©1 Deposit Processing

Overview

In NIS, you can create transactions to deposit cash receipts with the State
Treasurer's office or to a State Treasurer’'s depositing account. You can review
and approve these cash deposits but the posting of these transactions is done by
the State Treasurer's office only. Please complete the work instructions for
Creating Treasurer's Deposit Document and submit the document to the State
Treasurer's Office. Agency funds do not have cash credited to them until a
transaction has been posted by the State Treasurer's Office.

This work instruction shows:

Enter Standard Deposit

Review Deposit Batch

Revise Deposit Entry

Approve Deposit Batch

Delete Deposit Entry

Post Deposit Batch

Void Deposit Entry

Create Treasurer's Deposit Document

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.ne.gov/.

Navigation

Click Roles, Accounts Receivable.
(Citrix users — right click on the menu, choose View by Role, choose Accounts
Receivable.)

Accounts Receivable > Deposit Processing:
> Standard Deposit Entry, or
> Deposit Batches Review & Approval

Steps
Enter Standard Deposit
Navigation: Accounts Receivable > Deposit Processing > Standard Deposit Entry
Start this instruction from the Standard Deposit Entry — Work with Customer
Receipts Inquiry window.
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1. Click Add. The Standard Deposit Entry — Receipt Entry window appears.
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2. Enter the following information in the header:

e Fund - primary agency fund number for this deposit

e Bank Account — assigned G/L account number for the bank where

deposit is being made — enter "e" when Lincoln deposit is taken to State
Treasurer's office

e G/L Date — the date on which the entry should post to the general ledger
— will default to current date if left blank.

e Payor — number associated with an agency depository location in the
Address Book (search type “D”")

¢ Receipt Date — normally current date, will default to the G/L Date if left
blank

e Customer — tab through field (will default to payor number)
e Receipt Number — system will assign number if left blank
¢ Receipt Amount — total amount of deposit

e Remark — description of transaction (30 characters maximum)
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ﬁ Recommend entering receipt numbers or license numbers in the
Remark field, so they will appear on the Deposit Document.

3. Click Form, General Ledger. The Standard Deposit Entry - G/L Receipts
Entry window appears.

4. Enter the following information:
e  G/L Account Number — where you want the deposit distributed
e Payment Amount — amount you want distributed

e Remarks — description of transaction (will default to header Remark
value if left blank)

e Press the down arrow on the keyboard to accept the data entered.

e Other fields, such as subledger, may also be needed depending on
agency requirements.

5. Click OK. The Standard Deposit Entry - Receipt Entry window appears.
ﬁ If the Amount Unapplied field is not blank, repeats steps 2 — 5. Change
desired fields in the header, usually the Receipt Number or Remark, use the

down arrow on the keyboard to enter a new row in the grid for each new entry
amount.

6. Click OK.

7. Record the Batch number assigned to the transaction.
8. Click Cancel.

9. Click Close.

Review Deposit Batch

Navigation: Accounts Receivable > Deposit Processing >
Deposit Batch Review/Approve/Post

Start this instruction from the
Deposit Batch Review/Approve/Post — Work with Batches window.
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1. Enter the batch number into the Batch Number field in the QBE line.
2. Click Find.
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Choose the batch.

4. Click Select. The Deposit Batch Review/Approve/Post - Receipts Journal
Review window appears.

5. Click Select. The Deposit Batch Review/Approve/Post - Receipt Entry
window appears.

6. Click Form, General Ledger to view the details of the batch.

7. Click Cancel to return to the Deposit Batch Review/Approve/Post - Receipt
Entry window.

8. Click Cancel to return to the Deposit Batch Review/Approve/Post - Receipts
Journal Review window.

9. Click Close.
10. Click Close.

Revise Deposit Entry

Navigation to review: Accounts Receivable > Deposit Processing > Deposit
Batch Review/Approve/Post

Ay If revisions need to be made on unposted receipts in any of the following
fields, you must delete the receipt and re-enter the information on a new
receipt, which must be reviewed and approved before it will post in the

system:
e Fund
e Payor

e Customer

e Currency Code
e G/L Date

e Receipt Number

e Receipt Date

TiiN If revisions need to be made on posted receipts in any of the following fields,
you must void the receipt and re-enter the information on a new receipt,
which must be reviewed and approved before it will post in the system:

e The fields listed above for unposted receipts
e Receipt Amount

Navigation to make all other revisions: Accounts Receivable >
Deposit Processing > Standard Deposit Entry

Start this instruction from the Standard Deposit Entry — Work with Customer
Receipts Inquiry window.
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1. Enter any known information such as the Batch Number in the QBE line to
minimize the search.
2. Click Find.
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O 560038 DEPT OF ADMINISTRAT  04/27/2005  D4/27/2005 3.113.87 599029

O 5600368 DEPT OF ADMINISTRAT  04/27/2005  04/27/2005 80956 150.54 509058 0 |
O 560036 DEPT OF ADMINISTRAT  04/27/2006  04/27/2005 80861 16.64 599082 0
(] 5600368 DEPT OF ADMINISTRAT  04/27/2005  04/27/2005 91127 625.54 599948 0
(] 560044 DEPT OF ADMINISTRAT 05/02/2005  04/28/2005 91085 861.37 5989554 0
iﬁ 560044 DEPT OF ADMINISTRAT 05/02/2005  05/02/2005 91069 1,388.69 598564 0
O 560047 DEPT OF ADMINISTRAT  11/10/2005  11/10/2005 81151 100.00 600311 1
O 560047 DEPT OF ADMINISTRAT  11/10/2008  11/10/2005 91152 50.00 800911 1
O 560047 DEPT OF ADMINISTRAT  11/10/2005  11/10/2005 91153 1.00 BO0912 1
O 560047 DEPT OF ADMIMISTRAT  11/10/2008  11/10/20056 81154 50.00 600312 1
(] 560047 DEPT OF ADMINISTRAT  11/10/2008  11/10/2005 91155 50.00 800912 1
O 560047 DEPT OF ADMINISTRAT  11/10/2008  11/10/2005 91185 100.00 600922 1
O 560047 DEPT OF ADMINISTRAT 11/10/2005  11/10/2005 81166 200.00 BO0A22 1w
< | > ) |

3. Choose the desired row in the grid to revise.

ﬁ The PC field must be blank (Unposted status).
4. Click Select. The Standard Deposit Entry — Receipt Entry window appears.
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5. Toincrease the Receipt Amount:
e Enter new amount in the Receipt Amount field

e Click Form, General Ledger. The Standard Deposit Entry — G/L
Receipts Entry window appears.
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e Adjust the Payment Amount for an existing G/L Account Number or enter
a new G/L Account Number and Payment Amount which equals the
dollar amount in the Amount Available field in the header.

e Click OK, the Amount Unapplied field should be blank.
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6. To decrease the Receipt Amount:

e Click Form, General Ledger. The Standard Deposit Entry — G/L
Receipts Entry window appears.

Standard Deposit Entry - Receipt Entry

gy

QK [elete Cance] Form Row Tools
4 0 X 0 H B

Location Code

No records fetched.

g |
Fund SE5RD Bank Account 3AA57 1 10300 8A93 GA. Date [p502/2005
Paynor SEO044 DERT OF ADMINISTRATIVE SERV Receint Date 5022005
Customer SEO0D DEPT OF ADMINISTRATIVE SERV Batch [5aRG64
Hecepl Murmber a1089 Frevious
Receipt Amount. 1,390 69 Remark

Cugtamize Gnd

Arnount Applied
| 356 68

Armount Pending Amount Unapplied

e Change the Payment Amount field of the desired G/L Account Number.

e Click OK. The Standard Deposit Entry — Receipt Entry window appears.

ke
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o Decrease the Receipt Amount field by the amount in the Amount

Unapplied field.
e Click OK.
7. Click Close.

Approve Deposit Batch

Navigation: Accounts Receivable > Deposit Processing >

Deposit Batch Review/Approve/Post
Start this instruction from the

Deposit Batch Review/Approve/Post — Work with Batches window.
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Enter the batch number into the Batch Number field in the QBE line.
Click Find.

Choose the batch.

Click Row, Batch Approval.

Click Approved — Batch is ready to post.

Click OK, Status Description is changed to "Approved".

Click Close.
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Delete Deposit Entry

ﬁ Only unposted deposit entries can be deleted. If posted, use the Void
Deposit Entry procedures.

Navigation: Accounts Receivable > Deposit Processing > Standard Deposit Entry

Start this instruction from the Standard Deposit Entry — Work with Customer
Receipts Inquiry window.
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1. Enter any known information such as the Batch Number in the QBE line to
minimize the search.
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2. Click Find.
PeopleSoft.
Standard Deposit Entry - Work with Customer Receipts Inquiry @
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Records 1-10 Custamize Grid

Receipt Receipt Unapplied

Date Number Amount
O 5577668 DAS MATERIEL 04/23/2003  04/23/2003 B120 14.80 B3498 0472
O 557766 DAS MATERIEL 04/23/2003  04/23/2003 6124 18.04 63498 0472
O 5577668 DAS MATERIEL 04/23/2003  04/23/2003 B127 1841 B3498 0472
O 557771 DAS MATERIEL - OFFIC  03/20/2003  03/20/2003 2084 382.33 39000 0372
560041 DEPT OF ADMINISTRAT  04/06/2004  04/06/2004 47585 21.75 320046 04/0
O 560047 DEPT OF ADMINISTRAT  04/26/2005  04/26/2005 08052 20.18 598248 04/2
O 560047 DEPT OF ADMINISTRAT  04/20/2005  04/20/2005 (05040025 68.33 593430 04/2
O 560047 DEPT OF ADMINISTRAT  04/412/2008  04/12/2005 00504069 21.18 586784 04/1
O 560047 DEPT OF ADMINISTRAT  04/08/2005  04/08/2005 88851 47.80 585022 04/0
O 560047 DEPT OF ADMINISTRAT  04/04/2005  04/04/2005 00402885 42.33 580938 04/0
< | >

Choose the desired row in the grid to delete.

4. Click Delete. The Microsoft Internet Explorer deletion confirmation window
appears.

Microsoft Internet Explorer x|

@ Are you sure Ehak wou want ko delete the selected item?

(0] 4 I Cancel |

5. Click OK.
Click Close.

Post Deposit Batch

*Posting for deposit transactions will take place at the State Treasurer’s Office,
not the agency. Please see the Create a Treasurer's Deposit Document
instructions.

Void Deposit Entry

ﬁ If a Deposit Entry has been posted, you must void the entry. The system
keeps an audit trail when you void. The batch must then go through the
approval process to get posted again.

Ay Since posted deposit transactions involve monies which have already gone
to the bank, contact State Accounting before voiding a transaction to discuss
the situation.

Navigation: Accounts Receivable > Deposit Processing > Standard Deposit Entry
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Start this instruction from the Standard Deposit Entry — Work with Customer
Receipts Inquiry window.
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1. Enter any known information such as the Batch Number in the QBE line to
minimize the search.

2. Click Find.
oo,
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Records 1 -20
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[} 860047 DEPT OF ADMINISTRAT  04/12/2005  04/12/2005 00504069 21.18 BB67E4 O A
860047 DEPT OF ADMINISTRAT 04/08/2005  04/08/2005 28851 47.80 585022 0
O 860047 DEPT OF ADMINISTRAT  04/04/2005  04/04/2005 00402685 43.33 580938 0
O 560047 DEPT OF ADMINISTRAT  04/04/2005  04/04/2005 07057 4528 5804268 0O
O 560047 DEPT OF AOMINISTRAT  03/28/2005  03/28/2005 87813 162.70 876211 0
O 560047 DEPT OF ADMINISTRAT 03/18/2005  03/18/2005 05030100 35.24 569338 0
O 860047 DEPT OF ADMINISTRAT 03/17/2005  03/17/2005 18192 46.66 568144 0
O 860047 DEPT OF ADMINISTRAT  03/17/2005  03/17/2005 86578 72.80 668237 0
O 560047 DEPT OF ADMINISTRAT  03/14/2005 031472005 05030038 28.689 565338 0O
O 560047 DEPT OF AOMINISTRAT  03/11/2005  03/11/2005 16030 32.368 563868 0O
O 560047 DEPT OF AOMINISTRAT 03/02/2005  03/02/2005 84874 2361.58 556477 0O
O 860047 DEPT OF ADMINISTRAT 03/01/2005  03/01/2005 24790 367.88 855172 0
O 860047 DEPT OF ADMINISTRAT  02/24/2005  02/24/2005 04051887 3847 552148 Uz
3 | >

3. Choose the desired row in the grid to void.

4. Click Row, Void/Delete. The Standard Deposit Entry — Void/NSF Receipt
window appears.
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5. Complete the following fields:
e G/L Date
¢ Reason Code

6. Click OK to return to the Standard Deposit Entry - Work with Customer
Receipts Inquiry window.

7. Click Close.

Create a Treasurer's Deposit Document

Once you create transactions to deposit cash receipts with the State Treasurer's
office or to a State Treasurer’s depositing account, you will need to create a
Treasurer's Deposit Document. This document will need to be signed and the
deposit composition section completed before the State Treasurer's office
receives it. Two copies are required.

Navigation: Accounts Receivable > Deposit Processing > Treasurer's Deposit
Document

Start this instruction from the Version Prompting window.
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1. Choose Data Selection.

2. Click Submit. The Data Selection window appears.
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Advanced

3. Enter the following information in the first line, using the drop down menus:
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o Left Operand — Batch Number (FO3B13)[BC]
e Comparison —is equal to

¢ Right Operand — Literal, the Literal Selection Value window appears
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PeopleSoft.

Belect Literal Yalue
oK Cancel

'

single Value | Range ofValuss | Listof Values |

Literal alue: ]

Enter the desired Batch Number in the Literal Value field.
Click OK to return to the Data Selection window.

Click OK. The Printer Selection window appears.

Click OK.

N o o &

& View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (R5509228 ...) once the
Description is "Done".

8. Submit the document to the State Treasurer's Office to complete deposit
processing.
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