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HIGH SCHOOL 

HOW TO DEPOSIT A GIFT OR GRANT DONATION 
  

  

Locate the Gift or Grant on the Google Doc: 

Each school will be given access to a Google Doc with a list of all their Gift and Grant     
accounts and a description for each.  There is one sheet for Elementary Schools and one 
sheet for Jr. Highs, High Schools and Alternative Schools.  Each is sorted by school 
number.  If you do not have access to this Google Doc, please contact Kristina Hansen at 
x20118.   

School # 

Grant # = Account # 

Description of Gift or Grant 

Locate your school and then the Gift or Grant you will be entering.   

If there is not an account set up for the check you have received, and the donation is ≤ 
$100, please deposit the check into your principal’s discretionary Gifts and Grants account.  
This account number may be different for each school.   

If there is not an account set up, and the check is larger than $100, you will need to: 

 1.   Go to the Accounting website and click on “Documents”.  Click on the “Gifts and 
Donations Form”.  Complete the form, and print tow copies.  One for your records and one 
to go to Accounting.   

 2.   Make a copy of the check and any correspondence that came with it to keep for 
your records.  Place the original check, correspondence and a copy of the New Gifts and 
Donations Form in a red bank bag.  Then place the red bank bag into a manila envelope 
and send it to Accounting.  Accounting will make the deposit and set up an account for you. 
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 Enter Your Deposit 

1. Log into InTouch 

2. Click on “Lookup Non-Student” 

3. Type “MISC” in the white menu bar at the top of your screen. 

4. “MISC TRANS” will appear in the body of the page.  Click on it to select it and then click 
“OK” 

5. Click on  “Lookup Inventory” 

6. Type “GIFT” in the white bar at the top of your screen.  A list of all your accounts will 
come up. 

7. Click on the account you chose from the Google Doc. 

8. Click “OK” 

  

A box will pop up and ask for the Donor’s Name.   

  9.  Enter the name of the person or company on the check.  

       Click “OK” 

10. The account name will now appear in the white box on              

       the upper left side of your screen.  Click to highlight it. 

       A box with many button will appear.  Click on the  

       “PRICE” button.  Then enter the amount of the check  

       And click “OK”. 

11. Click the “FINISH SALE” button. 

12. Click the “CHECK” button.  A box will appear for you to enter the check number.  Enter 
the number only.  No # signs.  Click “OK” 

  

Complete the District deposit slip and place the check along with the white copy of the     
deposit slip into the clear bag.  Circle “District” on the clear bank bag.  Deposit the bank bag 
for pick up. 


