Gift Certificate Process
The Finance department provides campuses/departments designated gift certificate custodian with preprinted/prenumbered Gift Certificates upon request, a confirmation receipt is signed by the custodian and returned to the Finance department.  There is a shared excel “Gift Certificate Log” file which each gift certificate custodian is responsible for updating as gift certificates are issued (this file is located in the S:Gift Certificates folder).  This shared file is reconciled against the applicable General Ledger account on a monthly basis by the Finance department, as such it is very important that the file is updated on a timely basis (should be updated same day as the gift certificate is issued).  
· Gift Certificates are NO LONGER to be issued for promotional/advertising purposes by the College, due to the Enrolment reporting which the College must provide to the Ministry
· Gift Certificates are NEVER to be issued relating to a course in place of a refund occurring, it is extremely important that the College’s refund process be followed in these situations
Recording the Purchase of a Gift Certificate

When a gift certificate is purchased the process in Evolve to be followed is as follows:

· Item type “600000040003 - Gift Certificate Purchase” is added as a charge to the  Gift Cert-FC corporate account (10096250),the gift certificate number is to be entered in the Ref Nbr field 
· Payment for the gift certificate is processed to the Gift Cert-FC corporate account (10096250)
The Excel “Gift Certificate Log” file will be updated the same day which the gift certificate is purchased/issued.  The log file requires the following information to be entered for the applicable gift certificate number: 1) Date Issued 2) Amount 3) Campus 4) Department 5) Purchaser name 6) Issued to (if applicable) and 6) Issued by (employee name)
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Gift Certificate Redemption
When a gift certificate is redeemed the process in Evolve to be followed is as follows:

· the applicable course/etc charge would go on student's account

· when the gift certificate is provided to the cashier, item type “800010000098 - Gift Certificate Redeemed” is entered on the student’s account for the full amount of the gift certificate (regardless if the gift certificate amount is more than the course/etc amount, if results in credit balance this remains on student account), the gift certificate number is to be entered in the Ref Nbr field
· if the gift certificate amount is less than the charges for the applicable course/etc, a payment from the student is required
The excel “log” file will be updated by the Intermediate Accountant in the Finance department to indicate when the gift certificate was redeemed when completing the monthly 36102 GL account reconciliation. 
Navigation:  Student Financials > Charges & Payments: Post Student Transaction
[image: image3.png]Post Student Transact indows Internet Explorer

=18 x|
5’“. [ htps: it ant.Aleminge.on.cafosp{FPPROJEVPLOVEE HRVS/c/MAINTAIN_RECENVABLES. GRP_QUICK_POST GoLrFoderpath—roRTAL_RoOT_OBJeCT.rccee]| @ || 42| [ cosae

Fle Edt Yew Favortes Toos teb
i Favorkes |75

« | @rost student Transaction  x | 4 Hotmail (5) - laursef@hotra, 4} =i

- page v gty - Tovs @ 7

Home | myCampus | External Website | Sign out

Favorites | Main Menu > StudentFinancials » Charges and Payments > Post Student Transaction
v v v v

@I New Window 2 Help & http

=]

Student Post

Add a New Value

Business Unit: [FLEMG @

ID: [to0s3620 @
Account Type: PMT @

Item Type: [soo010000098 @

User ID: lhargrav
Group Line Time Stamp: [16/11/2012 1:39:36PM
Line Sequence Nbr: 1

Done.

T [ 3tocalintranet B





[image: image4.png]=181x|
5@. [ htps: it ant.Aleminge.on.cafosp{FPPROJEVPLOVEE HRVS/c/MAINTAIN_RECENVABLES. GRP_QUICK_POST GoLrFoderpath—roRTAL_RoOT_OBJeCT.rccee]| @ || 42| [ cosae 2
Bl Edt Gew Favortes Took e

e Fovrtes |

| @rost stugent Transocton

Favorites | Main

Student Post

Business Unit:

v

X | 5 Hotmai (5) - laurasf@hotma

D  studentFinancials >
v

Menu

Fleming College

Charges and Payments

v

e

Home | myCampus | External Website

> Post Student Transaction

ID: + Dodsworth,”* DUPL # DO NOT USE **Jessica Lynn
Balance: 0.00 Anticipated Aid: 0.00
Account Type: Payment New Transaction Post
Item Type: 800010000098 Gift Certificate Redeemed
Amount: 10000 |CAD & Currency Detail Select Charges to Pay
Term: ] Q
Gift Cert#123456

Reference Number:
Item Effective Date:

Due Date:

Charge Priority:

I Use Exc Acct

Student Accounts

16/11/2012 [5)

t B
ST Q. standard
PMT @

[~ Restrict Payment to Account

Academic Information Payment Details

=] Notify

7 Refresh

Pay Method:

:l' Tender Details
Q

Payment ID:

2 - page- soetye Took e @+ 7

| Signout

R Cocalmtranet

Va - [®1s0% ~

=
V













