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Departments Depositing on Behalf of Other Departments 1.0

Supplemental Job Aid

Date: 09/11/2014 

Target Audience: Department AR Payment Processor, Department AR Payment Approver. 
The Department AR Payment Approver must have legal authority to record transactions on behalf of another department. If the Department AR Payment Approver has this authority, this user must have the appropriate Business Unit security to complete this type of transaction.

Purpose: This Supplemental Job Aid provides the Department AR Payment Processor and Department AR Payment Approver the information to process receipt(s) that are coded to multiple Wave 1 departments and provides the steps to create a miscellaneous receipt that is coded to multiple Wave 1 departments. 

Part 1 – Departments Depositing on Behalf of Other Departments When Both Departments are in Wave 1:
In this scenario, the “receiving” department deposits the receipt within their CTS account and has the legal authority and Business Unit security to code the receipt to multiple Wave 1 departments.
Step 1: Log in to FI$Cal as a Department AR Payment Processor and navigate to the Regular Deposit page.
Navigation: Accounts Receivable > Online Payments > Regular Deposit 
Click the Add a New Value tab and enter the Deposit Unit (which represents the depositing or “receiving” department’s Business Unit), then click Add.
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Step 2: Click the Totals tab and enter the Deposit Header Information for the deposit including:
Deposit Accounting Date (represents the date of the deposit)
Bank Code (value should be STATE)
Bank Account (value should be receiving department’s CTS Account)
Deposit Type
Bank Deposit Number
Control Currency (value should be USD)
Identifier (represents the location code associated with the deposit)
Control Total Amount (represents the total dollar amount of the deposit)
Count (represents the amount of receipts within the deposit)
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Step 3: Click the Payments tab and enter payment information including:
Payment ID (represents a unique identifier for applying and inquiring on the payment)
Payment Amount
Payment Method fields
Cash Type (should be Gen Cash for receipts that are to be remitted)

Click the Journal Directly checkbox for the receipt. If necessary, more payment information can be included within the available fields on the page. 
Click Save to save the transaction. Once saved, the Deposit ID is populated. This ID can be used for payment applications and inquiries. Once the deposit has been saved and balanced, log out as the Department AR Payment Processor and communicate the Deposit Unit, Deposit ID, and if applicable, the Payment ID to the Department AR Payment Approver.
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Step 4: The Department AR Payment Approver will navigate to the Direct Journal Accounting Entries page.
Navigation: Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
Enter the Deposit Unit and Deposit ID for the deposit (from Step 3). 
Click Search to view the Create Accounting Entries page. If multiple miscellaneous receipts exist within the deposit, click a hyperlink for a receipt within the search results.
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[bookmark: _GoBack]Step 5: On the Create Accounting Entries page, Accounting Entries tab, the receiving department’s Business Unit should default within the GL Unit field. Enter the Line Amount which needs to be recorded for the receiving department’s Business Unit, if applicable. Within that accounting line, enter the ChartFields applicable for the receiving department’s Business Unit.
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Step 6: Scroll to the far right within the “Distribution Lines” section and click the “+” button to add a new row. This new row will be used to record the payment coding information for the other Wave 1 Business Unit. In this example, the second Business Unit (which is entered in the GL Unit field) will be 8860.
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NOTE: The new row will inherit the ChartField Information from the first line by default. This information needs to be updated with the appropriate ChartField information applicable to the other Wave 1 department.

Step 7: On the second row of the “Distribution Lines” section, enter the Line Amount and ChartField information applicable for the other Wave 1 Department’s Business Unit, then click Save. Next, click the Lightning Bolt icon to create the offset entries for the cash lines. Note that additional InterUnit balancing entries may be created due to the receipt being coded to multiple Business Units. 
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Step 8: Click the Complete checkbox and then click Save. 
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NOTE: A new Budget Check magnifying glass icon will appear for the receipt.

Step 9: Click the Budget Check magnifying glass to budget check the receipt. 
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Verify that the Budget Status is “Valid” on the Create Accounting Entries page, Accounting Entries tab. If the Budget Status shows “Error”, review the Budget Check Exceptions on the Commitment Control to correct the transaction. In this example, the Budget Status is Valid, meaning that the receipt will be posted to the General Ledger during the next run of the batch processes. Click Save to complete the transaction.
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Part 2 – Departments Depositing on Behalf of Other Departments When the Other Department is not in Wave 1:
Target Audience: Department AR Payment Processor, Department AR Payment Approver. 
Purpose: This Supplemental Job Aid provides the Department AR Payment Processor and Department AR Payment Approver the information to process receipt(s) that are coded to non-Wave 1 departments and provides steps to create a miscellaneous receipt that has a portion of the accounting coded to the “receiving” department and the other portion of the accounting coded to a liability account. This also includes steps on recording a negative deposit within the Internal Transaction Account to reverse the liability.   
Introduction: In this scenario, the “receiving” department deposits the receipt within their CTS account and codes the non-Wave 1 department’s portion of the receipt to a liability. The “receiving” department then records a negative deposit in FI$Cal within the Internal Transaction Account to reverse the coding of the liability for the non-Wave 1 department. The non-Wave 1 department records the coding of the receipt within their accounting system outside of FI$Cal. 

Step 1: Login to FI$Cal as a Department AR Payment Processor and navigate to the Regular Deposit page.
Navigation: Accounts Receivable > Online Payments > Regular Deposit 
Click the Add a New Value tab and enter the Deposit Unit (which represents the “receiving” department’s Business Unit), then click Add.
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Step 2: Click the Totals tab and enter the Deposit Header Information for the deposit including:
Deposit Accounting Date (represents the date of the deposit)
Bank Code (value should be STATE)
Bank Account (value should be receiving department’s CTS Account)
Deposit Type
Bank Deposit Number
Control Currency (value should be USD)
Identifier (represents the location code associated with the deposit)
Control Total Amount (represents the total dollar amount of the deposit)
Count (represents the amount of receipts within the deposit)
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Step 3: Click the Payment tab and enter the payment information including:
· Payment ID (represents a unique identifier for applying and inquiring on the payment)
· Payment Amount
· Payment Method fields
· Cash Type (should be Gen Cash for receipts that are to be remitted)

Click the Journal Directly checkbox for the receipt. If necessary, more payment information can be included within the available fields on the page. Click Save to save the transaction. 
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Once saved, the Deposit ID is populated. This ID can be used for payment applications and inquiries. Once the deposit has been saved and balanced, log out as the Department AR Payment Processor and communicate the Deposit Unit, Deposit ID, and if applicable, the Payment ID to the Department AR Payment Approver.
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Step 4: Log in as the Department AR Payment Approver and navigate to the Create Accounting Entries page.
Navigation: Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
Enter the Deposit Unit and Deposit ID for the deposit (from Step 3). Click Search. If multiple miscellaneous receipts exist within the deposit, click a hyperlink for a receipt within the Search results.
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Step 5: Click the Accounting Entries tab. The receiving department’s Business Unit should default within the GL Unit field. Enter the Line Amount which needs to be recorded for the receiving department’s Business Unit. Within that accounting line, enter the ChartFields applicable for receiving department’s Business Unit.
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Step 6: Scroll to the far right within the “Distribution Lines” section and click the “+” button to add a new row. This new row will be used to record the portion of the payment that will be coded to a liability since it is for a non-Wave 1 department. 
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NOTE: The new row will inherit the ChartField Information from the first line by default. This information needs to be updated with the appropriate ChartField information applicable to represent a liability for the Wave 1 department.

Step 7: On the second row of the distribution lines, enter the Line Amount and liability coding, then click Save. Next, click the Lightning Bolt icon to create the offset entries for the cash lines. 
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Step 8: Click the Complete checkbox and then click Save. 
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NOTE: A new Budget Check magnifying glass icon will appear for the receipt.



Step 9: Click the Budget Check magnifying glass to budget check the receipt. 
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Verify that the Budget Status is Valid on the Create Accounting Entries page. If the Budget Status shows “Error”, then review the Budget Check Exceptions on the Commitment Control to correct the transaction. In this example, the Budget Status is “Valid”, meaning that the receipt will be posted to the General Ledger during the next run of the batch processes. Click Save button to complete the transaction.

[image: ]


Step 10: Log in as a Department AR Payment Processor to create a negative deposit within the Internal Transaction Account to reverse the Liability created in Step 9.
Navigation: Accounts Receivable > Online Payments > Regular Deposit 
Click the Add a New Value tab and enter the Deposit Unit (which represents the “receiving” department’s Business Unit), then click Add.
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Step 11: Within the Totals tab, enter the Deposit Header Information for the deposit including:
· Deposit Accounting Date (represents the date of the deposit)
· Bank Code (value should be STATE)
· Bank Account (value should be “9999” representing the Internal Transaction Account)
· Deposit Type
· Control Currency (value should be USD)
· Control Total Amount (represents the total dollar amount of the deposit)
· Count (represents the amount of receipts within the deposit)

In this example, the amount will be equal to the negative liability receipt coding 
(i.e., $180).
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Step 12: Click on the Payment tab and enter the payment information including:
· Payment ID (represents a unique identifier for applying and inquiring on the payment)
· Payment Amount
· Payment Method fields
· Cash Type (should be Gen Cash for receipts that are to be remitted)

Click the Journal Directly checkbox for the receipt. If necessary, more payment information can be included within the available fields on the page. Then, click Save.
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Once saved, the Deposit ID is populated. This ID can be used for payment applications and inquiries. Once the deposit is saved and balanced, log out as the Department AR Payment Processor and communicate the Deposit Unit, Deposit ID, and if applicable, the Payment ID to the Department AR Payment Approver.
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Step 13: Login as the Department AR Payment Approver and navigate to the Create Accounting Entries page.
Navigation: Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
Enter the Deposit Unit and Deposit ID for the deposit (from Step 3) and click Search. If multiple miscellaneous receipts exist within the deposit, click a hyperlink for a receipt within the search results.
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Step 14: On the Create Accounting Entries page, click the Accounting Entries tab and enter the Line Amount which needs to be recorded which should equal a positive amount for the full portion of the payment (i.e. even though the payment is $-180, the Line Amount value here is $180).  Within that accounting line, enter the ChartFields that represent the liability coding.
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Step 15: Click Save and then click the Lightning Bolt icon to create the offset entries for the cash lines. 
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Step 16: Click the Complete checkbox and then click Save. 
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NOTE: After clicking Save, a new Budget Check magnifying glass icon will appear for the receipt.


Step 17: Click the Budget Check magnifying glass to budget check the receipt.
[image: ] 


Verify that the Budget Status is “Valid” on the Create Accounting Entries page, Accounting Entries tab. If the Budget Status shows “Error”, then review the Budget Check Exceptions on the Commitment Control to correct the transaction.  In this example, the Budget Status is “Valid” meaning that the receipt will be posted to the General Ledger during the next run of the batch processes. Click Save to complete the transaction.
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