
Collecting and Depositing Sales Tax-Screen Views*
Step-by-Step Screenshots

Process/Submit in myUFL (PeopleSoft)
For Your 4-H Association

September 18, 2018

*Reference “Instruction Guide-Recording the Bank Deposit in PeopleSoft (myUFL)” (Revised 09/20/18) –
Corresponding written instruction steps will be referenced on each screen.  “Guide” is attached at end of presentation.  



How to   

2

Submit
 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. 

*Instruction Guide – Step #2 
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 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 

While on Regular Deposit …. 
Select Either Option 
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*Instruction Guide – Step #3 
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Deposit Unit
6035

*Instruction Guide – Steps #4-5 
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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).

Set the 
Deposit Type
field to K for 
check.

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

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

*Instruction Guide – Steps #6-11
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Open Field 
type in

Tax Only

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

Tax Deposit Total

Deposit Ticket serial/tracking number

Redact (black out all other numbers prior to scan/attaching)

Check for “Balanced”
*Instruction Guide – Steps #12-18
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DON’T
move 

forward 
yet!! 

*Instruction Guide – Steps #12-18
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IMPORTANT!!   Note Deposit ID 
and write Deposit ID and AR
Deposit Unit (6035) on check.

Remember: After clicking 
Save, Apply Payment will 
appear.

*Instruction Guide – Steps #12-18
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213100 Fund is 991, Dept is YOUR COUNTY

After clicking
“lightning bolt”
 Complete

Must Click Lightning Bolt before Complete 
and SaveYour 

Number
6035

Distribution 
Line

Only One 
Line 

For the Tax 
Only Deposit

*Instruction Guide – Steps #22 f.ii. - 25
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 Let’s get started!  Go to my.ufl.edu: 

Main Menu > Financials > Accounts Receivable > Payments > Reports > 
Deposit Transmittal Form Click the Add a New Value tab. 

*Instruction Guide – Step #27
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*Instruction Guide – Step #28 a.
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Run Control ID
Type in box exactly (NO 
SPACES) exactly
MyDepositTransmittalForm

*Instruction Guide – Steps #28 b.- c.



How to Process and Submit

14

Deposit ID
Your  Deposit Number 
(you must note prior) Deposit Unit

6035

*Instruction Guide – Steps #29-31
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Confirm the Deposit Transmittal Form Select box is 
checked.  If not, check it.  

*Instruction Guide – Step #32
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6035

Your Number 

*Instruction Guide – Step #33
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Refresh will update, 
once all fields have 
updated.  
 Click - Details

*Instruction Guide – Steps #34-35
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*Instruction Guide – Step #36
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This will Open the 
Deposit Transmittal 
Form

*Instruction Guide – Step #37
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Sign/approve and this
will go with the other PDF 
attachment(s) to upload.

*Instruction Guide – Step #38



How to Process and Submit

21

Attach the UF PDF Copies 

*Instruction Guide – Step #39)
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Process

4-H Association County 

University of Florida

4-H Association County 

From Events/Activities 

From Events/Activities 

4-H Association County 

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

4-H Association County 

4-H Association 
County

 4-H Check to UF
 4-H Deposit Slip
 4-H Bank Receipt
 Tax Only-Sales 

Use Tax Report 

Special 
tracking 
does not 
need 
redacted.

Attach 4-H PDF items needed for attachment: 

*Instruction Guide – Step #39)
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Go to my.ufl.edu: 
Go to Main Menu > Financials > Accounts Receivable > Payments > 
Direct Journal Payments > Modify Accounting Entries

*Instruction Guide – Step #40
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Deposit Unit
6035

Deposit ID
Your  Deposit Number 

Attaching your Documents

*Instruction Guide – Step #41
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All this information will be your transaction. If you get an error, please contact 
your IT department, as some 
settings will need to be adjusted.  

(It will not let you upload.)

*Instruction Guide – Steps #42 – a.
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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

Search where you would 
normally save scan pdf 
files. 

*Instruction Guide – Steps #43-46
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 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. 

 Email Janet Waters the PDF attachments
as well.

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)

mailto:janet.waters@ufl.edu


Need Practice in myUFL (PeopleSoft)? 

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

28

Additional Training

Live Simulations

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