
Banking and Merchant Services Resources for Fiscal 

Onboarding 

Key Terms: 

Accounting Date 

The date the deposit is processed by the bank for cash/checks, the date of the 

settlement for credit card transactions, or the date on the advice for EFT/ACH or wires. 

Expense Refund 

Refunds, reimbursements, rebates, or other returned funds from a vendor. They ALWAYS 

relate to an expense paid for by the University and must be returned to the same 

ChartField string the expense was paid from. An Expense Refund form is required for all  

expense refunds. 

EFT Advice Report 

Also known as "Advice" or "Addendum," this is a deposit statement extracted from the 

UF bank account that provides information about an EFT/ACH or wire payment. 

Restrictively Endorsed 

A control technique that restricts further action regarding a financial instrument 
(normally a check). The result of a restrictive endorsement limits the use of the check, 

such as "for deposit only." Note: Endorsement stamps can be purchased through an 

office supply store such as Mister Paper/Office Depot Refer to F&A website for proper 

wording to be used on the endorsement stamp. 
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Scenario 1 
Activity 1

• For these exercises, feel free to use this handout while referencing the PowerPoint PDF.
• Remember to choose a Scribe to write notes and choose a Spokesperson when it is time to share out.
• Turn your cameras and mics on to meet your colleagues and for a better interactive experience if you can.
• Once you complete these, move on to Scenario 2.

1. Explain what you think needs to happen.
2. How many different accounting lines will be needed to distribute this

money correctly? Why?
3. Before you go into myUFL, what needs to be done to the check? Why does

this need to be done?
4. When does the deposit need to be made by?
5. Using the screenshots on the following pages, prepare the deposit in

myUFL for Check #1.



Scenario 1
Activity 2



Screen 3: Regular Deposit - Payments Tab 

Iotals Payments 

Unit 

Payment Information 

Deposit ID NEXT Date Balance Nol Balanced 

Find I View All FIISt < 1 of 1 ► Last 

Payment Seq 

Amount 000 

'Payment ID I .±.Id 

Customer Information 

Customer ID 

Remn From 

Name 

Corpo<ate 

SUbCust1 

Tips: 

Currency USO 

OJoumat Direcdy 

Attachmenls (0) 

Business Un11 Q. 

Remit SeU0 

Corpo<ate SeU0 

SubCusl2 

PymtRef 

•Accounting Date 

Once you select Journal Directly, everything in "Customer Information" becomes inactive. 

Complete these fields on 
the screenshot: 

Amount 
Payment ID is either 
deposit ticket 
number or your 
department's 
location ID. ex 640001
 Payment Reference 

After the deposit is balanced and you click "Journal Directly'' and "Save", the Apply Payment button appears. You click this button 
to navigate directly to "Create Accounting Entries." 
After selecting save, a Deposit ID is assigned to the deposit. This ID will be used in the next step to create an accounting entry. 

Screen 4: Create Accounting Entries 
Assume you olreody scrolled oil the way ta the right an the accounting line and selected the "+" to add the second line. Remember from the discussion, the entire 

lab service fee was to revenue, and there were no taxes. If there were taxes, you would add a third line to enter that distribu
�
t _io_n·-------------� 

Accounting Entries .Qepostt control 

Unit 
Currency Details 

Amount 

□ complete 

Budget Status 
Distribution Lines 

OittribuUon Sequence -GL UM 

Total 

Lines 2 

1 UFL0R 

2 UFL0R 

Total Debtts 

n Save Return to Search 

Accounllng Entries I 0ePoslt Control 

OeposltlO 

USO 

Entry Event Q. 

Speed Typo UneAmount 

Q. Speed Type 

Q. Speed Type 

0 000 Currency 

' Nexlln Ust 

Payment 

, l!I 

Documents 

Currency •Account Source Fund 

USO Q. Q. 

USO Q. Q. 

Total Credits 0000 Currency 

:.::)NoOly Re�esh 

Seq t 

Dept 

Q. 

Q. 

Nol 

Complete these fields on the 
screenshot for both Lines 1 and 2: 

- Account Code

- Fund Code

- Department ID (Dept)

- Program

- Budget Reference

Q. 

Q. 

0 000 

Program 

Q. 

Q. 

Bud Ref 

Q. 

Q. 

Use following screens on the next page: Options for Fund Code, Account Code, and Program Code 

After you enter all the Chartfields: 

- Where would you click to "Create" the accounting lines?
- Where would you click to Complete?
- Where would you click to Save?
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Scenario 1
Activity 3



Fund Options: 

143 Auxiliarv Enterpri e-Di tanre and ontinuing Education Fund 
Continuing du ation i d fined a n Auxiliary Ent rpri e of the mti,· r ity pro,·iding 
non• tat fundable. elf• npportin� olle e redit ou or pro am . non- redit 
profe ional de,· lopment our e or pro� am de ig:u d to upgrad exi tin .. t lmi al or 
profe ional kill . and ou e that are proYided primaril ' for per onal enri hmeut or a 
a publi enic to th ommunity 

144 Auxiliary E · · erboology Fund 
CtuTent mne Olllll for the fl.nan ial a th·itie of C 

. e e Ollllnunication . and Ac a demi Te hn 

1�5 Fund 

u 

U9 

tri t d fund u d to a count for finan ial acti,·iti of th tud nt H alth 
HCC . whi h pro,·id outpatient medi aJ e1 ·i e to md nt and tatT. 

ount for the majority o the finau ial a ti,·itie of 
Hot iog and Re iden e Edu atiou at the ui,·er ir of Florida. R ,·enue are deri,·ed 
from the olle tion of dom1 rent . expenditure for operation . maintenan e expen e an 
pl dg d to retir d bt on ,. ral bond i a a r ult of on trn tion to ertain dom1 . 

CuITent unre Hi ted fun used to a Olml for ale of good and erYi e that are 
nece ary or de irable. but not readily a,·ailable el ewhere in te1111 of o t. quality. 
quantiry. tim line . onYeuj n e. or oth r imilar on id ration . to fa nit). raff and 
n1dent 
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Scenario 2 
Activity 1

• For these exercises, feel free to use this handout while referencing the PowerPoint PDF.
• Remember to choose a Scribe to write notes and choose a Spokesperson when it is time to share out.
• Turn your cameras and mics on to meet your colleagues and for a better interactive experience if you can.

1. Explain what you think needs to happen.
2. What do you need to complete this transaction? (Think: Is there a form?

Transaction in myUFL?)
3. Complete the necessary task.



8

BE READY TO SHARE OUT!




