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ECAS: Departmental Deposits Using EPay
This document provides the detailed process of creating a deposit using EPay in Compass.
Creating a deposit using EPay is a four-part process:

Creating the deposit

Creating accounting entries

Creating and printing a Deposit Report

Delivering the Deposit Report and cash/checks to the Cashier’s Office

WP

Part 1: Creating Deposits
Note: You must have security access to the Emory Departmental Deposit page in order to create deposits.
Verify the following are correct (and active) in Compass:

e DepartmentID
e  SmartKey
e Account Code

= From the Compass home page, use the following path to navigate to the Emory Departmental Deposit page:
Accounts Receivable > Payments > Online Payments > Emory Departmental Deposit

= Accounts Receivable
= Payments
= Online Payments
— Regular Depaosit
— Emory Wire
Identification
— Emory - Departmental

Deposit
— Emory - Deposit Report

The Find an Existing Value tab displays.

= (Click the Add a New Value tab.

Emory Deposit

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

Find an Existing Value _
~ Search Criteria

Deposit Unit: pegins with Q
DepositiD:  begins with «




= The Deposit Unit should default to ARGAR.
= The Deposit ID defaults to Next.
= C(Click the Add button.

Emory Deposit
Find an Existing Value Add a New Value
Deposit Unit: ARCAR Q

Deposit ID: |NEXT

Add

The Emory Departmental Deposit page displays.

Unit: ARGAR Deposit ID: MEXT Deposit Balanced:
Control Details Other Details
Entered Date:  11/10/2015 Bank Code: WAC Finalize |
Control Total:  0.000 Bank Account:  EPAY
Control Count: 1 Deposit Type: M
Payment Information find | View Al First Bl 1 o5 1 I Last
Seq: 0 Payment ID: [CI temiCust associated with this Payment (=]
Payment Amount:| 0000  Description:

Account: Q, Smart Key: Q Payment Method: Check -
&l save | [Z] Notify | Epadd | ZUpdate/Display

= Enter an identification code in the Payment ID field

Note: The Payment Method will default to Check. When processing for a check the Payment ID is the check
number. If the deposit consist of multiple checks, only use one check number as the Payment ID. When
processing for a cash deposit, manually enter CASH in the Payment ID box. Select Cash from the drop down box
menu in the Payment Method box.

= Enter Payment Amount.
= Type a Description of the deposit (30 characters).
= Enter the Account.



Tip: Always use an account code beginning with "4" when depositing cash and checks received from a
source outside of Emory.

= Enter the Smart Key.
= Select an option, such as Check or Cash, from the Payment Method drop-down menu.

Note: The Payment Method will default to Check. Select Cash from the drop down box menu in the
Payment Method box.

= (Click the Save button.

The Deposit ID: now shows a specific identification number, beginning with “EUCORE”.

Unit: ARGAR Deposit ID: EUCORES2551 Deposit Balanced: Yes

Control Details Other Details

Entered Date:  11/10/2015 Bank Code: WAC Finalize |

Control Total:  6220.000 Bank Account:  EPAY
Control Count: 1 Deposit Type: M

Payment Information Find | View Al First | (PP )

Seq 1 Payment ID: |0[193 [“| itemiCust associated with this Payment (=]

Paymenthmount:| §,220.000 Descﬁption:|RenthrCIairmont Campus

Account: 47704 ) Smart Key: (0000000427 (0, Payment Method: Check -

Bsave | SInotity | EvAdd | Flupdatemisplay

= Document the Deposit ID for future reference.

= |f necessary, click the plus button to add rows to the deposit for additional checks or SmartKey
combinations. Click the Save button after each addition. Do not use the Add button for this function.

= |f necessary, click the minus button to remove rows.

Note: The Control Total equals the total amount of each row added together on this deposit and reflects
the amount of the deposit.

= (Click the Finalize button.
= (Click the Search button.

The Create Accounting Entries page displays



Part 2: Creating Accounting Entries

Create Accounting Entries
Enter any information you have and click Search, Leave fislds blank for a list of all values,

| Find an Existing Value |

Deposit Unit: = - EMUNY a
Deposit 102 bagins with = |[ELCORETR18 Q,
Payment Sequence: = -
Payment I0: begins with -
User ID: beging with -
Assigned Operator D2 begins with -

| Case Sensitve

Search | Clear | gasicSearch B Save Search Criteria

Note: Creating accounting entries is adding the journal lines needed for posting your credit and debit
offsets to the General Ledger.

= Review the Deposit Unit field for accuracy.
= Review the Deposit ID field for accuracy or enter the Deposit ID if the field is blank.
= (Click the Search button.

The Accounting Entries page displays the credit line of the entry you just created by adding an EPay deposit
into Accounts Receivable

Accounting Entries Payment Misc Wrk Deposit Control

Unit:  ARGAR DepositID: EUCORES2551  Payment 0093 Seq: 1
Amount: £,220.00 USD 7 H
Complete  Budget Entry Event: | a
Status:

Distribution Lines
[ ChartFields T Currency Details T Budget T Journal Reference Information

PC Business

Line Amount Smart Key Dept *Account Unit

833130 C [47704 Q1002  AMO  [00000 Q& [0000

1 1 [EMUNV|Q [Speed Tipe -§,220.00 USD 000000 <, 10000 |_
1 Lines Total Debits: 0.00Currency: USD Total Credits: 6,220.00Currency: USD Net -6,220.00

& save | E\Return to Search | [=] Notify | %) Refresh

Accounting Entries | Payment Misc Wrk | Deposit Contral

Note: The SmartKey and Account display on the journal line according to how they are entered when you created
the EPay deposit. In addition, the SmartKey populates the valid related ChartFields (Department, Fund Code, etc.)

= Click the Create button ( 4 ).
= (Click the Save button.

The journal is now stored and staged for the General Ledger nightly batch process.
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Accounting Entries Payment Misc Wrk Deposit Control

Unit:  ARGAR DepositID: EUCORE52551 Payment: 0093 Seq: 1
‘ Amount: 6,220.00 USD 5 =]
Complete Budget Entry Event: Q
Status:

ax

Distribution Lines Personalize | Find | View All| Il | #
ChartFields ] Currency Detsis | Budget ] Journal Reference information

First Bl 1.4 ora B Last

PC Business

Speed Type |Line Amount |Currency|SmartKey |Oper Unit ==

1 1 EMUNY pe -6,220.00 USD 0000000427 10000 833130 47704 1002 A110 00000 0000 Not Edited User

2 2 EMUNV 6,220.00 USD 62000 000001 10245 0000 zoo1 00000 0000 Naot Edited Cash

3 4 EMUNY pe -6,220.00 USD 62000 000001 11000 0000 EMUNY 1002 10000 Not Edited IntraUnit

4 5 EMUNY Speed Type 6,220.00 USD 10000 833130 11000 1002 EMUNY 0000 62000 Not Edited IntraUnit
‘ 4 Lines Total Debits: 12,440.00Currency: USD Total Credits: 12,440.00Currency: USD Net 0.00

B save | LUReturn to Search | [=] Hotify | 4, Refrash

Accounting Entries | Payment Misc Wrk | Deposit Control

Note: If your deposit contains more than one row (for additional checks or SmartKey combinations), you must
click the lightning bolt for each row, not just for the first one. For each additional row, click the Next in List
button, click the lightning bolt, and click the Save button.

Part 3: Create/Print a Deposit Report
Navigate to the Emory Deposit Report.
= Use the following path to navigate to the Emory Report Deposit page:

Accounts Receivable > Payments > Online Payments > Emory Deposit Report

= Accounts Receivable
— Payments
— Online Payments
— Reqular Deposit
— Emory Wire
ldentification
— Emory - Departmental
Deposit
— Emory - Deposit Report ||

The Find an Existing Value tab displays.

Emory Deposit Report

Find an Existing Walue Add a New Value

Run Control ID:|

Add

=  (Click the Add a New Value tab to create a new Run Control ID




= |f creating a Deposit Report for the first time, click the Add a New Value tab to create a new Run Control.
0 Complete the Run Control ID field. Type something that will remind you of the report setup so you
can regenerate it later. For example, Report EPay.
= C(Click the Add button.

Note: Once you have set up a Run Control for this report, you do not need to add a new value. Simply enter
the existing Run Control ID in the Search by field on the Find an Existing Value page, click the Search button,
and select the desired Run Control ID from the search results at the bottom of the page. When the Emory
Departmental Deposit page displays, enter the new EUCORE number in the Deposit ID field.

If there is an existing Run Control ID, click the Search button

Emory Deposit Report

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
~ Search Criteria

Search by: Run Control ID P20INS with

[Ccase sensitive

Search |Advanced Search

Search Results
Wiew All  First n 1-2 of 2 u Last

Run Control ID

Report Epay
Trusts

Find an Existing Value | Add a Mew Value

Select the Run Control Id used for deposits:

Search Results
Wiew All  First n 1-2 of 2 u Las=t

Run Control ID

Feport_Epay

Trusts



The Run Control ID page displays.

Run Control ID: Report_Epay Report Manager Process Monitor Run

To submit a process request click the RUN button.

Unit: ARGAR Q)
Deposit ID: EUCORE52551 |

Bsave | LReturn to Search | [S]notity | Eradd | Fupdateimisplay

= Complete the (Deposit) Unit field. Unit: should default to ARGAR.
= Complete the Deposit ID field. This is the Dept ID from Part 1 (begins with EUCORExxxxx).
= Click the Run button.

The Process Scheduler Request page displays

Process Scheduler Request

User ID: SLPOWEZ2 Run Control ID: Report_Epay
Server Name: PSUNX2 - Run Date: 11/10/2015 [3
Recurrence: - Run Time: 1:12:49PM Resetto Current Date/Time |
Time Zone: Q

Select |Description Process Name = Distribution

Emory Deposit Report EUARDPST S0R Report Web -~ PDF  Distribution

Click the OK button.

The Run Control Id page displays

Run Control ID: Report_Epay ReportManager Process Wonitor Run

To submit a process request click the RUN button.

Unit: ARGAR| (),
Deposit ID: EUCORES2561 |

Bsave | QReturn to Search | Enotiry | Eradd | Fupdateiisplay

Click the Report Manager link.



The Process Monitor page displays.

Explorer Adminisiration Archives

View Reports For

Folder: University - Instance: to: Refresh I

Name: SLPOWEZ2 Created On:|07f2112014 [ Last

Reports Personalize | Find | View A

Completion

3| cripti - 2 "
Report Description Folder Name DateTime

1 Report

Go back to Emory Deposit Report

Bl save

List | Explorer | Administration | Archives

Click the Administration tab.

The View Reports (View Log/Trace) page displays.

Explorer | Administration Archives

View Reports For
User ID: SLPOWEZ2 Type: = Last - 1 Days Refreshl

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

Report List Personalize | Find | View A First K 10of1 [» ] Last

. Description DatelTime Details

1M0/2015  Acrobat

1 5071243 4937711 Emory Deposit Report 1:-14:15PM (* pdf)

Posted  Details

SelemAlI DDeseIele

Delete |C|ickthe delete button to delete the selected repor(s)

Go backto Emory Deposit Report

B save |

List | Explorer | Administration | Archives

Click the PDF report description link listed under Description (Emory Deposit Report).




The PDF Emory Departmental Deposit Report page will display.

Emory Departmental Deposit Report

Deposit BU : ARGAR Fun Date and Time : 10-NOV-2015 01:50:57.000000_EM
Deposit ID : EUCORES2551

Last Updated By : Shondra L Powell

Phone Number : 404/727-4638

Last Updated At : 10-Nov-2015

Deposit Totals

Payment Method Count Amount
Check 1 6,220.00
Total - 6,220.00

=  Print using the printer Name Adobe PDF.

Part 4: Deliver Deposit to Cashier’s Office

= Take the following items to the Cashier’s Office processing:
0 Deposit Report
0 Check/cash
0 Deposit Sign In sheet

Tip: Remember to make a copy of the report and the checks for your records. The reports must be kept for
seven years.

Note: An EPay deposit does not hit the ledger until the Cashier’s Office receives and processes the deposited
items. Until then, the deposit is in a pending deposit.



Appendix:
Printing Deposit Reports

The PDF Emory Departmental Deposit Report page will display.

Emory Departmental Deposit Report

Deposit BU : ARGAR

Run Date and Time : 10-NOV-2015 01:50:57.000000 EM
Deposit ID : EUCORES2551
Last Updated By : Shondra L Powell
Phone Number : 404/727-4638
Last Updated At : 10-Nov-2015
Deposit Totals

Payment Method Ceount Emount

Check 1 6,220.00

Total - 6,220.00

= Print using the printer Name Adobe PDF.
= Select the OK button.

Emory Departmental Deposit Report
Deposit BU : BRGAR Run Date and Time : 10-NOV-2015 01:50:57.000000_BM
Deposit ID H EUCCRE5Z2551
Last Updated By : Shondra L Powell
Phone Number : 404/727-4638
Last Updated At : 10-Nev-2015
Deposit Totals
Payment Method Count Emount
Check 1 6,220.00
Total - 6,220.00
Print =
Printer
Name: Adobe PDF V] l Properties...
Status: Ready
Type: Adobe PDF Converter
Where Documents'\~ pdf
Comment: [ Prirt to file
Print range Copies
@ Al Mumber of copies: 1 =
1 Pages  from: 1 to: 1
3 3 Collate
Selection Jlng Az'J

= Save PDF file.
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Note: Another way to print the Deposit Report after it has run is to access the report through the Report Manager page.
Navigate to Reporting Tools > Report Manager. Click the Administration tab, then click the reports Details link.

Navigate to the current fiscal year on the ‘S’drive. $:\COLShare\Finance and
Grants\Accounting\Departmental Deposits\EUCORE Deposit Slips\FY16

Save PDF File As X
@'\;j" J &« COLShare » Finance and Grants » Accounting » Departmental Deposits » EUCORE Deposit Slips » - | $’| | Search EUCORE Deposit Slips 0|
Organize = Mew folder == - @
-
i MName Date modified Type Size

y FYl1l 10/10/201111:51 ... File folder

) FY12 7/1/2013 3:20 PM File folder

y FY13 10/2/2013 3:08 PM  File folder

. At 9/11/2014 11:16 AM  File folder

ﬁE y FY15 9/16/2015 2:54 PM  File folder

J . Fyle 11/5/20151:16 PM  File folder

The File name is the Department’s Name, SmartKey, Account Code, and EUCORE ID.

Example: CIPA SK0000023236 Acct48240 EUCORE53840

~ A
Save PDF File As =5
— -
@Qv| .« Finance and Grants » Accounting L Departmental Deposits » EUCORE Deposit Slips » FY16 » - | ¢’| ‘ Search FY16 pel |
Organize » New folder == - @
i MName Date modified Type Size e
| Dance Program SKD000052582 Acct47840 EUCORES2483 11/5/20151:16 PM  Adobe Acrobat D... 41 KB
T Music SK0000006468 Acctd1300 21160 EUCORES2438 11/3/201511:14 AM  Adobe Acrobat D... 81 KB E
L Chemistry SKO000005667 Acct48240 EUCORES2436 11/3/201510:28 AM  Adobe Acrobat D... 43 KB
L Creativity and Arts SKOD00006641 Acctd1100 EUCORES2437 11/3/201510:11 AM  Adobe Acrobat D... 43 KB ~—
T Classics SKI000000410 Acct62430 EUCORES2377 10/29/20153:13PM  Adobe Acrobat D... 42 KB
. L Emory-Tibet Partnership SK0000006720 Acct48489 EUCORES...  10/29/20153:02 PM  Adobe Acrobat D... 42 KB
ﬁE T Music SK0000006463 Acctd8438 EUCORES2363 10/29/201512:56 ...  Adobe Acrobat D... 43 KB
d X Dance Program SKD000052582 Acctd7840 EUCORES2361 10/29/201512:53 ...  Adobe Acrobat D... 44 KB
T Music SK0000006463 Acct48438 EUCORES2324 10/27/201512:32 ...  Adobe Acrobat D... 43 KB
E T Thester SKD000027902 Acct53100 EUCORE52320 10/27/201512:23 ..  Adobe Acrobat D... 42 KB
E 1 Religion SK0D0D006528 Acctd8210 EUCORES2219 10/21/2015 2:48 PM  Adobe Acrobat D... 43 KB
- L Religion SK000000E512 Acct56106 EUCORES2218 10/21/2015 2:44 PM  Adobe Acrobat D... 43 KB
) t& L Fconomics SKOD0D032894 Acct48438 FEUCORES2217 10/21/2015 2:42 PM  Adobe Acrobat D... 42 KB
T Math and CS SKOD0D0O5812 Acct56101 EUCORES2192 10/20/201512:40 ...  Adobe Acrobat D... 43 KB
= ' OUE SKD000005384 Acct 41300 EUCORES2181 10/20/201510:46 ...  Adobe Acrobat D... 43 KB
2 T Biology SKDODO0O5501 Acct4@489 EUCORES2146 10/19/201512:38 ...  Adobe Acrobat D... 91 KB
T FrnnneTiket Partnerchin SKINOONNAT?0 &r-+587117 FUCORFS 10AARINS 237 B Adnke Arrnhat T A KR S
[FILETCREREAL C S5K0000000427 Acct47704 EUCORES2551 -
Save as type: | PDF files (*PDF) -
~ Hide Folders Save ] I Cancel ]
(.
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The PDF File page will display.

A BALC 5000000047 03235190 - helob herobi PO L — " . =cinBesa 4|

Tools | Fill &Sign = Comment

Basry Dapartasstal Depsatt Rapser

Return to the Emory — Departmental Deposit.

Copy and save the Accounting Entries tab using PrtScn (Print Screen) or the Snipping Tool.

Unt ARGAR  Depositi: EUCORESZSS!  Payment: 0033 seq 1
Ameount: 522000 UED L]
Comglete  Budgot Entry Event: Q
Stahes

s
T oo Dataty [ Bustort | il Batsrsnce mtirwmten | ]

Fund
Alsle |y gy L

Oumraling
-]

Gl (SpeedTrpe L Amoenl |(Cuneeey (Smen ey Quertn et

11 EMUNY w T -6.220.00 USD 0000000427 10000 @310 ATTH hlos Ao 00000 L Het Egned User
2 2 Euy e ais) 8,220.00 USD B2000  0OO0OT 10245 0000 ZOOT 00000 0000 et Egfed Cash
3 4 EMUNY [LTERE Y 622000 USD 2000 00001 1Me00 w00 EMUNY 1002 o000 ot Egned Invalina
2 5B ]| sa:00 usD WO00 EIPII M0N0 1002 EMURV D000 52000 NolEdmed inwaumt
| 4 Lines Total Debits: 12440 00Curency: LED Toeal Cregus: 12,820, 00Curmency: USD  Net 0.00
@save | et o Saareh | [nenty | oz natann
Accounting Entries | EFemant i Wy | Qeoedd Conin
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Department Confirmation

Attach the PDF file and email the department confirmation to the person listed as Submitter’s Name: on the
Departmental Deposit form.

BHS O 1T ¢ -

Department Dep
FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
o P [ N > -
Cut Colbifgac- i1 <A A T-ime &[22 ‘:?"@ [ﬂj U _‘2 E I> Fallow Up q a
B Copy ) ! High Importance
Paste " B I U ¥-A-=== ée5= Address Check  Attach Attach Signature = Assign Zoom  Apps for
- Format Painter = Book MNames  File Item -~ - Policy= ¥ LowlImportance Office
Clipboard LF] Basic Text LF] Names Include Tags o Zoom Add-ins

To.. | |Darby, Julie Ann;
=1
Ce. | |
Send
Bec.. | |

Subject | Department Depasit Confirmation
Attached |'@RF_ALC SKD000000427 Acct47704 EUCORES2551,pdf (47 KB)

Good after noon Julie,

Please allow this email to serve as confirmation that the attached deposit has been received and processed.

Respectfully,

Hhondra & Fowall

Sr. Accountant

Emory University | Emory College of Arts & Sciences
1707 N Decatur Road

Atlanta GA 30322

Phone: 404.727.4638

Email: shondra.powell@emory.edu
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