Project ID numbers where deposits will be recorded for all forms of payments selected in the previous step.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the Ac�vity or Project number or click the magnifying 
glass to “Lookup” criteria. The other fields will auto populate.   

 

 

To add more rows, 
click the “+” buton. 

Click the Save buton, this 
page will not auto save. 
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Step 5 of 7: Segregation of Duties 
 
On this page list the primary and back-up employees that have job responsibilities associated with the CCP to ensure proper segregation of duties. 
Cash-handling duties should be assigned so that collections, deposits, and reconciliations are assigned to different employees. 

 

 

Review all Instruc�ons 
in each sec�on. 

This defaults to “Employee,” if “Third Party 
Vendor” is needed, click the drop-down menu. 

Select the segrega�on of duty (SOD) 
buton appropriate to the loca�on. See 
the SOD sec�on in the CCP Procedures.  

This defaults to the " – " buton. The “ + ” buton 
appears once the row has been completed. 

Atach documents here - such as the 
required CCP Departmental Procedures or 
third-party vendor contract if applicable. 

Click the Save buton, this 
page will not auto save. 

See the Role 
defini�ons. 

The first row will default to the Custodian. 
Select their PID in the Empl ID field. 
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Step 5 of 7: Segregation of Duties 
 
Below are additional instructions when entering the roles for employees and third-party vendors (TPV). 
 
 
 

 
 
 
 
Below is a view of the Attachment pop-up screen.  
 
 

 
 
 
 

If a TPV is added enter 
the vendor’s name here.  

If a TPV is added the contract with 
verbiage regarding background checks 
must be atached at the top of the page.  

1 – Select the role before adding the PID. The PID clears from the Empl ID 
field if the role is selected a�er. 

2 – Enter the PID or click the magnifying glass and a list of all employees 
approved for the selected role will appear. 

3 – Select the employee from your department.  

Click to add CCP Departmental Procedures and TPV contract. 
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Step 6 of 7: Statement of Understanding 
 
In this step the Custodian will attest to the requirements and responsibilities of a Custodian for an approved CCP location. 
 
 
 

 
 
 
 
 
 
 
 
 
 

Read the statements and check all boxes. 

Click the Save buton, this 
page will not auto save. 
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Step 7 of 7: Summary 
 
The purpose of this last step is to review and verify the accuracy of the information entered in previous steps before submitting the application.  
 
The application will be routed to the Budget Manager. 
 
 

 
 
 
 

If edits are needed, click on 
the appropriate menu above. 

Documents may be atached here or 
on any page where this link appears.  

Review all informa�on entered in 
the previous pages by clicking on 
the drop-down menus. 

Click to submit. 
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The Budget Manager may Approve or Pushback the Application 
 
The Budget Manager will be notified via email to review the application. An email link will route to the pending form, or they can navigate to the form.  
 
Go to the CCP Homepage> Approvals tile> select the corresponding application and review. 
 
 
 

 
 

 
 
On the application (see screenshot on next page), under the drop-down menu: 
 
 

• Physical Location - review the location’s information to ensure accuracy. 
 

• More Information - review the first 3 links that route to the application. If any revisions are needed, then push the application back to the 
Custodian. See the Segregation of Duties (SOD) section of the CCP Procedures pages 4-5 for more information on that topic. 
 

• Attachment – review the attachment(s). This will always include the required CCP Departmental Procedures, and depending on the 
department may include a third-party vendor contract to confirm employee background check requirements. 

 
• Collection Details – review the activity/project numbers. Select the checkbox for each if correct.  

 
 
 
 
 
 
 
 
 
 

Click on the row 
to open the form. 
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The Budget Manager may Approve or Pushback the Application 
 
 

 
 
 
 
 
 

Select an ac�on for the applica�on.  

Review the applica�on 
pages via these 3 links.  

Comments are required if the 
applica�on is pushed back. 

Review the atachment(s). 

Review the speedtype(s) 
and select box if correct.   
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The Budget Manager may Approve or Pushback the Application 
 
 
If the application is Approved by the Budget Manager 

• QAS will be notified that the application is pending review. The Custodian will receive a notification when the review is completed. 
 
If the application is Pushed back by the Budget Manager 

• The Custodian will be notified via email to update the application and resubmit. 
• The QAS team may push back the application for revision as well. The email notification and submission are the same.  
• To revise the application, on the CCP Homepage select the Cash Collection Point App tile> click Pending Review menu. 
• When the application is resubmitted, it will route through the same workflow. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the row 
to open the form. 
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Viewing the Application 
 
When the application is pending in the workflow, the Custodian can review the application, attached documents, comments, and status.  
 

 
 
 
To see comments provided by the Budget Manager and/or QAS, select the “Preview” button, then click on the Comments History drop-down arrow.  
To view any other section of the application, click on the drop-down arrows. 
 
 

 
 

Review the 
applica�on. 

See workflow details 
and comments.  
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CCP Modification Form 

 
This form allows the Custodian to update the information of an approved CCP due to changes in operations, employees, or other information.    
 
Important: If the information entered on the Criteria Page (see page 12) under the Cash Collection Point Criteria section doesn’t change, then this 
form can be used. If the criteria need to be updated, then a new application must be submitted.  
 
Important: When the modification application is approved, the original CCP application is no longer valid for operations or audit purposes.  
 
 
From the CCP Homepage select the Cash Collection Point App tile> click Approved menu.             
 
 
 

 
 
 
 
If an application is clicked for modification and the user exists before completing the process, the application will be routed to the Initiated menu. 
Click on the application and continue to revise as needed. 
 
 
 
 
 
 
 
 

In the Modify column click the 
buton for the applica�on that 
needs to be updated. 



 

26 

 
Original CCP Form and Modification Form Identification Numbers  
 
When an approved application is clicked for modification, it will get a new number labeled CMP, but the original CCP number will still be visible. 
 
In this example, the original application CCP000003 was selected for modification and the new application is labeled CMP0000001.  
 
 

 
 
 
 
Once the new application is approved it can be found in the Cash Collection Point App tile> Approved menu along with the original.            
 

 
 
 
Find the Steps for completing the Modification Form starting on the next page. 

 
New applica�on ID 
number – CMP.  

Original applica�on 
ID number – CCP. 

 

The new CMP0000001 will reference the 
original CCP number as Parent Form ID. 

The original applica�on CCP0000003 and 
the new CMP0000001 will have the same 
CCP Loca�on number. 
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Step 1 of 7: General Information 
 
In this step the Custodian will be able to view their current employee information. 
 
If the Custodian needs to be changed, go to the Change of Custodian section of this guide. 
 
 
 

 
 
 
 
 
 
 
 
 

View the Custodian‘s 
informa�on.   

Click the Save buton, this 
page will not auto save. 
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Step 2 of 7: Physical Location 
 
In this step the Custodian will only be able to change the current office number.   
 
If the primary location needs to be changed, such as Campus or Building, a new application will need to be submitted. Any additional locations can 
be added on the next page “Step 3 of 7: Location Operations”.  
 
 
 

 
 
 

Only the Office # 
can be changed. 

Click the Save buton, this 
page will not auto save. 
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Step 3 of 7: Location Operations 
 
In this step, the Custodian will need to update the entire questionnaire. The information from the original application will not pre-populate.  
 
 
 

 
 
 
 
 
Step 4 Collection Details and Step 5 Segregation of Duties 
 
In these two steps, the information from the original application will pre-populate and can be updated if needed.  
(Screenshots of Step 4 and Step 5 are omitted, see pages 16 and 17 respectively.) 
 

Click the Save buton, this 
page will not auto save. 
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Step 6 of 7: Statement of Understanding 
 
In this step the Custodian will attest to the requirements and responsibilities of a Custodian of an approved CCP location.  
(Screenshot omitted, see page 19.) 
 
 
Step 7 of 7: Summary 
 
The purpose of this step is to review and verify the accuracy of the information entered in previous steps before submitting the application.  
 
The workflow for a modified application is the same as the original application. 
 

 

IMPORTANT: Atach updated  
CCP Departmental Procedures. 

Review all informa�on entered in 
the previous pages by clicking on 
the drop-down menus. 
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CCP Closure 

 
When a CCP location needs to be closed the Custodian can process that request. If they are not available, the Budget Manager must contact 
QAS@fiu.edu with a request to close out the CCP.  
 
From the CCP Homepage select the Cash Collection Point App tile> Approved menu> Select the application.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

In the Close column click the Edit buton 
for the applica�on that needs to be closed. 

 

mailto:QAS@fiu.edu
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CCP Closure 
 
When the Custodian selects the “Close” button a pop-up will appear to confirm the selection.  

• If No is selected, the application remains in the Approved status. 
• If Yes is selected, the application will open on “Step 7 of 7: Summary,” see page 33. 

 
 
 

 
 
 
 
If an approved application is clicked for closure and the user exits before completing the process, the application will now be found in the Pending 
Close menu.    
 
 
 

 
 
 
 
 

Select the Resume Closing buton to 
con�nue closing out the applica�on. 
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Step 7 of 7: Summary 
 
The purpose of this step is to provide a reason for closure and verify that this is the action requested.  
 
 

 
 
 

 

Review and select all 
closure statements. 

A reason for closure 
must be provided.  

Click this link to review and save the 
closure statements. See pop-up below.  

Click to submit the CCP closure. 
Once this is clicked, a message 
will appear to confirm. 
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Step 7 of 7: Summary 
 
When the Custodian selects the “Submit for Processing” button a pop-up will appear to confirm the selection.  

• If No is selected, the application remains in the Approved status. 
• If Yes is selected, the application will route for closure.  

 
 
 

 
 
 
 
Important: The Custodian is provided with multiple prompts to exit the closure process without submitting.  
 
Important: Once an application is submitted for closure it cannot be reopened. If the application was closed by mistake, a new application to 
continue operations will need to be submitted. 
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Change of Custodian 

 
When a CCP location needs to change Custodian, the current Custodian or the Budget Manager must contact QAS@fiu.edu with a request for this 
change. Make sure to copy the current Custodian (if they are available), the new Custodian, and Budget Manager.   
 
Important: If the criteria entered on the Criteria Page (see page 12) of the original application doesn’t change, then this form can be used. If the 
criteria need to be updated, then a new application must be submitted.  
 

• QAS will contact the new Custodian when the request has been queued for processing. 
• The new Custodian will update the application by processing a CCP Modification Form, see page 25. 
• The difference from the regular Modification process is that Step 1 updates with the new Custodian's name and information. 
• The information in the other Steps can be updated as needed.  
• The Statement of Understanding at Step 6 will need to be completed by the new Custodian. 
• The updated CCP Departmental Procedures must be attached.  
• On submission the application will route through the normal workflow.  

 
 
When all approvals are obtained, the new Custodian will see the new CMP application in the CCP App tile> Approved menu. 
 
 
 
 

 
 
 
 
 
 

The original and new applica�ons will 
have the same CCP Loca�on number. 

 

 

mailto:QAS@fiu.edu
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Contact Information 
 
 
 

Quality Assurance Services 

QAS@fiu.edu 
 
 
 

Related Links 

Cash Controls Policy 1110.010 

CCP eForms – PS Financials 

CCP Standard Operating Procedures 

CCP Departmental Procedures Template 

Background Check Requirements Policy 1710.257 

CCP Training – FIU Develop 

 

mailto:QAS@fiu.edu
https://policies.fiu.edu/files/576.pdf
https://myfs.fiu.edu/psp/fscm/?cmd=login&languageCd=ENG&
https://controller.fiu.edu/wp-content/uploads/sites/24/2023/03/CCP_Standard_Operating_Procedures.pdf
https://controller.fiu.edu/wp-content/uploads/sites/24/2023/10/CCP-Departmental-Procedures-Template-Sept2023.pdf
https://policies.fiu.edu/files/76.pdf
https://develop.fiu.edu/

	Cash Collection Points eForms
	Custodian’s Access Request
	Role Assignment Form
	CCP Employee Form
	The Supervisor may Approve, Deny or Pushback the Application

	Cash Collection Point Form
	The Budget Manager may Approve or Pushback the Application

	CCP Modification Form
	CCP Closure
	Change of Custodian
	Contact Information

