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1 Direct Journal University Deposits to
Cashier's Office or General Administration

In this chapter, you will learn how to:

l Enter Direct Journal University Deposits - to 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
whichmoney 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 whichmay 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:

l direct journal - no accounts receivable invoices in the system

or

l payment predictor - departments such asOffice of Sponsored
Research, Housing and Residential Education and Procurement
Servicesmatch 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. Thismeanswhen the deposit record is created, usersmust
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 andGeneral Administrationmay receive payments that arematched
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:

Menu Path

MainMenu > 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, seeEntering University Deposits –
Splitting Payment to Multiple Accounts.

1. Choose thismenu option:
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MainMenu > Accounts Receivable > Payments > Online Payments > Regular
Deposit

2. Click theAdd 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 valueNEXTfor the system to assign the next
available deposit ID when you save.

4. Click theAdd button

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 AdministrationMiscellaneous (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 AdministrationMiscellaneous (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.

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

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

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.

Standard
Deposit: Non-
Cash Total
Amount

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

Other Deposit

In this field: Do the following:

Other Deposit:
Total Amount

Enter the total amount of incoming credit card, ACH, lockbox and
wire payments.

3. Click theCalculate Totals button.

Result: The system displays the calculated deposit total amount.

4. 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 whenmaking a deposit that has one payment. Standard
deposits may havemore 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
Date

For cash and check deposits, accept the system default of today’s date. For credit
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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5. Click thePayments tab.

Payments Tab

1. In the 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
themerchant 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 shouldmatch the system-calculated
deposit total amount from the totals tab.

2. To attach a reference file to the payment, click theAttachments link..

3. Mark the Journal Directly checkbox on the payment line.

4. Click theRefresh 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.
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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 indicatesNot Balanced, but
you suspect it should be, click the Calculate Totals button on the Totals Tab to
try rectify the discrepancy.

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

5. Click theSave button.

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

6. Click theAccounting Entries link.

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

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

l In the Line Description field you can enter values specified by
your department for tracking purposes.

l 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.

l If you want to change the order of the chart fields that display for
you, click on thePersonalize link within the Distribution Lines
section.

2. Click theRefresh 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. Click the 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.
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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 systemwill not
allow you change your distribution line entries. If you need tomake a change,
click on the Delete button next to the Lightning Bolt icon to reverse the
automated creation of the line entries. Thenmake 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 theComplete checkbox.

5. Click theApply button.

Note: When the Complete checkbox ismarked, and the Apply button is clicked,
the systemwill 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.

Result: The system displays the Budget Check button.

6. Click theBudget Check button.

7. Click theOK button to return to the Payments tab.
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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 theSubmit button to save and finalize the deposit record.

Result:

l Clicking submit enables follow-on reconciliation and processing
by your department or school's designated cashier.

l Upon clicking Submit, the Print Daily Cash Transmittal button is
available for use.

2. Click thePrint Daily Cash Transmittal button.

Note: The Print Daily Cash Transmittal button is not available for use until you
click the Submit button.
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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, typicallyFile > Print, to print the Daily
Cash Transmittal Form..

2. 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 themonetary payment or notification of
electronic receipts to the designated cashier's office.

3. Deliver themonetary payments or receipts and accompanying Daily Cash
Transmittal Form to your department's designated cashier.
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