University of Delaware

PeopleSoft Cash Transmittal Training


Cash Transmittal Webform

This webform replaces the paper cash transmittal form.  Use this form to deposit and record departmental cash receipts into the University accounting system.  “Cash” is currency, coin, checks, money orders, credit card receipts and pre-deposits. Review the Cash Receipts Policy #3-22 for more details.  Checks received in payment for any billing invoice should be sent directly to the Cashiers Office – do not use the Cash Transmittal Form.  (See: University Policy 3-12 for more information about Cash Receipts.)  

► For help or questions with this webform, contact the Cashiers’ Office at 831-1242.

Access the UD Webform system as you would for any of the other HR or Financial webforms (http://www.udel.edu/webforms): 

· Login by the UD Central Authentication Service.  

· Choose “Blanks” tab to access the list of webforms

· Choose “FIN Cash Transmittal”
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Cash Transmittal

This form is used to deposit departmental receipts” (cashichecks, credit cards, or predeposits) into the University accounting system. Checks must be restrictively
endorsed. If you have any questions or need an endorsement stamp, please contact the Cashiers' Office at (302) 831-1242.

* Gift funds should not be entered on this form but sent with any documentation directly to the Gift Processing Office. Call 8311249 if more information is needed.

Symbol Key: * Required Information

Explanation: *

Add a Line
NOTE: Cash/Check or Credit cards or Predeposits should be on separate forms.
Line Tender (help) SpeedType Amount
1 Choose one v (CE]

Ada s line
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► Please note that University Policy 3-6 governs how gifts are to be handled.  Do not complete the web cash transmittal for a gift in your department.  You are to send cash, checks, credit card payments and any backup to the Gift Processing Office (122 Hullihen Hall). GPO will complete the Cash Transmittal Form.  Do not send currency in Campus Mail; deliver in person or via Public Safety.  The policy reads in part: 
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             5.Scholarship and fellowship funds, where the recipient is designated by the donor, will be administered by the Director of Financial Aid and

               the Coordinator of Graduate Studies, respectively. These are not gifts to the University and should not be acknowledged as such, nor

STEP 1 - Explanation and Tender Selection
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Cash Transmittal

Symbol Key: * Required Information

Explanation: *

calls for month of May 2004

enployee reimbursement for personal phone

Choose one v

Cash

Check
Credit Card
Pre-deposit

Add a Line
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This form is used to deposit departmental receipts” (cashichecks, credit cards, or predeposits) into the University accounting system. Checks must be restrictively
endorsed. If you have any questions or need an endorsement stamp, please contact the Cashiers' Office at (302) 831-1242.

* Gift funds should not be entered on this form but sent with any documentation directly to the Gift Processing Office. Call 8311249 if more information is needed.





1. Explanation – Enter a general description of the reason(s) for the deposit.  For example – “employee reimbursement for personal phone calls for month of May 2004” 

      (Note: Explanation does not come into PeopleSoft, but stays in the webform system.)

2. Tender – Choose one of the following Cash, Check, Credit card or Pre-deposit. 
· Cash and Checks can be entered on the same webform on separate lines. Traveler’s checks and money orders are considered checks.

· Credit card must be on its own cash transmittal.

· Pre-deposit must be on its own cash transmittal. Pre-deposits are validated bank deposit slips.

· Pre-deposit is used by a limited number of departments that are authorized to make their own deposits at local banks. 

· If Pre-deposit is selected, you must also select the bank and bank account number.

3. SpeedType – Enter the SpeedType code or use the lookup, see below:




STEP 1 (cont’d) - Explanation and Tender Selection 
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Cash Transmittal
This form is used to deposit departmental receipts” (cashichecks, credit cards, or predeposits) into the University accounting system. Checks must be restrictively
endorsed. If you have any questions or need an endorsement stamp, please contact the Cashiers' Office at (302) 831-1242.

* Gift funds should not be entered on this form but sent with any documentation directly to the Gift Processing Office. Call 8311249 if more information is needed.
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Explanation: *  [crployee reimbursements for personal phone
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Line Tender (help) SpeedType Amount
1 [Gea = [TRERIEZAL:  (aokun) |-

‘Add s e

Q farsdesty) @ extwitoutsaving] Nextstep @)





4. Amount – Enter the dollar amount for this Tender and Speedtype/chartfield combination.

· Any tender may be entered as a total if all the chartfields are exactly the same (OR you may enter each check, for example, on a separate line for more detail if desired).

· Amount will accept negative numbers, though this will be a rare occurrence (e.g. loss on sale of stock or a shortage).  

5. Click “Add this line” button

STEP 2 - Entering Lines
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Req ID: 13081
Cash Transmittal
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-
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This form is used to deposit departmental receipts” (cashichecks, credit cards, or predeposits) into the University accounting system. Checks must be restrictively
endorsed. If you have any questions or need an endorsement stamp, please contact the Cashiers' Office at (302) 831-1242.

* Gift funds should not be entered on this form but sent with any documentation directly to the Gift Processing Office. Call 8311249 if more information is needed.
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Line 1:

1. Explanation – Note that you can change what you wrote in STEP 1.

2. Memo (optional) – Make a memo entry if desired (maximum 30 characters).  This is not a required field, but it will follow this transaction line into PeopleSoft.

3. Account – Enter PS Acct code (this is required unless Speedtype is an asset or liability)

4. Other chartfields – Enter or change Project ID or Source if needed.  (WARNING: do not change these fields unless you understand the impact of such a change.)

5. Resource Type, Resource Category and Resource Subcategory – These are optional Grants chartfields, enter values only if you have specific knowledge they are needed.

6. Amount – This is what you entered in Step 1 and it can be changed.

7. Use “DELETE” button if this line has an error that can’t be fixed and you want to start this line over again.

8. Note that this webform now has a Req. ID in the upper left corner of the form.

9. If this is a Pre-Deposit, select the correct Bank Account from the drop-down.

STEP 2 (cont’d) – Entering Lines
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Line 2, Line 3, etc.:

1. When adding more lines, the tender type will be restricted to specific ones based on what you selected in Line 1.  

· Cash or Check on Line 1 will allow only Cash or Check lines on new lines.  

· Pre-deposit on Line 1 will allow only Pre-deposit lines on new lines.

· Credit Card on Line 1 restricts you to additional Credit Card lines.

2. Enter Tender, Speedtype, and Amount
3. Click “Add this line” button

STEP 2 (cont’d) – Entering Lines
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4. Enter Memo if desired, Account (required) and other chartfields as needed.

5. Repeat STEP 2 for each additional line.

6. Click “Next Step” button when done adding new lines.

STEP 3 - Approval/Routing
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endorsed. If you have any questions or need an endorsement stamp, please contact the Cashiers' Office at (302) 831-1242.

* Gift funds should not be entered on this form but sent with any documentation directly to the Gift Processing Office. Call 8311249 if more information is needed.
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Approval and Routing: A copy to at least one Purpose administrator is required by University policy.  Any department may require approval of one or more administrator.

1. For each person, select Role (Approver or Copy) and select Email Address based on SpeedType/Purpose code.

2. Add more approvers or copies as needed.

3. Click “Finish & Submit” button.

4. The “Cash Transmittal Summary” page will automatically appear.

(NOTE: You may want to print this page for your departmental records.  It is a good line summary of the details of this cash transmittal.)

STEP 4 - Print “Cash Transmittal Summary”
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Cash Transmittal Summary

Print this summary, attach your tender (checks, credit card receipts or validated bank deposit slips) and forward to the Cashiers’ Ofice in the Student Senices

Building. All checks must be restrictively endorsed

Deposits cont

ng cash should be delivered in person or via Public Safety to the Cashiers office.

Req. ID: 12345678
Date: 03020004
Submitted by:  Jonathan Doe
Department: Histary
Phone: 8317000
Explanation: Money received for registration for trp to Philacelphia
Amount to be submitted Cash 1000
to Cashiers: Checks: 100,00
Total $400.00
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Cash Transmittal Summary
Print this surnmary, attach your tender (checks, credit card receipts or validated bank deposit slips) and forward to the Cashiers’
Offce in the Student Senvices Building. All checks must be restrictively endorsed

Deposits containing cash should be delivered in person or via Public Safety to the Cashiers’ office.

Req. ID: 13065
Date: 06/22/2004
Submitted by:  Lepine Ellen &
Department:  Assoc Treas-Financial Senvices (04005)

Phone: 0269

Explanation:  employes reimbursements for personal phone calls for the month of May 2004
Amount to be submitted  Cash 52500

to Cashiers:  cpocks, §5.55

Total $30.55





Printing Cash Transmittal Summary

1. You MUST print this summary page.

2. Send summary along with the tender (cash, checks, credit card receipts or validated bank deposit slips for pre-deposits) to the Cashiers’ Office.

3. All checks must be restrictively endorsed with the department’s endorsement stamp upon receipt. Endorsement stamps must be ordered via the Cashiers’ Office.

4. Deposits containing CASH should be delivered in person or via Public Safety to the Cashiers’ Office.

5. Close the “pop-up” window by clicking on the red “X” in the upper right corner.

6. If you have any red error messages concerning the routing of the form, fix them before exiting.

7. NOTE: If you have a printer malfunction and need to reprint the Cash Transmittal Summary, go to your webforms “Outbasket,” find the cash transmittal form by its Req. # and click on the name of the form.  Once in the form, click on the link called Cash Transmittal Summary in the upper right corner.  This will bring up the “pop-up” window for the Cash Transmittal Summary, which you can print.

Using Existing Cash Transmittal webform as a Template


[image: image12.png]=181]

P He Edt Vew Go Bookmarks Tods Window tep

LR - Iy pe——— S

b T mred  EE G = i
Z3tome | fsootmarts £Rekase oies £ Plugins stonsions £ 5uppart Citocta Conmnkty £ Froxty

DRAFTS out

Drafts for Lepine,Ellen B

13085 FIN Cash Transmittal 20040622 20040622 check
13082 FIN Cash Transmittal 20040622 20040622 check
13081 FIN Cash Transmittal 20040622 20040622 check
[nls PAY Wark Study Time Report 2001-08:24 20010824 Wood Karin A; 02140

Remove Selected Forms | _Use Selected Form as Template | _PesetPage





In order to use an existing Cash Transmittal Webform as a template, you must use the “Save & Exit” button before finishing a form.  To finish the form, go to the “Drafts” tab.

1. Click on the “Drafts” tab in Webforms.

2. Select the Cash Transmittal form you want to use as a template by clicking the “Select” box.

3. Click the “Use Selected Form as Template” button to open the webform.
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Cash Transmittal
This form is used to deposit departmental receipts” (cashichecks, credit cards, or predeposits) into the University accounting system. Checks must be restrictively
endorsed. If you have any questions or need an endorsement stamp, please contact the Cashiers' Office at (302) 831-1242.

* Gift funds should not be entered on this form but sent with any documentation directly to the Gift Processing Office. Call 8311249 if more information is needed.
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4. Make changes as needed to the open fields:
· Explanation, Memo, Account and other Chartfield Information, and the Amount(s)
· Add or delete lines as needed
· Finish completing webform according to the previous instructions
EZQ’s - Pre-Written Queries for Campus Users 

The Cashier’s Office has written four “EZQ” queries that can be accessed in PeopleSoft Financials (reporting instance) – http://www.udel.edu/financials.  These queries will enable campus users to access detailed information about their deposits themselves rather than having to call the Cashiers Office as was needed in the past.

Navigation:
· Go to PeopleSoft Menu 

· Reporting Tools(Query(Query Viewer
· Query Viewer – Find an Existing Value
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1. Search by: “Name” and “begins with” 
2. Type: EQZ in empty box 
3. Click the “Search” button
The following is a list of the EZQ_CASH queries and suggested usage:


EZQ_CASH_TRANS_BY_DEPT_ID – Use this query to get detailed deposit information by a particular Dept ID and date range.

EZQ_CASH_TRANS_BY_JRNL_ID – Use this query to get detailed deposit information for a particular Journal ID and Purpose from a monthly statement.  Deposits are summarized by date on your monthly statements; this query will give you the details by Journal ID.
EZQ_CASH_TRANS_BY_PURPOSE – Use this query to get detailed deposit information by a particular Purpose code and date range.

EZQ_CASH_TRANS_BY_REQ_ID – Use this query to get detailed deposit information by a particular Webform Req ID

EZQ’s (cont’d)
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4. Click Run on the query you want to run.

5. For example, click Run on the line for EZQ_CASH_TRANS_BY_PURPOSE

.
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6. Enter the Purpose code or use the “lookup” icon (magnifying glass)

7. Enter the date range you want to see by the Start and End Accounting Dates

8. Click “OK” button

EZQ’s (cont’d)
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9. These are the results of the EZQ_CASH_TRANS_BY_PURPOSE
10. You may download the results of the query to Excel by clicking on Download to Excel
Run the other “EZQ” Cash queries in the same manner:  

· Click in Run in the list of queries
· Enter information in the prompt boxes
· Click the “OK” button to see the results.
“D. The initial recipient of any gift to the University should transmit the following information to the Gift Processing Office (GPO) the same day as received:


             1. The original of any correspondence from the donor. If the gift is restricted as to its use, written instructions must be received from the donor.


             2. The check [or cash] or stock certificates, or a description with an estimation of fair market value of any material gift, including the basis for the estimate and the present location of such material gifts. GIFTS OF STOCK CERTIFICATES OR CASH SHOULD BE HAND CARRIED TO GPO (ROOM 122 HULLIHEN HALL).


3. A copy of any acknowledgment that has been written to the donor.”


             





}





Only ONE copy to ONE Approver is required by University policy, your department may require one or more approvers.
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