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1 University Deposit Reconciliation - Central
Offices

In this chapter, you will learn how to:

l Approve Standard University Deposits

l Review Standard University Deposits Daily Balance

l Final Approving Standard University Deposits

l ApproveOther University Deposits
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Overview - University Deposit
Reconciliation and Approval

Overview

Departments that receive payments in the form of check, cash, credit card payment,
automated clearing house (ACH) or wire create a University deposit record in the
system that details the amount received, aswell as chartfield accounting distribution
or corresponding customer invoice.

Depending upon the depositing department and the payment method, University
deposits are reconciled by either the Central Cashier's Office, Accounting Services,
or General Administration.

Reconciliation compares the actual deposit monies received by the designated
cashier from the department or from verified electronic bank transactions, with the
values the department's personnel entered into the system as the University deposit
record.

University Deposit Reconciliation -
Central Cashier's Office or General Administration
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University Deposit Reconciliation -
Accounting Services

5

1 University Deposit Reconciliation - Central Offices



Approving Standard University Deposits
- Cashier

Overview

Standard University deposits are initially approved by a receiving cashier from the
Central Cashier's Office, Accounting Services or General Administration offices.

Using the transactional steps explained in this reference, receiving cashiers will
either:

l Receive physical cash and checks from departments. Then count and
enter themonetary totals received into the system.

or

l Receive notification and detail of cash and check totals from departments
that deposited directly to the bank or receive notification of electronic
payments such as credit card, ACH or wire.

This reconciliation compares the actual deposit monies received --by the receiving
cashier or deposited directly to the bank -- with the values department personnel
entered into the systemUniversity deposit record. If the amounts are out of balance,
the deposit is rejected and the originating department is notified of discrepancy.

Successful reconciliation allows for the approving cashier to perform the follow-on,
final approval of the day's deposits.

Menu Path

MainMenu > FinanceMenu > Accounts Receivable > UNC Accounts Receivable >
Cashier Reconciliation > Standard Deposit Approval

Steps – Approving Standard University Deposits -
Cashier

Follow these steps to reconcile deposits amounts entered into the systemwith the
actual monies received from the departments:

1. Choose thismenu option:

MainMenu > FinanceMenu > Accounts Receivable > UNC Accounts
Receivable > Cashier Reconciliation > Standard Deposit Approval

Find an Existing Payment Tab

2. Complete the Deposit Unit and asmany fields as necessary to refine your
search results. Common searches include:
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l Deposit Unit and Deposit ID, which will take you directly to the deposit
record you are looking for.

In this field: Do the following:

Deposit Unit Enter the unit ID for the deposit.

Deposit ID Typically enter the University Deposit identification number if
available.

SetID Leave this field blank.This field is not currently being used.

Department Look up, or enter, the department ID.

Entered Date Enter the date if you want to narrow your search to deposit records
that were entered on a particular date.

4. Click theSearch button.

Results: If more than one deposit meets the search criteria, the systemwill
display the Search Results section, and list the depositsmatching the search
criteria. Alternately, if there is a single deposit that matches the search result --
as is the case when you enter a specific deposit ID -- the system displays the
reconciliation screen directly after clicking search.

5. Click on the relevant deposit ID.

Results: The system displays the Standard Deposit Approval Tab.
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Standard Deposit Approval Tab

1. In the Entered Amount section within the Reconcile Deposit – Cash/Checks
section, complete the fields:

In this field: Do the following:

Cash Enter the total amount of cash received for the deposit if applicable.

Non-Cash Enter the total value of non-cashmonies identified for the deposit.

2. Click theReconcile button.

Result: The system compares totals of the University deposit record (Control
Amount) with the actual monies received, counted and entered (Entered
Amount). If the values of the Control Amount match the Entered Amount, the
Status indicates that the transaction is balanced.

3. View the status. If the status is Balanced, the reconciliation is complete.

Out of Balance Deposits

When you click theReconcile button, the system compares the totals of the
University Deposit record (Control Amount) with the actual monies received,
counted and entered (Entered Amount). If the values of the control amount do not
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match the entered amount, the Status indicates that the transaction is Out of
Balance.

If the transaction is out of balance, the system generates a pop upmessage stating
“CASH Entered Amount and CASH Control Amount do not match” or “CHECKS
Entered Amount and CHECKS Control Amount do not match.”

1. If the status is Out of Balance, recount themonies received.

2. Verify that the amount you entered in the systemmatches the amounts
received.

Note: If youmade amistake with the counted or entered amounts, correct the
entered amount value tomatch the actual amount received, then click the
Reconcile button. View the status. If the status is Balanced, the reconciliation
is complete.

Rejecting an Out of Balance Deposit

1. If the Entered Amounts and Control Amounts are out of balance, reject the
deposit.

a. Click theReject Reason link.

b. Enter the reason for deposit's rejection, which will be included in a
notification email to the deposit's originator.
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c. Click theReject button after you’ve entered the reason for rejection.

d. ClickOK.

Result: The system sends an email message to the originator of the deposit
and displays themessage “Email Notification about this Deposit has been sent
to the Department User at xxxxx@unc.edu”

2. Follow your department guidelines for returning or processing out of balance
deposits.
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Reviewing Standard University Deposits
Daily Balance - Cashier

Overview

Receiving cashiers use this transaction to view a day's summary of standard
deposits that they have reconciled using the Approving Standard University
Deposits transaction.

Typically,the receiving cashier executes this transaction prior to physically handing
off cash and check deposits to the approving cashier. The transaction ensures
actual monetary amountsmatch the system record of reconciled deposit records.

This transaction can be thought of as a test run of the daily deposit final approval
that the approving cashier uses to approve deposits that have been reconciled by
the receiving cashiers. For the calculated totals, this system indicates "approved"
totals, but this is not indicative of actual approved amounts. Instead, it is a simulated
total that is useful to verify totals before actual final approval.

Menu Path

MainMenu > FinanceMenu > Accounts Receivable >UNC Accounts Receivable >
Cashier Reconciliation > Standard Deposit Daily Balance

Steps - Reviewing Standard Deposits Daily Balance-
Cashier

Follow these steps to reconcile electronic university deposits:

1. Choose thismenu option:

MainMenu > FinanceMenu > Accounts Receivable >UNC Accounts
Receivable > Cashier Reconciliation > Standard Deposit Daily Balance

Standard Deposit Daily BalanceTab

2. Complete the fields:

Note: The Depositing Unit field is required for your search. All other fields are
optional, and can be used selectively to narrow or widen your search criteria.

In this field: Do the following:

Depositing Unit Choose your depositing unit.

Reconciliation Date Enter the date of reconciliation for the University deposit records.

Cashier Enter the system ID of the cashier that performed the Reconciling
Cash-Check University Deposits transaction.

3. Click theSearch button.
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Result: The system displays the cash and check deposit records that have
been reconciled and are ready to be approved.

4. Click theCalculate Totals button to see the summary amount of the
individual records.

Result: The system calculates the total amount of deposits ready to be
approved in the Calculate Total Amounts Approved section.

Caution: For the calculated totals, the system indicates "approved"
totals, but this is not yet indicative of actual finally approved, submitted
amounts. Instead, this is a simulated approved total that is useful for
verifying totals before actual final approval.
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Final Approving Standard University
Deposits - Cashier

Overview

The approving cashier uses this transaction to approve and submit standard
University deposits

After totaling the actual payments received, the approving cashier verifies that the
monies receivedmatch the totals entered into the system deposit record.

Once the totals are verified, the approving cashier submits the reconciled deposits,
which creates the cash entry for the approved total amounts.

Menu Path

MainMenu > FinanceMenu > Accounts Receivable >UNC Accounts Receivable >
Cashier Reconciliation >Standard Deposit Final Approve

Steps - Final Approving Standard University
Deposits - Cashier

Follow these steps to approve and submit cash and checkUniversity deposits.

1. Choose thismenu option:

MainMenu > FinanceMenu > Accounts Receivable >UNC Accounts
Receivable > Cashier Reconciliation >Standard Deposit Final Approve

Standard Dept. Final Approval Tab

2. Complete the Depositing Unit and asmany fields as necessary to refine your
search results.:

In this field: Do the following:

Depositing Unit Choose your depositing unit.

Reconciliation Date Enter the reconciliation date for the University deposit records.

Cashier Enter the system ID of the cashier that performed the Reconciling
Cash-Check University Deposits transaction to limit the results to that
particular cashier if desired.

3. Click theSearch button.

Result: The system displays the deposit records that have been intitally
approved by the receiving cashier and are ready to be submitted that match the
search criteria you entered.
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4. Review the Deposits to be Reconciled section. By default, those deposits
that have been initially approved by the receiving cashier will default with the
Approve checkbox alreadymarked.

5. If a particular deposit line in the Deposits to be Reconciled section is not
ready to be submitted, click theReject checkbox, and scroll to the right and
click the Reject Reason link, and enter the reason for rejection.

6. Click theCalculate Totals button to see the summary amount of the
individual recordsmarked for approval.

Result: The system calculates and displays the total amount of deposits
ready to be approved and submitted in the Calculate Total Amounts
Approved section.

5. Complete the fields:

In this field: Do the following:

Submit Date Enter today's date.

6. Click theSubmit button to create the cash entry for the approved total
amounts.
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Result: When you click the Submit button, the system creates the cash entry
for approved amounts. Additionally, when you click the Submit button, if an
item ismarked for rejection, an email notification including the entered Reason
for Rejection is sent automatically to the Original Depositor or Receiving
Cashier. After you successfully submitted, the Submit button is deactivated.
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Approving Other University Deposits -
Cashier

Overview

"Other" University deposits for credit card, automated clearing house (ACH) and
wire transfer payments are reconciled by the Central Cashier's Office, or General
Administration.

This reconciliation compares the actual deposits received by the bank against the
values that department personnel entered into the systemUniversity deposit record.

Successful reconciliation and subsequent submittal will create the cash entry for the
approved deposits.

Menu Path

MainMenu > FinanceMenu > Accounts Receivable > UNC Accounts Receivable >
Cashier Reconciliation > Other Deposit Approval

Steps - Approving Other University Deposits -
Cashier

Follow these steps to reconcile electronic university deposits - cashier:

1. Choose thismenu option:

MainMenu > FinanceMenu > Accounts Receivable > UNC Accounts
Receivable > Cashier Reconciliation > Other Deposit Approval

Other Deposit Approval Tab

2. Complete the Depositing Unit and asmany fields as necessary to refine your
search results.

In this field: Do the following:

Depositing Unit Choose your depositing unit.

From Settlement Dt: Enter the settlement date, or starting date for a range of settlement
dates to narrow the list of deposit records. If you use this field you
must also enter a To Settlement Date.

To Settlement Dt: Enter the ending settlement date for a range in conjunction with the
From Settlement Date.This field is required if the From Settlement
Date field is used. Youmay enter the same date as the From
Settlement Date if you want to narrow the list of deposit records to a
single day.
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In this field: Do the following:

Merchant ID Enter the last six digits of theMerchant ID to narrow the list of deposit
records for the value you enter.

Other Amount:: Enter a specific transaction amount to search for deposit records with
a payment in that amount.

3. Click theSearch button.

Result: The system displays submitted, but unapproved, deposits that match
your search criteria in the Deposits to be Reconciled section.

4. Mark theApprove orReject checkbox for each line.

5. If rejecting a deposit, scroll to the right and click the Reject Reason link, and
enter the reason for rejection.

6. Click theCalculate Totals button when you have selected the deposits
ready to approve.

Result: The system calculates the total amount of deposits youmarked as
approved in the Deposits to be Reconciled section.

7. Complete the fields:

In this field: Do the following:

Bank Statement Date Enter the date of the bank statement on which the transactions that are
being reconciled appear.

Submit Date Enter today's date.
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8. Click the theSubmit button.

Result: When you click the Submit button, the system creates the cash entry
for approved amounts. Additionally, when you click the Submit button, if an
item ismarked for rejection, an email notification including the entered Reason
for Rejection is sent automatically to the original depositor.
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