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*Reference “Instruction Guide-Recording the Bank Deposit in PeopleSoft (myUFL)” (Revised 09/20/18) —
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Submit

How to

I *Instruction Guide — Step #2

> Let’s get started! Go to my.ufl.edu:
Main Menu > Financials > Accounts Receivable > Payments > Online
Payments > Regular Deposit Click the Add a New Value tab.

NavBar: Main Menu £ |
| NavBar: Main Menu £ =¥ 2
| NavBar: Main Menu
My Arcotnt ’ | 5 <= | Financials -
Rocont Places. My Self Service 5 | a T, 3 P <= Accounts Receivable T
econt Placoes : L
L UG : UF Fi ial Custom A u ®
myinves: ator > I & | UF Financia ustom Apps > i
* * < Places | Pending Items >
My Favorites
Calendars > ik ject C >
== Payments >
— Help 3 Travel and Expenses >
T Main Menu
Local Interest > i 2 R EvOrie. Customer Accounts >
S Quick Links 5 Accounts Recelvable >
Customer Interactions 3
Search » Accounts Payable >
Main Menu
Asset Management >
Financials > Receivables Maintenance >
Financial Gateway > ~
Human Resources >
Regular Deposit
Enter any information you have and click Search. Leave fields blank for a list of all values
NavBar: Main Menu O

i Find an Existing Value Add a New Value
NavBar: Main Menu i

) <:| Payments x “# Search Criteria
n
E il <= | Online Payments i Use Saved Search:
Online Payments > -
Recent Places . @ Depost Unit —
Regular Deposit Deposit ID:
Apply Payments R Recent Places user D Q
* Assigned Operator 1D Q
. . [Jcase sensiti
Favori Regular Deposit Balancing ase sensifive
o Direct Journal Payments > *

| search || clear | Basic Search [P Save Search Criteria  Delete Saved Search
My Favorites
E Cash Control Entries 5




I Submit

K BEST PRACTICE- 3 selections for quick short-cuts or quick access:

» From “Recent Places” - depending on how often you use
» Add to “Tool Bar”
» Add to “Favorites” :

This is on the myUFL tool ribbon Recent Places

Add To NavBar d

Regular Deposit

Eind an Existing Value | Add a New Value While On Regular DepOSit vens Add To Favorites «
Select Either Option Wi *

Deposit Unit: Q

DepositID: |NEXT Suggestions
NavBar: Recent Places a eposi .
— Sign out
- - Regular Deposit | A
L]
:©
Recent Places UF Leave History
Main Menu
* Benefits Summary
My Favorites
View Paycheck g -
Add to Favorites =
Direct Deposit | B - | |
Main Menu Flease Enter a Unique Description for this Favorite Reqular it

*Description Reg Deposit 4-H Sales Tax

| OK | | cancel |

\_




How to Process and Submit

I *Instruction Guide — Step #3 I

Regular Deposit

Enter any information you have and chick Search. Leave fields blank for a list of all values

Find an Existing Value | Add a New Value | -

 Search Criteria

Use Saved Search: | .

Deposil Unit: = W |,
Deposit 1D: | begins with ~-|

User ID: | begins with ~ |

55

Assigned Operator ID: | begins with ~- |
[ case Sensitive

Search || Cilear | Basic Search ¥ save search Criteria Delete Saved Search




How to Process and Submit

I *Instruction Guide — Steps #4-5 I

Record Deposit

Favorites~ | Main Menu~ > Accounts Receivable ~ > Payments ~ > Online Payments ~ > Regular Deposit

Regular Deposit

Deposit Unit
6035

Find an Existing Value || Add a New Value




How to Process and Submit

= I *Instruction Guide — Steps #6-11

IMPORTANT!
Ensure that the
Accounting Date is
the date the
Extension staff in
charge of making
the bank deposit
will make the actual
deposit in the bank.

If no local Wells
Fargo, MUST call
Janet Waters for
Accounting Date, as
you will be mailing

deposit (entry and
deposit must match or
must be re-entered).

myf] f

Favorites Main v »  AcCcounts Recewable » > Payments = >  Onlne Payments = > Hegular Deposit

Taotals Parments

Hore | ¥oichsy | Add 1o Fava)l

* Linlt &035 Ueposit iy MEXT
Set the

*Accounting Date |11/17/2015 5y Dep05|t Type Controd Currency LIS
* *Bank Code 'WFE " .

A wes field to K for Format Currency USD

*Bank Account 0005 2 rpacentatidh
*Deposit Typs K @,  CheckDep ChECk. Rate Type CRRENT
Exchange Rabe 1.00000000 [,

Control Totals \

Contred Tolal Amount D0 “Count o *Received [11H182015 (W
Emtered Tatal Amaouant :uwm . *Entered 111162015 |

Liference Amount

Control Diata

Control Total Amount field is the total amount of the tax deposit
Count fieldis 1

Posted Todal Amount

Journalied Todal Amount

o Save | |[E] Noaty | | I Refresh ok Ausd ] UpdateDisplay

Tolals | Paymens

Y Deposit Unit 6035. Bank Code WFB. Bank Account 0006 or UFV when mailing due to no local Wells Fargo.



How to Process and Submit

I *Instruction Guide — Steps #12-18 |

| Check for “Balanced™

Payment ID
field is the
Deposit Ticket
serial/tracking
number), the
first 9 numbers
to the far left
on MIRC line
beginning with
“6666XXXXX”

jotals Papmanls
Unit 9500 0_NEXT Date 02042015 Balasce Nt Balanced ’
e T Tax Deposit Total I Find |ViewAl  Fist 4
Paymeat Sea| “Fayment 1) st et
Admnont 4 0 currency [ 50

"Arccounimyg Dabe

O’urrwlirHTl'r

-'uI‘.HJ‘! "I'I'I-|"|1|. |':'|

Camstomet indormaban

d First -4 1al1 4 Lasi

# =

Costome: K} & Business Uni 4

Coipodale S0

UNIVERSITY OF FLORIDA
ccccc

BPEELEEH 30 e

\ I Deposit Ticket serial/tracking number

Open Field
type in
Tax Only




% How to Process and Submit
I*Instruction Guide — Steps #12-18 I

.....

Record Deposit

DON'T
move
forward
yet!!




How to Process and Submit

1 usc To7

I *Instruction Guide — Steps #12-18 I

Deporat i0 1500 Dt C2CET010 Balancs Batanced

Find | 'aw &l Fasd & 1o0i1 % Lasi
"Payment i 800K S ES Pymd il ¥l =]

Amoant 1 000 4 I:un'um:rl

o Sosuirnai (irecthy
Afachemants |0
Wigw At Logs

Lot imeed Irioe st

cosemer @

Rt Froim

Busmoss e[

HRami

Conparaie

scusnt [
weRo|[




How to Process and Submit

I *Instruction Guide — Steps #22 f.ii. - 25 I

Create Accounting Entry

Accounting Entries Croposi Conirod

™y 6035

Arnpunt 1.000 00 LWSD

Deposit ID Your
Number

Distribution
Line
Only One
Line
For the Tax
Only Deposit

Compiaia

dipel Satus

[hetnbulson Lines

Chairtfsebds Copirancy Detasls Budgel Jounal KN Gimialion Disnbution Crealicn | Updale Details

[HaTribabioh

ol Save | 0M Relurnio Search |7 MNolly | I Relresh

EYRee "Gl Uit Specd Type Lime Afhoumt Currency *ACCounl Soufce Fumd Dot Progi
1 T[UFLOR 4, | Spead Type §-C 213100 | ‘I Fund is 991, Dept is YOUR COUNTY
Total
Lines 0O Totad Debits .00

10
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How to

J *Instruction Guide — Step #27 |

> Let’s get started! Go to my.ufl.edu:

Deposit Transmittal Form Click the Add a New Value tab.
NavBar: Main Menu L 4 |
| NavBar: Main Menu = NavBar: Main Menu
i My Account > | “=  Financials -
Recent Pisces My Self Service > | Recont Places D ¥ N, ¢ Accounts Receivable T
] L] ¥
; UF Financial Custom Apps > : ®
myinvestiGator > | * i
* [ = < Places | Pending ltems >
My Favorites | o = >
Calendars > |
| Travel and Expenses >
= .= Payments >
= Help > | Fain Monu
| Billing >
PR |
Local Interest > i Accounte Recsivable . My Favorties Customer Accounts >
i i Crulck Links 5 | Accounts Payable >
" : P — 5 E Customer Interactions >
arc! > I
| Financial Gateway > = M A
Financials > Receivables Maintenance >
NavBar: Main Menu
Human Resources >
4=  Reports &
Mcoumlng Entries
NavBar: Main Menu O e .. S Deposit Transmittal Form
_ Acctg Entiles-Point In Time Enter any information you have and click Search. Leave fields blank for a list of all values
0 <7 Payments =
"
:@ MY LRIGRE Deposit Gontrol-Point in Time Find an Existing Value | Add a New Value
Online Payments >
Recent Places
E Deposit Control by Entry Date w Search Criteria
Apply Payments > Main Menu
* PayrietDecal Search by Run Control 1D begins with
My Favorites : e it
Direct Journal Payments > Payment Detall-Paint In Tima [case sensitive
Regular Deposit
) P t S
E Cash Control Entries > IR — | search | Advanced Search
Main Menu
Review P Payment Summary-Point in Time
leview Payments >
o Deposit Transmittal Farm . o
= Reports R Find an Existing Value | Add a New Value

Regular Deposit




How to Process and Submit

I *Instruction Guide — Step #28 a. I

Deposit Transmittal Form

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Adda New Value _

w Search Criteria

Search by:  Run Control ID begins with
[]case Sensitive

| Search | Advanced Search

Find an Existing Value | Add a New Value




How to Process and Submit

I *Instruction Guide — Steps #28 b.- c. I

Deposit Transmittal Form

| Eind an Existing Value || Add a New Value

Run Control ID
Type in box exactly (NO
SPACES) exactly

Run Control ID:|
MyDepositTransmittalForm

Find an Existing Value | Add a New Value

13



How to Process and Submit

I *Instruction Guide — Steps #29-31 I

"

Deposit Unit
6035

Deposit Transmittal Form ‘

Run Control ID: mydeposittransmittalform Report Manager FProcess Monitor

*Deposit Unit Q

5 save | [ Notify | ChAdd || 5 UpdatelDisplay

Deposit ID
Your Deposit Number
(you must note prior)

14



How to Process and Submit

I *Instruction Guide — Step #32 I

myafl i

Favorites - | Main Menu -~ » Accounts Receivable = » Paymentz ~ »* Reports = » Deposit Transmittal Form

Process Scheduler Request

User IO} TOD _AR_Criginator Run Control 1IN MyDepositTransmittal Form
server Name | [N -~ Run Date (02/18/2015 [
Recurrence - Run Time |10-50-08AM | Resetto Cument Date/Time
Time Zone Q‘
Process List
iglect  Description Process Mame Process Type *Type *Format Distribution
é Deposit Transmittal Form UFARRODZ S0R Report Web * PDF Distribution

\ Confirm the Deposit Transmittal Form Select box is
checked. If not, check it.

15



How to Process and Submit

I *Instruction Guide — Step #33 I

| Deposit Transmitial Form |

Run Control 1D MyDepositTransmittalForm — Report Manager

*Deposit Unit

*DEWEiHDI Your Number I

| Save

| Notify

.........................

Instance; 288328

Tyl Acions

Click the Process
Monitor link.

-

4 Add | 7] Updateisplay

16



How to Process and Submit

I *Instruction Guide — Steps #34-35 I

[ET™ X
Favorites - | Main Menu - > Accounts Receivable = > Payl » Process Monitor

If the Run Status and Distribution
Status fields do not display
"Success” and "Posted," press the

Process List || Server List | I

Refresh button to update the status. .
Refresh will update,

once all fields have

View Process Request For

— Click the Refresh button.

User ID|TOD_AR_Crigi @,  Type v Lag
Senrer—" Hame @, \EE"G'E 2 updated.
Run Status i Distribution Status * [3] save On Refresh ‘/ CliCk _ Details
Process List Pessonalize | Find | View all | £ | Fist 4 13 013 & Last
Select Instance Seq. Process Type E;ﬁss User Run Date/Time Run Status Eti:;:LbLﬂhn Details
[] |2=8328 S0R Report UFARRDOZ  TOD_AR_Cwiginastor 021122015 10:50:08AM EST Sucoess Dietails
|:| 2879R0 S0OR Report UFARRDDZ TOD_AR_Originator 02/18/2015 1:18:02PM EST Success Posted Details
|:| 287304 50R Report UFARRODZ TOD_AR_Cwiginator 02/18/2015 10:04:05AM EST Success Posted Details

Go back to Deposit Transmittal Form

[§] Save ||[=] Motify

Process List | Server List

17



How to Process and Submit

*Instruction Guide — Step #36

my . £1 i

Main Menu ~ » Accounts Receimvable — > Payments — > Reports — > Deposit Transm

Process Detail

Instance IZSS5335 Type SOR Report

Mame UFARRDODZE Description Deposit Transmittal Form
Run Status Sgccoess Dristribution Status Posted

Update Process

Run Contrel I} MyCDepositTransmittal Form Hold Reguest
Location Server TFueue Reguest
Cancel Reguest
® g 2
Restart Reguest

Server

Recurrence

Dates/Time Aoctions

Reqguwest Created On D21850°2015 10: Farameaeters
Run Anytimme After DZ21202015 10: MMeszsage Log

Began Process At 021202015 10: Batch Timings

Ended Process At 021902015 10: iew Log'Tra

Try It tions -1

Click the Wiew
Log/Trace link.

L™




How to Process and Submit

*Instruction Guide — Step #37

my £l 4o

Favorites - | Main Menu - » SAccounts Receivable — > Payments — > Reports — > Deposit

VWiew Log/Trace

Report

Report 1D: Za4ag13s5 Process Instance: IZISS32368 fiessage Log
Marmve: UFARRDOZ Process Type: SOR Report

Run Status: SucoceEss

Dreposit Transmittal Form
Dristribution Details

i stributicon Mode: FIMARNCE Expiration Date: 022080200 1 5

File List

Manme File Size [(bytes) Dratetimme Created

SOR UFARRPODZ_ZEE3IDIE. log 1,889 D2M182015 10:50:231 . 188179AaMM EST
quanDDZ_Z.EE EZB.F'DFI 22, 421 D2M1820D158 10:50:31 . 188179AakM EST
ufamid0zZ_ Z8832328 Beut 2853 D2M182018 10:50:31 1881724 EST
Dristribute To

Dristribution A —

ID Type Try ! Actions -I

User T -

Select the .PDF file in the . .
File List column. This will Open the
| |

Click the Deposit Transmittal

ufarroD2_ 288326.PDF

lirke. Form

19



How to Process and Submit

I *Instruction Guide — Step #38 I

UI B Deposit Transmittal For

Fr IR i A

Comirad Count: (k)

Deposit Unitz _ Tender Type: Check Deposic
Depasit 11
H H Comtred Amount: §
F, Cariis: L aiiglete Acehimtin, H

Bamk Accoumi:
Deprasit Status: Moie Agp

Payment Informntion

Eavment I Pyt Red Amount Acolp Date  Entry Date Statms
— -
Tastal Baviments: : i [ B
1 certify that thas deposit was receipted. prepared md processed m accondance with the UF Finance & Acoombmg
Drrectives and Procedures as reflecied on the F& A wehbsite for Cash. Collections, Receivables, and Investmenis
(wrarwr fa ] e direc thves-and-pracedanes cash-<oll ections-recervables-and-mestments)

Casbier: vein: [ Signature:
Eumail:

Phome:

Fax: Trepartment Appraval Sienature,

Fan OfMeial Tse Omly

Cashier Verification Sipnatare TM Verification Signature

¢—

Sign/approve and this
will go with the other PDF
attachment(s) to upload.

20



How to Process and Submit

I *Instruction Guide — Step #39) I

UF Attach the UF PDF Copies
Deposit Transmittal Form

'!.J'l-"-!!'\-"l*-“l'-ll!"-' .:-_.r

Dgpowsit Unit: 6035 AG County Operations Tender Type: Check Depost

D g wsat [ D: T2 Contresl Count: 002

Bank Accsnm: WACH CONC Concentration A ccount Contrsl Ameunt: 3 51571

Do wsit Statns: Noneg Applicd AR Status Complele Acconnting Date: Wednesday, July 29,2015

Paym cut Infyrmatisn
Smenni

SUBJECT TO THE PHOWI-
SIONS OF Thil UWIFORM COMMERICAL CODE

AMD ANY APPLICADLE COLLECTION AGEEEMEMT,

CMECKS AND OTHER ITEMS ARE RECEIVED

£

z

k-l

ki

i

"

5

)

3
>

E :
=
i
"9
@
-
L]

FOR DEPOSIT

i B ﬂ'lu" o |

UNIVERSITY OF FLORIDA
CONCENTRATION ACCT
LOCATION SIX




How to

Process

*Instruction Guide — Step #39) i

‘Attach 4-H PDF items needed for attachment

4-H Association County

4-H Association
University of Florida

» 4-H Check to UF

Special
tracking
does not
need

redacted.

» 4-H Deposit Slip

» 4-H Bank Receipt
» Tax Only-Sales
Use Tax Report

From Events/Activities

U'Fﬂéﬁmsion UNIFORM CASH RECEIPT AGE

Received from: County:

Description:

Amount

Tax:

Total:

Cash [ Check[] Mony Crder [

From Events/Activities

51

Copies of Cash
Receipts and/or
checks being
deposited into
the 4-H Assoc
bank account.

ounty Name

UF| IFAS Extension

UNIVERSITY af FLORIDA

(TAX ONLY)
Sales Use Tax Report Form

Month Year

P rer's i
. : 4-H Association County
Date I Dheposit & ' S‘Hm Taoces Collected [C) | Total sabes [A}+{B] Tl T Gt
: el | Toablew) i+




How to Process and Submit

I *Instruction Guide — Step #40 |

Go to my.ufl.edu:
Go to Main Menu > Financials > Accounts Receivable = Payments >
Direct Journal Payments > Modify Accounting Entries

NavBar: Main Menu

I.I.I My Account

Rocont Places My Self Service

* myinvestiGator

Calendars

= Help
Main Menu
Local Interest
Regular Deposit Quick Links

Search

Financials

Human Resources

NavBar: Main Menu
<=  Payments

H)

Fecent Flaces

| Apply Payments

Wi Faverites Direct Journal Payments

E Cash Control Entries

Review Payments

Online Payments

Reports

»

>

NavBar: Main Menu
“= | Financials

He)

Rocont Places

| UF Financial Custom Apps

- 11 c

Grants

Travel and Expenses

Main Moenu

Billing

Accounts Recsivable

Accounts Payable

Anmet Managemment

Financial Gateway

ML

NavBar: Main Menu

<= | Direct Journal Payments

»|

Journal Entry Drill Down

Recent Places

' Create Accounting Entries

My Favorites

Main Menu

Modify Accounting Entries

I NavBar: Main Menu

Modify Accounting Entries

i 4= Accounts Receivable T
L]
10 )
. Pending items >
I Payments >
AELD Customer Accounts 3
E Customer Interactions 3
Main Menu
& bles Mai i N

Enter any information you have and click Search. Leave fields blank for a lis

Find an Existing Value

Search Criteria

Deposit Unit: Q
Deposit ID: Q
Payment Sequence:

Payment ID:

User ID:

Assigned Operator ID:

[Icase Sensitive

‘ Search | | Clear | Basic Search @Ej Save Search Criteria

23



How to Process and Submit

I *Instruction Guide — Step #41 |

Modify Accounting Entries I Attaching your Documents

Enter any mformation you have and chick Search. Leave fields blank for a lr

Find an Existing Value

w Search Criteria
Deposit Unit

6035

Deposit Unit: = W

Deposit 1D: begins with
Fayment Sequence: |= i
Payment ID | begins with Deposit ID

User ID | begins with | Your Deposit Number
Assigned Operator ID:| begins with |

Llcase Sensitive

pp

Search || Clear |BasicSearch & Save Search Criteria




How to Process and Submit

I *Instruction Guide — Steps #42 — a. I

Directly Journalied Payments | Deposil Conlrol

Unit - Deposit ID- Payment 4H MEMBERSHIP Seq 1
Currency Details

Amount Currency USD
Base Currency USD
' Complete Budget Status ;4
Distribution Lines Personalize | Find | &2 E First ‘4 1-2012 ‘&' Last

| chartFields | Cumency Details | Budget | Joumal Reference Information | Distribution Creation / Update Details

Distributi

Sequence GL Unit Debit Amount Credit Amount Line Amount Foreign Cumrency Account Source Fund Code D
182 &
All this information will be your transaction. SV I If you get an error, please contact
> your IT department, as some
e _ | settings will need to be adjusted.
Lines 2 Total Debits 100.00 Cuwrrency USD Total Credits 10000 Currency USD Net 0.00

(It will not let you upload.)

[{iSave |[[2 Retumto Search || =] Notify

Direcity Journalled Payments | Deposit Confrol

25



How to Process and Submit

I *Instruction Guide — Steps #43-46 I

Salect File

Impeort Seltings

Document Types
TH Deposit Treasury

€

Fite Type
Imaga Fila Format (.777) ~|

[ initiate Waorkflow
Document Date

09/11/2018

KKKKKKK

Depaosit Unit
6000

Depaosit 1D
23907

Batch Name
AR PAYMENT UPLOAD

Sean Date

9/11/2018 B
W ddpyyy

Saurce 1D

OnBase

®

SalactblaorDiag

Search where you would
normally save scan pdf
files.

& Drop Files

Attach the necessary files
and then click on the
Import button

&

Once “Successfully
Imported” close the
window.

Click the Save button on
the Deposit screen

26



How to Process and Submit

» After the documents have been attached,
you are ready to make the deposit at the
bank now or mail directly to Janet if no local
Wells Fargo.

F
Contact Information:
Janet G. Waters
4-H Business Coordinator
UF/IFAS Extension Business Services | 4-H Youth Development Program
P.O. Box 110225 | 1604 McCarty Dr. (MCCD) | Room 1040 | Gainesville,
FL 32611-0225

Direct: (352) 294-7863 | Main: (352) 392-1788 | Fax: (352)-392-5259
Email: janet.waters@ufl.edu

Thank You!! (Additional Information Screens Next)

27
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Need Practice in myUFL (PeopleSoft)?

v https://learn-and-grow.hr.ufl.edu/toolkits-resource-
center/financial-toolkits/deposits/

Homepage * Toolkit Resource Center * Financial Toolkits « Deposits

DEPOSITS

FINANCIAL TOOLKITS This toolkit is designed foremp\uyeeg\whomake Toolkit Features
cash/check, credit card, EFT/ACH/wire or Cash

Expense Refund deposits within myUFL. This site will
help you learn important information about Treasury
Management, editing and correcting deposits,
deleting deposits, record retention and other
necessary information

Asset Management

Budget & Commitment
Control

Budget Checking

Treasury Management

Chartfields

(352) 392-0057
You may notice the navigation in myUFL is different than what is shown in these training
Distance Learning resources. Rest assured, these changes are primarily look and feel differences. All policies . L L3 .
and procedures discussed in these materials are accurate and up to date. Training materials A d d I t I O n a | Tra I n I n
Grants will be updated to reflect the new lock and menu of myUFL

Human Subject

Payments

Hyperion Budgeting

Web Simulations and Instruction Guides

v'Live Simulations

Making a Cash/Check Deposit Si

Managerial Budgets

Depositing Multiple Checks Simulation | PDF
myUF Payment

Solutions Preparing a Deposit Transmittal Form S
Paying Vendors (for Making a Credit Card Deposit Sir | PDF
DS0s)

Makina an Flectronic Funs Transfer (FFT) Denosit ¢
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Instruction Guide

UF [FAS Extension . . . .
v 1 Instruction Guide - Recording the Bank Depaosit in PeopleSoft

Recording the Bank Deposit in PeopleSoft
1. Complete the Bank Deposit Ticket. If needed, review the Preparing the Bank Deposit Ticket
instruction guide.
2. In my.ufl.edu, go to:
a. Main Menu > Financials > Accounts Receivable > ts = Omline Pay ts =
Regular Deposit
Click the Add a Mew Value tab.
In the Deposit Unit field enter 6035,
5. Click the Add button.

myufl t

- Wi Accousss Racaesie s o Puymenis s o Oise Baymens s o Seguier Gepen

o

Unk 5035 Daposit I HENT

*Recousting Duris: 1 117

Barn € ode AVE

Bt Ao D05

Ausa Ty

“Degait Typs

Cantred Tombs Contrel Data
R r—pr— o Cout| “Reesterd 1000 5
Ensarad Tessl Amaunt om Ceunt 5
[——— B Coumnt
Proase Totat Amoum oW Ceunt a
mrmatte Toas Armoust om Count

R 2 Aefvesn B A || ) UnninDssiay

IMPORTANT! Ensure that the Accounting Date is the date the Extension staff in charge of
mizking the bank deposit will make the actual deposit at the bank. If you do not have a local Wells
Fargo reach cut to Business Services for an agreed upon date.

6. Set the Bank Code field to WFB.

7. Set the Bank Account field to 0006 (COMC). If there is no local Wells Fargo, set the Bank
Account field to UFV.

2. Set the Deposit Type field to K for checks or S for cash.

3, In the Control Total Amount field enter the total amount of the deposit.
10, Set the Count field to 1.

11.Click the Payments tab.

UF [FAS Extension . . . .
i 1 Instruction Guide - Recording the Bank Deposit in PeopleSoft

IFAS Extension Administration
Business Services Recording the Bank Deposit in PeopleSoft Page1of 8
(352) 392-1783 Revised 09/20/18

12.1In the Payment ID field enter the Deposit Ticket serial number. This is the firsk numbers of the
MIRC line (i.e., "666662987").

S
13.1In the Payment Ref fiald anter a description of your deposit (i.e., "Book Sales™).
*For 4-H Tax Only Deposits, enter "Tax Only” for the description.
14.1In the Amount field enter the amount of the total deposit
15. Salect the Journal Directly option. Make sure it is checked before moving forward.
z. Samplz of complated Payments tab.

- 0 epst ) et

aa we b e B e
e Rt fos)
St e—
e 4,
LT
a 3 &=
E ) e b s Ut iy

16. Click the Save button.
17. Note the Deposit ID number.

IMPORTANT! Write down the Deposit Unit (E025) and Deposit ID on each check to be deposited.
18, After clicking Sawve, Apply Payment will appear. If you dlick Apply Payment, skip to step 22.

IFAS Extension Administration
Business Services Recording the Bank Depaosit in PeopleSoft Page2of8
(352) 392-1788 Revised 09/20/18
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Instruction Guide

UF IFAS Extension ) ) ) o
. i Instruction Guide - Recording the Bank Deposit in PeopleSoft

UF [FAS Extension ) ) ) .
¢ i Instruction Guide - Recording the Bank Deposit in PeopleSoft

. . 27.Go to Main Menu > Financials > Accounts Receivable > Payments > Reports > Deposit
Creating Accounting Entry Transmittal Form

19. Go to Main Menu > Financials > A unts Receivable > P; nts > Direct Journal 28.If this is your first deposit, follow Steps a-c below, otherwise skip to Step 29,

Payments > Create Accounting Entries a. Click on the Add a New Value tab

20.If the information does not automatically populate, enter the Deposit Unit (6025) and Deposit b. On the Run Control ID box enter "MyRepasitlransmitialborm”
10. c. Click on the Add button

21.Click Search.

29.0n the Deposit Transmittal Form, enter 6035 in the Deposit Unit field.
22.0n the Distribution Lines enter the ghartigld information below:

*For 4-H Tax Only Deposits, skip to Step Lii.
z. In the Dept field anter your Department ID 602530000
i, If you do not know your department ID, follow the steps below:

20.1In the Deposit ID field, enter the deposit number.

31. Click the Run button.

32.0n the Process Scheduler Request page do not change anything and click the OK button.
33.Wait @ minute while it processes, then click on the Process Monitor link,

34.Once you click on the Process Monitor link, verify the Run Status and Distribution Status

1. Click on the magnifying glass

2. Change the Description criteria from begins with to ins display Success and Posted. If not, press the Refresh button to update the status.
2. Type your county name in the description field and diick the Look Up button. 35.0nce the Run Status and Distribution Status read Success and Posted, dick the Details link.
4, Salect the department that has AG="your county name”, For example, Lake fun St T G
County would be AG-Lake. — -
F— Pons i
b. In the Fund field enter 182.
c. In thz Program field enter program code 2200, Ss'cfﬂilf\the View Log/ Trace link.
d. In the Account field enter account 440500. anai
2. In the Bud Ref field enter CRRNT.

f. In the Line Amount field enter the negative amount of the total deposit and move to step
23, if you do not have sales tax to report. If there are taxes, enter the total amount of

the deposit minus the taxes and continue below: 37.0n the View Log/Trace page, select and print the .PDF version.
i. Seroll to the far right and click the Insert Lines button "+ to add =n additional line. File List
Narme File Siee |bytes) Datetime Created
i, Inm the Line Amount field of the additional line enter the negative amount of the . - e, . . -
total taxes of the deposit. SOR_UFARRDDZ_830489.J0g 580 DEm12015 7:06:28. Pid ECY
. . e th il be on tribution Li ufarmDD2_830489 FDF 22454 0BM12015 7:06:28 850741FM EOT
For 4-H Tax Only Deposits, there will ba only one Distribution Line. ufar002_830489 out 306 0B/01/2015 7:06:28.850741PM EDT

iii. In the Dept field entar your Department ID (i.e., "60352000(".)
38. Sign the Deposit Transmittal Form. The person preparing the deposit signs on the Signature

iv. Inthe Account field enter 212100. line and the County Extension Director signs on the Department Approval Signature line.
v, In the Fund field enter 901, e e e ————— e S ——
. I . . 3 Cwztws &= dxyem = ieensd o fie Bkt ardime o air Tricnos Sxcruinicy sxlioeares
23.0nce all the charifigld information is entered, click the Create icon es - F B =P oc— B FoEc - s =T o wIo —w=—c—=
24, Click the Complete checkbox || complate
! Cailier My Gator LW 19345678 £
25. Click the Sawe button. Ems  ifasgator@ufledu
Fsar
26, Complete the Sales Use Tax Report Form. - [N S —

*For 4-H Tax Only Deposits, complete the (Tax Only) Sales Use Tax Report Form,
a. If you do not have the form, contact Business Services for the respective form.
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Attaching the Backup Documentation to the Deposit d. Bank Deposit Tickst

39. Make one PDF with the following items to be uploaded after you take your deposit to the bank:
a. Deposit Transmittal Form

e ————

a. Walidated Bank Deposit Receipt

R

b. Uniform Cash Receipts (UCR) *Not applicable to 4-H Tax Only Deposits
w"ﬁ\sfaﬂlﬂ UNIFORM CASH RECEIPT ace
Lt
s o Coundy
Cwacript o
A §
T
Tods
ooy
o] coen ] Mesesy oder [ T . ) . .
f. Sales Use Tax Report Form, if applicable. Thiz form must be emailed ta Amber Bush st
bush. amberlynn@ufl adu.
¢, Copies of Checks with redacted bank account information. ur TFAS Extension
(50 S g D e " G D e DR .
E:‘_E—-;—;: E\l’eﬂtbl'lte o | Sales Use Tax Report Ferm
]
- Amoust | [S—— [ i r——
Py Exscoy =T Hudd Twesey mved 86190 L8 Dutlers mias | B I —
] UMIVERSITY OF FLORIOA eI, | - 1
= [(om [ e Tamer ] e | " | o |
= | { } 1 o H——
L A R, e — L
e ]

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

Receipts and Check Copies.
IFAS Extension Administration
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*For 4-H Tax Only Deposits, the following decuments must alse be included in your POF:
g. (Tax Only) Sales Use Tax Report Form
IFAS Extension

(TAX ONLY)
Sales Use Tax Report Form
P ) M -
. sty s LTl m—

= S
P [ e — P P
! L ="

h. 4-H Association Check to UF

4-H Association County L

o University of Florida ==

i 8B

(LTI |
L ———

SEARLLY

i1
il |

j» 4-H Association Bank Deposit Receipt

4-H Association County

* The complete PDF decument must be emailed ta Janet Waters at janet. waters@ufl edu.
|

UF IFAS Extension ) ) ) .
Instruction Guide - Recording the Bank Deposit in PeopleSoft
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40, After the deposit has been made at the bank, go to Main Menu > Finandials > Accounts
Receivable > Payments > Direct Journal Payments > Modify Accounting Entries

41.In the Deposit Unit field enter 6035 and in the Deposit ID field enter the Deposit ID number,
then select Search.
42, Click on the Documents button Documents
@, If you get an error, please contact your IT department, as some settings will need to be
adjusted.
43. At the top of the page, click on the Upload File button E
44, Attach the neceszary files and then click the Import button [
45. Once "Successfully Imported” close the window.
45, Click the Save button on the Deposit screen.

Depositing After-Hours
+ If it is necessary to make deposits to Wells Fargo after hours, a night deposit key is available,
Contact Treasury Management to obtain information on obtaining the key and an agreement form.
Tamper-proof dual-pouch bags are required for deposits made via Wells Farge night depository.
These bags can be ordered by Treasury Management, or may be obtained from an office supply
store,

= MNote: Bags are not required for in-person deposits made during bank hours.
Additional Information

+ Finance & Accounting Directives
o http://www.fa.ufl.edu/directives-and-procedu cash-collections-receivables-and-

investments/

IFAS Extension Administration
Business Services Recording the Bank Deposit in PeopleSoft Page Bof B
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