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Refundable Deposits — Recelpt

Issue a receipt
Purpose of issuing a receipt:

1. Security for the person remitting the deposit; a record of the transaction
2. A method of verifying claims by individuals that they remitted the deposit to the
department

A receipt should be issued for ALL deposits received and, at minimum, should contain the
following features:
* Unique number

e Date
e Amount
« Payer

* Issued by

Sample Receipt:

Date 02 /__ 08 / 2020 Receipt # MsB2009915
on M ¥EYY

Deposit
recelived $ 2000 For | Keysto Lab #1SE105

Name and
Student
humber

Deposit received from Kyle Lu SN1059987556 *

appicable)

Deposit received by Magaie McCoy
Name (grin) Signatire




Refundable Deposits — Log book

Maintain a loq to record all deposits collected

The log should include:
e contains details of each deposit made to the bank

 amounts listed in the log should match the deposits made to the
bank/cashiers office and FIS

» facilitates tracking of deposits received and refunds issued

 document numbers of entries posted to FIS. This includes both the deposit
and refund documents.

Sample Log :

Refund info

Receipt # Amount $ | Name and Student number Deposit report # Dale
MSB2008510 10/09/2020 20.00 | Ted Jones — 10585086451 FIS#3000010972 | UG0S720 |

MSB2009910 0272772020 20.00 | Bamey Ruble - 1079587453 | FIS#3000198739
MSB2009911 022772020 20.00 | Jonny Quest - 1089487435 FIS#30001987 39
MSB20009912 0272772020 20.00 | Clark Kent - 1069767456 FIS# 3000198739
MSB2009913 02727 /2020 20.00 | Bruce Wayne-107999545645 | FIS#3000198739
MSB2009914 0272772020 2000 | Peter Parker - 108497575562 | FIS# 3000198739
MSB2009915 03/02/2020 | 20.00 | Kyle Lu - 1059987556




Internal Cash Receipts Deposit Form

In this example, 5
people have paid
$20 key deposits;
2 wrote cheques,
3 paid cash

To track all
refundable deposits
through FIS, the
dept. has itemized
the credit lines; one
for each payer

Although there is no
"assignment"” field
on the credit lines of
the deposit form, the
field is available in
FIS. For tracking &
clearing purposes,
remember to
populate it with the
Lastname, First
initial of the payer.

; UNIVERSITY OF
TORONTO
aa Document Date: | Jan 5, 2021
Submit To: Cashiers Office Posting Date: Jan 5, 2021 Cumency: -CID
FrarctSericaOopatnen || ey S ocument
215 Huron Street Company Code: UOFT )

Payor Name or Cheque Grouping Amount Payor Name or Cheque Grouping Amount Cash Amount
Parker, P 20,00 X5 0.00|
Stark, T 20.00) X10 0.00|
Kent, C 20,00 X20 0.00|
Wayne, B 20,00 Xs0 0.00|
Banner, B 20,00 X100 0.00|

COIN 0.00|
Total Cash $0.00)
Total Cheques $100.00 | Total Deposit 5100.00)
G/L Account | DEBIT Postkey Amount Butiness Area Assignment (Dept. Name & Phone 8) Text [description)
350001 40 $100.00 1000 KPE, 8-4675 5 key deposits - January 2021
Add Item
GI/L Account ':“,T,E:'" Amount TaxCode | "pinest | cost | Ifternal| FURS | Fung [Commitment Text
Credit 520,00 1000 Parker, P, key deposit, January 2021 X
Credit $20.00 1000 Stark, T, key deposit, January 2021 | X |
Credit $20000 1000 Kent, C, key deposit, January 2021 K
Credit $20.00 1000 Wayne, B, key deposit, January 2021 X
Credit 520000 1000 Banner, B., key deposit, January 2021 X

Total Deposit 100.00 ]
ICONTACT INFORMATION
Deposit Prepared by:  Casey Fistrain Phone Mumber: (416) 978-4675 FORADMINISTRATIVE USEONLY
Faculty/Division:  Kinesiology and Physical Education Date:

Address: 215 Huron 5t
R Pevanily o ONE (1) COPY FOR ORIGINATING DEPARTMENT
Authorized Approval or Delegated Signing Authority Title of Signing Authority TWO (2) COPIES TO FINANCIAL SERVICES
Reset Form Print Form
(RS/12GH) Financial Services, July 2012
Page 1 of |

Forms: Internal Cash Receipts & Direct Deposit Forms
http://finance.utoronto.ca/forms/processing/

(NOTE: UTM & UTSC contact Business/Financial Services Office for local deposit form)5




Processing the Deposit in FIS: Menu Path

After completing the deposit form and before physically making
the deposit, the deposit transaction needs to be processed in
FIS.

Transaction used: G/L Account Posting screen (FB50)

Vol SAF Menu
> Office
> Logistics
ol Accounting
vl Financial Accounting
v General Ledger
vy Document Entry
- &3 FB50 - GIL Account Posting
= @ ZIR01 - Internal RevenuesiExpense Recoveries




Processing the Deposit in FIS: Basic Data Tab

When entering data on the [Enter G/L Account Document] screen:

1. Change the Document Type = SF

2. Debit the Bank Account: in the G/L acct field, enter the appropriate Bank Account
for the type of receipt processed (e.g., cash, AMEX, Visa) & for the appropriate
campus (i.e., St. George, UTM or UTSC)

NOTE: If depositing for more than one payer, enter the total deposit amount in the
"Amount in doc..." field.

3. Enter the Business Area (does not default).
Leave the following fields BLANK: Tax Code, Cost Center, Order, Funds Center, Fund

Enter G/L Account Document: Company Code UOFT

IMPORTANT:

oz Treeon B Company Code ®,Hold &2 Simulate o Park The "Bank Account"

E:;azz;iu:[:l;at;a Details ” 2 . Assig nment field

mount Information ;

Document Date 0% 01,2021 Currency CAD Total DOr. ShOU|d be pOpUlated Wlth the

Posting Date 05 01 2021  Period 9 10 Dept. Name & contact

Reference REF DEP-MULTIFLE phone #’ the TeXt fleld W|th
Doc Header Text f Dep-Dec 2020 - 5@ $20 Total Cr. . ,

Document Type 1 SF.Dept'l deposits the type Of deOSlt, payer S

Cross-CC no. name and any other

Company Code LUOFT  University of Toronto °00 pertinent information.

1ltems { Scrgen Variant : Standarczj 3 /\

B Status el acct Shon Tesd ofC Amount in doc.curr. Commitment itm Tax code _Business a Accinnmen t Tt
@ |350001 I :eposit:Transit: | Debit 100 00 CASHINTRNS 1000 husic 8-4675 Locker Key Ref Dep - 5 @ $20




To post the transaction, an offsetting credit line must be entered for the department‘s&'
Refundable Deposit Vendor Account (i.e. 86xxxx).

Vendor accounts CANNOT be credited in the G/L acct field, therefore, the
environment is changed to a Complex posting.

From the menu select:
Envir@ent - Complex posting

= Document Edit  Goto  Exras getti@? : Systam Help
- Correspondence Shift+FE

O ki << H @ ‘:‘| Lomplex posting | F6& 1 1 ﬁ"' - )

Enter G/L Account Document; Company Code UOFT Monies received for refundable
oa Treeon B3 Company Code &, Hold &=l Simulate |5 Park depOSitS should be depOSited

Easic Data Details to a "Refundable DepOSit"
Ameut it Departmental vendor number
Document Date 06 .01 2021 Currency CAD Total Dr. .
Posting Date 06.01 2021  Period 9 (i.e. 86xxxx) used solely for
Reference REF DEP-MULTIPLE these types of transactions.
Doc Header Text Ref Dep-Jan- 5 @ $20 Total Cr.
Document Type Sk Sk Dept'| deposits .
e To apply for this vendor
Zompany Code UOFT  University of Toronto L == number, COntaCt
ap.fsd@utoronto.ca

1 ltems | Screen Variant: Standard 1)
B Status Gilacct Short Text D Amount in doc.curr. Commitment itm Assignment Text Earmar
T N
@ (350007 DepositTransit... Debit v L 100 .00 _‘CASHINTRNS Music 8-4675 Locker Key Ref Dep - 5@ $20

h



Processing the Deposit in FIS: Complex Posting

= Document Edit Goto Exras  Setings  Emvironment  System  Help
All data entered on i i
Basic data tab " KE 000 BN Y 0%
asiC data ta Isplay Overview
appears On the 3 s Display currency Park document AccountModel -2 G/Litem fastentry  [7] Taxes
N
CO m p I eX POS'“ n g D ent Date 06.01.2021 Type SF Company Code UOFT
. . Posting &efe 06 .01 2021 Feriod 9 Currency CAD
D|Sp|ay OverV|eW Documert Nu INTERNAL Fiscal Year 2021 Translatn Date 06.01.2021
Reference REF DEP-MULTIFLE Cross-CC no.
SC re e n Doc Header Text Ref Dep-Jan- 5 @ $20 Trading Part BA
ltems in document currency
PK  BushA Acct CAD  Amount Tax amnt
001 40 1000 0000350001 Deposit:Transit:Gen 100,00

Complete the following fields:
o Pstky (Post key) = 34 (Credit: Other payables)
 Account = Unique Departmental Vendor Account # (i.e. 86XXxX)

D 100.00 C 0.00 100.00 * 1 Line iterns

Click on & to proceed to _
Other Line Ite
the neXt screen... Psthy 34 Account :860106 'f-BLlnd TType MNewr co.code




Processing the Deposit in FIS: Complex Posting (cont'd)

The Add Vendor item screen is used to enter the remaining data required

?ﬁé

o

for the credit line.

Populate the
following fields:

= Document

Settings
V] " Kiel 00 Q
Add Vendor item

@g [ [ & More data

Edit Goto  Extras Environment

Account Model

System Help

"] O %

-B GIL item fast entry Taxes

e Amount*
WVendor SE0106 Kinesiology and Phys Education G/LAcc 540000
e Bus. Area Company Code  UOFT 215 Huron
] iversity of Toronto Rep eat
° ASSIgnment Mrpayableaf?ﬂ steps 5-7 of
< last \w 20 CAD QRG for
(payer's last name, Tax code multiple
first initial) e credit lines
Payt Terms YTO0 Daysipercent /
° TeXt Bline Date 06 . 01 2021 Fi_xed
base Disc. Amount
\\g;&“ Pmt Method Pmt methelpl
] W Stark, T
After all appropriate Text [Stark, T, key deposit, Jan 2021 -~ Pl % Long Texts
fields are populated,
l. k o t N r th t Mext Ling Item
Clic L Oe_ sure a Pstiy Account JGL Ind MNew co.code
the transaction balances

Recommendation: To ease tracking & clearing when posting deposits for multiple payers

(i.e. $100 = 5 key deposits @ $20 each), it is recommended that a credit line be entered for each
payer (i.e. 5 lines @ $20 each), rather than lumping the total credit on one line (i.e. 1 line @ $100).
Lump sums may be tracked outside of FIS (i.e. via spreadsheet or log book).

10



Processing the Deposit in FIS: Complex Posting (cont'd) &

. . = Document Edit Goto Exrgs Settings  Ermwironment  System  Help
Ensure Debits & Credits |, V o —
balance Display Overview

& I3 Display currency Park document Account Model B G/Litem fastentry  [i] Taxes

LN o Document Date 08.01 2021 Type sF Company Code UOFT
On Ce Ver Ifl ed : Posting Date 0E. .01 2021 Period 9 Currency CAD
. ™ . Document Number INTERNAL Fiscal Year 2021 Translatn Date 06 01 2021
° CI'Ck the H ICON to pOSt Reference REF DEP-MULTIPLE Cross-CC no.
Doc Header Text Ref Dep-Jan - 5 @ $20 Trading Part. BA
the transactlon Iterms in document currency
FK BusA Acct CAD  Amount Tax amnt
0g1 40 1000 0000350001 Deposit:Transit:Gen 100 00
ooz2 34 1000 00DDSEO108 Kinesiology and Phy 20.00-
. 003 34 1000 0000860106 Kinesiology and Phy 20.00-
The screen Wl” revert to a 004 34 1000 0000960106 Kinesiology and Phy 20 00-
005 34 1000 00O00BB0106 Kinesiology and Phy 20.00-

blank G/L ACCOU nt 008 34 1000 0D0OD8SEO106 Kinesiology and Phy 20 00-
posting screen; the

posted document number
NOTE: If the debit and credit amounts do not balance,

will appear at the bottom double click on the line_item with the error, make the needed
of the screen correction, click on the|at [icon again and repeat the
procedure at the top of this slide.

D 100.00 C 10000 20077 5 Linaitems

@ Docurnent 3000198739 was posted in company code LIOFT |

Cither Line Iltem
U =
Pstidy I“:l_,_-'

SGL Ind TType Mew co.code

Debits Credits

11



ALTERNATE FIS Deposit Process: Menu Path

This ALTERNATE deposit process eliminates the need to
process the transaction using a "complex posting" option.
However, it will only work when processing a deposit

transaction for one payer.
Transaction used: Invoice (FB60)

SAP Easy Access University of Toronto Menu
= & S Othermenu e s # V¥V A [2Createrole

» Favorites

v SAP Manu
’ Cffice
> Logistics

v Accounting
~ i Financial Accounting
’ zeneral Ledger
> Accounts Receivable
vl Accounts payable
~ il Document entry
- & FEBO - Invoice
=L ZERUT - Employes Expense Reimbursement D D,
= & FBB5 - Credit memo
- & FVB0 - Parkfedit invoice
= 5 FYVB5 - Parkfedit credit memo

12



ALTERNATE FIS Deposit Process: Basic Data Tab

ALTERNATE process can be used for single payer deposits, ONLY!
When using the [Enter Vendor Invoice] screen:

1. Enter departmental Vendor number (i.e. 86xxxx) to be credited

2. Invoice date

3. IMPORTANT: Change Document Type =» SF

4

Enter depOSIt Amou nt [= Document Edit Goto Exras  Seffings  Emvironment  Sysiem Help
0 Kl 000 B0 N0 0%
Enter Vendor Invoice: Company Code UOFT
& Treeon  EJCompanyCode &, Hold &% Simulate |5 Park
Transactn Invoice v Bal. |0.00 ool
SELWeEE Payment | Defals | Tax | Motes Vendor
1 Address
1l 1 Yendor - Kingsiology and Phys Education
For reconCIIIatlon purposes’ Ivoice date 2 06 01 202 4" Reference REF DEP-STARK T. 215 Huron
the Reference & Text < PG Dae it Poiod 9
. Document Type 3
fields should be populated 5 CCro. €
: : : T Amount 20.00 4 CAD + Calculate tax
Wlth unlquely Identlflable Teat Stark T, locker key deposit Jan 6 fii| Ol
i nfo rm a‘“ O n . Paymt terms Due immediately
Baseline Date 06.01.2021
Company Code LJOFT University of Toronto
1 ltems ( Screen Variant: Line tem Entry - FBEO0 + FBES )
B Status  GILacct Short Text Dic Amountindoc.curr. Co.. Taxcode Businessa.. Costcenter Orcder  Funds cer
@ [5ooot Deposit Transit . et v 2000 UOFT 1600

13



ALTERNATE FIS Deposit Process: Details Tab

Again, for reconciliation purposes, the Assignment (Assign.)
field on the Details Tab should be populated with uniquely
identifiable information.

\
= Document \Edit Goto Extras Seftings Environment  System  Help
o @l OO T AT 0%
Enter Vendqr Invoice: Company Code UOFT
o= Tree on | Company Code  ®,Hold &2 Simulate  |B] Park
Transactn ice w Eal. 0. oo =l |
Basic data Paynent Tax | MNotes Wendor
e Address
&L L4000 AP MiscRfndbleDeposi Kinesiclogy and Phys Education
Assign. | Stark, T. ) | 215 Huron
HeaderTesxt
Eus. Area 1000
Cmmt ltem PAYABLE [*
il Ols

14



ALTERNATE FIS Deposit Process: Completing the “Debit” Line

When the [Enter Vendor Invoice] transaction is used to process a deposit, the

“Basic data” tab = the “Credit” line. The bank account data is entered on the
“Debit” line. The account information should be entered as follows:

1. Debit the Bank Account: in the G/L acct field, enter the appropriate Bank

Account for the type of receipt processed (i.e. cash, AMEX, Visa, etc.) & for the

appropriate campus (St. George, UTM or UTSC)
2. Enter the Business Area (does not default)

IMPORTANT:
The "Bank Account"

[ Document Edit Goto BExras Seftings Emdronment  Systemn  Help

V) VKB OO0 NN AT 0%
Enter Vendor Invoice: Company Code UOFT
o= Treeon B3 CompanyCode &, Hold &% Simulate |2 Park

Transactn Invoice v Bal. 0.00 oom

Basic data Payment | Details | Tax | MNotes Wendor
7 Address

Assignment fierd

should be populated with
the Dept. Name &
contact phone #; the
Text field with the type of
deposit, payer's name

Yendor Kinesiology and Phys Education H

Invoice date Reference  |REF DEP-STARK T 215 Huron and any Oth_er pertlnent
Posting Date Period 9 |nfo rma“ O n .
Daocument Type SF Dept\ deposits v

Cross-CC no "%

Amount 20.00 . .

Tor st ocerker| L €AVE the following fields BLANK:

e | Tax code Cost center Order Funds center Fund

Company Code § rsity of Toronto \
1 tems { Screen %L. \itw FBEO + FEES)

B Status Gl ac Short Text DIC Amountindoc.curr. Co.. Tax code yBuUsiness a.. Costcenter Crdler Funds center  Fund
O [so0a7 Deposit Trars v 20.00 UOFT 000
Debit v UOFT

Commitment Assignment & Text

CASHINTRNS KPE 8-4675 Locker Key Ref Dep

15



ALTERNATE FIS Deposit Process: Basic Data Tab %

; b

=

[= Document Edit Goto FExdras Seftings  Environment  System  Help

) AT I ANDO A7 0%

Enter Vendor Invoice: Compan

Review the entered data
B 0,00 - for accuracy (i.e. ensure

Yendor

gios the Document Type was

& Treeon  EZ Company Code &, Hold {8l Park

Transactn Inwoice v
Basic data Payment | Details = Tax | Notes

ey

Vendor |s60108] 5 and Phys Ecucation

Imvoice date 06.01. 2021 Reference REF DEP-STARK T 215 Huron Changed to SF) . On Ce

Posting Date 96.01.2021 Period g g . H
Document Type SF.Deptldeposits v V er I f I Ed y CI ICk O n th e L]

Cross-CC no. By .

Amount 20.00 CAD ' Calculate tax ICon to pOSt the transaCtlon .
Text Stark T, locker key deposit Jan 6 fiiil Ols

Paymt terms Due immediately

Baseline Date 06.01.2021

Company Code UOFT University of Toronto

1 lterns { Screen Variant: Line Item Entry - FBG0 + FEGS )

Bl Status G/l acct Short Text DiC Amountin doc.cur. Co.. Taxcode Businessa. Costcenter Order Funds center Fund Commitmentitm  Assignment Text
@ 350001 DepositTransit .. Debit v 20.00 UOFT 1000 CASHINTRNS KPE 8-4675 Locker Key Ref Dep
Debit v UOFT

The posted document number will appear at the bottom of the screen.

@ Docurnent 3000247207 was posted in cormpany code LOFT

NOTE: Although the “invoice” transaction was used to process this deposit,
the document number still starts with a 30 (due to the fact that the
Document Type was changed to SF). 16



Processing the Refund in FIS: Menu Path

In order for a refund cheque to be produced for the payee, an
Invoice transaction must be processed in FIS.

Transaction used: Invoice (FB60)

SAP Easy Access University of Toronto Menu
= & S Othermenu e s # V¥V A [2Createrole Assign users

» Favorites
v SAP Menu
> Office
> Logistics
v Accounting
~ i Financial Accounting
’ zeneral Ledger
> Accounts Receivable
vl Accounts payable
~ il Document entry
- & FB60 - Invoice
=L ZERUT - Employes Expense Reimbursement D D,
« &2 FB6S - Credit memo
- @ FVE0 - Parkiedit invoice
= 5 FYVB5 - Parkfedit credit memo

17



Processing the Refund in FIS: Basic Data Tab

For the Payee to be paid, the Basic data tab of the Enter Vendor
Invoice screen must contain:

V d b [= Document Edit Goto Bxras  Setings  Environment  System  Help
° enaor numper
0 K 000 N0NH 10 0%

* Invoice date Enter Vendor Invoice: Company Code UOFT
i Document Type 9 KA auTreeon  EECompanyCode & Hold % Simulate |5 Park

b Am O U nt Transactn Invoice v Bal. 0.00 ool
Payment | Details | Tax | Motes Vendor
For reconciliation purposes, o
Vendor OTA Refundable Deposit
the Reference & Text Invoice date 06.01.2021 Reference  |DEP REF-STARK, T 215 Huron Street

Posting Date; 0e.01.2021 Period g Toronto OM M55 1A2
ype KA Key dep & Payroll v

fields should be populated
with uniquely identifiable
Information.

[
Amount 20 CAD + Calculate tax
Tent :Locker Key Dep Refund - Stark, T ] fiil Ols

-

Baseline Date
Company Code LIOFT University of Toronto

Because vendor # i

990008 (OTA Refundable Etostzzs (Séﬁrl;anant ;I;;TE;EHW-FE?S +F865;z\mountmdoc_curr_ Co.. Taxcode Busitessa.. Costoerter Order  Furds cer
Deposit Vendor #) . -

IS used to refund the payee,

the Address screen must be completed (see next page).

18



Processing the Refund in FIS: OTA Vendor Address Screen

Anytime an OTA Vendor number is used, the system requires:

5y

« Payee Name (to whom the cheque is made payable) and
» Payee Address (where the cheque should be sent/mailed)

[= Address and Bank Data
Wendor 990008 OTA Refundable Deposit /L L40000
Company Code UOFT University of Toronto
ltern 1/ Business partner data
Title [ | Language Key EN
MName
Street
PO Box PO o no. FO Box PCode
ity Postal Code
Zountry CA Region
E-Mail
r ---------------------------------------------------------- '

I QRG: Using One Time Only Vendors

'Lhttp://finance.utoronto.ca/wp-content/uploads/2015/11/Usinq-One-Time-OnIv-Vendors-Converted1.pdf |




Processing

After the Address
and Bank Data
screen is
complete, the
Header Text on
the Details tab is
required

the Refund In FIS: Detalls Tab

[= Document Edit Goto Extras Settings Environment  System  Help

o

V) B<E 000 N/ N0 0%
Enter Vendor Invoice; Company Code UOFT
& Treeon B3 Company Code &, Hold % Simulate |5 Park
Transactn v Bal. 20 00- [ [-l-]
Basic data Paymentﬁ Tax | Motes Wendor
\A/ Address
GilL 540000 AP:MiscRimdbleDeposi OTA Refundable Deposit
Assign. Stark, T. ] .
HeaderText  Dep Refund - Stark, T| | The ASSlgnment IS used
Bus. Area 1000 . .
«men  { TOF Freconciliation
* |S case & space sensitive
» should match the
s deposit's credit line
Olterns { Screen Variant: Line ltem Entry - FBE0 + FBBS ) aSS|g n m e nt teXt
B .
Status  GiL acct Short Text [E);ijt : Am (See S“de 10)
Debit v UOFT
Debit v UOFT
Debit v UOFT
Debit v UOFT
Debit UOFT
Debit v UOFT
g BEE B35 TR EF

@) For document type KA, an entry is required in field Doc. Header Text

s s

gz




Processing the Refund in FIS: Complex posting

To post the refund, an offsetting debit line is processed to the
department's vendor account number.

From the menu, select:

Envirgnment - Complex posting

Vendor
accounts
CANNOT be
credited in the
G/L acct field
therefore the
environment is
changed to a
Complex
posting (As
mentioned in
slide 8). ——

0 ltems { Screen Variant - Line ltem Entry - FEG0 + FBSS )
B Status  GiL acct Short Text DiC
T Debit
Lebit
Lebit
Debit
Debit
Debit
Debit

AMmMouUnt in doc.curr,

€< <K

=
]

g B|mE = O (| ERy =

)
=T

@) Fordocument type KA, an entry is required in field Doc. Header Text

o
UOFT
UOFT
UOFT
UOFT
UOFT
UOFT
UOFT
< >

[= Document Edit Goto Extras Settin I ; I System Help
- Correspondence Shi 5]
O << Iﬁ‘ @ QI Complex posting I F& 1 1 ﬁ:ﬁ
Enter Vendor Invoice: Company Code UOFT
= Tree on EE Company Code | #. Hold B2 Simulate =] Park
Transactn Invaice ~ Eal. 20, 00-
Basic data Payment FBEES T Motes YVendor
7 Address
il S40000 AR MiscRindbleDeposi OTA Refundable Deposit
Assign. Stark, T. 215 Huron Strest
HeaderText  |Dep. Refund - Stark, T. | Toronto OM M55 1A2
Bus. Area 1o
Crmmt ltem FAYABLE o
< > < >

Tax code  Business a... Cost center  Order

L l= =)

L=

il Ols

Funds cer




Processing the Refund in FIS: Complex Posting (cont'd) &

[ Document Edit Goto Extras  Sefings  Environment  System  Help

Data previously entered @ K 000
on the Basic data & Splay Overview

BN OY 0%

Detall tabs will be & I Displaycurrency  Parkdocument  AccountModel -P GiLitem fastentry [i] Taxes
retained on the DocumentDate  06.01.2021  Type KA CompanyCode  UOFT
. Posting Date 06.01.2021 Period 9 Currency CAD
CO m p I eX PO Stl n g Document Mumber — INTERNAL Fiscal Year 2021 Translatn Date 06.01.2021
Di Spl ay Overview Reference DEP REF-STARK, T Crose-CC o,
Doc Header Text Dep. Refund - Stark, T. Trading PartBA
SC ree n . tems in document currency
FK  BushA Acct CAD  Amount Tax amnt
001 31 1000 0000990008 OTA Refundable Depo 20.00-

Complete the following fields:
o Pstky (Post key) = 21 (Debit)

* Account = Departmental Refundable Deposit Vendor Account (i.e. 86XxXxX)

, D 0.00 ¢ 20.00
Click @ to proceed to the
next screen... Other Line ttem
Pstiy 21 Account 860106 5L Ind

20.00- ¢ 1 Line items

TType Mew co.code



_ Processing the Refund in FIS: Complex Posting (cont'd) &

The Add Vendor item screen is used to enter the rest of the data needed
on the credit memo (debit) line.

Populate the
following fields:

= Document Edit Goto Extras  Seftings  Environment  Systemn  Help

O SKE 000 77 0%

Correct Vendor item

e Amount
e Bus. Area

A I B O & More data Account Model -2 G/Litem fastentry [i] Taxes

H 860106 Kinesiology and Phys Education GLAcc 540000
(use appropriate .
UOFT 21% Huran
code for your area) IverStof Toronto
NyTemo /21
e Assignment | — et
Tax code
(payee's last name, Bus. Area 1000
. Lo Fayt Terms Daysipercent ! !
first initial) Bline Date 06.01.2021 Fixed
isc. base Disc. Amount
o TEXt Amountis calculated Ivoice ref. ! !
Fmnt Bloc Fmt Method Fmt meth supl.
signment Stark, T
Text Starle, T. refund key deposit, Jan 2021 52 Long Texts

After all appropriate fields .

have been pOpUIatEd, CIiCk Psticy Account SGL Ind TType New co.code
as| to ensure that the

transaction balances.

23



Processing the Refund in FIS: Complex posting

Verify:

e Debhits & Credits
balance

e click on the = icon to
post the transaction

The screen will revert
to a blank Enter
vendor invoice
screen; the posted
document number will
appear at the bottom of
the screen...

@ Document 1700000023 was posted in company code UOFT

[ Document Edit Goto Extras Seftings Emdronment  Systen  Help

0 (@000 ANND 77 0%
Display Overview

& 2x Display currency Park document AccountModel  -B GiL item fastentry  [7] Taxes
Document Date 06.01.2021  Type KA Company Code UOFT
Pasting Date 06.01.2021  Period 9 Currency CAD
Document Mumber — INTERNAL Fiscal Year 2021 Translatn Date 06.01.2021
Reference DEP REF-STARK, T Cross-CCno.
Doc Header Text Dep. Refund - Stark, T, Trading Part BA

ttems in document currency

FK  BushA Acct CAD  Amount Tax amnt
061 31 1000 0000990008 OTA Refundable Depo 20 .00-
002 27 1000 DOOO36A106 Kinesiology and Phy 2000
Debits NOTE: If the debit and credit
amounts do not balance, double click
on the line item with the error, make
Credits | | corrections, then click the | & icon

D 20 00 C 2000 (70077 2 Line items
Cther Ling ftems

Py || 3 S6Lhd | T Newco cod

sy I [Dicount n ype 8w C0o code
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%
Tracking/Reconciling Balances Reports in FIS: Menu Path 2—

Since no FM accounts are used in either transaction, the
Statement of Accounts cannot be used for reconciling.
It is important to reconcile the deposits against refunds.

The only way to track and reconcile Refundable Deposit/Refunds
IS via the following reports: e

» Vendor Balance Display (FK10N) .

v Accounting
. . v ull Fi ial A '
* Vendor Line Item Display (FBL1N) o Coneral Lodger
? Accounts Receivable
v Accounts payable

To reconcile and maintain deposit + b Document entry
and refunds, use: > I Document

v ol Account
= &% FK10M - Display balances
= % FEL1M - DisplayiChange Line ltems

 Vendor Clearing Report (F-44) " @ Fod4- Cloar

' FAST Team Contacts and Faculty Representatives I
' http /[finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/ I




Report: Vendor Balance Display (FK10N) — Input Screen g

This report will display running balance of all Debits and Credits
by Fiscal Period.

Enter the unique Departmental Reimbursable
Deposit Vendor Number (i.e. 86xXxXx)

[= Program Edit Goto Systemn  Help

9 KEl OO0 ] @ %

Vendor Balance Display
@ [®  Activate worklist

Wendor

TUOFT Z . =
5921 l— Enter Fiscal year

Comparny code

Fiscal year

To run report click on the Execute icon
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Report: Vendor Balance Display (FK10N) — Output Screen

= Account Edit Goto Environment  Systern  Help
Example of Output data:
0 C K 000 o |
%+] Vendor Balance Display The report shows no debits (i.e. refunds) or credits
(i.e. deposit) processed in periods 1 thru 10.
[Vendor 1860143 Kinesiology and Phys Educa HOWeVer’ in period 11’ a deposit of $100 was
Company Code UOFT University of Toronto .
A i processed, as was a refund of $20 Cumulative
Display crmcy CAD balance = $80.
Bals Special GIL
el n NOTE: To drilldown to
= | e '-EA rld i .
Feriod Debit Credit lBalancel Cumulative balance SalesiFurchases the Vendor Line ltem
Balance Carr.. report (page 29) from
: this screen, double click
3 on any amount. The
4 view of the report that
5 . :
5 will be displayed
7 depends on which
8

v
column/period or
9 ‘@ &@ 80.00- .80.00- 20.00 | _
10 e cumulative balance is

- 000 chosen:

12 80.00-

13 80.00- . .

14 -  cumulative = all lines
15 80.00- :

18 80.00- e period 11 balance =
Total 20,00 100,00 80.00- 80.00- 2000 | | only period 11 entries
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Report: Vendor Line Item Display (FBL1N) — Input Screen

=
LU
N/

e )
oty

Enter your unique
Departmental

Reimbursable Deposit

vendor number

Select the Status
and date you wish
to review

After the appropriate
Status and date has
been chosen click on
the Execute @ icon.

[= Program Edit Goto System  Help

V. K 000 =

Vendor Line Iltem Display
@ E [i] Data Sources

makn

k2

“endor selection
—» @ -

Cormpany code LUOFT

“endor account

Selection using search help

to

to

Search help ID
Search string
O Search help

Line itern selection

Status

,- Open items
Open at key date [6.01. 2021

* Cleared items

Clearing date
Open at key date

All iterms

Fosting date

Type

+ Mormal items
Special G/L transactions
Moted iterns
Parked iterns
Customer itermns

List Cutput

Layout FUOFT

Maximum number of iterns
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Report: Vendor Line ltem Display — Output Screen %

We know from the examples on pages 10 & 18 that a deposit and refund (T. Stark) was%’

processed. Because the Assignment field was populated with consistent information
(i.e. Last name, First Initial) the debit and credit entries are listed next to each other.
This simplifies the matching of deposit against refunds, that is Stark, T has been
refunded his $20.00 Locker Key Deposit. These two entries are now ready to be
cleared.

Vendor Line Item Display

K 4 » ) & & i B AE Y= BE% @1 %E O [
Wendar gea143
Company Code UOFT
Hame Kinesiology and Phys Education
City
5t [Assignment DocumentNo| Type Doc. Date |5|0D|Amount in local cur. |[LCurr|Clrng doc. |Text
I:Ij @ |Banner, B SOEO0AKEDE | SF HE. 01,2021 Lp 20 00- | CaD Banner, B, key deposit, January 2021
@ |Kent, C 3000000506 [ SF 06 01.2021| |4 20.00- |CAD Kent, C, key deposit, Jan 2021
fa' .
Ay )
o o, o
O 80.00- |CAD
** Account 860143 80.00- |CAD
Wendor

Company Code

HName
City

]

+

Assignment Documentha| Type Doc. Date |S5|0D|Amount in local cur. |[LCurr|Clrng doc. |Text

80.00- | CAD




Report: Clear Vendor (F-44) — Input Screen

Enter your unique
Departmental Clear Vendor: Header Data

Reimbursable Deposit |~ Cocess Open ferd
vendor number

Account :-BBEIMS -::_-:Iearing Date 06.01.2021 Period g
Company Code UOFT Currency AD

The output will depend

Open ltem Selection

on which "Additional Special GiL Ind ¥ Standard Ols
selections" option is Aditional Selections

selected. 2 gliaril??odt?]tee will
In this example all lines | ranom cﬁr?eunt date. Don't
will display, because W change.

"None" is selected. Reference

Click on the Process D

Document Type

open items button or hit | = Businessaes
Branch account

[enter] to proceed. Ot




Report: Clear Vendor (F-44) — Output Screen

All amounts will
appear as "selected"
(displayed in blue).

Only items to be
cleared remain
selected.

Deselect items by
double clicking, the
amount will then be
displayed in black.

V) KR OO0 “H

Clear Vendor Process open items

0D N0 0%

A\ [ Distribute Difference  Charge Off Difference ' Editing Options (/) Cash Disc. Due

Partial Pmt | Resltems | WH Tax

Standard

Account items 860143 Kinssiology and Phys Education

Assignment Document M. D.. P Posting D... Documen. . l CAD Gross ashDiscount CDPer.
Banner, B 3000000506 SF 34 06.01.2, 06.01.2. 20.00{ ]
Kent, C 3000000506 SF 34 06.01.2. 06.01.2. 20.00-
Parker, P 3000000506 SF 34 06 .01 2. 06.01 2. 20 00-
Stark, T 1700000024 KA 2106 01,2, 06.01 2. 20.00
Stark, T 3000000506 SF 34 06 .01 2. 06.01 2. 20 .00-
Wayne, B 3000000506 SF 34 06.01.2, 06.01.2. 20 00)-
{
B EIB =T |H HAmount| g Gross<sNet| ggCurency ||, tems | ltems | , Disc. | / Disc.
Processing Status
Mumber of itermns 6 Amount entered 0.00
Display from item 1 Assigned 80.00-
Reason code Lifg svaile
Display in clearing currency Mot assigned 8000




Report: Clear Vendor (F-44) — Output Screen

We want to clear the
lines for Stark, T. All
other lines have been
deselected. Once all

items that need to be
cleared are selected

the "Not assigned"
amount will be zero.

To clear the selected
items click on the
Post & icon.

The clearing document
number will appear at
the bottom of the

0 v @ R DDDH NN 0%
Clear Vendor Process open items
A\ B Distribute Difference  Charge Off Difference ¢ Editing Options (/) Cash Disc. Due
Fartial Pmt | Resltems | WH Tax
Account items 860143 Kinesiology and Phys Education
Assignment DocumentM... D P.. Posting D Documen..  CAD Gross CashDiscount CDPer.
Banner, B 3000000506 SF 34 06 01 2. 06 01.2. 20 00-
Kent, C 3000000506 SF 34 06.01.2. 06.01.2. 20.00
Parker, P 3000000506 SF 34 06 .01 2. 06 01.2. 20 00
3000000506 SF 34 06 01 2. 06 01 .2...|_ PG.GG—J
%IE EE =T |H HAmoMN Gross<Net| gCurrency || tems | #ltems | | , Disc. | / Disc.
Processing Status
Murmber of itams 4 Amount entered 0.00
Display from item 1 Assigned 0.00
Reason code

Display in clearing currency

Difference nocting
Mot assigned 0.00

screen... @) Document 100000001 was posted in company code UOFT
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Report: Vendor Line Item Display — Output Screen

7 |

Vendor Line Item Display

K 4 p > & & II B A Y= BE ¢ 83O [0 Selections Dispute Case
Wendor 860143 -
Gemsery Gade DOFT Before clearing (page 24)
Hame Kinesiology and Phys Education
City
5t [Assignment DocumentNo| Type Doc. Date |5|0D|Amount in local cur. |[LCurr|Clrng doc. |Text
I:Ij @ |Banner, B SOEO0AKEDE | SF HE. 01,2021 Lp 20 00- | CaD Banner, B, key deposit, January 2021
@ |Kent, C 30R0ERRR0E [ SF 6. 012021 L 20.00- | CAD Kent, C, key deposit, Jan 2021
1700000024 - Stark, T. refund key deposit, Jan 2021
3000000506 Ly Stark, T, key deposit, Jan 2021
- T ———— e
] 80.00- | CAD
#* Account 860143 20 O | Al
N i e After clearing; Line ltem Selection Status option
" . " . . .
Company Codel | @y w2 s me omae v 2= | Allitems". The green dot indicates that the line
Hame .
City . 00143 items for Stark, T have been cleared.
Company Code UOFT
St|Assi{Name Kinesiology and Phys Educatijfln
City
St|Assignment DocumentNo| Ty pe Ms Date |S(DD|{Amount in Tocal cur. |LCurr|{Clrng doc. |Text
. Banner, B 000000506 | SF 0g .01, 2021 20 .00- [CAD Banner, B, key deposit, January 2021
@ Kent, C 3000000506 | SF 06 .01.2021 20.00- | CAD Kent, C, key deposit, Jan 2021
@ |Parker, P 3000000506 | SF 0E.01.2021 20.00- | CAD Parker, P, key deposit., January 2021
@ Wavne, B 3000000506 | SF 06 .01.2021 20 .00- | CAD Wayne, B, key deposit, January 2021
i ’ 30 00-|CAD
. Stark, T 1700000024 100000001 |stark, T. refund key deposit, Jan 2021
B |Stark, T 3000000506 100000081 |Stark, T, key deposit, Jan 2021
* 0. 00 |CAD
** Account 860143 80 .00- | CAD




