Instructions for completing the Refund Voucher Form.
Web site address:  http://asaweb.wku.edu/php/prod/Forms/RV1.php
Purpose: This form should be used only by those departments who have collected money and deposited it with the Cashier’s

Office and then determined a refund is necessary.

Tab through the form or use the mouse.  When you press “Enter”, the form will go through the Validation Process as discussed below.
1.
Date


Current date will default automatically.

2.
Refund Voucher No.
Refund Voucher Number will be automatically assigned when you validate the form and/or press enter.

3.
Payee’s Complete

Enter the payee’s full name and complete mailing address.

Mailing Address



4.
Check Payable To:

Complete if different than Payee listed above.


5.
Account Number

If you have the detail code to which the revenue was originally deposited, 

Section


enter the detail code.  Use capital letters.  The accounting information will be populated when you click Enter and/or you Validate the form.  If you do not have the detail code number, enter the appropriate index and/or fund and account code.

Enter the total amount that is to be refunded from each detail code.  The form will automatically total the amounts.
6.
Social Security/

Enter the ID number or the social security number if ID number is unavailable.


ID number



7.
Type of Refund

Enter the type of income to be refunded

8.
Amount Subject to

Enter the amount of income which is subject to refund

Refund



   
9.
Deduct


Calculate and enter the amount to be withheld by the University.
10.
Net Amount of Refund
This field will be calculated.  The form will verify that the net amount of refund agrees with the total amount listed in the Account number section and will yield an error if there is a discrepancy when you click Validate below.

11.
Explanation of Refund
Provide description of refund.  Multiple lines may be entered.  

12.
Check to be returned to…
For Bursar’s Office Use Only 


13.
Department Preparing
Enter the department name and phone number.


Voucher and Phone Number


14.
Validate


Click Validate after all appropriate data has been entered.  If any fields are highlighted in red, make the required corrections and revalidate.  Verify that this information is correct.  If corrections/changes are made, revalidate.  

15.
New Voucher

If you have additional refunds to prepare, click on New Voucher to clear the form and start over.  This will allow a unique refund voucher number to be assigned.

After all data has been entered correctly and validated, print form.  Print 3 copies.  Sign the forms as the department preparing the refund voucher.  Keep one copy for your records and forward 2 copies to the Bursar’s Office, Potter Hall, room 208.


For additional information or help, contact the Cashiers Office at 5-5368.

