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Revisions to Manual
October 2016

e Added Helpful Hints section.
June 2010
Refund of Expenditures

e Added additional information on processing VISION checks
returned by the vendor.

November 2010

VISION Procedure #8: Void Check

e Void check procedure has been added to the Business Process
Section of the manual.
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Introduction to Direct Journal Deposits
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Frequently asked Questions

e Why is my direct journal deposit not showing up so that | can
create accounting entries for it?

The system did not create any payment lines because the Journal Directly
box was not selected on the Payments page of the regular deposit.
Navigate back to the regular deposit and select the Journal Directly box
on the payment tab and save. Now your direct journal deposit will be
available for you to create the accounting entries. If this box is already
selected and you are still not able to create accounting entries, then
contact VISION Support for further assistance.
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http://finance.vcms.vt.dev.cdc.nicusa.com/about-department/contact-us

Helpful Hints

e What are some basic things | should know about entering a
deposit?
1) Use separate deposit slips for checks and refunds.
2) Deposits should be entered into VISION within 24 hours of depositing
money at the bank.
3) The deposit number used in VISION is the 10-digit number at the
bottom left hand side of your deposit ticket.
4) When entering your deposit do not change the Accounting Date, accept
the defaulted date (current date).
5) The Received Date should be the process date on your deposit ticket.
6) Make sure when processing a Refund of Expenditure the Deposit Type
selected is "R".

e Why do I get an error message: No matching values were found?
When inquiring on a deposit that has been complete and/or
budget checked?

Once you Complete and/or budget check a deposit you can no longer
navigate to the deposit using the navigation for entering a regular
deposit: Accounts Receivable> Payments> Online Payments> Regular
Deposit.

For a deposit that has been completed and/or budget checked you would
use the following navigation: Accounts Receivable> Payments> Direct
Journal Payments> Modify Accounting Entries.

e What am | doing wrong to receive this error message? Credits
do not equal the payment amount. The revenue lines must offset
the payment amount before you can create the cash line.

When entering the accounting entries the Line Amount field needs to be
entered as a credit. If you enter the line amount as a debit you will
receive the above message. Click the ok button and enter the line
amount as a credit. Click on the lightning bolt and the cash side of you
accounting entries will be created.

e Why can’t I delete a deposit where only one line of the deposit

has been budget checked?
Once you budget check one line of a deposit you cannot delete the

deposit or add additional payment lines. If the Deposit ID was entered
incorrectly, continue with your deposit and let the Treasurer’s office know
that you entered a deposit with the incorrect Deposit ID. The Treasurer’s
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office will need to know the incorrect deposit Id as well the correct deposit
id.

e Why is the delete button grayed out when | try to delete a
deposit?
Once you create accounting entries for at least one of the payment lines
in a deposit the delete button will gray out. If no lines have been budget
checked within the deposit and you did want to delete the deposit
because you noticed that the Deposit Id was entered incorrectly. Delete
the accounting entries created and go back to the regular deposit and the
delete button will now be available. You can find how to delete deposit
instructions within this manual.

e How do I correct a deposit where | entered an incorrect account

# and deposit is budget checked and posted to General Ledger?
Once a deposit has been budget checked you cannot go back to the

deposit to correct an incorrect account. To correct accounting entries you
will create an ONL journal by debiting the incorrect account and crediting
the correct account. Remember the fund and dept Id and any other
chartfield information will need to be entered in the journal. When you
enter the long description add as much information as to why you are
processing the ONL. Add the deposit ID, date of deposit, and a brief
explanation on why.

e How do I delete a deposit once | have partially entered the
deposit?
Depending on where you are in the deposit determines the steps you take
to delete. You cannot delete a deposit that has been budget checked,
even if only one line of the deposit was budget checked. Below are the
different stages of a deposit.
Stage 1: Only the Regular Deposit portion of the deposit has been
entered; no accounting lines have been created.
Stage 2: The Revenue Side (first side) of Direct Journal Line accounting
entry has been created.
Stage 3: Cash Side (second side) of Direct Journal Line accounting entry
has been created.
Stage 4: Direct Journal deposit line is Complete.
Navigation and directions are in the Manual listed under table of contents:
Delete Direct journal Deposits (instructions for each of the possible
stages).
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Deposit Preparation

1. The Deposit ticket should always be the first document.
2. Checks should be placed after the deposit ticket.
3. Cash and/or coin should be placed last.

1. The number of checks allowed in a single deposit is 250.

1. All deposits should include an adding machine tape listing of the checks
included in the deposit.

2. The adding machine tape listing should be placed directly after the deposit
ticket.

3. Computer generated check listings should be folded and placed directly after
the Deposit ticket.

1. Do not mingle Canadian checks with regular checks. Canadian checks should
be deposited separately with their own deposit ticket.

2. Do not mingle foreign checks with regular or Canadian checks. Checks drawn
on Foreign funds should be deposited separately with their own deposit ticket.

3. To help expedite the processing of Canadian and foreign checks, please write
“CANADIAN” and/or “FOREIGN CHECKS” on the front of the deposit ticket.
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1. Food stamp coupons should not be mingled with any other deposited items.
2. A Merchant Redemption Certificate should accompany all food stamp deposits.
3. All food stamp coupons should be properly endorsed with the merchant’s

endorsement stamp.
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Deposits — Business Process, Reminders, Hints

All Deposits

e Dates- Acctg Date = Leave Current Date default, Received Date =
Change to match bank receipt date if necessary, Entered Date =
Current Date, not available to change

e Enter deposit in VISION within 24 hours of making bank
deposit

e Bank Errors on Deposits: If you think the bank may have made a
mistake on your deposit, you should contact the Treasurer’s Office @
802-828-6972 or e-mail services.accounting@state.vt.us to see what
actually happened on the bank statement. Make your VISION entry
for the correct amount of the deposit. This will eliminate having to
process the DR/CR Memo. However, any other corrections made by
the Bank will be processed as a DR/CR Memo. For detail information
on Debit/Credit memos you can visit the Finance and Management
Web site.

http://finance.vermont.qov/sites/finance/files/documents/Train Suppor
t/VISION JA OG/FIN-

VISION Errors on Deposits: If a deposit is entered in VISION incorrectly
from what was deposited at the bank the following will need to occur to
correct:

1. If your entry is made in VISION for more than the deposited
amount at the bank, enter an ONL journal entry for the
difference to correct. Debit the revenue account and credit the
cash account. Instructions in manual. Also contact Treasurer’s
Office @ 802-828-6972, or email
TRE.ServicesAccounting@Vermont.Gov

2. If your entry is made in VISION for less than the deposited
amount at the bank, enter a new deposit in VISION for the
difference using the same original deposit # with an A at the
end to make it unique. Also contact Treasurer’s Office @802-
828-6972 or email TRE.ServicesAccounting@Vermont.Gov

If a deposit posts in VISION with an incorrect Deposit ID, contact the
Treasurer’s office to let them know the correct ID — this helps with
their reconciliation. When the Treasurer’s Office reconciles the bank
records to VISION the key fields to reconciling are the Deposit ID and
deposit amount.
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MER Queries — Run month end queries (anytime throughout the
month) to check for open items that need to post or may be in error.
(See Month End Closing Instructions Document)

http://finance.vermont.qov/sites/finance/files/documents/Pol Proc/VIS
ION Proc/FIN-VISION Month End Closing Instructions Actuals.pdf

or
On the Web page click on the following link for reports and queries:

http://finance.vermont.gov/sites/finance/files/documents/Train Suppor
t/VISION Manuals/Reporting Manual/FIN-AR_Reporting Manual.pdf

Direct Journal Deposits

Types- C= Cash/Check, R= Refund of Expenditure, D= Credit Card,
L= Lockbox (do not mix different types of deposits)

A deposit does not journal generate to the general ledger until it is
budget checked. Deposits that are budget checked the same day
they're entered into VISION will journal generate with the same
accounting date. This is important when you approach the end of the
month to make sure all deposits entered in that month have been
budget checked, to avoid a deposit entered in one month and journal
generated in the next month.

You can budget check direct journal deposits by a batch process. The
Budget check process is run by Business Unit. If you are a department
or agency that has several locations where deposits are entered within
your Business Unit, you need to be careful when running the batch
process as it will pick up any deposit that has been saved as complete.
Account, Fund and Dept ID are required fields, make sure you have
entered them all before budget checking your deposit line.

Once a deposit has been checked complete and saved, the next step is
to budget check. if you are not in the deposit, navigate to:

Accounts Receivable> Payments> Direct Journal Payments> Modify
Accounting Entries> Find an Existing Value

Make sure to check all lines of deposit for accuracy before budget
checking. Once you budget check one line of a deposit you cannot go
back to the regular deposit and add any additional lines nor delete any
lines. Example if you have three lines and for some reason one line
had a dollar amount of .00 you cannot delete that line if one other line
in the deposit is budget checked. Therefore, it is important before you
budget check to verify that all data in deposit is correct.
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Deposit ID Number Format for ACH & Wires

This format only applies to departments where there is no deposit ticket
involved. This numbering scheme is for departments who receive money
via Wires and ACH. If you’re a department that uses a deposit ticket
always use the 10-digit Deposit Id number assigned on the bottom left
of deposit ticket.

Note: Do not enter the word NEXT in the deposit Id field. Use the
numbering scheme listed below.

Departments are to use the following numbering scheme:

First 4 numbers are BU (no leading zero)
A variable (see below)
The date the money was deposited at the bank (MMDDYY)

This produces an 11-digit Deposit ID. If there are more than one of a particular
type of deposit in a day, add an “A”, “B”, etc at the end of the ID.

Deposit ID Variable Codes

D = Depository Account Back Acct# 5240113051 (Wire)
F = Fed Fund Account Bank Acct # 5240112764

C = Office of Child Support-Incoming Account

S = Credit Card Settlement Account Bank Acct# 5240192039

W = Credit Card Online Account Bank Acct# 5240598138

Example: Deposit for Business Unit 01110, a wire received into the depository
account on March 7, 2007 and it is the second one for that day.

1110D030707A

If you have any questions, contact the State Treasurer’s Office at 802-828-6972
or via e-mail at TRE.ServicesAccounting@Vermont.Gov
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Debit/Credit Memo Business Process

Situation when this function is used: A debit/credit memo is received from
the bank each time an adjustment is made to the State’s bank accounts. Usually
these changes result from an incorrect deposit or a returned check. You should
refer to the Finance & Management Web Site - Debit/Credit Memo Procedure
http://finance.vermont.gov/sites/finance/files/documents/Train_Support/VISION
JA_OG/FIN-VISION_Job_Aid_Debit_Credit Memo_Procedure.pdf
As of 02/01/04 updated 04/30/2007 with detailed instructions. A summary of
the procedure is outlined below.

Chartfields:
e Account 101096 - DR/CR Memo Cash Clearing
e Fund (Agency) 63096 - DR/CR Memo Cash Clearing

Process Flow:
e Treasurer’s Office receives debit/credit memo from bank
e They process a CAJ journal entry adjusting depository cash account
101002 to 101096 using Fund 63096
e They send document copies to the appropriate Department

e The Department processes a TSF journal entry within 5 days of receipt of
the debit/credit memo, using affiliate 00005, appropriate Fund, Dept ID,
etc and account 100105 and the appropriate offset (revenue) account
based on the original deposit.

e Financial Operations enters a responding TSF journal entry in BU 00005
using appropriate affiliate, Fund 63096, appropriate Dept ID and accounts
100105 and 101096 (this clears both cash accounts 101096 and 100105).
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Refund of Expenditures

A refund of expenditure is a reimbursement of:

an overpayment or payment made in error,

a payment made on behalf of another entity,

a payment for goods returned to the vendor, or
a payment for goods or services never received.

A refund of expenditure is processed by depositing the refund check into the
bank and entering a direct journal deposit in VISION. In the direct journal
accounting entries, departments must use the expenditure account, fund, Deptid
and other chartfields that were used on the original transaction.

VISION allows refund of expenditures to be processed only when there are
sufficient current year expenditures to offset the refund. When departments
receive monies for a refund of prior year expenditures, the refund must be
processed against the current year’s expenditures in VISION. If there are not
sufficient current year expenditures to offset the prior year refund, the system
will not allow the direct journal to budget check. The system will return the
budget check error “Spending authority over budget.” In this case only,
departments must change the expense account to revenue account 485000 Prior
Year Refund of Expenditures. For more information on prior year refund of
expenditures please refer to VISION Procedure #6 Prior Year Refund of
Expenditure Procedure which can be found on the Finance & Management Web
Site at the following URL.
http://finance.vermont.gov/sites/finance/files/documents/Pol_Proc/VISION_Proc/
FIN-VISION_Procedure_6_Prior_Year_Refund_of Expenditure_Procedure.pdf

NOTE: VISION Accounts Payable checks that are returned by the vendor or have
printed and then found to be invalid ARE NOT considered a Refund of Expenditure. Do
not deposit a VISION Accounts Payable check. Returned or invalid Accounts Payable
checks processed in VISION must be sent to the Treasurer’s Office requesting them to
be voided. VISION Procedure# 8 explains what to do when you receive a returned
VISION Accounts Payable check and the procedure can be found on the Finance and
Management website at:

http://finance.vermont.gov/sites/finance/files/documents/Pol_Proc/VISION Proc/FIN-
VISION Procedure 8 Void Check Procedure.pdf
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Void Check Procedure

Void Check Procedure:

VISION Procedure # 8: Void check establishes the criteria and procedures for
voiding VISION vendor checks. This procedure can be found on the Finance and
Management website at:
http://finance.vermont.gov/sites/finance/files/pdf/vision_procedures/VP_8 Void

Check.pdf

Departments are prohibited from depositing VISION vendor checks and
processing them as a refund of expenditure. The erroneous depositing of a
VISION vendor check obscures the audit trail in VISION by creating a record that
indicates the check was issued to and cashed by the vendor; this improper
handling impairs the integrity and accuracy of vendor payment reports and
potentially 1099-MISC forms issued to vendors and the IRS.
CRITERIA
A check can be voided in VISION when the following two conditions exist:

1. The check was issued and recorded in the VISION financial system.

2. The department (custodian) is in possession of the original check.

A VISION vendor check shall be determined invalid and voided in VISION when
there is a/an:

e error in the payee;

e error in the payment amount;

e printing error or damaged/spoiled check;

e duplicate payment;

» cancellation of the payment request;

 unavailability of the goods/services being purchased,;

e or any other reason the check is no longer needed for its intended

purpose.

Note: VISION vendor checks that are valid and not in error but are undeliverable
to the vendor (e.g., unknown address) shall not be voided, and are
subject to Vermont’'s unclaimed property laws. Contact the Office of the
State Treasurer’s Unclaimed Property Division for more information.

Please contact the Office of the State Treasurer’s Treasury Operations Division or
the Dept. of Finance & Management’s VISION Finance Support Team with any
guestions about this procedure.
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For copies of cancelled checks or checks to pull please contact the Treasurer’s
Office by email at: TRE.ServicesAccounting@Vermont.Gov
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Direct Journal Deposits Flowchart
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Regular Deposit Entry Total Page / Field Descriptions

Favorites | Main Menu > Accounts Receivable > Payments : Online Payments : Regular Deposit
b b - b -

ows VAESRER
Unit: 01110 Deposit ID: 2120622001 g
cctg Date: 09/01/2011 [ Control Currency: Q
*Bank Code: finop | Q ForTatErreneys LS0-<!
*Bank Account: | Q Rate Type:
*Deposit Type: Q Exch Rt:
< Control Total Amount: 0.00 +count: eceived: 08/01/2011
m ’ unt: 1 || *Entered:
Difference Amount: 000 Count 1 Posted:
Posted Total Amount: 000 Count: o || Assigned: TJARVIS Q
Journalled Total Amount: 0.00 Count: 0 User: TJARVIS
[ save | [=] Motify | 2 Refresh | Es Add | | Update/Display |

e Acctg Date — Defaults in with the current date. Always accept the
default date. Do not change. Fiscal Year end instructions may include that
the accounting date may change to facilitate Fiscal Year closing.

e Bank Code - Clicking on the magnifying glass to the right of the field
gives you a list of valid bank codes. For direct journal deposits you should
always select HOWRD as the bank code which defaults with a description
of TD Bank NA.

e Bank Account — Clicking on the magnifying glass to right of field displays
a list of valid values. For direct journal deposits select # 0002.

e Deposit Type — Selection list available. If HOWRD and 0002 are
selected the Deposit Type will populate with C-Cash Checks. If deposit
is a Refund of Expenditure you should use a type R-Refund

e Control Total Amount — This field is used to enter the total amount of
the deposit.

e Count — This field determines how many accounting lines will be entered
for the deposit that you have broken down by chartfields.

e Control Currency — Always select or enter USD.

e Received Date — This is an important date. Enter date that bank stamps
on your deposit ticket. This date is used by the Treasurer’s office to
reconcile bank statements.

= Mandatory fields
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Regular Deposit Entry Payments Page/Field
Descriptions

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

Totals Payments

Unit: 01110 DepositlD: 2120622001 Date:  09/01/2011 Balance: Mot Balanced
Payment Information Find | view Al First Kl 4 or 1 I Last
Seq Payment ID-\*Acctg Date Amount Currency Rate Type Exch Rt =]
| 09/01/2011 |U.UU
B Paymen Ictor [] Journarpirec] B Range of References
Payment Method: -
Customer Information Find | View A1 First Bl 4 of 1 Il Last
=
Cust ID: Q Business Unit: Q
SubCustomer 1: SubCustomer 2:
Name:
Remit From: Remit From SetlD:
Corporate: Corporate SetiD:
MICR ID: Q Link MICR

Detail References

= =
Reference Information Customize | Find | iew A1 B0 B8 First B0 4 op 1 B L ast

Gual Code |Reference To Reference Event
1 & | Q Q =

e Payment ID — Is an alphanumeric field that allows you to type in a brief
description to what has been deposited. It is a limited field that allows
only 14 characters.

e Acctg Date — Defaults from the Total page.

Amount — Enter dollar amount for the particular set of Chartfields.

e Currency — Automatically populates from the Total page. If the field is
blank go back to the total page and select USD.

e Journal Directly — Important field which needs to be selected when
entering a direct journal deposit. If not selected when you go to enter the
accounting entries you will find that the line will not display to enter the
accounting entries. To correct, go back to the regular deposit Find an
Existing Value and select the journal Directly box and save. Now when
you navigate to enter your accounting entries the line(s) will be available.

. - This page is broken in three sections. To insert a new row you need
to click on the button that is located on the Payment Information
portion of the page.

Q = Mandatory fields

Direct Journal Deposits Page 21 of 110
VISION 8.8

Revised October 2016


javascript:submitAction_win0(document.win0,'PAYMENT$new$0$$0');
javascript:submitAction_win0(document.win0,'PAYMENT$new$0$$0');

Direct Journal Acctng Entries Page/Field Descriptions

Fa\fovr'rtes Main'Menu s Accounts Receivable > Payments » Direct Journal Payments > Create Accounting Entries

Accounting Entries || Deposit Control

Unit: 01110 DepositID: 5 Payment: 01110TEST Seq: 1
Amount: 15.00 USD %? =
[T complete Budget Status: Entry Event: | Q
Dlstnhlltlon Lines C DITIIZP| Find | View All| EII First 4] 1 of 1 o Last
[ chartrielas JlMore Chartrieids Qnmcynelais-. T bBudget T Journal Reference Information

F‘GLllnrt peed Type |Au:ount FundCode I)et Pr rAM | rjass Proiect |Affiliate  |Line Amount |Currency

1 101110 @ SpeedType\| A | q | i) | Q| Q Q Q usD [=]
N\ /
‘ 0 Lines Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Met 0.000 ‘

B save | S\ Return to Search | [=] Motify | 4 Refresh |

e GLUnNit — Defaults with business unit.

e Speed Type Button — This allows you to select speed types that were
created which will automatically populate chartfields that are repetitive or
used frequently. See pages on how to create Speed Type listed in table of
contents.

e Account — Enter account number applicable to cash/checks. By clicking
on the magnifying glass beside the field a list of valid values will be
displayed.

e Fund Code - Enter associated fund. Click the magnifying glass to display
a list of valid values. This is a mandatory field.

e Dept - Enter 10-digit number or select a valid value. This is a mandatory
field. Dept ids are established under the SETID of STATE so if you are
using the magnifying glass to search for a specific deptid, enter the last
four digits of your BU so you will get only the department ids for your
business unit.

e Class — Not mandatory field, if your department requires a class, enter or
select a valid value.

e Project — Not mandatory field, if your department requires a project
enter or select a valid value.

e Affiliate — No data entry required.

¢ Line Amount — Amount applied to specific chartfields and should be
entered as a negative amount (credit).

© = Mandatory fields — other chartfields as needed by Dept.’s
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e Line Description - Click on Currency Details tab shown in screen shot
below.

Favorites | Main Menu > Accounts Recewvable > Payments > Direct Journal Pgyfnents > Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 DepositID: 5 Paymtyn/m 110TEST Seq: 1
‘ Amount: 15.00 UsSD / 7 d ‘
[”] complete Budget Status: Entry Event: Q

Distribution Lines Customize | Find | View Al | | L] Firet B 4 of 1 B0 Last
" ChartFieids T More ChartFields T Currency Details T Budget T Journal Reference Information

Line Descr

‘ 0 Lines Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Met 0.000

& save | £\ Return to Search | [=] Notify | 1) Refresh |

Line description is not a mandatory field. Field is used to add additional
information. This field also appears in some of the journal queries. EX:
VT_AR_DIRECT_JRNLS_QUERY
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Valid Value Selections/Regular Deposit Entry Page:

Bank Codes:

AHS — AHS Transfers Bank

ANR — Agency of natural Resources
AUDIT — Auditor-Single Audit Bank
BGS — BGS-Transfers Bank

CAT — Catamount Health Assessment — added FY 2008
CGARA- AOT-Central Garage

CHITT — Chittenden Bank

DMV — AOT-Dept of Motor Vehicles
FINOP — FinOps Bank

GOVNT - GovNet Transfers
HOWRD — TD Bank NA

LIBTF — Libraries Payment Transfers
PERTR — Personnel Payment Tranfers
PUBSA — Public Safety Transfers Bank
SOS — Sec of State Transfers Bank
TAX — Tax Dept Transfers

VCI — VCI Transfers Bank

Bank Accounts:

0001 — 5240112706 — Concentration Account

0002 — 5240113051 — Depository Account
0003 — 5240112764 — Federal Funds Account

0004 — 5240113077 — Tax ACH Account

0016 — 5240192039 — Credit Card Settlement

0017 — 5240192005 — Office of Child Supp-Incoming
0019 — 5240191982 — PATH-Lockbox Account

0020 — 5240191966 — Deferred Compensation Plan
0021 — 5240598138 — Credit Card-Online

0022 — 5240191958 — PATH-ASD Rebate

0023 — 5240191940 — PATH- incoming ACH

0024 — 5240113069 — DLC Merchant Account

0100 — 5240112730 — State employees’ Retirement
0101 — 5240112920 — Teachers’ Retirement System
0102 — 5240112946 — Municipal Retirement System
0103 — 5240112962 — State Emp Defined Contrib.
0104 — 5240112988 — Muni Emp Defined Contrib
0105 — 5241658709 — OPEB (Treasurer’s Office Only)
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e Deposit Types

e C — Cash/Checks
D - Credit Card

F — Federal Grants

L — Lockbox

¢ R — Refund of Expenditure
e W — Wire Transfer

Control Currency
e USD — US Dollar — If field is left blank you will receive the following
ERROR: Control Currency must be USD The peoplesoft program executed
an error statement, which has produced this message. Click Ok and enter
USD.

Note: These are the existing selections available as of 10/09/2010
subject to changes and additions.
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Deposit Ticket & Bank Accounts
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Deposit ID#

This number is found on the far left of the deposit ticket. There are three sets of
numbers on the bottom of each deposit ticket. Deposit # is derived as follows,
first four digits are the last four numbers of your business unit and the next six
digits are sequential.

A Deposit ID number MUST be used in VISION to identify each deposit. The
Bank sends a file to the Treasurer’s Office and with that file the Treasurer’s
Office reconciles to what was entered in VISION. Key fields for reconciling are
the deposit I1d number and the total dollar amount.

Bank and Bank Accounts

Bank Code — HOWRD- TD Bank NA for ALL cash/check DJ deposits.
Bank Account — 0002 - 5240113051

Depository cash account - 101002
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Enter a Direct Journal Deposit

Possible situations when this function is used: Direct Journal deposits are
regular deposits that are directly journalled to the general ledger (not customer
related deposits).

Navigation: Accounts Receivable > Payments > Online Payments > Regular
Deposit

Click on the Add a New Value Tab

FE‘.'IIIvr'rtEE MainvMenu »  Accounts Receivable > Payments > Online Payments > Regular Deposit

Regular Deposit Entry

| ! o aew vaue

Deposit Unit: p1110  C
DepositID: 2120622001 Q

Add

Enter Deposit Unit
e leave as default or
e enter business unit
Enter Deposit ID
e Enter New Deposit ID or
e Enter the correct numbering scheme. Follow instructions Auto-
Numbering Deposit Change.

Click the ADD button

Direct Journal Deposits Page 27 of 110
VISION 8.8

Revised October 2016



The Totals Page opens.

Favnvr'rtes ; MainvMenu » Accounts Receivable > Payments > Online Payments > Regular Deposit
i - - -
Unit: 01110 Deposit 1D: 2120622001 g

*Acctg Date: 0712012011 E'J Control Currency: usD

“Bank Code: HOWRL®, TD Bank NA Format Currency:
*Bank Account: 0002 QU 5240113051 Rate Type:
*Deposit Type: C @ r~ashichks Exch Rt: B

Control Total Amount: 50.00  scount; 2 || *Received: 0901201 1][Ex

Entered Total Amount: 0.00 Count 1 || Entered:

Difference Amount: 0.00 Count 1 Posted:

Posted Total Amount: 0.00 Count: o || Assigned: TJARVIS Q
Journalled Total Amount: 0.00 Count; o || User TJARVIS

B save

Motify | s Refresh |

= Add Update/Display |

Enter Information on Totals tab

Three dates default in:

e Accounting date — leave current date default (do not change)

e Entered date - current date default (grayed out field)

e Received date — change if necessary (date bank stamps on deposit
ticket)

e Enter Bank Code - Enter Valid Value

e Enter Bank Account - Enter Valid Value

e Enter Deposit Type - Enter Valid Value

e Enter Control Currency — USD - If left blank it will result in a Error
message: Control Currency must be USD

e Enter Control Total - Enter Control Total (This is the total you have
deposited in the bank)

e Enter Count - This number is determined by how many different

accounting lines you will enter in the deposit.
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Click on the Payments Tab

Fa\.ruvr'rtes Mainyenu » Accounts Receivable > Payments > Online Payments > Regular Deposit

Totals Payments

Unit: 01110 DepositID: 2120622001 Date:  09/01/2011 Balance:  NotBalanced
Payment Information find[view Al First Il 1 or 1 I Last
Seq  *PaymentlD *Acctg Date Amount Currency Rate Type Exch Rt =]
I 0712012014 [540.00
[ Payment Predictor ["] Journal Directly ["|Range of References
Payment Method: Check -

The Payments Page opens.

Enter Payment Id and Amount for the first payment lin
e Enter Payment Id - Enter Payment Id for first payment line
e Enter Amount — Enter Amount for fi
e Check the Journal Directly bo

¢ Payment Method: defaults g8 Check accept default

Insert a New Row by Clicking on the icon (Payment Information section of
page)

Favorites | Main Menu : Accounts Receivable : Payments > Online Payments » Regular Deposit
- B - - - -

Totals Payments

Unit: 01110 DepositID: 2120622001 Date:  09/01/2011 Balance: Mot Balanced
Payment Information Find | View Al First K 2 o2 I (st
Seq *Payment|D *Acctg Date Amount Currency Rate Type Exch Rt El
INg REIME [07r2002014 [ [25.00
[] Payment Predictor Journal Directly [ Range of References
Payment Method: Check -

Enter Payment Id and Amount for the second payment line

e Enter Payment Id - Enter Payment Id for second payment line
e Enter Amount — Enter Amount for second payment line
e Check the Journal Directly box
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Click on the Save Button at the bottom left side of the page

Fa\.rovr'rtes MainvMenu s Accounts Receivable > Payments > Online Payments : Regular Deposit
i - - -

Totals || Payments

Unit: 01110 DepositID: 2120622001 Date:  09/01/2011 Balance:  Balanced

Payment Information

Seq *PaymentID *Acctg Date Amount Currency Rate Type Rt E|
2 [nNsREmMB [0712002011 [51|25.00 USD CRRNT 1.0000000C

[l Payment Predictor Journal Directly ["] Raade of References

Payment Method: Check -

NOTE: The deposit is Balanced (see the upper right corner of the Payments
Tab)

Click on the Totals Tab

Favuvr'rtes MainvMenu Accounts Receivable > Payments > Online Payments > Regular Deposit

Totals | Payments

Unit: 01110 DepositiD: 2120622001 Delete Depositl

*Acctg Date: hmwﬂﬂ E'J Control Currency: usD |

*Bank Code: HOWRL TD Bank MA Format Currency: Y=C
*Bank Account: 0002 | 5240113051 Rate Type: CRRNT

. e B

*Deposit Type: C QA Cashichks ExchRt: |  1.0000000C =

Frr e | 50000 «count: 2| || *Received: 09i01/2011 [+

Entered Total Amount: 50.00 Count 5 || "Entered: 09/01/2011

Difference Amount: 000 Count: 0 Posted:

Posted Total Amount: 0.00 Count: o || Assigned: TJARVIS Q
Journalled Total Amount: 0.00 Count: 0 User: TJARVIS

& save | [=] Notify | 42 Refresh | E Addl Update.fDlspIayl

The Totals page opens.

NOTE: The Control Total Amount and Count and the Entered Total Amount and
Count are the same. If there is a difference, review totals and payment lines to
find the difference and correct it.
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Navigation: Accounts Receivable > Payments > Direct Journal Payments >
Create Accounting Entries

Direct Journal Entry Page Opens

Fa\'ovr'rtes MainvMenu » Accounts Receivable > Payments » Direct Journal Payments » Create Accounting Entries

Direct Journal Entry

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

Find an Existing Value

Maximum number of rows to return (up to 300); |200

Deposit Unit: = - 01110 aQ
Deposit ID: begins with - (2120622001 Q.
Payment Sequence: = - |
Payment ID: begins with -

User ID: begins with ~

Assigned Operator ID: begins with -

[[Icase sensitive

Search Clear |BasicSearch Save Search Criteria

Enter Deposit Unit (or accept the default)
Enter Deposit ID

Click on Yellow Search Button
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Favgtes Mainvl\-'lenu > Accounts Receivable : Payments > Direct Journal Payments > Create Accounting Entries

Direct Journal Entry

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Deposit Unit: = - ’U‘H‘m— Q
Deposit ID: begins with - [2120622001  |Q
Payment Sequence: = - |—|
Payment ID: begins with - l—
User ID: begins with - l—
Assigned Operator ID: begins with - l—
[Icase Sensitive

Search | Clear |BasicSearch & save Search Criteria

Search Results

\ First | 1- B Last
Deposit Unit|Deposit ID  |Payment Sequence |Payment ID (User ID (Assigned Operator ID(Non Customer Dist Balanced |[Entered Date
01110 2120622001 1 INS REIMB TJARVIS TJARVIS Mo Dist 09/01/2011
01110 2120622001 2 INS REIMB TJARWVIS TJARVIS Mo Dist 09/01/2011

Search Results will return all payment lines of the deposit.

Select line by clicking in any of the column(s) within that line.
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The Accounting Entries Page opens.

Favorites | Main Menu » Accounts Receivable » Payments > Direct Journal Payments > Create Accounting Entries
- H - - - -

Accounting Entries | Deposit Confrol

unit: 01110 Deposit ID: 2120622001 Payment: INS REINB seq: 1
‘ Amount: 25.00 USD 7 8 ‘
[“Icomplete  Budget Status: Entry Event: Q

Distribution Lines f,ushml e | Find | View a1 | B0 BE  First B0 4 opq B Last
ChartFields T More ChartFields T Currency Details T Budget T Journal Reference Information

r *GL Unit peed Type |*Account Fund Code  Dept Pr ram Class Project |Affiliate Line Amount |Currency

1 1[01110 ©, SpeedType| 415000 @ [10000 @ |11uuuzuuuq| Q| Q Q Q -25.00] USD [=]

‘ 0 Lines Total Debits: 0000  Currency: Total Credits: 0.000 Currency: Met 0.000 ‘

ESavel .QReturntnSearcn| 4B Previous in Lis | 4[] Next in Llstl EINnnfy| P:;Refresnl

Enter Appropriate Chartfield Information and Line Amount for the first line:

Enter Account — Enter valid account.

Enter Fund Code — Enter valid fund

Enter Dept — Enter valid dept

If required enter Program Code, Class or Project
Enter Line Amount — Enter Amount for first line

o0 NOTE: The line amount must use the opposite sign of the
payment. If the payment is a positive amount, then the line
amount must be negative.

Click on the Currency Details tab to enter a Line Description. Not a
required field.

Fa\rovr'rtes MainvMenu > Accounts Receivable > Payments > Direct Journal Payments » Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 DepositID: 2120622001 Payment: NS REIMB Seq: 1
Amount: 25.00 UsD ﬁ =
[CIcomplete Budget Status: Entry Event: Q

Distribution Lines Customize | Find | View Al | B First B 4 opq B st

1 ChartFields T More ChartFields T Currency Details T Budget T Journal Reference Information

Line Descr

1 =l
0 Lines Total Debits: 0.00 Currency: USD Total Credits: 25.00 Currency: USD Met -25.00
& Save | &\ Return to Search | +[E Previous in List | +[E| Next in List | [=] Motify I % Refresh
Direct Journal Deposits Page 33 of 110
VISION 8.8

Revised October 2016



Currency Details page is displayed to enter additional information.
Note: Line description needs to be added before clicking the lightning bolt to
create cash side accounting entries. Line notes appear in some of the queries.
For example:

VT_AR_DIRECT_JRNLS_DEPOSITS Query

Note: If you created the cash side of the accounting lines and need to add a
line description you will need to delete the cash side by clicking in the & icon
deleting the cash accounting lines then add line description and click the
lightning bolt to create cash lines. A line Description can be added to each line
of deposit.

Click on the Lightning Bolt Icon to create the Cash Account Side of the
transaction line. Once the\Cash lines are created you should verify that the
depository account 101002 pQpulates as well as the cash clearing account
101050. The cash account populates from your selection on the Total page of
the regular deposit, Bank Code ang Bank Account.

Favortes | Main Menu > Accounts Recewvable > Payments > Direct JouNgl Payments > Create Accounting Entries

Unit: 01110 DepositlD: 2120622001 Payment: NS REIMB Seq: 1
‘ Amount: 25.00 UsD %? =
[T complete Budget Status: Entry Event: &

Dlstnblltloll Lines Customize | Find | Views 41| Ell First Bl 1.4 or 4 Il Last

 Chortreias T——

GL Unit Account Fund Code p' — Class Project |Affiliate Line Amount |Currency

1 01110 415000 10000 1110002000 -25.00 USD
2 101 00005 101002 10000 1110002000 25.00 USD
3103 00005 101050 10000 1110002000 01110 -25.00 USD
4 104 01110 101050 10000 1110002000 00005 25.00 USD
‘ 4 Lines Total Debits: 50.00 Currency: USD Total Credits: 50.00 Currency: USD Met 0.00
& save | £\ Return to Search | | +[E Mext in List | [=] Notify | 4y Refresh |

Four lines are generated balancing the transaction for your business unit and the
treasury account business unit.

NOTES:
¢ You will not see the cash account on the trial balance — only 101050
e Impact — as an example you will only be able to distinguish federal receipts
from regular receipts by the revenue account — no longer by the cash
account.

Check the Complete Box (located on the upper left side of page)
Click the Save Button (bottom left of the page)
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Favortes © Main Menu > AccountsRecewable > Payments > Direct Journal Payments > Create Accounting Entries

Accounting Entries || Deposit Control

Unit: 01110 Deposit ID: 2120622001 Payment: NS REIMB Seq: 1
‘ Amount: 25.00 UsD é} ,ﬂa
Complete Budget Status: Entry Event: I Q

Distribution Lines Customize | Find | &) First Kl 14 or 4 B Last
" Chartrields | More CharfFieids | Currency Detais | Budget | Journal Reference informal

GL Unit Account Fund Code Dept Program Code |[Cla=s ] Project |Affiliate |Line Amount |Currency

1 101110 415000 10000 1110002000 -25.00 USD
2 101 00005 101002 10000 1110002000 2500 USD
3103 00005 101050 10000 1110002000 01110 -25.00 USD
4 104 01110 101050 10000 1110002000 00005 2500 USD
/
‘ 4 Lines Total Debits: 50.00 Curw&JSD Total Credits: 50.00 Currency: USD MNet 0.00
B save | {2\ Return to Search | +[E] Previous in _/|¢/E|Naxt in List | [=] Motify | s Refresh |

The Budget Check Icon appears (top right of the page)

Click on the Budget Check Icon to budget check the first line.
Remember verify that your deposit is correct before you budget check,
because once you budget check one line of the deposit you cannot go
back to the regular deposit to make changes.

Fa\rovr'rtes Mainvl'v'lenu »  Accounts Eece'rvable b Payrrlents ¥ DirectJournvalF’ayments » Create Accounting Entries

Accounting Entries Dieposit Control

Unit: 01110 DepositID: 2120622001 Payment: |NS REIMB Seq: 1
‘ Amount: 25.00 USD
Complete Budget Status: Valid Entry Event: Q

Distribution Lines Customize | Find | View Al | @| B piret Bl aaora B Lo
r
ChartFields T More ChartFields T ‘Currency Dewcils T Budget T Journal Reference Information

GL Unit Account Fund Code |— Program Code |Class Project |Affiliate |Line Amount |Currency

1 101110 415000 10000 1110002900 -25.00 USD
2 101 00005 101002 10000 1110002000 25.00 USD
3 103 00005 101050 10000 1110002000 01110 -25.00 USD
4104 01110 101050 10000 1110002000 00005 2500 USD
AN
4 Lines Total Debits: 50.00 Currency: USD Total Credits: 50.00 Currency: USD Met 0.00
& save | &\ Return to Search | 4[E] Previous in List | +E| Mextin List | [=] Notify | s Refresh

The Budget Check Icon disappears and Budget Status: Valid.

Once you budget check a line the icon disappears and allows you to go to the
next line too complete and budget check.
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Go to the second line by clicking on the Next in List Icon at the bottom of the
screen.

Fa\.ro_r'rtes Main_Menu s Accounts Receivable > Payments > Direct Journal Payments » Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 Deposit ID: 2120622001 Payment: INS REIMB Seq: 2
Amount: 25.00 UsD # =
[Tl complete Budget Status: Entry Event: Q

Distribution Lmes Cust1m|:r=| Find [ view A1 1@ B First B 4 op 4 I Last

ChartFchis Mnrechﬂ'tﬁelds Cu’rem:yDetds

’7 *GL Unit peed Type |*Account Fund Code P[ Lam Class Project |Affiliate Line Amount |Currency

11 WQ Speed Type | [415000 '@ [10000 @ |111000200 Q | Q| Q Q Q -25.00] USD =]

‘ 0 Lines Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Met 0.000 ‘

B save | £\ Return to Search | +[E] Previous in List | +[E] Mext in List | [=] Notify | 4 Refresh |

The Accounting Entries Page opens for second line.

Enter Appropriate Chartfield Information and Line Amount for each additional line
in your deposit:
e Enter Account — Enter valid value
Enter Fund Code — Enter valid value
Enter Dept — Enter valid value
If required enter Program Code, Class or Project
Enter Line Amount — Enter appropriate Amount for second line
o0 NOTE: The line amount must use the opposite sign of the
payment. If the payment is a positive amount then the line
amount must be negative.
Click on the Lightning Bolt Icon to create the Cash Line and Clearing accounts
for the second line of the transaction.
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Favorites = Main Menu > AccountsReceivable > Payments > Direct Journal Payments » Create Accounting Entries

Accounting Entries || Deposit Control

Unit: 01110 Deposit ID: 2120622001 Payment: INS REIMB Seq: 2
Amount: 25.00 UsSD %? =
[Tl omplete Budget Status: Entry Event: Q

Distribation Lines Customize | Find 1aora B Last
e e
ChartF elds T More ChartFields T Currency Details T Budget T Journal Reference Information

Account Fund Code |De Project
1

1 01\10 415000 10000 1110002000 -25.00 USD
2 101 000 101002 10000 1110002000 25.00 UsD
3 103 00003 101050 10000 1110002000 01110 -25.00 USD
4 104 01110 101050 10000 1110002000 00005 25.00 UsD
\
‘ 4 Lines TolaNehits: 50.00 Currency: USD Total Credits: 50.00 Currency: USD Met 0.00
B save | ELReturn tl&aarch | +E] Previous in List | +[E Mext in Lis | [=] Motify | % Refresh |

Check the Complete Box (located on the upper left side of page)
Click the Save Button (bottom left of the page)

Favorites © Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

Accounting Entries | Deposit Control

Unit: 01110 Deposit ID: 2120622001 Payment: NS REIMB Seq: 2
Amount: 25.00 USD 4 Pl =
Complete  Bydget Status: Entry Event: | Q

Distribution Lines Customize | Find
[ ChartFields T More ChartFields T Currency Details T Budget T Journal Reference Information 1

GL Unit Account Fund Code Dept Program Code |Class |Pro'ect

1 101110 415000 10000 1110002000 -25.00 USD
2 101 00005 101002 10000 1110002000 25.00 USD
3103 00005 101050 10000 1110002000 01110 -25.00 USD
4 104 01110 101050 10000 1110002000 oooos 25.00 UsD
/
4 Lines Total Debits: 50.00 Currency: USD TgﬁICredils: 50.00 Currency: USD MNet 0.00
& save | 4\ Return to Search | +[E] Previous in List I +E| Mext in List A [=] Notify I s Refresh |

The Budget Check Icon appears gtop right of the page)

Click on the Budget Check Icon to budget check the second line.
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Fa\rovrites Mainvl\-'lenu » Accounts Receivable > Payments > Direct Journal Payments » Create Accounting Entries

Accounting Entries Deposit Contral

Unit: 01110 Deposit ID: 2120622001 Payment: INS REIMB Seq: 2
‘ Amount: 25.00 UsD
Complete Budget Status: Valid Entry Event: Q

Diﬁmbllﬁc'" Lines Customize | Find | View All | @I First |4 1-40fd ] Last
ChartFields T More ChartFields T 1 urrency Details T Budget T Journal Reference Information

GL Unit Account Emd Code: Dept Program Code |(Class Project |Affiliate |Line Amount |Currency

1101110 415000 10000 1110002000 -25.00 USD
2 101 00005 101002 0000 1110002000 25.00 USD
3 103 00005 101050 0000 1110002000 01110 -25.00 USD
4 104 01110 101050 10000 1110002000 ooo0s 25.00 USD
|
4 Lines Total Debits: / 50.00 Currency: USD Total Credits: 50.00 Currency: USD Met 0.00
& save I 42\ Return to Search | Previuus in List | +[E| Mext in List | [=] Motify | 4y Refresh |

The Budget Check /Icon disappears. And the Budget Status located by the
complete box is Valid.

Click on the Deposit Control Tab.

The Deposit Control page opens.
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Fa\.fnvr'rtes MainvMenu » Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 DepositlD: 2120622001

Acctg Date: 0712002011 Control Currency: USD

Bank Code: HOWRD TD Bank MA Format Currency: USD

Bank Account: 0002 5240113051 Rate Type: CRRNT

=l

Deposit Type: c Cash/Chks Exch Rt: 1.00000000
Control Total Amount: 50.00 count: 2 || Received: 09/01/2011

Entered Total Amount: 50.00 Count: o || Entered: 09/01/2011

Difference Amount: 0.000 Count: o || Posted:

Posted Total Amount: 0.00 Count: o || Assigned: TJARVIS

Journalled Total Amount: 50.00 Count: 2 User: TIARVIS

Bl save | A Return to Searchl +[E] Previous in List | +[E] Mext in List | Motify | s Refresh |

Confirm that the Journalled Total Amount and Count are now equal to the
Control and Entered Total Amount and Counts, and that there is no Difference
Amount or Count. If there is a difference, review the deposit and make
corrections as necessary.

A Batch process (Journal Generator) will run overnight and post the deposit to
General Ledger.

DIRECT JOURNAL DEPOSIT ADD IS COMPLETE
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Enter a Refund of Expenditure Direct Journal Deposit

Possible situations when this function is used: Direct Journal Refund of
Expenditure (ROE) deposits are directly journalled to the general ledger (they are
not customer related deposits). Refund of Expenditures decrease expenses due
to a reimbursement. An example is personal phone call reimbursements from
employees.

Navigation: Accounts Receivable > Payments > Online Payments > Regular
Deposit

Regular Deposit Entry page opens.
FE‘.'IIIvr'rtEE MainvMenu »  Accounts Receivable > Payments > Online Payments » Regular Deposit

Regular Deposit Entry

| [ aiow vans |

Deposit Unit: 05100 C
Deposit ID: 2120622002 Q

Add

Click on the Add a New Value Tab

Your default BU will appear in the Business Unit field.

Enter Deposit Unit
e leave as default or
e enter the deposit unit
Enter Deposit ID
e Enter Deposit ID (10 digit number located at the bottom left of the
deposit ticket.)

Click the ADD button
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The Totals Page opens.

Favorites : Main Menu > Accounts Receivable > Payments : Online Payments : Regular Deposit
- - - - -

Unit: 05100 Deposit 1D: 2120622002 g
*Acctg Date: 07/0112011 [ Control Currency:/USD &
*Bank Code: HOWRL TD Bank MA Format Currency:
*Bank Account: 0002 | 5240113051 Rate Type:
*Deposit Type: CQ  CashiChks Exch Rt: =
Control Total Amount: 10.000 +count: 1 || *Received: 09/01/2011 [+
Entered Total Amount: 000 Count 1 || *Entered:
Difference Amount: 0.00 Count -1 Posted:
Posted Total Amount: 0.00 Count: o || Assigned: TJARVIS Q
Journalled Total Amount: 0.00 Count o || User TJARVIS
B save Notify | 1, Refresh | [Ev Add | | Update/Display |

Enter Information on Totals tab

Three dates default in:

e Accounting date —current date defaults (do not change)

e Entered date — Defaults as current date(field is grayed out)

e Received date — change when necessary (Date stamped on deposit
ticket)

e Enter Bank Code - Enter Valid Value (HOWRD)

e Enter Bank Account - Enter Bank Account (0002)

e Enter Deposit Type — R = Deposit Type for Refund of Expenditures
Note: If you do not select R for Refund of Expenditures and you
budget check the deposit, you cannot go back in the deposit to
correct. If this does happen you need to make a note for auditing
purposes. This will only affect reports if you run a report that calls for
a specific Deposit Type.

e Enter Control Currency - USD

e Enter Control Total - Enter Control Total (This is the total you have
deposited in the bank)

e Enter Count - Enter Count (This is the number of accounting lines
you will enter in the deposit)
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Click on the Payments Tab
The Payments Tab opens

Favc:vr'rtes MainvMenu > Accounts Receivable > Payments > Online Payments » Regular Deposit

Totals Payments

Unit: 05100 Deposit 1D: 2120622002 Date: 09/01/2011 Balance: Mot Balanced
Payment Information Find | View Al First Bl 4 of 4 I Last
Seq *Payment D *Acctg Date Amount Currency Rate Type Exch Rt =]
|PHONE REIMB  |07/01/2011 [5/10.00 JSC CRRNT 1.00000000
[l Payment Predictor Journal Directly ["1 Range of References
Payment Method: Check -
Customer Information Eind | View Al First B 4 or 1 Il Last
] l— (=]
CustlD: Q Business Unit: Q
SubCustomer 1: SubCustomer 2:
Name:
Remit From: Remit From SetlD:
Corporate; Corporate SetlD:
e | Q Link MICR

Enter Payment Id and Amount for the payment line
e Payment Id - Enter Payment Id for payment line
¢ Amount — Enter Amount for payment line
e Payment Method — defaults with Check, accept default
e Check the Journal Directly box

Click on the Save Button at the bottom left side of the page

NOTE: The deposit should be Balanced (see the upper right corner of the

Payments Tab)

Click on the Totals Tab
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The Totals page opens

Fa\.fnvrites MainvMenu » Accounts Receivable > Payments > Online Payments > Regular Deposit

Totals Paymenis

Unit: 05100 DepositID: 2120622002
*Acctg Date: bTr‘.fDﬂE[Jﬂ ] Control Currency: usD|Q
*Bank Code: HOWRL R TD Bank MA Format Currency: Y50
*Bank Account: 0002 @ 5240913051 Rate Type: CRRNT

. e B

*Deposit Type: C QA cashichks ExchRt: | 100000000 =

Control Total Amount: | 10.00 scount: 1 ||*Received: 0910172011 0

Entered Total Amount: 10,00 Count: 1 || Entered: 09/01/2011

Difference Amount: 0.00 Count 0 Posted:

Posted Total Amount: 0.00 Count: g || Assigned: TJARVIS Q
Journalled Total Amount: 0.00 Count: 0 User: TJARVIS

& save | [=] Wotify | 1y Refresh | E Adcll UpdatefDlspIayl

Note: The Control Total Amount, Count, Entered Total Amount, Count should
be the same. The Difference Amount or Count will show a discrepancy between
the Control amount and entered total. Review totals and payment lines to find
the difference and correct it.
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Navigation: Accounts Receivable > Payments > Direct Journal Payments >
Create Accounting Entries

The Direct Journal Entry Page Opens

Favorites | Main Menu > Accounts Receivable > Payments > Direct Journal Payments » Create Accounting Entries
w w - b w

Direct Journal Entry

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Deposit Unit: = - ps100 Q
Deposit 1D: begins with - (2120622002 o}
Payment Sequence; = -

Payment 1D: begins with -

User ID: begins with -

Assigned Operator ID: begins with

1

Case Sensitive

Search | Clear |Easic5earch Bl save Search Criteria

Your BU will appear in the Deposit Unit field

e Deposit ID — Enter deposit ID
Click on Yellow Search Button
Search Results will return all lines of the deposit.

Note: If there is only one accounting line in the deposit, the
Accounting Entries Page (above) will open automatically for you. If
search does not return any lines or you are missing a line, it is because
you did not select the journal directly box on the payment page of the
regular deposit. Navigate back to the regular deposit. Click on the
payment tab, then click the view all link, then click the journal directly
box for the line or lines that journal directly was not selected. Click the
save button and navigate back to Create accounting entries page and
click search button. The line or lines will be available to create the
accounting entries.
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Fa\.rovr'rtes MainvMenu s Accounts Receivable > Payments > Direct Journal Payments » Create Accounting Entries

Accounting Entries Deposit Control

Unit: 05100 Deposit ID: 2120622002 Payment: PHOMNE REIMB Seq: 1
Amount: 10.00 USD %? =
[T complete Budget Status: Entry Event: | Q

Distribution Lines Custuml._r=| Find [ view A1 1@ B First B 4 op 4 I Last
" Chartfields THnreCha'tFlelds T currency Details | Budget ijnerermhrnrm

’7 *GL Unit peed Type |*Account Fund Code r::meram Class Project |Affiliate Line Amount |Currency

1 105100 SpeeaType|| Q| Q| Q Q Q
‘ 0 Lines Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Met 0.000 ‘

B save | £\ Return to Search | [=] Notify | s Refresh |

Enter Appropriate Chartfield Information and Line Amount for the line.
Remember Account, Fund and Dept Id are mandatory fields:

Account — Enter appropriate Expense account

Fund Code — Enter fund

Dept — Enter Dept ID

Program, Class, and Project — If required by your department.

Line Amount — Enter Amount

o NOTE: The line amount must use the opposite sign of the

payment. If the payment is a positive amount then the line
amount must be negative.

Click on the Lightning Bolt Icon to create the Cash Line Side for the
transaction line. Once the Cash lines are created, verify that the
depository account that populates is 101002 (Depository Cash
Account). The cash account (101002) populates from the selection on
the Total page of the regular deposit, Bank Code and Bank Account.
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Favorites | Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
: - - -

Accounting Entries || Depesit Control

Unit: 05100 Deposit ID: 2120622002 Payment: PHONE REIMB Seq: 1
‘ Amount: 10.00 USD %? =
[CIcomplete  gudget Status: Entry Event: Q

Distribution Lines Customize | Find | Vi i Frst Bl aaora B Lo
[ Chartfields | More ChartFields | Currency Details | Budget | Joumal Reference information

GL Unit Account Fund Code (Dept Eroaram Class Project Line Amount |Currency

1 105100 516600 10000 5100071000 -10.00 USD
2 101 00005 101002 10000 5100071000 10.00 USD
3 103 00005 101050 10000 5100071000 05100 -10.00 USD
4 104 05100 101050 10000 5100071000 00005 10.00 USD
‘ 4 Lines Total Debits: 20,00  Currency: USD Total Credits: 2000 Currency: USD Net 0.00

B save | £ Return to Search | [=] Motify | 4 Refresh |

Check the Complete Box

Click the Save Button (bottom left of the page)

Favarites Main Menu > Accounts Receivable > Payments > Direct Journal Payments » Create Accounting Entries

Accounting Entries | Deposit Control

Unit: 05100 Deposit ID: 2120622002 Payment: PHOMNE REIMB Seq: 1
Amount: 10.00 UsD %? / ﬁa
Complete  Budget Status: Entry Event: | S

Distribution Lines Custo

i ChartFields T More ChartFields T Currency Details T Budget T Journal Reference Infor~.ation

GL Unit Account Fund Code |Dept Proq Code l—la Project |Affiliate |Line Amount |Currency

1 105100 516600 10000 5100071000 -10.00 USD
2 101 00005 101002 10000 5100071000 10.00 USD
3 103 00005 101050 10000 5100071000 05100 -10.00 USD
4 104 05100 101050 10000 5100071000 00005 10.00 USD
pd
4  Lines Total Debits: 20.00 Cupréncy: USD Total Credits: 20.00 Currency: USD Met 0.00

ﬁSa\rel S Return to Searchl EINntifyl f’,ﬂé&hl
i
The Budget Check Icon appears (top right of the page)

Click on the Budget Check Icon to budget check the first line.
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Fawlr'rtes Mainvl'v'lenu » Accounts Receivable > Payments > Direct Journal Payments » Create Accounting Entries

Accounting Entries [ Deposit Control

Unit: 05100 Deposit ID: 2120622002 Payment: PHONE REIMB Seq: 1
Amount: 10.00 USD
Complete Budget Status: Valid Entry Event: Q

Distribution Lines customize | Find [ View 21| B0 | B8 First B 4 g o I Last

[ ChartFields T More ChartFields T Currency Detailz T Budget T Journal Reference Information

GL Unit Account Fund Code Dept Program Code |Class Project |Affiliate |Line Amount |Currency

1 105100 516600 10000 5100071000 -10.00 USD
2 101 00005 101002 10000 5100071000 10.00 UsSD
3 103 00005 101050 10000 5100071000 05100 -10.00 USD
4 104 05100 101050 10000 5100071000 0o0os 10.00 UsSD
.
4 Lines Total Debits: 20.00 Currency: USD Total Credits: \SQUU Currency: USD Met 0.00

& save | & Return to Search | [=] Motify | s Refresh | \

The Budget Check Icon disappears and Budget Status is now Valid

Click on the Deposit Control Tab.

Favovrites MainvMenu » Accounts Receivable > Payments > Direct Journal Payments » Create Accounting Entries
Accounting Entries Deposit Control
Uit 05100 DepositID: 2120622002 Uelels Deposl
Acctg Date: 071012011 Control Currency: UsSD
Bank Code: HOWRD TD Bank NA Format Currency: USD
Bank Account: 000z 5240113051 Rate Type: CRRMNT
=h
Deposit Type: c Cash/Chks Exch Rt: 1.00000000
Control Data
Control Total Amount: 10,00 count: 1|| Received: 09/01/2011
Entered Total Amount: 10,00 Count: 1 || Entered: 09/01/2011
Difference Amount: 0.000 Count: g || Posted:
Posted Total Amount: 000 Count o || Assigned: TIARVIS
Journalled Total Amount: 10.00 Count: 1 User: TIARVIS
&) Save | & Return to Search | [=] Motify | Ls Refresh

The Deposit Control page opens.
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Confirm that the Journalled Total Amount and Count are equal to the
Control and Entered Total Amount and Counts, and that there is no
Difference Amount or Count. If there is a difference, review the
deposit and make corrections as necessary.

DIRECT JOURNAL REFUND OF EXPENDITUE ADD IS
COMPLETE
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Budget Check a Direct Journal Deposit that is
Complete

Possible situations when this function is used: Lines of a direct journal
deposit that are in a complete status must be budget checked. The navigation
to budget check a DJ deposits once complete is different than creating the
accounting entries.

Navigation: Accounts Receivable > Payments > Direct Journal Payments >
Modify Accounting Entries

Fachrites Main_Menu > Accounts Receivable » Payments : Direct Journal Payments > Modify Accounting Entries

Direct Journal Review

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

Find an Existing Value

Maximum number of rows to return (up to 300); | 300

Deposit Unit: = - 01110 o'}
Deposit 1D begins with - 2120522E|DS| a
Payment Sequence: = -

Payment ID: begins with -

UserID: begins with -

Assigned Operator ID: begins with

L]

[[Icase Sensitive

Search | Clear ‘EasicSearch Bl save Search Criteria

The Direct Journal Review Page opens.
Your default Deposit Unit will appear in the Business Unit field OR

Enter Deposit Unit

e Leave as default or

e Enter the appropriate deposit Unit
Enter Deposit ID

e Enter appropriate Deposit ID

Click the Search button
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Favovr'rtes MainvMenu » Accounts Receivable » Payments » Direct Journal Payments > Modify Accounting Entries

Directly Journalled Payments Deposit Control

New Window | Help | Custo

Unit: 01110 DepositID: 2120622003 Payment: INS PREMIUM Seq: 1
Amount: 1500  Currency: USD “
Base: 15.00 Currency: USD ﬁ
[V Complete Budget Status:

Distribution Lines Customize | Find | &1 First KN 1.4 ora B L ast
ChartFields | More ChartFieids T currency Detais T Budget T Journal Reference nformation

GL Unit Account Fund Code |Dept Program Code |Class Field |Pr.ject |Affiliate Debit Amount Credit Amount Line Amount

101110 415000 10000 1110002000 -15.00 USD
101 00005 101002 10000 1110002000 15.00 USD
103 00005 101050 10000 1110002000 01110 -15.00 USD
104 01110 101050 10000 1110002000 00005 15.00 USD
‘ 4 LineSTotal Debits: 30.00  Currency: USD ToiaICrediy/ 30.00  Currency: USD Net 0.00 |

& save | ELRetun to Search | [=] Hotify |

The Directly Journalled Pdyments page opens

Click on the Budget Check button

Favorites  Main Menu > Accountsgacervable b3 Paym'eﬂts > DlrectJoumva\ Payments > Modify Accounting Entries

New Window | Help | Custo

Directly Journalled Payments Deposit Ct

Unit: 01110 Deposit ID: 2120622003 Payment: INS PREMIUM Seq: 1
Amount: 15.00 Currency: USD
Base: 15.00 Currency: USD

Complete Budget Status: Valid

Distribution Lines Find First Kl 14 o4 BN Last
[ chartfieins | wore chanFieits T currency Detais T Eudget T Journal Reference mformation

GL Unit Account Fund Code |Dept ‘Prram Code |Class Field |Project

101110 415000 10000 1110002000 -15.00 USD
101 00005 101002 10000 1110002000 15.00 USD
103 00005 101050 10000 1110002000 01110 -15.00 USD
104 01110 101050 10000 1110002000 00005 15.00 USD
‘ 4 LinesTotal Debits: 3000  Currency: us&TotaICredils: 3000  Currency: USD Net 0.00

& save | S\ Return to Search | [=] Notify |

Budget Status is now Valid.

BUDGET CHECK A DIRECT JOURNAL DEPOSIT THAT IS
COMPLETE
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Delete Direct Journal Deposits (instructions for each
of the possible stages are shown below)

Possible situations when this function is used: Direct Journal deposits
(not customer related) can be deleted as long as no lines have been budget
checked. You must work backwards from the last stage of completion.

The four stages are:

Stage 1: Only the Regular Deposit portion of the deposit has been
entered; no accounting lines have been created.

Stage 2: The Revenue Side (first side) of Direct Journal Line accounting
entry has been created.

Stage 3: Cash Side (second side) of Direct Journal Line accounting entry
has been created.

Stage 4: Direct Journal deposit line is Complete.
STAGE 4: Direct Journal deposit line is Complete.

Navigation: Accounts Receivable > Payments > Direct Journal Payments >
Modify Accounting Entries

Favorites | Main Menu > Accounts Receivable > Payments : Direct Journal Payments > Modify Accounting Entries
- - w b -

Direct Journal Review

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

Find an Existing Value

Maximum number of rows to return {up to 300} |300

Deposit Unit: = - 01110 (&}
Deposit ID: begins with - (2120622004 (&}
Payment Sequence: = - |
Payment [D: begins with -

User ID: begins with -

Assigned Operator ID: begins with -

Case Sensitive

Search ‘ Clear |Easic Search Save Search Criteria
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The Direct Journal Review Page opens.

Your default Deposit Unit will appear in the Deposit Unit field OR

Enter Deposit Unit
e leave as default or
e enter the appropriate deposit unit

Enter Deposit ID
e Enter appropriate Deposit ID

Click the Search button

Favavrtes Main_Menu » Accounts&ecer\.’ab\e » Paym_ents » DirectJuurnvaIPayments > Modify Accounting Entries

Directly Journalled Payments Deposit Control

New Window | Help | Custom

Unit: 01110 DepositD: 2120622004 Payment: REIMB Seq: 1
Amount: 10,00 Currency: USD g
Base: 10.00 Currency: USD

[¥Icomplete Budget Status:

Distribution Lines customize | Find |20 ] 88 First Bl 1 0ra B Last

" Chartfields T More ChartFieis T currency Detais T Budget | Journal Reference information

GL Unit Account Fund Code |Dept Program Code |Class Field |Project |Affiliate |Debit Amount Credit Amount Line Amount
-10.00 USD

101110 427000 10000 1110002000
101 00005 101002 10000 1110002000 10.00 USD
102 00005 101050 10000 1110002000 01110 -10.00 USD
104 01110 101050 10000 1110002000 00005 10.00 USD
‘ 4 LinesTotal Debits: 20.00  Currency: USD Total Credits: 20.00  Currency: USD Net 0.00

& save | £\ Return to Search | Notify |

The Directly Journalled Payments page opens.

e Uncheck the Complete box

e NOTE: A warning will appear “Please Use Direct Journal Entry Page to
Update Accounting Entries”
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Warning -- Please use Direct Journal Entry panel to update the incomplete
accounting entries. (040,727

Incomplete direct Journal accounting entries can be updated in the Direct
Journal Entry panel. Direct Journal Review panel is used for reviewing

complete accounting entries only.

e Click OK and Save
Deposit Line is no longer Complete.

Favorites  Main Menu > Accounts Receivable » Payments > Direct Journal Payments > Modify Accounting Entries

Directly Journalled Payments Deposit Control

Distribution Lines

GL Unit Account Fund Code

Dept

[ Chartfields T More ChartFields T ‘Currency Details T Budget T Journal Reference Information

it Program Code |Class Field |Project |Affiliate | Debit Amount Credit Amount

Unit 01110 Deposit ID: 2120622004 Payment: REIMB Seq: 1
Amount: 10p0  Currency: USD

Base: 1000 Currency: USD

[“ complete Budget Status:

New Window | Help | Custor

First ] 1-4of4 na Last

2 save | 2 Returnto Search | (] Notiy |

Direct Journal Deposi
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101110 427000 10000 1110002000 -10.00 USD
101 00005 101002 10000 1110002000 10.00 USD
103 00005 101080 10000 1110002000 01110 -10.00 USD
104 01110 101050 10000 1110002000 00005 10.00 USD
| 4 LineSTotal Debits: 20.00 Currency: USD Total Credits: 20.00 Currency: USD MNet 0.00



STAGE 3: Delete from Cash Side (second side) of Direct Journal Line
accounting entry has been created.

Navigation: Accounts Receivable > Payments > Direct Journal Payments >
Create Accounting Entries

Favorites | Main Menu > Accounts Recevable > Payments > Direct Joumal Payments » Create Accounting Entries
: - - -

Direct Journal Entry

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

Find an Existing Value

WMaximum number of rows to return (up to 300): 300

Deposit Unit: = - 01110 Q
Deposit ID: begins with + 2120622004 Q
Payment Sequence: = - |

Payment ID: begins with ~

User ID: begins with +

Assigned Operator ID: begins with ~

[[] case Sensitive

Search ‘ Clear |EIasiESearEh [El save Search Criteria

The Direct Journal Entry Page opens.
Your default Deposit Unit will appear in the Deposit Unit field.

Enter Deposit Unit

e leave as default or

e enter the appropriate Deposit Unit
Enter Deposit ID

e Enter appropriate Deposit ID

Click the Search button

Favorites = Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
- - - - -

Accounting Entries || Deposit Conirol

Unit: 01110 Deposit ID: 2120622004 Payment: REIMB Seq: 1
. ¥ H
‘ Amount: 10.00 USD P
[“] complete Budget Status: Entry Event: | Q

Distribution Lines customize | Eind [View AL ED | B First Bl 4 o a I Last
ChartFields | More ChartFields | Currency Detais | Budget | Journal Reference inforration

GL Unit Account Fund Code Dept Program Code [Cliss Project |Affiliate |Line Amount |Currency

1 101110 427000 10000 1110002000 -10.00 USD
2 101 00005 101002 10000 1110002000 10.00 USD
3 102 00005 101050 10000 1110002000 01110 -10.00 USD
4 104 01110 101050 10000 1110002000 00005 10.00 USD
/
| 4 Lines Total Debits: 20.00 Currency: USD %\Cremls: 20,00 Currency: USD Met 0.00

[ save | L\ Return to Search ‘ Hotify ‘ % Refresh ‘

The Accounting Entries Page opens.
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e Click on Delete button (top right corner of page)

Fa\rovr'rtes MainvMenu » Accounts Receivable > Payments » Direct Journal Payments : Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 DepositID: 2120622004 Payment: REIMB Seq: 1
Amount: 10,00 UsSD %? =
[CIcomplete  Budget Status: Entry Event: Q

Distribution Lines Cust1m|:r=| Find | view Al 2] B First Bl 4 or ¢ B 1 ost
CharlFl:-Ijs T More ChartFields T Currency Details T Budget T Journal Reference Information

’_|—‘GLI.Im'l peed Type |*Account Fund Code |Dept Program Code |Class Project |Affiliate |Line Amount |Currency
1 101110 Q SpeedType||427000 < [10000 @ [111000200 O | Q Q Q Q -10.00 USD =]
‘ 1 Lines Total Debits: 0.00  Currency: USD Total Credits: 10.00 Currency: USD Met -10.00

B save | £\ Return to Search | [=] Motify | 4 Refresh |

The Cash Side of the accounting entry is now deleted. (The revenue
side of the entry remains.)
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STAGE 2: The Revenue Side (first side) of Direct Journal Line accounting entry
has been entered.

Navigation: Accounts Receivable > Payments > Direct Journal Payments >
Create Accounting Entries

Fa\fq'_rrtes MainvMenu » Accounts Receivable > Payments » Direct Journal Payments » Create Accounting Entries

Direct Journal Entry

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

Find an Existing Value

Maximum number of rows to return (up to 300): | 300

Deposit Unit: = - 01110 o}
Deposit 1D: beqgins with - 21205220044 o}
Payment Sequence: = -

Payment ID: beqgins with -

UserID: beqgins with -

Assigned Operator ID: begins with

4

[T case Sensitive

Search | Clear ‘EasicSearch B save Search Criteria

The Direct Journal Entry Page opens.

Enter Deposit Unit
e |eave as default or
e enter the appropriate Deposit Unit

Enter Deposit ID
e Enter appropriate Deposit ID

Click the Search button
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The Accounting Entries Page opens.

Fa\rc;r'rtes MainvMenu » Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 Deposit ID: 2120622004 Payment: REIMB Seq: 1
Amount: 10.00 UsD %? =
[Clcomplete  Bydget Status: Entry Event: | Q

DIStI‘IbIltIOIl Lines C.ust1m|"r=| Find | View Al | 1 | First B 4 or 1 I Last
ChartFields T More ChartFields T Currency Detailz T Budget T Journal Reference Information

’7 *GL Unit peed Type |*Account Fund Code Pr Lam Class Project |Affiliate Line Amount |Currency

11 WQ Speed Type | [427000 @ [10000 ' Q |111000200 Q | Q| Q Q Q 000 usp [+ 5]
>

‘ 1 Lines Total Debits: 0.00 Currency: USD Total Credits: 10.00 Currency: USD Met =10.00

B save | L Return to Search | [=] Motify | ; Refresh |

e Click the Delete Row button = (right side of page)
e NOTE: A warning message will appear “Delete Current/Selected rows
from the page? The delete will occur when the transaction is saved.”

Delete Confirmation

Delete current'selected rowes from this page The delete will occur when the
transaction is saved.

(0] I Cancel

e Click OK (this deletes the chartfields)

Favovntes Ma\n_Menu > Accounts@ecarvab\a » Paym'ents » DlractJourn'aI Payments > Create Accounting Entries

Accounting Entries Deposit Control

unit: 01110 DepositID: 2120622004 Payment: REINB Seq: 1
‘ Amount: 10.00 USD 3 = ‘
[CIcomplete  gudget Status: Entry Event: Q

D‘-'!""b““(" Lines Cusl mize | Find | View AL ED ) B First B0 o B Last
chartFields | More ChartFieis | Currency Detaie | Budget T.Inum\ Reference Information

T‘GLunn peed Type  [*Account Fund Code Pr ram Class Project |Affiliate Line Amount |Currency

1 @, SpeedType || Q| \ Q Q Q Q Q usD =l
‘ 1 Lines Total Debits: 0.00 Currency: USD Total Credits: 0.00 Currency: USD Net 0.00 ‘

2 save | £\ Retum to Search | (=] Hotify | b Refresn |

Click the Save Button to accept delete a row function. If you do not
save, the revenue line will re-appear.
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STAGE 1: Only the Regular Deposit portion of the deposit has been entered; no
accounting lines have been created.

Navigation: Accounts Receivable > Payments > Online Payments > Regular
Deposit

FE‘.'IIIvr'rtEE MainvMenu »  Accounts Receiwable > Payments > Online Payments » Regular Deposit

Regular Deposit Entry

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

i anExistng va | |

Maximum number of rows to return (up to 200); (300

Deposit Unit: = - p1110 Q
Deposit ID; begins with - (2120622004

User ID: begins with - o)
Assigned Operator ID: begins with - o)

[ case Sensitive

Search | Clear |E:35i|:Eear|:h IE] save Search Criteria

The Regular Deposit Entry Page opens.

Enter Deposit Unit
e leave as default or
e enter the appropriate Deposit Unit

Enter Deposit ID
e Enter appropriate Deposit ID

Click the Search button
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The Totals Page of the Deposit opens.

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

Totals Payments
Uit 01110 DepositiD: 2120622004 Delete Deposit|

*Acctg Date: 72012011 |5 Control Currency/YUSD 2
*Bank Code: ’mo\ TD Bank MA Format Curre, cy:mq
*Bank Account: ooz ' 5240113051 Rate Type; CRRNT
*Deposit Type: ’C_Q CashiChks Exch Ry 1.00000000 B

Totals

Control Total Amount: 10.000 scount: l—'1 *Heceived: IWEJ

Entered Total Amount: 10.00 Count: 1 /| *Entered: 09/01/2011

Difference Amount: 0.00 Count Posted:

Posted Total Amount: 0.00 Count: o || Assigned: TJARVIS Q
Journalled Total Amount: 0.00 Count: 0 User: TJARVIS

B save | 4L Return to Search | [=] Notify | 4 Refresh B Adcll Update/Display |

e Click the Delete Deposit button (top right section of page)

e NOTE: You will receive the message “Delete this deposit?” If you
delete the deposit, all deposit and payment information entered in this
page group will be deleted.

Delete this deposit? (6040,102)

[fyou delete the deposit, all deposit and payment information entered in this
panel group will be deleted.

Yes M0

e Click Yes
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Favovr'rtes Ma\nvMenu » Accounts Receivable > Payments > Online Payments : Regular Deposit

Totals || Baymenis
Unit: 01110 DepositID: 2120622004 g

*Acctg Date: Control Currency:

*Bank Code: TD Bank NA Format Currency:

*Bank Account: 5240113081 Rate Type:

*Deposit Type: Cash/Chks Exch Rt: R

Control Total Amount: *Count: *Received:

Entered Total Amount: 10.00 Count: 4 || *Entered:

Difference Amount: 0.00 Count o || Posted:

Posted Total Amount: 0.00 Count o || Assigned:

Journalled Total Amount: 0.00 Count: o || User TIARVIS

& save ‘ 2\ Return 1o Search | [=] Motify | 4 Refresh | E Add

The Deposit is deleted. Note that the Delete Deposit Button is grayed out
and no longer available to select. If you were to try to view this deposit
again, under Find an Existing Value, you will get the message “No matching
values were found.” See Below.

Favovr'rtes MainvMenu » Accounts Receivable > Payments » Online Payments : Regular Deposit

Regular Deposit Entry

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300} [300

Deposit Unit: = - (01110 Q
Deposit 1D: begins with - |I2120522004-

UserID: begins with v| Q
Assigned Operator ID: begins with - | Q

[[Icase Sensitive

Search | Clear |Elasic Search Save Search Criteria

Mo matching values were found.

The most frequent reason for deleting a deposit is a wrong deposit
number was entered and discovered before budget checked.

DELETE DIRECT JOURNAL FOUR STAGES IS COMPLETE
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Entering a SpeedType

Possible situations when this function is used: This function will default
chartfield information associated with the specified SpeedType key entered. A
SpeedType will save time when entering transactions within Deposits and
Journals. You can create SpeedTypes, maintain SpeedTypes, but you cannot
delete or inactivate them.

Navigation: Set Up Financials/ Supply Chain > Common Definitions > Design
Chartfields > Define Value > SpeedTypes

The SpeedTypes page displays with Find an Existing Value.

Favorites Main Menu  y  Set Up Financials/Supply Chain  y  Common Definions ,  Design ChartFields ,  Define Values

- - - - -

5 SpeedTypes

-

SpeedTypes

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

Find an Existing Value

Maximum number of rows to return (up to 300): 300

SetiD: = STATE Q
SpeedType Key: begins with +

UserID: begins with ~ Q,

Primary Permission List: begins with ~ Q

Type of SpeedType: = - One User -

Case Sensitive

Search | Clear |Basic Search B Save Search Criteria

Click Add a New Value Tab
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Fa\.ruvr'rtes MainvMenu » Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values > SpeedTypes
SpeedTypes
[ Add a New Value
SetlD: IRRRTIELSY
SpeedType Key: EXAMPLE1
User ID: TJARVIS Q
Primary Permission List: &}
Add

Enter Set ID

e Enter business unit (Do not create speedtypes under the setid of
STATE)

Enter SpeedType Key

e Enter new (unique) SpeedType Key
Enter User ID

e Enter your User ID

e Or Userld left blank will make the speedtype universal.
Primary Permission List

e Leave blank

Click the ADD button
The SpeedType page is displayed.
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Favorites : Main Menu > SetUp FinanciavIs}Suppry Chain > CommonvDeﬁn'rtions »  Design CbartFieIds b Deﬁnev\-’alues » SpeedTypes
SpeedType

SetlD: 01110

SpeedType Key: EXAMPLE

Type of SpeedType: One User UserlD:  TJARVIS

Description: |

Account: Q

Fund Code: a,

Department: Q

Program Code: Q

Class Field: (e}

Project: Q

Affiliate: Q

Currency Code: Q

Statistics Code: Q

B save | [=] Notify | ; Refresh ‘ [E¢ Add | JE Update/Display

Enter Description
e Enter SpeedType description

Fill In Desired Chartfields: Fill in as little or as many chartfields for the
specific SpeedType; it can be as few as one chartfield (such as an account) or all
chartfields, depending on the purpose of the SpeedType.

Click Save at the bottom left side of the page.

The SpeedType is saved. It is now available when entering transactions such as
a deposit, or journal entry.

Note: It is not suggested to create a speedtype of UNIVERSAL. Universal
speedtypes once created can be used by everyone. The downside is that
someone would need to monitor, update/maintain to assure that the correct
chartfields are populating. To make a speedtype universal you leave the User ID
field blank on the Add a New Value page.

ENTERING A SPEEDTYPE IS COMPLETE
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Update an Existing SpeedType

Possible situations when this function is used: Existing SpeedTypes
cannot be deleted; however they can be updated as necessary.

Navigation: Set Up Financials/ Supply Chain > Common Definitions > Design
Chartfields > Define Value > SpeedTypes

The SpeedTypes page displays.

Fa\'ovr'rtes MainvMenu » Set Up Financials/Supply Chain > Cornmon Definitions > Design ChartFiglds » Define Values : SpeedTypes

SpeedTypes

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

Find an Existing Value

Maximum number of rows to return (up to 300); |300

SetlD: = - 01110 Q
SpeedType Key: begins with - |EXAMPLE1

User ID: begins with ~ | Q,
Primary Permission List: begins with - Q

Type of SpeedType: = - One User -

[[Jcase Sensitive

Search | Clear |BasicSearch [E] save Search Criteria

Enter Set ID

e Enter Business Unit
Enter SpeedType Key

e Enter SpeedType Key
Enter User ID

e Enter your User ID
Primary Permission List

e Leave blank
Type of SpeedType

e One User

Click the Search button
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Favarites = Main Menu > SetUp Financials/Supply Chain > Common Definitions > Design ChartFields > Define values > SpeedTypes

SpeedType
SetiD: 01110
SpeedType Key: EXAMPLE1
Type of SpeedType:  One User UserID:  TJARVIS
Description: |
Account:
Fund Code:
Department:
Program Code:
Class Field:
Project:
Affiliate:
Currency Code:

Statistics Code:

PRPpLLLLLA

[ Save | [=] Notify | b Refresh [E+ Add | 52 Update/Display

The SpeedType information page loads for the SpeedType Key, as previously
created.

Make Desired Chartfield changes: You can fill in as many chartfields as
desired for the specific SpeedType; it can be as few as one chartfield (such as an
account) or all chartfields, depending on the purpose of the SpeedType.

For this example an Account is being added to an existing SpeedType that had
only Fund and Department previously.

Favorites . Main Menu > Set Up FlnanclavlsfSuppNCham b3 Cummungeﬁnrtwuns » Design CbartFleh:Is > DeﬁnevVa\ues » SpeedTypes

SpeedType
SetlD: 01110
SpeedType Key: EXAMPLE1
Type of SpeedType: One User UserID:  TJARVIS
Description: Deposit Chartfields

Account: 410020

Fund Code: 59300
Department: 1115001000

Financial Management Fund
Finance & Mgmnt - FinOps
Program Code:
Class Field:
Project:
Affiliate:

Currency Code:

PP P PLPLLR

Statistics Code:

& save | £\ Return to Search ‘ [=] Notify ‘ ) Refresh ‘ Bk Add

Click Save at the bottom left side of the page.

The SpeedType is saved with an account entered. It is now available to use
when entering transactions such as deposits, or journals.

UPDATE SPEEDTYPE IS COMPLETE
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Enter a Direct Journal Deposit Using a SpeedType.

Possible situations when this function is used: Direct Journal deposits are
regular deposits that are directly journalled to the general ledger (not related to
customer deposits).

The SpeedType function will default chartfield information (fund, dept ID, etc).

Navigation: Accounts Receivable > Payments > Online Payments > Regular
Deposit

FEI‘.'IIIvritES MainvMenu s Accounts Recetvable : Payments : Online Payments > Regular Deposit

Regular Deposit Entry

| [ st aw vane |

Deposit Unit: 01110
DepositID: 2120622005 Q

Add

Click on the Add a New Value Tab
Your default BU will appear in the Business Unit field.

Enter Deposit Unit
e leave as default or
e enter Deposit Unit
Enter Deposit ID
e Enter Deposit ID

Click the ADD button
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Fa\fovr'rtes MainvMenu » Accounts Receivable : Payments > Online Payments > Regular Deposit
- - -

Unit: 01110 Deposit ID: 2120622005 g
*Acctg Date: 0712012011 [ Control Currency:/USD
*Bank Code: HOWRL &, TD Bank NA Format Currency:
*Bank Account: 0002 & 5240113051 Rate Type:

. S
*Deposit Type: C QA cashichks Exch Rt =

2500 +count: 1 || *Received: 09017201 1]fEx}

Control Total Amount:

Entered Total Amount: 0.00 Count: 1 || Entered:

Difference Amount: 0.00 Count: E Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: TJARVIS Q
Journalled Total Amount: 000 Count o || Vser TJARVIS

& save | [=] Notify | s Refresh | E Add | JE Update/Display |

The Totals Page opens
Enter Information on Totals tab

Three dates default in:
e Accounting Date —current date defaults (do not change)
e Entered date —current date defaults (field is grayed out)
Received date — change when necessary (should be equal to bank
deposit date)
Enter Bank Code - Enter Bank Code (HOWRD)
Enter Bank Account - Enter Bank Account (0002)
Enter Deposit Type - Enter Deposit Type
Enter Control Currency - USD
Enter Control Total - Enter Control Total (This is the total you have
deposited in the bank)
e Enter Count - Enter Count (This is the number of payment lines you
will enter in the deposit)

Click on the Payments Tab
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Favortes = Main Menu . Accounts Receivable .  Payments .  Online Payments .  Regular Deposit

hd - - hd - -
| Totals | Payments
Unit: 01110 Deposit ID: 2120622005 Date:  03/22/2012 Balance:  Balanced
Payment Information Find | View All First Kl 1 0r 1 Il Last
Seq “PaymentID  “Acctg Date Amount Currency Rate Type Exch Rt e el
|SPEEDTYPE 07/20/2011 "3_"-'|25_[}[} UsSD CRRNT 1.00000000
O Payment Predictor Journal Directly O Range of References
Payment Method: Check -
Customer Information Find | View All First Bl 10r 1 Bl L ast
[+ [=]
Cust ID: Business Unit:
SubCustomer 1: SubCustomer 2:
Name:
Remit From: Remit From SetiD:
Corporate: Corporate SetlD:
MICR ID: Link MICR

Detail References

Reference Information Customize | Find | View All | EH S First K 1 071 Bl L ast

The Payments Page opens
Enter Payment Id and Amount for the payment line

e Enter Payment Id - Enter appropriate Payment Id for payment line
e Enter Amount — Enter appropriate Amount for payment line

e Check the Journal Directly box
Click on the Save Button at the bottom left side of the page

NOTE: The deposit is Balanced (see the upper right corner of the Payments
Tab) If not balanced click on the Totals tab and check the control amount and
entered amount they should be the same. If the control amount is incorrect
change it to correct amount. If the entered amount is wrong click on the
payment tab and verify that the line amount(s) were entered correctly. Then
refresh and save the page to accept changes.
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Click on the Totals Tab

The Totals Page opens

Favorites Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposit
Totals Payments
Unit: 01110 DepositID: 2120622005
*Acctg Date: p7120:2011 5 Control Currency:USD 4
*Bank Code: HOWRL TD Bank NA Format Currency: Y=C
*Bank Account: 0002 @ 5240113051 Rate Type: CRRNT,
........ B2
*Deposit Type: |—O\ Cash/Chks ExchR: |  1.00000000 =
Control Total Amount: 25.000 ~count: "Received: 09/01/2011 [
Entered Total Amount: 2500 Count: 4 || *Entered: 09/01/2011
Difference Amount: 0.00 Count: 0 Posted:
Posted Total Amount: 0.00 Count: o || Assigned: TJARVIS Q
Journalled Total Amount: 0.00 Count: 0 User TJARVIS
S Save | [=] Motify | s Refresh | EY Adcll Update.fDispIayl

NOTE: The Control Total Amount and Count and the Entered Total Amount and
Count are the same. There should be no Difference in Amount or Count. If
there is, review totals and payment lines to find the difference and correct it.
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Navigation: Accounts Receivable > Payments > Direct Journal Payments >
Create Accounting Entries

Fa\fo_r'rtes Main'Menu » Accounts Receivable » Payments : Direct Journal Payments : Create Accounting Entries
- - -

Direct Journal Entry

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

Find an Existing Value

Maximum number of rows to return (up to 300); |300

Deposit Unit: = - p1110 Q,
Deposit ID: begins with - |2120622005 &}
Payment Sequence; = -

Payment IDx: W|

UserID: begins with -

Assigned Operator ID: begins with -

[[Icase Sensitive

Search Clear |pasic Search Save Search Criteria

The Direct Journal Entry Page Opens.

Your BU will appear in the Deposit Unit field and your Deposit ID will appear in
the Deposit ID field. OR

e Deposit Unit — Enter appropriate deposit unit
e Deposit ID — Enter appropriate deposit 1D

Click on Search Button
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Favorites Main Menu > Accounts&ece'rvable 5 Payrnvents 5 DirectJournvaIPayments » Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 Deposit ID: 2120622005 Payment: SPEEDTYPE Seq: 1
Amount: 25.00 UsD %? =
[CIcomplete  Budget Status: Entry Event: | Q

Distribution Lines (.ust1m|:r=| Find | View Al B0 8 First BN 4 op 4 B Last
'8
ChartFields T More ChartFields T Currency Details T Budget T Journal Reference Information

’7 *GL Unit peed Type |*Account Fund Code gzm:am Class Project Affiliate Line Amount |Currency

1 101110 @ SpeedTypeH a | a Q Q Q usD [=]
‘ 0 Lines Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Met 0.000 ‘

B save | S\ Return to Search | [=] Motify | 4 Refresh |

Search Results will return all lines of the deposit. Click on the first line, or
NOTE: If there is only one accounting line for your deposit, the Accounting
Entries Page (shown above) will open automatically for you.

The Accounting Entries Page opens.

Click the SpeedType button.

Favovrtesg Mainvl\-'lenu > Accountsgece'rvable > Payrnvents > DirectJournva\ Payments » Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 DepositID: 2120622005 Payment: SPEEDTYPE Seq: 1
Amount: 25.00 USD v = ‘
[Cl complete Budget Status: Entry Event: Q

D\slrihution Lines Customi B Fist B or B Lot
ChartFields T More ChartFields T Currency Details T Budget T Journal Reference Informatios

’7 *GL Unit SpeedType Key *Account Fund Code Dept Project Affiliate Line Amount |Currency

110110 @ AQ\ Q| Q| Q| Q| aQ Q Q. usp [+ [=]
[
‘ 0 Lines Total Debits: o] Jnn Currency: Total Credits: 0.000 Currency: Met 0.000

B save | £\ Return to Search | [=] Motify |Ifb Refresh |

The SpeedType Key field opens.

Enter Appropriate SpeedType Key for the line or
e Click on the magnifying glass to the right of the SpeedType Key to look up
valid SpeedType Keys and choose from the list.

Direct Journal Deposits Page 71 of 110
VISION 8.8

Revised October 2016



Look Up

Look Up SpeedType Key

SetlD: o1110
SpeedType Key: benins with v|

LunkUpl Clear | Cancel |EaSi|:|_|:||:|k|_|p

Search Results
ey 100 Fir=t n 1 of1 u La=t

SpeedType Key [Description
EXAMPLE1 Deposit Charfields

Select the SpeedType Key by clicking, for this example: EXAMPLEL.

Fa\rc;r'rtes MainvMenu > Accounts@ece'rvab\e > Pavmvents > D\rectJournvaIPayments » (Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 DepositID: 2120622005 Payment: SPEEDTYPE Seq: 1
‘ Amount: 2500 USD ¥ & ‘
1 complete Budget Status: Entry Event: Q

Distribution Lines Customize I IEl £ First 4] 1 of 1 n Last
i ChartFields T More ChartFields T Currency Details T Budget T Journal Reference Informati

’7 *GL Unit SpeedType Key *Account Fund Code Dept lass Affiliate Line Amount (Currency

1 1[01110 QL [EXAMPLET Q) [111500100 O | Q| Q Q (s} usD

[# =]

Q 410020 3 (59300

‘ 0 Lines Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Net 0.000 ‘

B save | =\ Return to Search | [=] Motify | %y Refresh |

The Accounting Entries Page opens with the chartfield info associated with the
SpeedType Key selected already defaulted in.

Note: Even though the fund and Deptid are populated from the speedtype they
can be overridden.
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Favorites Main Menu » Accounts Receivable > Payments > Direct Jounal Payments > Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 DepositID: 2120622005 Payment: SPEEDTYPE Seq: 1
‘ Amount: 2500 USD fﬁ = ‘
[[Icomplete Budget Status: Entry Evenf: Q

Distribution Lines ) g C e First B 4 o1 B Last
i ChartFields T WMore ChartFields T Currency Details T Budget T Journal Reference Infr,rmat

’7 *GL Unit SpeedType Key *Account Fund Code Dept Project il Line Amount |Currency

1 1[01110 QL |[EXAMPLET Q (410020 O 59200 O |111596100Q [ Q| s} s} s} -25.00 USD =
/
‘ 0 Lines Total Debits: 0.000 Currency: Total CraAs: 0.000 Currency: Met 0.000

B save | =\ Return to Search | [=] Motify | %y Refresh |

Enter any remaining appropriate cpartfield info.

e Enter Line Amount — Enter Amount for first line
o NOTE: The line Amount must use the opposite sign of the
payment. If the/payment is a positive amount then the line
amount must be negative.

Click on the Lightning Bolt Icon to create the Cash Line Side for the
transaction line.

Favorites Main Menu > Accounts Receivable > Payments > Direct Journal Payments » Create Accounting Entries

Accounting Entries || Deposit Control

Unit: 01110 Deposit ID: 2120622005 Payment: SPEEDTYPE Seq: 1
Amount: 2500 UsSD %? =
[T complete Budget Status: Entry Event: Q

Distribution Lines Customize | Find | A First Bl 14 or 4 B Last
ChartFu:Ids T More ChartFields T Currency Details T Budget T Journal Reference Information

GL Unit Account Fund Code Dept g:}de Class Project | Affiliate Line Amount |Currency

1 101110 410020 59300 1115001000 -25.00 UsSD
2 101 00005 101002 59300 1115001000 25.00 USD
3 103 00005 101050 59300 1115001000 01110 -25.00 USD
4 104 01110 101050 59300 1115001000 0ooo0s 25.00 UsSD
4  Lines Total Debits: 50.00 Currency: USD Total Credits: 50.00 Currency: UsD Net 0.00

Bl save | S\ Return to Search | [=] Notify | iy Refresh

Cash lines are created.

Check the Complete Box

Direct Journal Deposits Page 73 of 110
VISION 8.8

Revised October 2016



Click the Save Button (bottom left of the page)

Fa\rovrites Main'Menu » Accounts Receivable > Payments » Direct Journal Payments » Create Accounting Entries

Accounting Entries Deposit Contral

The Budget Check Icon appears (top right of the page)

Click on the Budget Check Icon to budget check the line.

Favorites | Main Menu > Accounts Recevable > Payments > Direct Journal Payments > Create Accounting Entries
Ea - - - -

Accounting Entries || Deposit Control

Unit 01110 Deposit ID: 2120622005 Payment: SPEEDTYPE Seq: 1
| Amount: 25.00 USD
Complete Budget Status: valid Entry Event: Q

Dlstnbutlon Lines Cusl Find i First K 1.4 or4 B Last
" ChartFields |liliore ChariFields Tc:unencynetais T Budget | Journal Ref

GL Unit Account Eund Code Program Code |Class Project |Affiliste |Line Amount |Currency

1 101110 410020 59300 1115{]{]1000 -25.00 USD
2 101 00005 101002 59300 1115001000 25.00 UsD
3 103 00005 101050 59300 1115001000 01110 -25.00 UsD
4 104 01110 101050 59300 1115001000 00005 25.00 USD
‘ 4 Lines Total Debits: 5000  Currency: USD Total Credits: 50.00 Currency: USD Met 0.00

& save I £\ Return to Search | [=] Motify | 4 Refresh |

The Budget Check Icon disappears, and Budget Status = Valid.

Click on the Deposit Control Tab.
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Unit: 01110 Deposit ID: 2120622005 Payment. SPEEDTYPE Seq: 1

Amount: 25.00 USD ¥ jﬁ

[ZIcomplete  Budget Status: Entry Event: | Q
Diﬁmbllﬁc'" Lines Customize | Find | View i | @| First L4 1-40fd > Last

ChartFields T More ChartFields T Currency Details T Budget T Journal Reference Informatzn =

GL Unit Account Fund Code Dept Program Code |Clpss Project |Affiliate |Line Amount |Currency

1 101110 410020 59300 1115001000

2 101 00005 101002 53300 1115001000

2103 00005 101050 593200 1115001000 01110

4 104 01110 101050 59300 1115001000 00005

/
4 Lines Total Debits: 50.00 Curyn{:y/:us[) Total Credits: 50.00 Currency: USD 0.00

B save I [\ Return to Search | [=] Notify | resh |




The Deposit Control page opens.

Favorites - Main Menu > AccountsReceivable > Payments > Direct Journal Payments > Create Accounting Entries
H - - -

Accounting Enfries | Deposit Control
Unit: 01110 DepositID: 2120622005 g

Acctg Date: 07/20/2011 Control Currency: USD

Bank Code: HOWRD TD Bank MA Format Currency: USD

Bank Account: 0002 5240113051 Rate Type: CRRNT _
Deposit Type: c CashiChks Exch Rt: 1.00000000 =

Control Total Amount: 2500 count: 1|| Received: 09/01/2011
Entered Total Amount: 2500 Count 1 Entered: 09/01/2011
Difference Amount: 0.000 Count: 0 Posted:

Posted Total Amount: 0.00 Count 0 Assigned: TJARVIS
Journalled Total Amount: 2500 Count: a (it 4= TJARVIS

| L Return to Search | [=] Notify | 4 Refresh |

Confirm that the Journalled Total Amount and Count are now equal to the
Control and Entered Total Amount and Counts, and that there is no Difference
Amount or Count. If there is a difference, review the deposit and make
corrections as necessary.

ENTER DIRECT JOURNAL DEPOSIT USING SPEEDTYPE IS
COMPLETE
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Run the Process to Budget Check Direct Journal
Deposits

Possible situations when this function is used: You can run the process to
budget check direct journal deposits so that each line does not have to be
budget checked individually. This process is helpful if you have a lot of direct
journal deposits to budget check and/or direct journal deposits with multiple
lines. Each line of the deposit needs to be in Complete status before you run
this process.

NOTE: This process is run by Business Unit. You will need to be aware of
additional deposits that other users may have entered and may not want budget
checked.

Navigation: Accounts Receivable > Receivables Update > Revenue Estimates
> Budget Check Transactions

The Budget Processor Page opens.
Click the Add a New Value tab.

Enter the name of your Direct Journal Budget Check Run Control
e DIR_JRNL_BC

Favorites - Main Menu > Accounts Receivable » Receivables Update » Revenue Estimates : Budget Check Transactions

Budget Processor

Run Control ID: DIR_JRNL_BC

Add

Click the ADD button
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The Budget Processor page loads

Favorites Main Menu > Accounts Receivable » Receivables Update > Revenue Estimates > Budget Check Transactions

Budget Processor

Run ControlID:  DIR_JRNL_BC Report Manager Process Monitor

Run |

Process Request Parameters Customize | Find | View A1 | BJ | 28 First E0 4 of 1 I Last

o il |
*Transaction Type ‘Business |.. .- pate To Process
Unit = Freguency

1[AR_MISCPAY QU Miscellaneous Payment [o1110 @ [omotzo01 [ 090212011 [ Aways (=]

& save | [=] Motify | E AddI | Update/Dizplay |

Select Transaction Type — AR_MISCPAY
Enter BU — Enter appropriate Business Unit
Enter From Date — Enter appropriate From Date (Earliest Accounting
date of DJ deposits you are budget checking)

e Enter To Date - Enter appropriate To Date (Latest Accounting date of DJ
deposits you are budget checking)

e Select Process Frequency — Always

Click the Save Button
Click the Run Button

The Process Scheduler Request page opens.

Favovntes Mavaenu > Accounts Receivable > Receivables Update » Revenue Estimetes > Budget Check Transactions

Process Scheduler Request

User ID: TJARVIS Run Control ID: DIR_JRNL_BC
Server Name: Run Date: bamaiz014 [
Recurrence: ¥ RunTime: 9:45:33AM Resetto Current Date/Time

Time Zone: <

Process List

Select |Description Process Name Process Type “Type *Format Distribution
Comm. Cntrl. Budget Processor FSPKBDP3 COBOL sQL (Nong) (None) ~ Distribution
OK Cancel

Click the OK Button
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Favorites Main Menu > Accountsﬁece'rvable b Rece'rvablves Update » Re\renuevEstirmtes » Budget Check Transactions

Budget Processor

Run Control ID:  DIR_JRMNL_BC Report Manager Process Monitor

Process Instance:5402744

Process Request Parameters Customize | Find | View 41| B0 B8 First B 4 opq B Last

* il |
*Transaction Type ‘Business |.. oo pate To Process
Unit — Frequency

1|AR_MISCPAY O Miscellaneous Payment (01110 [o701/2001 [ [oom2i2011 [ Always =]

Bl save | [=] Motify | Ex Adcll UpdatefDispIayl

You are returned to the Budget Processor page.
Click on the Process Monitor link.

The Process List page displays.

Favorites | Main Menu : Accounts Receivable > Receivables Update : Revenue Estimates > Budget Check Transactions
- : - hd hd -

Process List Server List
View Process Request For

User ID: TJARVIS Q Type: v Last - 1 Days -
Server: ¥ Name: G, Instance: | to |

Run ~ Distribution - Save On Refresh

Status: Status:

Process List customize | Find | View A1 T | B8 First B 4 o5 1 B Last

Select |Instance | Seqg. |Process Type S User Run Date/Time Run Status i Details
Hame Status

5402746 COBOL QL FSPKBDP3 TJARVIS 09/02/2011 9:51:59AM EDT Success Posted Details

Click the Refresh button until Run Status = Success and Distribution
Status = Posted.

Your direct journal deposit(s) are budget checked.
You can confirm this by doing the following:

Navigation: Accounts Receivable > Payments > Direct Journal Payments >
Modify Accounting Entries

The Direct Journal Review page opens.
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Favorites Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries

Direct Journal Review

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

Find an Existing Value

Maximum number of rows to return {up to 300} W

Deposit Unit: = - ’L’l‘l‘l‘lU—Q
Deposit ID: beginswith ~ [2120622006  Q
Payment Sequence: = - l—l
Payment ID: begins with - l—
User ID: begins with - l—
Assigned Operator ID: begins with - l—

[[Icase sensitive

Search | Clear |ElasicSearch B save Search Criteria

e Enter Deposit Unit — Enter appropriate Deposit Unit.
e Enter Deposit ID — Enter appropriate Deposit ID.

Click the Search button.

The Directly Journalled Payments page opens.

Favnvrites Ma\nvMenu > Ac:nunts'Re:emh\a > Payrgents > D\ractlnurnva\ Payments > Modify Accounting Entries

Directly Journalled Payments Deposit Control

Mew Window | Help | Custer

Unit 01110 Deposit ID: 2120622005 Payment: SPEEDTYPE Seq: 1
Amount: 25.00 Currency: USD
Base: 25.00 Currency: USD

Complete Budget Status: Valid

Distribution Lines

customize | Find | &) B First Bl 1401 B Last
chartFieias | Wore ChartFieids | Currency Detais | Budget T Joumal Reference nformation

GL Unit Account Fund Code |Dept Program Code |Class Field |Project |Af ite (Debit Amount Credit Amount Line Amount

101110 410020 59300 1115001000 -25.00 USD
101 00005 101002 59300 1115001000 25.00 USD
102 00005 101050 59300 1115001000 01110 -25.00 USD
104 01110 101050 59300 1115001000 00005 2500 USD
‘ 4 LiNesTotal Debits: 5000 Currency: USD Total Credits: £0.00 Currency: USD Net 0.00 |

The Budget Status is now Valid.

BUDGET CHECK PROCESS IS COMPLETE
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Enter a Journal Entry to Correct Chartfield Info For a
Posted Direct Journal Deposit

Situations when this function is used: A line of a direct journal deposit that
has been budget checked must be corrected with an ONL journal entry to the
general ledger.

NOTE: This example will correct an incorrect revenue account.

Navigation: General Ledger > Journals > Journal Entry > Create Journal
Entries

Favovr'rtes Main‘r_denu > General Ledger > Journals » Journal Entry » Create Journal Entries

Create Journal Entry

| [ o vao

Business Unit: 01110
Journal 1D: MNEXT
Journal Date: |07/25/11  [3]

Add

Add a New Value tab is already selected.

Enter Business Unit
e Leave as default or
e Enter business unit
Enter Journal ID
e |eave as NEXT
Enter Journal Date
e |eave as current date or
e change to appropriate date

Click the ADD button

The Header Page loads.

Direct Journal Deposits Page 80 of 110
VISION 8.8

Revised October 2016



Fa\'ovr'rtes MainvMenu i GeneraIvLedger b2 Jou&na\s > JournavIEntr}r » Create Journal Entries

[ header [Fiines | goais[[Eois || |

Unit: 01110 Journal ID: - NEXT Date: 07/125/2011

Long Description: To correct a revenue account on a direct journal deposit 01110 2120622005 84‘31111|
“Ledger Group: ACTUALS @ [T] Auto Generate Lines

Ledger: Q Adjusting Entry: MNon-Adjusting Entry  +
*Source: ONL O Fiscal Year: 2012

Reference Number: Period: 1Q,

SJE Type: - ADB Date:

Journal Class: Q [T] save Journal Incomplete Status

Transaction Code: GENERAL Q

Currency Defaults: USD / CRRMNT /1
Reversal: Do Mot Generate Reversal Commitment Cantrol

B save | [=] Neify | 4 Refresh | [E+ Add | £ Update/Display

The ledger Group will default as ACTUALS. The Source defaults as ONL.
Adjusting Entry defaults to Non-Adjusting Entry. The Transaction Code defaults
to GENERAL. The fiscal year and period default with current date. Save Journal
Incomplete Status defaults as unchecked.

Enter a Long Description
¢ Include a detailed description for what you are correcting, including
dates, deposit Id and or AR Journal ID number.

Click the Lines tab
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The Lines page opens.

Fa'.ro'r'rtes MainvMenu > General Ledger > Journals » Journal Entry > Create Journal Entries
: - - £

Header Lines Totals Errors Approval

Unit: 01110 Journal ID:  NEXT Date: 0712512011 *Process; EditJournal - Process |
Template List Change Values Inter/intralnit |

¥ Lines

o 01110 Q@ ACTUALS | Q |a10020 Q [59200 QU (1150010000 Q| Q | Q

~ Totals

customize | Find | view Al B0 B8 First [ 4 o1 Il Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status

01110 1 0.00 0.00 M N

Bl save | [=] Motify | ¥y Refresh I

e Account — Enter appropriate account (in this case you will debit the
incorrect revenue account used)
Fund — Enter appropriate Fund
Dept — Enter appropriate Dept ID

e Amount — Enter appropriate Amount

Click the Insert Lines button to add the credit side of the journal.

Favorites | Main Menu > General Ledger > Journals > Journal Entry > Create Journal Entries

Header | Lines | Totals | Emors | Approval

Unit: 01110 JournalID:  NEXT Date:  (7/25/2011 *Process: EditJoumal  ~  Process |
Template List Change Values TEE T
¥ Lines
Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class Project
0 1 01110 Oy ACTUALS [ Q [a10020 O [59300 O [1150010000 O | Q| Q| <
0 2 01110 4 ACTUALS [ Q, [400000 Oy [59300 & 1150010000 O | Q| Q| o

£
- Totals Customize | Find | View All | E‘\ = First B 4 of 1 B Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
01110 2 0.00 0.00 N M

B Saval [=] Notify | 4 Refresh |

The accounting chartfields carry over from the debit side of the entry.

e Account — Change the Account to the appropriate revenue account.

Save the Journal — You will receive a message telling you the journal is
saved and the Journal ID — Click OK
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Click the Yellow Process button to Edit the journal

Fa\rg'rites Mainvl'v'lenu > General Ledger > Journals : Journal Entry > Create Journal Entries

Header | Lines | Totals | Errors | Approval

Unit: 01110 Journal ID: 0001440445 Date: 071252011 “Process: EditJoumal  ~ [ Process |
Template List ~ Search Criteria  Change Values InterntraUnit Errors Only  [Z] [£] jpe:| 10 [F] [=]
¥ Lines

) 01110 C ACTUALS | QL |410020 @, (59300 Q@ 1150010000 C | Q

o 2 01110 QL ACTUALS | <, |400000 (59300 C 1150010000 O | Q

Lines to add: 1 E|

ML Customize | Find | View Al | 2] 28

Unit Total Lines Total Debits Total Credits Journal Status

01110 2 0.00 0.00 » v

= save | = notity | et Refresn |

Journal Status is Valid
Select Budget Check Journal in the Process field, and Click the Yellow
Process button again.

Favgtes Mainvl\-'lenu » General Ledger > Journals : Journal Entry : Create Journal Entries
: - - £

Header Lines Totals Errors Approval

Unit: 01110 Journal ID: 0001440445 Date: 07/25/2011 *Process: EditJournal - F'rocessl
Template List Search Criteria Change Values Inter/intralnit | ErrorsOnly (=] [Z] |jpe:| 10 5] [=]

~ Lines

Select Line *Unit *Ledger SpeedType l_ Account Fund Dept Program Class Project

01110 C ACTUALS Q410020 O [59300 O (1150010000 O | Q| Q|
[ 2 01110 G, ACTUALS | Q, [400000 Q [59300 C (1150010000 Q| Q| Q|

Lines to add: 1 =

)
~ Totals Customize | Find | \ B0 B st B g op e I Lot

Total Lines Total Debits Total Credits Journal Status Budget Status

0110 2 0.00 0.00 Vv U

B save | [=] Motify I s Refresh |

The Budget Status is now valid

The journal is ready to Post the next time the overnight batch process
Journal Generator runs.
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For more information on entering journal entries visit the Finance & Management
Web Site. Click on Training Info and Documentation, Documentation, General
Ledger Manual

http://finance.vermont.gov/training-and-support/vision-manuals

CORRECTING JOURNAL ENTRY FOR A POSTED DIRECT
JOURNAL IS COMPLETE
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Inquiring on a Budget Check Error for a Direct
Journal Deposit

Possible situations when this function is used: Accounting entries are
created on the deposit and complete box has been selected and you saved.

The budget check icon is now available and by clicking on it you received a

budget status of error. See example below:

Fa\.rovr'rtes MainvMenu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

Accounting Entries Deposit Control

Unit: 01110 Deposit ID: 2120052011 Payment: EXAMPLE 1 Seq: 1
Amount: 5.00 UsD «
[¥| complete Budget Status:Error Entry Event: Q

- - - - o
Distribution Lines customize | Find ) view Al T | 88 First Bl 1 g ora B Last

[ Chartfields | More ChartFields | Currency Detais | Budget | Journal Reference information

Currency

1 101110 Je | 516600 10000 1150010000 -5.00 USD

2 101 00005 = | 101002 10000 1150010000 5.00 UsSD

3 103 00005 e | 101050 10000 1150010000 01110 -5.00 USD

4 104 01110 = | 101050 10000 115001000 00005 5.00 USD
/

4 Lines Total Debits: 10.00 Currency: US%&ICredi‘ls: 10.00 Currency: USD Met 0.00

El save I 4 Return to Search | [=] Motify | %) Refresh |

Click on the budget check options icon

Commitment Control page is displayed

Favorites Main Menu > Accountsf.eceivable » Payments » Direct Joumval Payments > Create Accounting Entries
Commitment Control
Commitment Control Details
Source Transaction Type: Miscellaneous Payment
Budget Checking Header Status: Error in Budget Check
Commitment Control Amount Type: Actuals, Recognize and Collect
‘Commitment Control Tran ID: 0018927745
‘Commitment Control Tran Date: 09/02/2011
[T] override Transaction
Budget Check Goto Transaction Exceptions  Go To Activity Log
OK | Cancel | Refresh
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Click Go to Transaction Exceptions link
Misc. Payment Exceptions page is displayed

Fa\.rovr'rtes MainvMenu » Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

Misc. Payment Exceptions Line Exceptions

Deposit Unit: 01110 Deposit ID: 2120052011 El Payment Sequence: 1
*Exception Type: Error A [“] override Transaction L= '!_d
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria
Search |

|Budgets with Exceptions Customize | Find | View Al B0 88 First Bl 12 or2 Bl Last
Budget Override T Bi.ldgetcha'tﬁelds

Business Exception Over Transfer
Unit Grou

1 & 01110 APPROP Mo Budget Exists GoTo.. 5
2 @ 01110 ORG Mo Budget Exists |:| GoTo .. §

In this example the budget check error is referring to No Budgets Exists. Before this
deposit can post you would need to either add a budget or change the chartfield(s) you are
using that have a budget. For more information on Budget Check Exceptions Errors visit
the Finance & Management Web Site - Commitment Control manual. There are several
other messages that can occur if you are uncertain of the message call the VISION
Finance Support Team @ 828-6700 Option 2, or send an e-mail
VISION.FinHelpdesk@vermont.gov

Below is the navigation to check for Budget Check errors through Commitment
control.

Direct Journal Deposits Page 86 of 110
VISION 8.8

Revised October 2016


mailto:VISION-helpdesk-fin@vermont.gov
mailto:VISION-helpdesk-fin@vermont.gov

Navigation: Commitment Control > Review Budget Check Exceptions >
Revenues > Direct Journal

Enter Business Unit or leave as default

Enter Deposit Id or Click on Search for a list of deposits.

Favuvrites MainvMenu > Commitment Control » Review Budget Check Exceptions > Revenues > Direct Journal

Direct Journal

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

Find an Existing Value

Maximum number of rows to return {up to 300): 200

Commitment Control Tran ID: begins with -

Commitment Control Tran Date: = A El

Deposit Unit: begins with - 01110 Q,

Deposit 10: begins with - 2120052011| Q,

Payment Sequence: = -

Process Instance: = hd

Process Status: = hd -
Search | Clear |Easic Search Save Search Criteria

Note: If the Search button is clicked and there is only one deposit with
a budget check error the deposit will automatically open.
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Favarites Main Menu > Commitment Control > Review Budget Check Exceptions > Revenues > Direct Journal

Misc. Payment Exceptions Line Exceptions

Deposit Unit: 01110 DepositlD: 2120052011 5 Payment Sequence: 1

*Exception Type:  EfTOr - [] override Transaction g E
Maximum Rows: 100 More Budgets Exist

Advanced Budget Criteria
Search |

Budgets with Exceptions
" Budget Override |[JBudget Charthicids

Customize | Find | View AIJ 2] B First B 4.2 02 B Last

Business |Ledger
Unit Grou Exception Transfer

1 @ 01110 APPROP Mo Budget Exists
2 & 01110 ORG Mo Budget Exists

[ GoTo..E
= GoTo.. 5

The Exception message is No Budget Exists.

Click on the Magnifying glass next to line 2.

Favorites Main Menu > Commitment Control » Review Budget Check Exceptions » Rewvenues > Direct Journal

Receivables Miscellaneous Payment Line Drill Down

Transaction Line Identifiers

Deposit Unit: 01110 DepositiD: 2120052011 5

Payment Sequence: 1 Line: 1

Transaction Line Details

Account Fund Code Department
516600 10000 1150010000
Line Status: Error

Budget Date: 071252011

Line Amount: -R.00 UsD

The chartfield information that was used in the deposit is listed above.

Click OK
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Main Menu > Commitment Control > Review Budget Check Exceptions > Rewvenues > Direct Journal
- - - -

Favorites
- H

Misc. Payment Exceptions Line Exceptions

Deposit Unit: 01110 DepositID: 2120052011 5 Payment Sequence: 1
*Exception Type: ~ Ermor - [[] override Transaction |
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria

Search |

Budgets with Exceptions
" Budget Override [ Biidget Charifields

=
Customize | Find | View 41| B 8 First B 42 052 B0 Last

Business |Ledger .
Unit Group Exception

1 & 01110 APPROP Mo Budget Exists [ GoTo.. 5

2 @ 01110 ORG No Budget Exists [[]__GCoTop5

Click on Go To icon.

Favarites Main Menu > Commitment Control > Review Budget Check Exceptions > Rewvenues > Direct Journal

Please zelect one of the following links:

Goto Budget Exceptions
Go to Budget Inguiry

Cancel |

Click on Go to Budget Inquiry link to see the budget details.
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Favorites Main Menu > Commitment Control » Review Budget Check Exceptions > Revenues : Direct Journal

Commitment Control Budget Details

Business Unit Ledger Group Account Fund Code |Department Program Code |Budget Period
01110 ORG 000600 10000 1150010000 2012

Ledger Amounts
Budget: 0.00 5 USD Attributes Display Chart | (1]
Expense: 0.00F USD b ont/Children Max Rows | 100
Encumbrance:; 0.00 5 UsD N ated Budast
ssociated Budgets
Pre-Encumbrance: 0.00 5 UsD g
Associate Revenue: 0.00 = UsD
Available Budget
Without Tolerance: 0.005% uUsD Percent: (U%}E Eorecasts
With Tolerance: 000% UsSD  Percent: (0%) 2
Budget Exceptions
Exception Errors: 1  Exception Warnings: ] Budget Exceptions

Commitment Control Budget Details opens.

There is no budget set up for this fund and dept id combination.

INQUIRING ON A BUDGET CHECK ERROR FOR A DIRECT
JOURNAL DEPOSIT IS COMPLETE
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Inquire/Review — All Deposits

Situations when this function is used: View details about a specific deposit
ID (including control totals and status) or scan all deposits, one at a time.

Navigation: Accounts Receivable> Payments> Review Payments> All Deposits

All Deposits page opens

Fa\.fuvr'rtes Main‘Menu » Accounts Receivable > Payments > Review Payments : Al Deposits

All Deposits

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

Find an Existing Value

Maximum number of rows to return (up to 300); |300

Deposit Unit: = - p1110 Q
Deposit ID: begins with - (2120052011 &}
User ID: begins with -

Assigned Operator ID: begins with ~

Deposit Balance: = i -
Posting Status: = - -
Entered Date: = - £l

[ case Sensitive

Search | Clear |E!asicSearch Save Search Criteria

Find an Existing Value
e Leave as default or
Enter deposit unit
Deposit ID
e Enter deposit unit
User ID
e Enter appropriate data or
Leave blank
Assigned Operator ID
e Enter appropriate data or
Leave blank
Deposit Balance
e Enter appropriate data or
Leave blank
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Posting Status
e Enter appropriate data or
Leave blank
Entered Date
e Enter appropriate data or
Leave blank
Click the Search Button

All Deposits page is displayed review information.

Favorites - Main Menu > Accounts Receivable » Payments > Review Payments > Al Deposis

All Deposits

Unit: 01110 Deposit ID: 2120052011
Accounting Date: 0712512011 Deposit Balance: Balanced
Bank Code: HOWRDTD Bank NA Bank Account: 0002 5240113051
Deposit Type: Cash/Chks Cash Control: N
Rate Type: CRRNT Control Currency: usD

=h
Format Currency: usD Exchange Rate: 1.00000000 B

Totals and Counts

Control Total Amount: 500 Count: 1 Received: 09/02/2011
Entered Total Amount: 500 Count 1 Entered: 09022011
Difference Amount: 0.00 Count: 0 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: TJARVIS
Journalled Total Amount: 500 Count: 1 User: TJARVIS

£\ Return to Search | [=] Notify |

All DEPOSITS REVIEW IS COMPLETE
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Inquire/Review — All Payments

Situations when this function is used: View status of a specific payment.
Navigation: Accounts Receivable> Payments> Review Payments> All Payments

All Payments Page is opens to Find an Existing Value

Fa\.fnvr'rtes MainvMenu » Accounts Receivable » Payments > Review Payments > Al Payments

All Payments

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

Find an Existing Value

Maximum number of rows to return (up to 300} (300

Deposit Unit: = - 01110 Q
Deposit ID: begins with - (2120052011 Q
Payment ID: begins with = ||
User ID: begins with -

Assigned Operator ID: beqgins with

4

Payment Status: = - -
Accounting Date: = - Ex|

Entered Date: = - El
Payment Predictor [

[[]case Sensitive

Search | Clear |BasicSearch B save Search Criteria

Deposit Unit
e Leave as default or
Enter deposit unit
Deposit ID
e Enter appropriate Deposit number
Payment ID
e Enter appropriate data or
Leave blank
User ID
e Enter appropriate data or
Leave blank
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Assigned Operator ID
e Enter appropriate data or
Leave blank
Payment Status
e Select from list of valid values

Accounting Date

e Enter appropriate data or
Leave blank

Entered Date
e Enter appropriate data or
Leave blank

Click the Search Button

Favuvr'rtes Main'Menu > Accounts Receivable > Payments > Review Payments » All Payments
i - - -

Payment Status

Deposit Unit: 01110 DepositiD: 2120052011 PaymentID:  EXAMPLE 1

Payment Amount: 5.00 Currency: USD Usern TJARVIS Group ID:

Selected Amount: 0.00 Currency: USD Assigned: TJARVIS

Payment Status: Directly Journalled Posting Status: Unpost Reason:

Account: HOWRD 0002 Accounting Date: 07i25/2011  Entered Date: ~ 09/02/2011
Posting Action: Posted Date:

Customize | Find | View 1| & ## Reference Customize | Find | View Al| {21
Information

Customer Name Qual Code Reference

First 4] 1 of1 n Last

ltem Selected Customize | Find | View A1 2] B8 First Bl 4 o4 Bl Last

Unit Customer ID Item ID Line Payment Amount Currency

&L Return to Search | [Z] Notify |

Payment Status page is displayed review information.

Note: Reviewing a customer payment will show you information on the Posting
Status and Posted Date. This review does not show you the posted date of your
direct journal deposit to the general ledger. However, once a deposit is budget
checked, journal generator will run overnight and post the deposit to the general
ledger.

Direct Journal Deposits Page 94 of 110
VISION 8.8

Revised October 2016



All PAYMENTS REVIEW IS COMPLETE

Inquire/Review — Direct Journal Deposit that has
been Budget Checked and/or Journal Generated

Situations when this function is used: Review directly journalled payments
that have been marked Complete, Budget Checked and Journal Generated.

Navigation: Accounts Receivable> Payments> Direct Journal Payments>
Modify Accounting Entries

Direct Journal Review Page opens to Find an Existing Value

Fa\fuvrtes MainvMenu s Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries
- - -

Direct Journal Review

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

Find an Existing Value

Maximum number of rows to return (up to 300): [300

Deposit Unit: = - 01110 Q
Deposit ID: begins with 2120622005 a,
Payment Sequence: = - |

Payment ID: pegins with
UserID: begins with -
Assigned Operator ID: begins with

Case Sensitive

Search Clear | pasic Search Save Search Criteria

Deposit Unit
e Leave as default or
Enter deposit unit
Deposit ID
e Enter appropriate Deposit number
Payment Sequence
e Enter appropriate data or
Leave blank
Payment ID
e Enter appropriate data or
Leave blank
User ID
e Enter appropriate data or
Leave blank
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Assigned Operator ID
e Enter appropriate data or
Leave blank
Click on the Search Button

Directly Journalled Payments page is displayed

Favo'm:es Main'Menu b3 Accountsliecewble > Payrgents > DirectJoumvaI Payments > Modify Accounting Entries

Directly Journalled Payments Deposit Control

New Window | Help | Custon

Uit 01110 Deposit ID: 1110000224 Payment: REFUND Seq: 1
Amount: 295.06 Currency: USD
Base: 205.06 Currency: USD

Complete Budget Status: Valid

VDmlnbullon Lines Customize | Find | E‘l 2 First KN 1.4 or s B Last

chartFields | More ChartFieds | Currency Detais T Budoet T Journal Reference information

GL Unit Account [L'lndcode Dept Program Code (Class Field |Project |Affiliate |Debit Amount Credit Amount Line Amount

101110 480410 6N11 1110002500 -295.06 USD
101 00005 101002 830\1 1110002500 295.06 USD
103 00005 101050 6301 1110002500 01110 -295.06 USD
104 01110 101050 63011 1110002500 00005 205.06 USD

\
| 4 LinesTotal Debits: 59\12 Currency: UUSD Total Credits: 59012  Currency: USD Met 0.00 |

2 save | L Return to Seareh | +(5 Previow\n List | +E] Mextin List | [ Notiy |

Click the More Chartfield tab

More Charfields page is displayed

Favorites Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries

Directly Journalled Payments Deposit Control

Unit: 01110 Deposit ID: 1110000224 Payment: REFUND Seq: 1
Amount: ogs0f  Currency: USD
Base: 295.08 Currency: USD

Complete Budget Status: Valid

Distribution Lines customize | Find | 0| B8 First B0 g or g DY Lot

I ChartFields T More ChartFields T Currency Detailz T Budget T Journal Reference Information

Stat

User Complete ARD1345329 11/08/2010

Cash Complete AR01345308  11/08/2010
InterUnit Complete AR01345308 11/08/2010
InterUnit Complete AR01345329  11/08/2010
‘ 4 LinesTotal Debits: 59012  Currency: USD Total Credits: 50012  Currency: USD Net 0.00

Bl save | £\ Return to Search | +[E Previous in List | +[E| Mext in List | [=] Notify |

This view shows the deposit has journal generated and assigned journal#'s. It
does not show if the journal is in error. To determine if a journal has posted
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with no errors you can look up each journal or run the Query
VT_MER_DJ NOT_POSTED TO GL.

DJ JOURNAL GENERATED REVIEW IS COMPLETE
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Report — Deposit Control By Entry Date

Situations when this function is used: Lists detailed information for
deposits. Report can be run at any time.

Navigation: Accounts Receivable> Payments> Reports> Deposit Control By
Entry Date

IVEECUUI’]IS !EEEI\"E! L} A

i B
I Pending ltems Mew Window | Help | v

[ Direct Debits .
> Drafts Deposit Control by Entry Date
= Payments Enter any information vou have and click Search. Leave fields klank for a list of all values.

[> Online Payments

[ Apply Payments

[z Electronic Payments

[ Direct Jourhal Payments

{ Find an Existing Value {_Add a New Value

[> Cash Control Entries Run Control ID:| begins with
[ Review Payments
= Reports [case Sensitive

— Accounting Entries

— i - | i . . .
#J—\Crﬁe Entries-Pointin Search ‘ Clear | Basic Search Save Search Criteria

— Deposit Control-Point
in Time Find an Existing Value | Add a New Value

Click on Add a New Value Tab

Favorites = Main Menu > Accounts Receivable > Payments : Reports : Deposit Control by Entry Date

Deposit Control by Entry Date

| [ it atow vae

Run Control ID: Deposit_Control_by_entry_d ate|

Add

Enter Run Control ID — Name the run control something that makes sense to
you. It must be a single parameter, so link multiple words with an underscore.

Click on the Add Button
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Deposit Control By Entry Date page is displayed

Fa\fuvr'rtes : MainvMenu b Accuuntszece'rvable b3 Paynlents > Repvurts » Deposit Control by Entry Date

Deposit Control by Entry Date

Run Control ID:  Deposit_Control_by_entry_date Report Manager Process Monitor o

Language: English -

Report Request Parameters

From Date: 07/01/2011 [
To Date: 073012011 3]
Unit: 01110 |3 Finance & Management

Amount Type: Base Curr -

Q,
User ID:

Deposit Type: a
Bank Code: Q Bank Account:

Posting Status: Mot Posted -

& Save | [=] Notify [E+ Add | JE|UpdateiDisplay

From Date
e Enter Beginning Date
To Date
e Enter Ending Date
Unit
e Accept default BU or
Enter valid value
Amount Type
e Accept default of Base Curr
User ID
e Enter valid User ID or
Leave blank
Deposit Type
e Enter or select valid value or
Leave blank
Bank Code
e Enter or select valid value or
Leave blank
Posting Status
e Accept default or
Select valid value

Click Run Button
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Process Scheduler Request page opens

Favorites | Main Menu : Accounts Receivable > Payments : Reports » Deposit Control by Entry Date
- H - - hd -

Process Scheduler Request

UserID: TJARVIS Run Control ID: Deposit_Control_by_entry_date
Server Name: Run Date: barnz2z014 £
Recurrence: ¥ Run Time: 11:03:28AM Resetto Current DateiTime |

Time Zone: Q

Process List

Select |Description Process Name Process Type Type *Format Distribution

Deposit Control by Entry Date AR20001 SOR Report Web ~ PDF ~ Distribution

ok | cancel |

Click OK
Deposit control By Entry Date page displays

Favorites Main Menu > Accounts Receivable : Payments > Reports :» Deposit Control by Entry Date

Deposit Control by Entry Date

Run Control ID:  Deposit_Control_by_entry_date Report Manager Process Monitor
Language: English -

Run

Report Request Parameters

From Date: 07/01/2011 [3)
To Date: 0713012011 [5

Unit: 01110 3 Finance & Manageme
Amount Type: Base Curr  ~

| Q
User ID:

Deposit Type: |— Q
Bank Code: Q Bank Account:

Posting Status: Mot Posted

B save | [=] Notify Ee Add Update.fDisplayl

Click on Report Manager link
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Favuvr'rtes MainvMenu > Accountsf\ecervable > Payrgemts > Repvorts > Deposit Control by Entry Date

Explorer | Administration

View Reports For

~  Instance: to: Refresh
Created On: [5 Last - 1 Days -
Flrstn 10fl o Last

]
Customize | Find | View Al | | B

- Completion Repo Process
po D =
Report Reort Description Eolder Hame DatelTime m naree

Click on the Administration Tab

Favorites Main Menu > Accountsf.ece'r\rable b Payrgents 3 Repvorts > Deposit Control by Entry Date

List Explorer Administration Archives

View Reports For
User ID: TJARVIS Type: N ~ Last - 1 Days -

Status: ~  Folder: ~ Instance: | to: |

Report List Customize | Find | \ £ First BN 1 of ¢ B | ast

Report |Prcs - .
Select 0 Instance Description e Format |Status Details

09/02/2011  Acrobat

981489 5402750 Deposit Control by Entry Date 11:0417AM  (*pdf)

F'ﬁted Details

Click the refresh bytton till Status is posted.

Click on link to print report.

Pecplefoft Receivables
DEPOSIT SUMMARY
01110% For 01-JUL-2001 through 30-JUL-2011
Base Amount
ALL VALUES

C

HOWED, 0002
Post Stadgs: ALL VALUES

Oper Assn Oper Type Bank Acct  Bal Post Status Control Amount Entered Amount

Entry Date \Unit Deposit ID

€ HOWR 0002 Yes Completely

C  HOWR 0002 Yes Completely
JBOMBARD JBOMBARD € HOWR 0002 Yes Completely

c

c

c

08/14/2001 (N110 1110000001 JBOMBARD JEOMBARD

1110000004 JBOMEARD JBOMBARD HOWE 0002 Yes Completely
110000005 JBOMEARD JBOMBARD HOWE 0002 Yes Completely
10000006 JBOMBAERD JBOMBARD HOWE 0002 Yes Completely

Total For 01110

Total For 08/14/2001 365,813.04 365,813.04

Refresh |

Page No. 1
Run Date 09/02/2011
Fun Time 11:10:49

Posted Amount Journalled Amt

0.00 365,813.04 USD

To print report, click on printer icon.
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A complete listing of reports is available for the Accounts Receivable
module and can be found on the Finance & Management Web Site.

http://finance.vermont.gov/training-and-support/vision-manuals
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Report — Payment Detail

Situations when this function is used: Lists detailed information for all
payments within a deposit. The payment details are unavailable if the posting
status is Not Posted.

Navigation: Accounts Receivable> Payments> Reports> Payment Detail
Payment Detail page is displayed.

Click on add a New Value tab

Enter Run Control ID — Name the run control something that makes sense to
you. It must be a single parameter, so link multiple words with an underscore.

FEI‘.'IIIvFitES MainvMenu »  Accounts Receivable > Payments > Reports > Payment Detail

Payment Detail

| 1 At atow vae

Run Control ID: F'ayment_Detaiﬂ

Add
Click on the Add Button
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Fa\fovr'rtes H MainvMenu > Accounts Receivable > Payments > Reports > Payment Detail

Payment Detail
Run Control ID:  Payment_Detail Report Manager  Process Monitor R |
Language: English M

Report Request Parameters

From Date: [o7r01/2001 5
To Date: [0gr0z2011
Deposit Unit: [01110 '@ Finance & Management
Amount Type: Base Curr -
User ID: | =
Deposit ID: [
Posting Status: All -
mw Es Add | JE Update/isplay
Payment Detail page is displayed enter criteria.
From Date
e Enter Beginning Date
To Date
e Enter Ending Date
Unit

e Accept default BU or
Enter valid value

Amount Type
e Accept default of Base Curr
User ID
e Enter valid User ID or
Leave blank
Deposit ID
e Enter or select valid value or
Leave blank

Posting Status
e Accept default or
Select valid value

Click Run Button
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The Process Scheduler Request page displays

Favorites | Main Menu > Accounts Receivable : Payments : Reports : Payment Detail
- H - - hd -

Process Scheduler Request

User ID: TJARVIS Run Control ID: Payment_Detail
Server Name: Run Date: parnzr2011 El
Recurrence: *  Run Time: 11:16:02AM Resetto Current DateiTime |

Time Zone: Q

Process List

Select |Description Process Hame Process Type *Type *Format Distribution

Payment Detail ARZ20002 30R Report Web * PDF - Distribution

OK | Cancel |

Click OK
Payment Detail page is displayed

Favorites | Main Menu : Accounts Receivable » Payments > Reports : Payment Detail
- H - - - -

Payment Detail

Run Control ID:  Payment_Detail Report Manager Process Monitor
Language: English - f Process Instance 5402754

Run

Report Request Parameters

From Date: 07/01/2001 [5]
To Date: 09/02/2011 [3

Deposit Unit: 01110 @ Finance & Managgfment

Amount Type: Base Curr
| Q

UserID:

Deposit ID: Q

Posting Status: All -

S save | [Z] Notify | E Adcll JE Update/Display

Direct Journal Deposits Page 105 of 110
VISION 8.8

Revised October 2016



Click on the Report Manager link

Favorites Main Menu > Accounts Receivable > Payments : Reports : Payment Detail

Explorer Administration

View Reports For

¥ Instance: | to:| Refresh |
Created On: [ Last - 1 Days =

b
Reports Customize | Find | View Al B0 B First Kl 4 op 4 B Last

.. Completion Report Process
Report Repor Description Folder Name DateTime D e

1 Report

Folder:

Click on the AJministration Tab

Fa\.rovr'rtes Mainvl\-'lenu s Accounts Recewable » Payments > Reports > Payment Detail

List Explorer Administration Archives

View Reports For
User ID: TJARVIS Type: I - Last - 1 Days - Refresh |

Status: ~  Folder: ~ Instance: | to: |

Report List customize | Find | view A1 |G| B First B 4.5 op 5 B0 Last

Reporti |Prcs _ lequest .
Select D Instance Description DatelTime Format |Status Details

) 09/02/2011  Acrobat ;
¥ 17
931493 5402754 Payment Detail 1117:05AM  (* pdf) Posted Details

Click the refresh button till Status is posted.
Click on Payment Detail link to print report.

(=N BN

& 1 /T B e s e e

Click on Print Icon to Print Report
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A complete listing of reports is available for the Accounts Receivable module and
can be found on the Finance & Management website with the following URL.

http://finance.vermont.gov/training-and-support/vision-manuals
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Query - VT_AR_DIRECT_JRNLS_DEPOSIT

A
Situations when this function is used: AR direct journal deposits. Prompts
for BU, DeptID, Fund, Account and a range of dates. Lists direct journal deposits
and all associated chartfields. Includes both the Revenue/Expense and cash
sides of the transactions.
Navigation: Reporting Tools> Query> Query Viewer
Query Viewer page is displayed
Enter Query VT_AR_DIRECT_JRNLS_DEPOSIT

FH"-"EIvFitES MainvMenu » Reporting Tools > Query > Query Viewer

Query Viewer

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

*Search By: Query Name *  begins with VT_AR_DIRECT_JRMNLS_DEPOSIT|

Search Iﬂxm'anced Search

Click Search button

Fa\.fovr'rtes Main‘[denu > Reporting Tools > Query > Query Viewer

Query Viewer

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

*Search By: Query Name - begins with VT_AR_DIRECT_JRNLS_DEPOSIT
Search I.J\dvanced Search

Search Results

*Folder View:  — All Folders — -
Query Customize | Find | View A1 0| B8 First B 4 op 1 T Last
Guery Name Description Owner |Folder ﬁ % % Schedule ?.::::ltr?les
VT_AR_DIRECT_JRMNLS_DEPOSIT AR Direct Journals Deposit Public HTML Excel XML Schedule Favorite

Click Run to Excel link
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Fields display to enter appropriate data

VT_AR_DIRECT_JRNLS_DEPOSIT - AR Direct Journals Deposit

GL Business Unit (%=All): [ |

AR Business Unit (%=All:[ |

Fund (%=All): ]

Department {%=All): ]

Account (% = All): [T

Journal Date From: I

Journal Date Thru: I
View Results

GL Business AR Business Distribution

Unit Unit

Enter appropriate data and click the View Results button

File Download

Do you want to open or zave this hile?

] Marme: q.xls
HH Type: Microsoft Excel Waorksheet, 1,35 KB

From: Frndesweb . finman, state, vk.us

Open ][ Save l|_ Cancel _|

Alwayz ask before opening thiz wpe of file

harm wour computer. If pou do not trust the source, do not open or

@ while filez from the Intermet can be uszeful, some filez can potentially
zave thiz file. What's the risk?

Click Open. This will open up the Excel spreadsheet.
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1 |AR Direct Journals Deposit | 179

2 [GL Business Unit |AR Busil] Se|Distributig/Account[Fund [Dept Line Descr [Deposit ID |Period|¥ear]Joumal ID |Date [Tem I
3 [01110 01110 1 17516600 10000 1110003000 71110000001 2 2002 ARDDD31417  8/14/2001 AR_DIRJRNL
2 fo1110 01110 1 1518600 0000 1110002000 "1110000002 2 2002 AROD031417  8/14/2001 AR_DIRJRNL
5 (01110 01110 1 1516600 10000 1110002000 "1110000003 2 2002 ARD0031417  8/14/2001 AR_DIRJRNL
6 01110 1110 1 1516600 10000 1110003000 "1110000004 2 2002 ARDDOZ1417  8/14/2001 AR_DIRJRNL
7 01110 1110 1 1517100 "10000 "1110003000 "1110000008 2 2002 ARDD031417  8/14/2001 AR_DIRJRNL
2 01110 1110 1 1516600 10000 "1110002000 "1110000007 5 2002 ARDDO50850 11/1/2001 AR_DIRJRNL
9 01110 1110 1 1516600 0000 "1110002000 "1110000008 5 2002 ARD0050850 11/1/2001 AR_DIRJRNL
10 (01110 01110 1 1'513000  "10000 11110002000 "1110000009 5 2002 AROD0S0850  11/1/2001 AR_DIRJRNL
11 [01110 01110 1 1516600 10000 "1110002000 "1110000012 7 2002 ARDODE1128  1/2/2002 AR_DIRJRNL
12 o110 1110 1 1516600 10000 "1110003000 "1110000013 7 2002 ARODOB1123  1/8/2002 AR DIRJRNL
13 (01110 01110 1 1517200 "10000 11110002000 "1110000015 9 2002 ARODT09361  3/29/2002 AR_DIRJANL
14 (01110 01110 1 15616600 10000 1110002000 "1110000016 9 2002 ARDD109361 3/29/2002 AR_DIRJRNL
15 [01110 1110 1 1516600 10000 "1110002000 "1110000017 9 2002 AROD109361  3/29/2002 AR DIRJRNL
16 [01110 01110 1 1'520000  "10000 1110002000 "111000000000018 12 2002 ARDO155284  6/26/2002 AR_DIRJRNL
17 (01110 1110 1 1'516600 10000 11110003000 |parsonal phons calls-Budl1110000019 2 2003 ARDD1T2048  BIT/2002 AR_DIRJRNL
18 [01110 1110 1 1'516600  "10000 11110003000 |personal phone calls  Boooooonzz 3 2003 AROD192199  9/24/2002 AR _DIRJRNL
19 (01110 1110 1 15616600 10000 1110002000 Jdep 11/22/02 "1110000023 6 2003 ARD0223202  12/5/2002 AR_DIRJRNL
20 (1110 1110 1 1'516600 10000 11110003000 |BudMan personal phone c1110000025 10 2003 ARDO279388  4/23/2003 AR_DIRJRNL
21 (01110 01110 1 17110002 "10000 11110050000 JAdvance reimbursement 1165000013 12 2003 ARD0303713 6/16/2003 AR_DIRJRNL
22 (01110 01110 1 17110002 "10000 "1110050000 |Advance reimbursement 3160000048 12 2003 AROD203713  6/16/2003 AR_DIRJRNL
23 01110 01110 1 1516800  M0000 1110003000 |personal phone calls 1110000027 2 2004 AROD332668 8/22/2003 AR_DIRJRNL
r. v . v v, v, r.

Excel sheet displays with information you selected.

For more information on AR queries, a listing of queries is
available for the Accounts Receivable module and can be
found on the Finance & Management Website under the
following URL:

http://finance.vermont.gov/training-and-support/vision-manuals/reporting-

manual
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