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Cashier's Office or General Administration
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Understanding University Deposits for
Incoming Payments

Overview

A University deposit is used in the system to facilitate deposit and tracking of
incoming payments. In addition to providing a system record of the bank account to
which money is deposited, University deposits are also the source of internal
accounting data necessary for proper financial accounting, controlling and
budgeting purposes.

Within the University deposit transaction, departmental users log incoming
payments which may include cash, check, automated clearing house (ACH), credit
card or wire transfers.

The University deposit record is reconciled by each depositing unit's designated
cashier, which could be either the Central Cashier's Office, Accounting Services or
General Administration. Reconciliation ensures the accuracy of actual monies
deposited, and that appropriate accounting is applied to the incoming payments.

The departmental deposits can be broken down into two broad categories:
« directjournal - no accounts receivable invoices in the system
or

« payment predictor - departments such as Office of Sponsored
Research, Housing and Residential Education and Procurement
Services match incoming payments against a system accounts
receivable invoice.
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University Deposits: Direct Journal

For departments that are not using ConnectCarolina functionality for billing and
accounts receivable, incoming university deposits are processed using "direct
journal” accounting. This means when the deposit record is created, users must
enter appropriate chartfield accounting entries that designate the appropriate
accounts for the incoming payment.
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University Deposits: Payment Predictor - Against
Accounts Receivable Invoices

Office of Sponsored Research, Housing and Residential Education,Procurement
Services and General Administration may receive payments that are matched
against accounts receivable invoices in the system. This is done using the "payment
predictor" process.
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Entering Direct Journal University
Deposits - to Cashier's Office or General
Administration

Overview

A University deposit record is created by school or division personnel to account for
incoming payments within the ConnectCarolina system. "Direct journal” is the type
of University deposit that requires department personnel enter appropriate
chartfield accounting entries as part of the system record.

Gifts and donations are to be processed by the Development Office. Forward these
type of incoming payments to the Development Office for the processing.

Standard Deposit or Other Deposit

This document covers the steps necessary to process incoming deposits that are to
be processed and reconciled through the University Cashier's Office or through
General Administration.

Cash, check, and electronic deposits such as credit card receipts, Automated
Clearing House (ACH) or wire transfers,are handled slightly differently within the
same transaction. Different payment types are entered into different fields as

follows:

Cash Total Amount: Fhysical Cash Total Amount: Electronic
- OR -

Non-Cash Total Amount Check

Deposit Total Amount: 0.00 Calculate Totals | Recon Status:

Menu Path

Main Menu > Accounts Receivable > Payments > Online Payments > Regular
Deposit

Steps — Entering University Deposits — Direct
Journal Entry

Follow these steps to process a payment for a deposit that is a direct journal entry:

Note: For explanatory simplicity, this instruction uses the example of a single,
direct journal deposit record comprised of cash and checks that are totaled into
a single payment for deposit. For more information on allocating payments to
multiple, unique chartfield accounts, see Entering University Deposits —
Splitting Payment to Multiple Accounts.

1. Choose this menu option:


http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
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Main Menu > Accounts Receivable > Payments > Online Payments > Regular
Deposit

2. Clickthe Add a New Value Tab.
Add a New Value Tab

3. Complete the fields:

In this field: Do the following:

Deposit Unit Enter the unit ID for the deposit. Each deposit unit ID is configured to
deposit to specific bank accounts and drive the path for follow-on
reconciliation.

Note: This will typically default based on the unique parameters set in your
user ID and can be changed as necessary.

Deposit ID Always leave the default value NEXTfor the system to assign the next
available deposit ID when you save.

4. Click the Add button

Regular Deposit

Find an Existing Value || Add a New Value

Deposit Unit] CHSTR| O

Deposit ID:  |MEXT i)

Add

Totals Tab

1. Complete the fields:

In this field: Do the following:

Accounting Date [Leave the default value of today’s date.

Bank Code The bank code defaults based upon the deposit unit you initially entered and
cannot be changed.

Note: For the deposit unit General Administration Miscellaneous (GAMSC),
users can change the default bank code if necessary.
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In this field: Do the following:

Bank Account The bank account defaults based on the deposit unit you initially entered
and cannot be changed.
Note: For the deposit unit General Administration Miscellaneous (GAMSC),
users can change the default bank account if necessary.

Deposit Type Leave the value that defaults. The deposit type defaults automatically
based on the deposit unit you initially entered.
Note: Deposit type is primarily used for reporting purposes, and does not
have any accounting impacts.

Department Enter the department ID for the department receiving the payment.
Note: This particular department field is primarily used for reporting
purposes, and does not have any accounting impacts.

Phone # Enter the phone number of the person to contact if there are questions about
the deposit.

Campus Box #: | Enter the campus mailbox number to be used for any follow up
correspondence.

Totals Payments

Unit: CHSTR

*Accounting Date:
*Bank Code:
*Bank Account:
*Deposit Type:
Department:
Phone #:

Standard Deposit

Deposit I1D: NEXT
07/05/2014(H Control Currency:
BKEDZ Format Currency:
1000720 Rate Type:
R 4, Qustomer Exchange Rate:
280100 2 gW-School of Social Work
B190458-1230

Campus Box #:

Other Deposit

1234

In the Standard Deposit / Other Deposit section, complete the fields:

Note: Cash and Check Standard deposits, cannot be included in same deposit
record as electronic Other deposits .
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Standard Deposit

Standard Enter the total amount of incoming checks to be included in the
Deposit: Non- deposit.
Cash Total
Amount
Other Deposit
In this field: Do the following:
Other Deposit: Enter the total amount of incoming credit card, ACH, lockbox and
Total Amount wire payments.

3.

In this field:

Do the following:

Standard
Deposit: Cash
Total Amount

Enter the total amount of incoming physical cash to be included in
the deposit.

Click the Calculate Totals button.

Result: The system displays the calculated deposit total amount.

Standard D

Cash Total Amount:

Non-Cash Total Amount:

Deposit Total Amount:

150.00 i Total Amount: 0.00
325.00
ATE.00 Calculate Totals Recon Status: New

4.

10

In the Control Totals and Control Data section of the Totals Tab, complete

the fields:

In this field: Do the following:

*Count Leave the default of 1 when making a deposit that has one payment. Standard
deposits may have more that one payment. If more than one payment, enter the
number of payment lines for the deposit. This must be accurate for the deposit to be
"in balance".

Settlement For cash and check deposits, accept the system default of today’s date. For credit

Date card, ACH, lockbox or wire enter the bank settlement date.

Entered Accept the system default of today’s date.

Assigned Accept the system default of your user ID.

Note: This value can be used later for reporting and inquiry purposes.
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Control Totals Control Data |
Control Total Amount: *Count: 1 *Settlement Date: 07/05/2014(H
Entered Total Amount: 47500 Count: 1 *Entered: 07/05/2014(H
Difference Amount: 0.00 Count 0 Posted: |
Posted Total Amount: 0.00 Count ] Assigned: kul mer
Journalled Total Amount: 000 Count 0 User: kulmer

B Save ||[Z] Motify || ™" Refresh Es Add

5. Click the Payments tab.
Payments Tab

1. Inthe Payment Information section, complete the fields:

In this field: Do the following:

Payment/ Merchant ID For credit card, ACH wire or lockbox payments, enter the last six digits of
the merchant ID that appears on the bank statement.

For cash and check deposits, enter values specified by your department
for tracking purposes.

Accounting Date: Leave the date which will default from the accounting date entered on the
Totals tab.
Amount Enter the total amount for the payment. When creating a single payment

for the deposit record, this amount should match the system-calculated
deposit total amount from the totals tab.

2. To attach a reference file to the payment, click the Attachments link..
3. Markthe Journal Directly checkbox on the payment line.

4. Click the Refresh button within the system, and not the refresh button on
your browser.

Caution: Use the refresh button within the system screen and not the refresh
button on your browser.

11
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Totals Payments

Unit: CHSTR Deposit [D: MEXT Date: 07052014 Balance: Balanced
Payment Information Find | View All Fi
Payment Seq: *Payment / Merchant |D: UMIQUEID B *Accounting Date: 07/08/2014 .31.’
Amount: 475.00 Currency:

DFE‘_.I’ITIEI‘II Predictor [#lJournal Directly
Attachments {0}

& save |[[=] motify || Refresh E+ Add

Result: The system validates your entries. Additionally, in the upper right
portion of the screen, the system indicates if the payment is Balanced with the
amounts entered on the totals tab. If the system indicates Not Balanced, but
you suspect it should be, click the Calculate Totals button on the Totals Tab to
try rectify the discrepancy.

Caution: The deposit record must be in balance before payment accounting
can be entered or the overall record saved.

5. Click the Save button.

Result: The system displays the Accounting Entries link in the Payment
Information section if you marked the Journal Directly checkbox before saving.

6. Clickthe Accounting Entries link.

Totals Payments
Unit: CHSTR Deposit 1D: Cautinn!The depositrecord must be in balance before payment Balanced
accounting can be entered orthe overall record saved.
Payment Information Find [ wigw Al Frer il 1 of 1 4
Payment Seq: *Payment / Merchant 1D: LM:LE”: x *Accounting Date: 07052014 |5
Amount: 475.00 Currency:
DFayment Predictor 1 Journal Directly
Attachments (0) View Audit Logs Accounting Entries
Submit

B save ||[E] Motify || fs Refresh E: Add || B UpdateD

Result: The system displays the Accounting Entries tab corresponding to the
payment line.

12
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Accounting Entries Tab

1. Enter the chartfield accounting and line amount on the Chartfields tab of the
Distribution Lines section.

Notes:

« Always enter the Line Amount as a negative value for incoming
payments.

« Inthe Line Description field you can enter values specified by
your department for tracking purposes.

o For more detailed information on completing chartfield
accounting entries see the reference Understanding Chartfields.
Additionally,consult with the key accounting personnel in your
department for guidance.

« Ifyouwantto change the order of the chart fields that display for
you, click on the Personalize link within the Distribution Lines
section.

2. Click the Refresh button located in the lower right section of the screen
within the system.

Caution: Use the refresh button within the system screen and not the refresh
button on your browser.

3. Clickthe Lighting Bolt icon to automatically generate offsetting cash
entries.

Result: The system automatically generates an accounting line which is a debit
to a generic cash account.

Accounting Entries Deposit Control
Unit: CHSTR Deposit 10: 100044 Payment: UNIQUEID Seq: 1
Amount: 475.00 USD ol =
[] complete Entry Event: G, Enterincoming payments as a negative value.
Budget Status:
Distribution Lines Perscnalize | Find | View All | 5 | &2 First B 1 of 1 B8 g
ChartFields Cumency Details Budget Journal Reference Information =W
Distribution *GL Unit Speed Type Line Amount _EUrrency Fund Source *hccount Dept PC Bus Unit
Sequence
1 1|UMCCH Q Speed Type -475.00| USD 20103 |4, (12530 |, |45B88680 , |2B01000%, Qa,
< 3
Total
Lines: 0 Total Debits: 0.00 Currency: UsD Total Credits: 475.00 Currency: Usp Het: -475.00
O Cancel Apply
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Result: The system generates additional offsetting line items. These additional
accounting lines are for the debit cash clearing account and intra-fund
accounting.

Note: The after generating the offsetting lines, by default the system will not
allow you change your distribution line entries. If you need to make a change,
click on the Delete button next to the Lightning Bolt icon to reverse the
automated creation of the line entries. Then make changes as necessary.

Note: The Net amount in the Totals section should be zero. This is the
combination of the payment amount and the distribution line amount.

4. Mark the Complete checkbox.
5. Click the Apply button.

Note: When the Complete checkbox is marked, and the Apply button is clicked,
the system will perform a "combo edit" check. This is a validation of the
chartfield distribution entries, and their use in combination, with a pre-
configured table of valid entries. If the combination of chartfield distribution
entries is not valid, the record cannot be saved or processed. If you receive an
error message, double check your entries or consult with the key accounting
personnel in your department for assistance.

Accounting Entries Deposit Control
Unit: CHSTR Deposit 1D: 100044 Payment: UNIQUEID Seq: 1
Amount: 47500 USD § H
Complete Entry Event: 2
BUOgetr Statis:
Distribution Lines Personalize | Find | View Al |2 | First B8 1-2 572 Ml g
ChartFields Cumency Details Budget Journal Reference Information =W
Eiezt;i:nu:i:n GL Unit Speed Type  Line Amount Currency Fund Source Account Dept PC Bus Unit Project]
1 1 UNCCH Speed Type -475.00 USD 20103 12530 4553880 380100
2 2 UNCCH Spead Type 475.00 USD 20103 12530 111999 380100
£ 3
Total
Lines: 2 Total Debits: 47500 Currency: UsDh Total Credits: 475,00 Currency: UsD Het: 0.00
O Cancel Apply

Result: The system displays the Budget Check button.
6. Clickthe Budget Check button.

7. Click the OK button to return to the Payments tab.

14
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Accounting Entries Deposit Control
Unit: CHSTR Deposit [D: 100044
Amount: 47500 USD P
E-Lemplete Entry Event: 2

Budget Status:

Distribution Lines

Payment:

FPersonalize | Find | Viev

ChartFields Cumency Details Budget Journal Reference Information EP]
D —— GL Unit Speed Type  Line Amount Currency Fund
Sequence
1 1| UNCCH -475.00 UsD 20103
2 2 UNCCH 475.00 UsSD 20103
£
Total
Lines: 2 Total Debits: 475.00 Currency: UsD Total Credits:
[ Cancel Apply

UNIQUEID

3

Source Accoun
12530 45888
12530 111994

475.00 Cu

Result: The Budget Status displays as Valid. If you receive an error message,

double check your entries or consult with the key accounting personnel in your

department for assistance.

Payments Tab

1. Click the Submit button to save and finalize the deposit record.

Result:

« Clicking submit enables follow-on reconciliation and processing

by your department or school's designated cashier.

« Upon clicking Submit, the Print Daily Cash Transmittal button is

available for use.

2. Clickthe Print Daily Cash Transmittal button.

Note: The Print Daily Cash Transmittal button is not available for use until you

click the Submit button.

15
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Totals Payments

Unit: CHSTR Deposit ID: 100044 Date: 07052

Payment Information

Payment S5eq: *Payment ! Merchant ID:
Amaount: Currency:
Payment Predictor “| Journal Directly
Attachments (0) Wiew Audit Logs
Submit Print Daily Cash Transmittal

Result: The system generates a new browser tab that displays the Daily Cash
Transmittal Form.

Daily Cash Transmittal Form

1.

Use the browser's print function, typically File > Print, to print the Daily
Cash Transmittal Form..

When finalizing the University deposit record, department personnel should
print two copies of the DCT form, keeping one locally on file in the
department, and one to accompany the monetary payment or notification of
electronic receipts to the designated cashier's office.

Deliver the monetary payments or receipts and accompanying Daily Cash
Transmittal Form to your department's designated cashier.
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CHSTR Deposit Transmittal Report

CH State Treasurer

Deposit ID: 100044 Deposit Status: Submitted
Deposit Date: 07/05/2014 Reconcile Date:

GL Post Date:
Department: Svw-School of Social wWork CB#: 1234
Depositor: Ktk Uimer Phone #: 915481230

Instructions: Please send this report to University Cashier and retain a copy for your records.

MOTE: Ifthisis a sfandard deposit for the Universify Cashier, please enclose this report with the cash and checks ang
University Cashier within one business day, as required by State law.

Merchant 10 UNIQUEID
ltems Submitted Subtotals
Cash . 150.00
Other ltems 22500
Electronic Fayments: 0.00
Total Amount: $475.00
PrT# UMICUEID
Fund Source | Account | Deptid | Program PC BU Project Activity | Amount Line Descr
20103 12530 458860 Ja0100 47500 X Fees
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