IFAS Extension

UNIVERSITY of FLORIDA Instruction Guide — Reviewing a Deposit

UF

Reviewing a Deposit *For best functionality & display results, Internet Explorer should be used.

1. In my.ufl.edu, go to Main Menu > Financials > Accounts Receivable > Payments >
Direct Journal Payments > Modify Accounting Entries

2. In the Deposit Unit field enter 6035 and the Deposit ID.
Click Search.

4. On the right above the Distribution Lines, select Documents.
Directly Jourmaled Payments Deposil Conirol

Umnit E035 Deposit ID 4327 Payment Seq 1
Curmency Details

Amiount 161425 Currency USD
Hase 1,614 25 Currency LUSD
o I
Complete Budget Status 50
Distribustion Lines Parsonalize | Find | L7 | EX Fied ' 14004 ‘&' Last
ChanrtFields Carrency Delails Budget dournal Reference Information Diskibulion CreaSon | Updaie Dedails | [T
E;‘:::m:" GiL Uit Dhetit Aamosunt Credit Aameund Line Ammoaunt Foreign Cumenty Account Souree Fusnd Code DW
1 UFLOR 152500 -1,525.00 Us0 440500 182 (=]
2 UFLOR 89 25 5925 UsSD 2131040 a9 B0
JUFLOR 1.535.00 1,535 00 UsSD 111000 182 B0
4 UFLOR 84925 8925 USD 111000 991 Bl
< ¥
Tovial
Limes 4 Total Debits 1,614.25 Currency USD Totsl Credits 1,614 25 Currency FSD Het ]

5. A pop-up window for OnBase will open. Click on the Document Name in the Document
List to review the attachments. There may be up to five documents attached to review.
6. Ensure the following documentation has been provided in the attachments:

a. Deposit Transmittal Form

Ul Deposit Transmittal Form

FLCOIRITE A
DepesitUnit: 6035 AG County Operations Tender Type: Check Deposit
DepesitID: 78 Centrel Count: 002
Bank Account: WACH CONC Concentration Account Contrel Ameunt: § 51571
Dep osit Status: None Applied AR Status: Complete Acceunting Date: Wednesday, July 29,2015

Paym ent Infermatien
Payment ID Pymt Ref Ameunt AcctgDate  Entry Date  Status
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b. Uniform Cash Receipts (UCR) *Not applicable to 4-H Tax Only Deposits

UFLE#&EXHEEESNH UNIFORM CASH RECEIPT AGE
Date:
Received from: County:
Description:
Amount:
Tax:
Total:
Received by
Cash [] Check [ Money Order [

c. Copies of Checks with redacted bank account information.

SHADED AREA MUST GRADUALLY CHANGE FROM BLUE AT TOP TO GREEN AT BOTTOM

Eventbrite, Inc. - 11-4288/1210

San Francisco, CA 954183

Pay Exactly *Two Hundred Twenty and 00/100 -US Dollars **

WELLS FARGO BANK, NA

i

C/0: Accounting 4 h 3 ¥
155 Sth Street 7th Flear Eventbrlte CneDci‘;: g;{igéze'ls

Amount

$r+*220.00

TO THE UNIVERSITY OF FLORIDA VOID AFTER 90 DAYS
ORDER
OF

opize gner

on Back™

*If you are using a cash register, a copy of the Z-Tape can replace the Uniform Cash

Receipts and Check Copies.

d. Bank Deposit Ticket
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e. Validated Bank Deposit Receipt

f. Sales Use Tax Report Form, if applicable. This form should correspond with the amount of

Sales Tax being reported on a Distribution line using Account Code 213100, Fund

Distribution Lines Personalize | Find | &7 | E First ‘4" 1-40f4 ‘b Last
ChartFields Currency Details Budget Joumnal Reference Information Distribution Creation / Update Details | ===k
2::33:(:2)“ GL Unit Debit Amount Credit Amount Line Amount Foreign Currency Account Source Fund Code D
1 UFLOR 1,925.00 -1,525.00 USD 440500 182 6
2 UFLOR @5 -89.25 USD 213100 991
3 UFLOR 1,525.00 1,525.00 USD 111000 182 6
4 UFLOR 89.25 89.25 USD 111000 991 6
< >
Total
Month Year
Preparer's Name : Garnet Dasher [ 3 | 2019 ]

County Name : UF/IFAS Extension Columbia Caunty Sales Tax Rate for County :
Bk o o Sales Amount
ate eposit —LaxssCallactad (Cl_Total Sales (A) {
S W es (A)+(B) | Total Deposit (Cl+{D)
03/29/19 4317 B L5000 s 127500 $ 89.25 |3 1,525.00 1,614.25
|
% | -
I
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*For 4-H Tax Only Deposits, the following documents must also be included in your PDF:

(steps g. through j.)
g. (Tax Only) Sales Use Tax Report Form

W IFAS Extension

UNIVERSITY of FLORIDA

(TAX ONLY)
Sales Use Tax Report Form

Month Year

SelesTaxRateforCounty: [ |

Preparer's Name :

4-H Association County Name :

Total Tax Deposit

Sales Amount
Taxes Collected (C) | Total Sales (A}+(B) (c)

Date Deposit #
Exempt [A) Taxable (B)

5 s
5 = Py

h. 4-H Association Check to UF

5711

4-H Associgtion County

Rl University of Florida 1

o e 3 R

i. 4-H Association Deposit Ticket

SLEEEEY B
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j. 4-H Association Bank Deposit Receipt

4-H Association County [

-y

7. Review the Account Code, Chartfield(s), and Line Amounts for accuracy against the

attachments.

Unit 6035 DepositID 4327 Payment COLUMBIA FUNDS  Seq 1
Currency Details

Amount 1,614.25 Currency USD
Base 1,614.25 Currency USD
Documents
» complete Budget Status ;..
Distribution Lines Personalize | Find | 1.7]| E First ‘&' 1-40f4 '»' Last
ChartFields Currency Details Budget Joumal Reference Information Distribution Creation / Update Details
géﬁﬂg:;zm GL Unit Debit Amount Credit Amount Line Amount Foreign Currency Account Source Fund Code D
1 UFLOR 1,525.00 -1,525.00 USD 440500 182 6
2 UFLOR 89.25 -89.25 USD 213100 991 6
3 UFLOR 1,525.00 1,525.00 USD 111000 182 6
4 UFLOR 89.25 89.25 USD 111000 991 6
< >
Total
Lines 4 Total Debits 1,614.25 Currency USD Total Credits 161425 Currency UsD Net 0.00

a. All deposits should use Account Code 440500 and Fund 182. Deposits with Sales
Tax will have a second line using Account Code 213100 and Fund 991.

b. There will be a matching Debit Amount line for each Credit Amount line. This will
use Account Code 111000 and is generated by the system during the deposit

process.
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*Deposits made to any other account codes must be corrected by Extension
Business Services with a Deposit Correction Journal Entry (DPC). Please

contact Extension Business Services at (352)392-1788 for further direction.

8. Items to look for and review include:

a. Correct Chartfields

b. Correct Account Codes

c. Attachments, detailed above

d. Amount of Deposit matches Amounts totaled on backup documentation

e. Sales Tax Calculations

f. Donations should not be deposited into myUFL or to Wells Fargo. If you find checks
and Uniform Cash Receipts noted as “Donations” — Contact Extension Business
Services at (352) 392-1788 for further direction.
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