TREASURY DEPOSIT RECEIPT, SAFORM B-13

Electronic (PDF)

Instructions

The SAFORM B-13 is a multiple part form that must be printed on special yellow carbonless paper.  To purchase this paper, contact the Systems Accounting Branch at 586-0610.

1. Filling out the form.

a.
To navigate through the PDF form, click on the desired cell or use the “TAB” key.

b.
Copying and pasting information into the PDF form is possible, but only one cell at a time.  PDF forms do not allow pasting information in multiple cells. 

c.
The first “TOTAL DEPOSIT” box does not automatically total the “AMOUNTS” above.  This provides for the totaling of amounts on the SAFORM B-13 and any attached continuation forms (SAFORM B-14 or SAFORM B-13).  The second “TOTAL DEPOSIT”, below “KINDS OF DEPOSIT” will automatically total the cells above.  

2. Determining which side of the carbonless paper the image should be printed on.

Notice that one side of the paper looks smudged and the other side looks clean.  The smudged side is the side you want the image to print on.  
3. Determining which way the paper should be placed in the paper tray.

Because everyone’s printer may be different, users should perform a test to determine which way the paper should be placed in the paper tray or bypass tray.  Some printers will print the image on the side of the paper that faces up, while others will print the image on the side of the paper that faces down.

To test this, make an “X” on the top of a plain sheet of paper (the “X” will indicate the side of the paper you want to print on and where the two (2) pre-punched holes are located).  Place the paper in the paper tray with the “X” side down, and with the “X” closest to the machine.

If the image prints on the side of the paper with the “X”, and the “X” is at the top of the paper, the carbonless paper should be placed the same way in the paper tray.  If the image printed on the side of the paper without the “X”, flip the paper over and try again.  If this works, the carbonless paper should be placed the same way in the paper tray.  (CAUTION – Paper fed through the paper tray and the bypass tray may print differently.) 

4. Printing the form.

a.
Before placing the carbonless paper in the paper tray or bypass tray, be sure to fan the sheets, especially on the end that has the pre-punched holes.

b.
To print the form with the correct number of copies and the distribution information on the bottom of each page (“Copy #1 STATE TREASURY”, “Copy #2 STATE COMPTROLLER”, etc.,), click on the yellow “PRINT” button on the form.

c.
To print only one (1) copy of the form, click on the “Printer” icon, or click on “File” and “Print”.  Do not click on the yellow “PRINT” button.

5. Processing the form.

a. After printing the form, align the sheets and staple in the top left corner.  If several SAFORM B-13’s were printed, be sure to assemble the correct copies of the SAFORM B-13’s before stapling.

b. If the SAFORM B-14 is used as the “continuation” form, totals for all pages should be summarized and entered in the “TOTAL DEPOSIT” box of the SAFORM B-13.

c. If the SAFORM B-13 is used as the “continuation” form, cut off the bottom portion of the “continuation” SAFORM B-13 page(s).  Totals for all pages should be summarized and entered in the “TOTAL DEPOSIT” box on the last page.

d. Sign the form and send it to the Department of Budget and Finance, Financial Administration Division.  

6. Saving the form.

Now all users can save the PDF form and the information entered on the form.  Just click on the yellow “SAVE” button on the form.
7.
Carbonless Paper Shelf Life.
According to the vendor, the shelf life is as follows:

· Open pack, paper stored out in the open - 1 year

· Open pack, paper stored in wrapping - 2 years

· Unopened pack - 2 years

