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Financial Administration 

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: 

1. Creating the deposit 
2. Creating accounting entries 
3. Creating and printing a Deposit Report 
4. Delivering the Deposit Report and cash/checks to the Cashier’s Office  

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: 

• Department ID 
• SmartKey 
• 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 

 

The Find an Existing Value tab displays. 

 Click the Add a New Value tab.  
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 The Deposit Unit should default to ARGAR. 
 The Deposit ID defaults to Next. 
 Click the Add button. 

 

The Emory Departmental Deposit page displays. 

 

 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.  
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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”.

 

 Document the Deposit ID for future reference. 
 If 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. 
 If 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 
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Part 2: Creating Accounting Entries 

 

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 

 

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 ( ).  
 Click the Save button.  

The journal is now stored and staged for the General Ledger nightly batch process. 
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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 

 

The Find an Existing Value tab displays. 

 

 Click the Add a New Value tab to create a new Run Control ID  
  
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 If creating a Deposit Report for the first time, click the Add a New Value tab to create a new Run Control. 
o 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. 
 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 

 

Select the Run Control Id used for deposits: 
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The Run Control ID page displays. 

 

 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

 

Click the OK button.  

The Run Control Id page displays 

 

Click the Report Manager link.      
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The Process Monitor page displays.  

 

Click the Administration tab.  

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

 

Click the PDF report description link listed under Description (Emory Deposit Report).  
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The PDF Emory Departmental Deposit Report page will display. 

 

 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: 
o Deposit Report 
o Check/cash 
o 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. 

 

 

 

 

 

 

 

 

 

 

 



10 
 

Appendix:  

Printing Deposit Reports 

The PDF Emory Departmental Deposit Report page will display. 

 

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

 

 Save PDF file.  



11 
 

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. S:\COLShare\Finance and 
Grants\Accounting\Departmental Deposits\EUCORE Deposit Slips\FY16 

 

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

Example: CIPA SK0000023236 Acct48240 EUCORE53840 
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The PDF File page will display.       

 

Return to the Emory – Departmental Deposit.  

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

 

 


