
Custodian Workflow Instructions:  To complete the verification, please login to TUPortal; 

 Select the Banner tab.   

 Your Imprest Fund will be listed under: “ Workflow: My Worklist” 

 Double click on your fund.  

 
 

 Once your fund has been selected, the Custodian Review screen will appear; 

 



To complete Reconciliation, please be sure that Total Cash on Hand and Total Receipts on Hand 

are in agreement with the “Total Petty Cash Amount” listed above. 

 

 

 

 If there are Custodian changes, please enter new information in  

 If no changes are needed, please select COMPLETE to submit the reconciliation. 

 Workflow will then be forwarded to Supervisor named above for approval. 

 

 

 


