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TECHNICAL COLLEGE SYSTEM OF GEORGIA
BANNER PROCEDURES MANUAL
This procedure applies to technical colleges 
PERFORMING PRESSURE SEAL FUNCTIONS
GENERAL
This procedure is for the colleges that have purchased and are using a pressure seal machine such as the Laser Mate LM5 model from Moore-Wallace for their refund checks and letters or billings. Special heat generated check stock is required for the financial aid checks to be printed on in order for the pressure seal machine to process properly.
PROCEDURE

After financial aid checks have been printed using ZFRCHEK, they are ready to process through the pressure seal machine.  The Capella check software includes all bank information and check signatures that will be printed on the check stock paper. The pressure seal function eliminates the manual process of having someone fold and stuff envelopes for mailing student refund checks.
Before sealing checks, ensure the fold plates on the top and bottom of the machine are set to the correct measurement. If your college folds both checks and 14” forms for letters, it might be a good idea to mark the fold plates for the check measurements and the 14” letter measurements. If you want to verify the number of forms sealed, clear the automatic counter from the previous time the machine was used. To do this, press the button to the left of the counter.
Load the hopper on the machine with a stack of checks. Depending on the make and model of the machine, approximately 200 checks at a time can be sent through the machine to be sealed. Once you press the run/jog forward button on the machine, one sheet of the check stock will be sent through the machine. This calibrates the machine-measures the size and thickness of the forms to be sealed. After the machine is calibrated, press the run button again to send the remaining forms through the machine. 
If your college uses the special heat generated 14” forms for due diligence billings or any other type of letter, the same process above is used to seal these forms.
