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Class Objectives

 Gain familiarity with Deposit Accounting
and what it enicompasses

« Understand the policies, processes, and
terminology associated with
departmental deposit processing

« Understand credit card deposit
processing, merchant fees, refund
processing and how to dispute and
mitigate losses for chargebacks

* |dentify useful resources and queries
for departmental deposit processes and
ledger reconciliations

FSU




What does Deposit Accounting do?

» Process and record incoming deposits
for auxiliary departments (revenue and s
expense reimbursements) |||

» Student payments processed by OSF

» Work with credit card merchants for
merchant statement and fee processing

« Research and respond to chargeback
inquiries

FSU



FSU Cash Collection Point

« All departments handling deposits
must comply with the university's Cash
Management Policy 4-OP-D-2-B.

« Location within a department, unit or
other entity that collects more than
$5,000 in receipts annually

* Review the Cash Management
eCourse offered by Tax & Compliance!

« Tax & Compliance team will initiate
and assist departments with set up:
ctl-Tax-Compliance@fsu.edu

ESU
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Departmental Deposit Process Overview

FSU

Prepare Bank Deposit

Department receives physical deposit:
+Utilize Armored Car Service approved by the
university

*For checks/money order, use Remote Desktop
to electronically deposit checks

*Drop deposit at secure lockbox location

Payer mails directly to Auxiliary PO Box (for
OMNI Auxiliary invoices only)

Department accepts credit or debit card
payment at university approved terminal

Payer directly transmits funds to bank via
EFT (ACH or wire)

Prepare Deposit Paperwork

Deposit Form

*Submit appropriate form to ctl-
Deposits@fsu.edu for electronic payments,
Armored Car service deposits, Remote
Desktop check deposits, and non-Transact
eMarket credit/debit card payment batches

Auxiliary Invoice Payments
«Submit remittance notification to ctl-
EFT@fsu.edu for electronic payments

*Include copy of auxiliary invoice with physical
deposit for cash/check/money order

Reconcile the Deposit

Review AR Direct Journals in OMNI FI (for
Departmental Deposits for nonbilled/point of
sale activity or expense reimbursements)

Review AR Payment Journals in OMNI FI (for
Auxiliary Invoices generated in OMNI)

to ensure all delivered deposits are accounted
for as expected
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Prepare Bank Deposit: Physical Tender

Armored Car Pickup Services

FSU

Cash, coin, checks, and money orders

Include a completed bank deposit slip
and secure in a university approved
deposit bag

Service is set up and authorized by the
Controller's Office Administrative Team
(ctl-admin@fsu.edu)

Remote Desktop Check Scanner

Checks scanned daily by the department

Deposits post directly to university's bank
account

Service is set up and authorized by the
Controller's Office Cash Management &
Banking Team(ctl-TM@fsu.edu)
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Prepare Bank Deposit: Physical Tender

Secure Drop Box Other

« Located outside of the Office of Student « For customers receiving Auxiliary Invoices:
Finance at A1500 University Center » Payments should be mailed directly to

« Available 24 hours a day, 365 days a year the Auxiliary PO Box, as instructed on
including holidays and weekends the invoice

*  Secure depositin a university approved » Should include a copy of the Auxiliary
tamper-resistant bag Invoice or invoice ID on remittance stub

FSU



Prepare Bank Deposit: Electronic Tender

Electronic Funds Transfer (EFT)
ACH/Wire and Credit Card Payments

- The Cash Management and Banking team establishes
EFT setups (ctl-Customerpmt@fsu.edu)

« Payers should request that payment remittance be
submitted to ctl-EFT@fsu.edu to ensure timely
processing

Bank of America Merchant Services &
American Express Credit Card Payments

Service is set up and authorized by the Controller’s
Office Tax & Compliance Team (ctl-Tax-
Compliance@fsu.edu)

FSU
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Prepare Bank Deposit: Electronic Tender

Transact eMarket Credit Card Transact Virtual Terminal Credit
Payments Card Payments
« eMarket functionality offerings: « Virtual terminals allow departments the
- Storefront ability to create a point-of sale system, like
« Checkout a retail checkout, for customers to pay
securely.

Service offered by Controller's Office Financial Systems Team (ctl-transact@fsu.edu)
Visit https.//controller.vpfa.fsu.edu/transact-departments to explore this functionality

FSU
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Prepare Deposit Paperwork

All Departmental Deposits, regardless of payment method or purpose, must be accounted for within the

university’s financial system. Please refer to the Deposit Guidance and Deposit Guidance Examples for more
information.

« Departmental Deposit Form - Used to ensure the following deposit types are accounted for properly:
 (Cash, Check, Money Orders

« Credit Card (Departmental Deposit Forms are not required when Transact terminals are used for processing)

« Incoming EFT Payments Form - Used to ensure all EFT (ACH/Wire) deposits are accounted for properly.

 Payroll Reimbursement Form - Used to record payments for employee payroll reimbursements.

Given FSU'’s adherence to Sunshine Laws, confidential data
such as bank account information should never be shared on these forms or via email.

FSU
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Prepare Deposit Paperwork

Deposit paperwork is not required in

the following instances: ES[ | FLORDASTATE Invoice No: - GKX0017635E)
» Credit card payments associated with _— —
Transact (eMarket or Virtual
Terminal). Accounting is predefined i Payment Terms: Net a0
within the Transact system and EMO%JT:; o0

recorded automatically to OMNI Fl.

. . . ol @e;ﬂit TO)' To mak ine, isit:
« Deposits associated with Auxiliary PO Stalo Unversy <hups;;/Somfne‘ifeii‘é'ﬁfe?;’;!}’é"supiii?fvi!iésl
Invoices. Accounting is predefined PO, Do 3062397 A nonrefundable service Syments

Tallahassee, FL 32306-2397 made online.
when the invoice is created in OMN|

United States
FI.

FSU



Types of Departmental Deposits

* Revenue Deposits

« Expense Reimbursements
* Travel Reimbursements
 Payroll Reimbursements

» Cash Advance Refunds

FSU

Account Dictionaries:
= Revenue ACcounts
= EXpense Accounts

Note.: Revenue deposits for Foundation
projects (FOXXXX) cannot be processed
through the Controller’s Office.
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Revenue Deposit Form Example

Section 1. Deposit Summary

@partmr:m ]"':am; {éatc ]’rc]:ua.rcd:’ {En:par-:r H:u‘n-:, |

Payment Method Required Documentation

(Mmnst be US Cuarrency or i US Dollars)

Check, Cash, Money Order, Cashier's Check, Traveler's Check ;:J; {:[JI:-;I:J?;}H::‘_TW mail cash; hand-deliver only): Remittance information and deposit

Credit Card For Credit Card: Summary Report (Batch Settlement Slips)

o i ..-""'F —
eposit Type eposit T Payment Meth Credit Cards Only Credit Card ransaction ter total number of
Terminal No. Date checls here

FSU




Revenue Deposit Form Example: Page 1

| SAMPLE - REVENUE DEPOSIT | Senoci .

eposit Accounting
6300 University Center A
CONTROLLERIS OFHCE 282 Champions Way

FINANCE & ADMINISTRATION . Tallah FL 32306-2391
Departmental Deposit Form alanassee,
CTL-Deposits@f{su.edu

FsU

The purpose of this form is to record Departmental Deposits (revenue deposits and/or expense/travel reimbursements) processed via cash, check, money order, or credit card
For cash, check, and maney order deposits, use the “Print Form” button below and include it with deposits delivered in person to the secure drop box located outside of the
Office of Student Finance at A1500 University Center. For credit card deposits and deposits made via courier, use the "Email Form” button below. Do not combine cash/
check deposits and electronic payments on the same form. Please complete all required sections and include the required supporting documentation for each deposit. This
form is not needed when making deposits associated with existing auxiliary invoices in OMNI Financials. These deposits can be deiivered to the secure drop box located
outside of the Office of Student Finance office at A1500 University Center accompanied with a copy of the invoice or inveice number reference. This form is also not used to
record revenue deposits for the FSU Foundation, FSU Research Foundation, or Sponsored Research Administratian.

Section |. Deposit Summary

Department Name:(Ringling Museum Date Prepared: |08/25/2025 Preparer Name: |lohn Smith

Required Documentation

Payment Method
(Must be US Currency or in US Dollars)

For Currency (never mail cash; hand-deliver only); Remittance information and

Check, Cash, Money Order, Cashier's Check, Traveler's Check deposit slip, (if possible)
Credit Card For Credit Card: Summary Report (Batch Settlement Slips)
Deposit Type Deposit Total Payment Method Credit Cards Only Credit Card | Transaction Enter total
Terminal No. Date number of checks
Revenue Deposit $249.00 Credit Card Amex 6439 9/23/2025
Revenue Deposit $6,877.00 Credit Card FSU Card/Mastercard/Visa/Discov| 2880 9/23/2025

TOTAL $7.126.00




Revenue Deposit Form Example: Page 2

| sAMPLE - REVENUE DEPOSIT |

Departmental Deposit Form, continued

In this section, list the total amount to deposit as revenue in each department/fund/account/project/CF combination. The Controller's Office will record these
deposits with an AR Direct (ARD) journal using the information provided below. Repeat for each combination needed.

Departments can validate the posting of deposit information by running OMNI Fl query FSU_DPT DIRECT JRNL_DEPOSIT.

Amount ARD Line Description Department Fund Account Project CF1 CF2 CF3
(Desired Description for ARD Reference)

$6,346.00 23-Sep-25 Gate Sales 188015 320 624001 RG455

$480.00 23-Sep-25 Regular HAT Sales 188015 320 623001 RG250

$300.00 23-Sep-25 Rental-Ecom 188015 320 624060 RG480

$7,12600 |TOTAL




Revenue Deposit Form Example: Page 3

Departmental Deposit Form, continued I SAMPLE - REVENUE DEPOSIT I

Section Ill. Deposit Detail - Expense Refunds & Reimbursements

This section should be completed for deposits resulting from an expense refund, expense reimbursement, travel reimbursement, or a cash advance refund. The
Controller's Office will record these deposits with an AR Direct (ARD) journal using the information provided below. In order to appropriately record the deposit,
reference must be made to the original transactions, supported by the associated journal, voucher, or expense report ID. Attach the backup documentation as
outlined in this table in order to ensure timely processing.

Expense Deposit Type Required Documentation Suggested OMNI Fl Query
Expense Refund AP Journal ID & Voucher ID FSU_DPT_GL_JRNL_ WITH_VCHR
Expense Reimbursement AP Journal ID & Voucher ID FSU_DPT_GL_JRNL_WITH_VCHR
Travel Reimbursement Provided EX Journal ID and Expense Report ID FSU DPT_GL JRNL WITH_EXP_SHEET
Cash Advance Refund EMPLID, Open Item 1D, and/or Voucher ID FSU_DPT_AP_OPEN_ITEMS

Expense Deposit

Type Amount Department Fund Project Account CF1 CF2 CF3 Original Trans. Ref

(Journal Id, ER, Voucher

TOTAL

Section IV. Deposit Reconciliation
The Deposit Summary total must equal the Deposit Totals entered in Sections Il and IIl. Review data entry if the Deposit Summary does not equal the Deposit
Totals.

Total Entered in Section | (Total Entered in Section |l |Total Entered in Section Il {Sum of Sections Il & Il Does Deposit Summary
equal Deposit Detail?

$7,126.00 7126 $7,126.00 YES

Departmental Deposit Farm
Revise 8/2024

Questions? Cantact ctl-deposits@fsu.ed Email Form I Print Form I




Expense Refund Form Example

Section III. Deposit Detail — Expense Refunds & Reimbursements

Thiz section should be completed for deposits resulting from an expense refund, expense reimbursement, travel reimbursement, or a cash advance refund. The Controlle's Office

will record theze depositz with an AR Direct (ARDY) journal vane the imnformation provided below. In order to approprztely record the depost, reference must be made to the
ongmnal transactions, supported by the associated jourmal, voucher, or expensze report ID. Attach the backop documentation as cuthned in thus table in order to ensure tunely

processing.
Expense Deposit Type Required Documentation Suggested OMNI FI Query
i
Espense Refund AP Journal 1D & Voucher 1D (:FEE_DPT_GL _JRNL_WITH_VCHR

Expenze Resmburzement  |AP Journal ID & Voucher ID FSU_DPT_GL_JRNL_WITH_VCHER
Travel Reimbursement  |Provided EX Journal ID and Expense Report ID FSU_DPT_GL_JRNL_WITH_EXP_SHEET
Cash Advance Refund  |EMPLID, Open Item ID, and /or Voucher 1D FSU_DPT AP OPEN_ITEMS

Expense Deposit Type @ {éepa.:tnent, @ Project @ CF1 CF2 | CF3 Orginal Trans Re
(Jousnzl ID, ER, Voucher)

Expense Refun $1,234.56 23456 320 789012 V123456789

FSU




Expense Refund Form Example
IFSU_DPT_GL_.JRHL_WITH_UEHd- Vouchers by CFs, Jrnl Dt & ID

Fund w wildcard % | 110
Dept ID w wildcard 9% | 029000
Project w wildcard % | %
*Jml Start Date | 08/01/2025 |[=)
*Jml End Date | 08/13/2025 |
Account w wildcard % | 7%
Jounal 1D w wildcard % | %
*Business Unit| F5U01 (3
| View Resulis |

Download results in @ Excel SpreadSheet C3V Text File XML File (3 kb)

Wiew All
Row Voucher Journal 1D Account Amournt Dept Fund Project Acctg Date Wendor ID Vendor Mame
1 EI&SEM APD0433541 T"4I}E 2800.00 029000 110 DS05/2025 00000385333 BONO COMMUMICATIONS & MARKETING. LLC

FSU



Expense Refund Form Example: Page 1

| sAMPLE - EXPENSE REFUND | _ _
Deposit Accounting
6300 University Center A
FSM CONTROLLER'S OFFICE 282 Champions Way
FINANCE & ADMINISTRATION Tallahassee, FL 32306-2391

Departmental Deposit Form ,
CTL-Deposits@fsu.edu

The purpose of this form is to record Departmental Deposits (revenue deposits and/or expense/travel reimbursements) processed via cash, check, money order, or credit card.
For cash, check, and money order deposits, use the “Print Form” button below and include it with deposits delivered in person to the secure drop box located outside of the
Office of Student Finance at A1500 University Center. For credit card deposits and deposits made via courier, use the "Email Form” button below. Do not combine cash/
check deposits and electronic payments on the same form. Please complete all required sections and include the required supporting documentation for each deposit. This
form is not needed when making deposits associated with existing auxiliary invoices in OMNI Financials. These deposits can be delivered to the secure drop box located
outside of the Office of Student Finance office ot A1500 University Center occompanied with a copy of the invoice or invoice number reference. This form is olso not used to

record revenue deposits for the FSU Foundation, FSU Research Foundation, or Sponsored Research Administration.

Section |. Deposit Summary

Department Name:{Biological Sciences Date Prepared: |D7f09a’2025 I Preparer Name: (JaneSmith

Payment Method Required Documentation
(Must be US Currency or in US Dollars)
For Ci il cash; hand-deli ly): Remittance infi ti d

Check, Cash, Money Order, Cashier's Check, Traveler's Check dz;o;‘i:r;?p%%;’g = nd-deliver only): Remittance information an
Credit Card For Credit Card: Summary Report (Batch Settlement Slips)

Deposit Type Deposit Total Payment Method Credit Cards Only Credit Card | Transaction Enter total

Terminal No. Date number of checks

Expense Refund $41.44 Check/Money Order/Cashier's Check/Tr: 1

TOTAL

M $41.44



Expense Refund Form Example: Page 2

| SAMPLE - EXPENSE REFUND |

Departmental Deposit Form, continued

In this section, list the total amount to deposit as revenue in each department/fund/account/project/CF combination. The Controller's Office will record these
deposits with an AR Direct (ARD) journal using the information provided below. Repeat for each combination needed.

Departments can validate the posting of deposit information by running OMNI Fl query FSU_DPT_DIRECT_JRNL_DEPOSIT.

Amount ARD Line Description Department Fund Account Project CF1 CF2 CF3
(Desired Description for ARD Reference)

FSM TOTAL



Expense Refund Form Example: Page 3

| SAMPILE - EXPENSE REFUND |

Departmental Deposit Form, continued

Section Ill. Deposit Detail - Expense Refunds & Reimbursements

This section should be completed for deposits resulting from an expense refund, expense reimbursement, travel reimbursement, or a cash advance refund. The
Contraoller's Office will record these deposits with an AR Direct (ARD) journal using the information provided below. In order to appropriately record the deposit,
reference must be made to the original transactions, supported by the associated journal, voucher, or expense report ID. Attach the backup documentation as
outlined in this table in order to ensure timely processing.

Expense Deposit Type Required Documentation Suggested OMNI Fl Query
Expense Refund AP Journal ID & Voucher ID FSU_DPT_GL_JRNL_WITH_VCHR

Expense Reimbursement AP Journal ID & Voucher ID FSU_DPT_GL_JRNL_WITH_VCHR

Travel Reimbursement Provided EX Journal ID and Expense Report 1D FSU_DPT_GL_JRNL_WITH_EXP_SHEET

Cash Advance Refund EMPLID, Open Item |1D, and/or Voucher 1D FSU_DPT_AP_OPEN_ITEMS

Expen:e Deposit Amount Department Fund Project Account CF1 CF2 | CF3 Original Trans. Ref

ype (Journal Id, ER, Voucher
Expense Reimbursement $417.44 074000 110 74119 AP00432458, V02410669

TOTAL
$41.44

Section IV. Deposit Reconciliation
The Deposit Summary total must equal the Deposit Totals entered in Sections Il and Ill. Review data entry if the Deposit Summary does not equal the Deposit
Totals.

Total Entered in Section | (Total Entered in Section Il [Total Entered in Section Ill|{Sum of Sections Il & Il Does Deposit Summary
equal Deposit Detail?

$41.44 $41.44 $41.44 NO

Departmental Depasit Form
Revise 8/2024
Questions? Contact ctl-deposits@fsu.edu Email Form I Print Form




Travel Reimbursement Form Example

Section IT1. Dep-osit Detail — Expense Refunds & Reimbursements

Thiz zection should be completed for deposits resulting from an expense refund, expense rermbursement, travel reimbursement, or 2 cash advance refund. The Controller's Office
will record theze deposits with an AR Direct (ARTD) journal vane the information provided below. In order to appropriately record the depoait, reference must be made to the
onmnal transactions, supported by the azsociated journal, voucher, or expensze report ID. Attach the backup documentation as outhined in thas table in order to enzure tunely

processing
Expense Deposit Type Required Documentation Suggezted OMNI FI Query
Ezpense Refund AP Journal ID & Voucher ID FSU_DPT_GL_JRNL_WITH_VCHR

FSU_DPT _GL
U_DPT_GL_JRNL_WITH_EXP SHEET

Expenze Bambursement  |AP Journal [T & Voucher ID

Travel Reimbursement  (Provided EX Journal ID and Expense Report ID
Cazh Advance Refund EMPLID, Open Item ID), and,/or Voucher 1D - Y =

o e (L R — @ @ Project Account CF1 | CF2 | CF3 | ( Orginal Trans Ref.
(Jo oucher)

! Travel Rﬁimbuﬁ:@ $1.234.56 234506 499 1531005 ER456789

« Department = Home Department ID « Account Code = 151005
« Fund =499 « ER = Expense Report #

FSU



Travel Reimbursement Form Example

https://controller.vpfa.fsu.edu/services/travel - Resources > Concur Reporting - Login Required

Florida State University SharePoint £ Search this library
Controller Home Quality Assurance
()
Quality Assurance
» Quality Assurance (5 Editingridview [& Share 2;’ Sync & Copy link Add shortcut to OneDrive i Download EH Export to Excel p% Automate v B Integrate v
B Recycle bin
a Concur Reporting » FY26 > Outstanding Travel Card Transactions
Return to classic SharePoint ﬁ Name Modified L -~ Medified By ~
b . -
Outstanding Travel Card Transactions - 10032025.xlsx -4 & hours ago Brittany Griffin
oo . c -
Outstanding Travel Card Transactions - 10022025.xlsx 22 Yesterday at 8:06 AM Brittany Griffin
Outstanding Travel Card Transactions - 10012025.xl5x 22 Wednesday at 7:53 ... Brittany Griffin
Outstanding Travel Card Transactions - 09302025.xsx -4 Tuesday at 7:49 AM Brittany Griffin

FSU


https://controller.vpfa.fsu.edu/services/travel

ravel Reimbursement Form Example

FSU_DPT_GL_JRNL_WITH_EXP_SHEET

- Travel & Exp by CF & Jrnl Date

Dept ID wwildcard % | 029%

Fund w wildcard % | %
Project w wildcard % | %

*Joumnal Date From | 07/01/2025 ([

=lournal Dafe To | 1WOT 2025 Ei]
Jourmal 1D w wildeard 96 | 9%

*Business Unit | FSU01

Account w wildcard % | %o
Report ID % | %

View Resulis

Download results in -

Excel SpreadSheet

Q,

C3V Text File XML File (31 ki)

View All
Row Expense Doc ID Doc Type Travel Auwth ID Acctg Date Employee ID Journal ID Line#  Jowrnal Date Dept Fund Project Account Sum Amount
1 CO0D217359 Exp Report 07312025 200730656 Ehszter, Maydee EXA0433607 4 071312025 0259001 110 311000 -2266.240
2 CODD217359 Exp Report 0713112025 200730656 Ehzter, Maydee EXAD433607 63 0713172025 0259001 110 740501 2266.240
3 CO0021735% Exp Report 080172025 200730656 Eh=ter, Maydee PMTO433694 2 080172025 029001 110 112000 -2266.240
4  CO00217359 Exp Report 08/01/2025 200730656 Ehzter Maydee PMT0433694 63 08/01/2025 029001 110 311000 2266.240

FSU




Cash Advance Refund Form Example

Section III. Deposit Detail — Expense Refunds & Reimbursements

Thiz zection should be completed for deposits resulting from an expense refund, expense rermbursement, travel reimbursement, or 2 cash advance refund. The Controller’s Office
will record these deposits with an AR Direct (ARD) joumnal using the information provided below. In order to appropuately record the deposit, reference must be made to the
ongnal tranzactions, supported by the assocated joummal voucher, or expense report ID. Attach the backup documentation as outhined in this table 1n order to ensure timely

processing.
Expense Deposit Type Required Documentation Suggested ONMNI FI Query
Expense Refund AP Journal ID & Voucher ID FSU_DPT_GL_JRNL_WITH _VCHR
Expense Reimburzement  |AP Journal ID & Voucher ID FSU_DPT_GL_JRNL WITH _VCHR
Travel Reimbursement  |Provided EX Journal ID and Expensze Report ID PSU_DET____QL ] NP SHEET
Cash Advance Refund  |EMPLID, Open Item ID, and/or Voucher ID @L_E’T AP _OPEN_ITEM
Expense Deposit Type Amount {éepa:hmnt’ @ Project @ CF1 CF 2 CF 3
(Jo : oucher)
Cash Adranca@ $1,234.56 23456 320 168400 V123456739
EMPLID 123456789

FSU



Cash Advance Refund Form Example

FSU DPT_AP OPEN_ITEMSE Open ltems Details

Empl 1D like {(w/' %) | %
Dept like (w/ %) 089009
Fund like {wf %) | 551
Project like (w/' %) | %
*Begin Date | 07/01/2025  |[31)

*End Date | 053/2002025 E,I
View Resulis

Download results in :  Excel SpreadSheet C3V Text File XML File (1 kb)

WView All
Row Empl ID Woucher Invoice Jourmal 1D Dept Fund Project Merchandise Amt Account
1 000097120 02422944 117311-OPEN APO0433457 089009 231 046709 T000.000 165400
2 000097120 02428574 117311-CLOSE AP00434252 039009 551 045709 -T000.000 153400

FSU



Prepare Deposit Reconciliation

e Request the security role FSU_AUX_AR_RECON
to access pages required to view departmental
deposit and AR payment attachments. Refer to
the training guide on the Deposit Accounting
website for additional guidance.

e Deposits of payments recorded as AR Direct
Journals (ARDs) may be reviewed and

reconciled using the
FSU_DPT_DIRECT_JRNL_DEPOSIT query.

e Deposits of payments associated with OMNI
Auxiliary AR/Billing Invoices may be reviewed

and reconciled using the
FSU_CTRL_AUX_PAYMENT query.

FSU



https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Deposit%20Accounting/AttachmentsandReceiptsforDeposits_122023.pdf

Review Departmental Deposits via Query

FSU DPT _DIRECT _JRNL_DEPOSIT} Direct Journal Deposits

*Jrnl Start Date | 07/01/2023 ||z

*Jml End Date | 06/30/2024  |[n
Fund w wildcard®s | %o
Dept ID w wildcard % | %
Project w wildcard® | %

Account w wildcard® | %

Journal 1D w wildcard® | %
View Resuliz

FSU



Review Auxiliary Billing Deposits via Query

FSU CTRL AUX PAYMENT]- Ext. Payment keyed by AUX Acct

*Entered Date - Start| 07/01/2023  |[5
*Entered Date - End | 06/30/2024

Customer 1D (%) | %
View Resulis

FSU



Departmental Online Journal Entries

Departmental Online Journal Entries (DOLs) are used primarily to adjust the ledger for transactions already recorded.
All DOLs should be processed using the Departmental Online Journal Entry Form. Specific instructions on completing
this form are available here.

e  (Corrections via DOL should not take place before the original transaction has been posted to the General Ledger.

e  (Corrections should be processed in a timely manner and as soon as possible after the original transaction has
been recorded.

o Documentation of a DOL must contain evidence that it is appropriate:

Reference must be made to the original transactions supported by the original journal, voucher, or expense report number
and justification for the transfer. In addition, documentation supporting the original transaction as recorded in OMNI should
be attached to the DOL form.

e Please direct questions regarding DOL processing to ctl-GeneralAccounting@fsu.edu.

FSU


https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Forms/Accounting%20%26%20Reporting/Departmental%20Online%20Journal%20Entry.pdf
https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Forms/Accounting%20%26%20Reporting/Departmental%20Online%20Journal%20Entry.pdf
https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Forms/Accounting%20%26%20Reporting/Departmental%20Online%20Journal%20Entry.pdf
https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Forms/Accounting%20%26%20Reporting/Departmental%20Online%20Journal%20Entry.pdf
https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Forms/Accounting%20%26%20Reporting/Departmental%20Online%20Journal%20Entry.pdf
https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Accounting%20%26%20Reporting/DOL%20Entries%20Instructions.pdf
mailto:ctl-GeneralAccounting@fsu.edu
mailto:ctl-GeneralAccounting@fsu.edu
mailto:ctl-GeneralAccounting@fsu.edu
mailto:ctl-GeneralAccounting@fsu.edu
mailto:ctl-GeneralAccounting@fsu.edu

MERCHANT
STATEMENTS &

FEES




BAMS/AMEX Statements & Fees

« Bank of America Merchant Services
(BAMS) and American Express
(AMEX) release monthly statements
for all FSU departments that use a
MID/Terminal to collect point of sale
(POS) collections.

« Use the monthly statements to
reconcile against ledgers and to
verify the monthly merchant fees
charged to the department

 Merchant fees are recorded to
account /741952

FSU



BAMS Statement Example

FSU

BANK OF AMERICA “7

PO Box 37978 Charlotte NC 268237-7978

YOUR CARD PROCESSING STATEMENT

Page 1 of 5

The last four digits of the merchant number is

also called the "Terminal ID" for use on the
Departimental Deposit Form

THIS OT A BILL

Department Information Statement Period

03/01/ . 03/31/23

Merchant Number

345542012884)

TALLAHASSEE FL 32310-6047

Custpmer Service

Website - www businesstrack.com
Phone - 1-800-430-7 161

Page 1 Total Amount Submitted $583.50
Third Party Transactions -$61.00 =
Chargebacks/Reversals 0.00
Adjustments ~ 0.00
Fees Charged @21.42 )

Total Amount Funded to Your Bank $501.08

Amex Transactions

Maonthly Merchant Fees for "BAMS"
Recorded in March




AMEX Statement Example

Merchant Financial Activity Statement
Settlements grouped by:  Submitting Location ID The last four digits of the merchant

Statementlevel of detail: ,DEta"E ' h number is also called the "Terminal
Location Searched: 4098967250 ID" for use on the Departmental

Time Period: March 1, 2023 - March 31 Deposit Form

Generated: April 25, 2023 at 08:01:13°~m

Submitting Location: 4098967250 MORCOMAC Payee Location: 4098967250

Tran Amex Submission Trans Total Credits Discount Fees&  Settlement Settlement Settlement
Date Date Amount Count Charges Amount Incentives Amount Date Number
SUBMISSIONS

03/02 03/02 549.00 1 5439.00 50.00 §1.05 50.00 $49.00 03/03 061C6439
03/07 03/08 54.00 1 $4.00 $0.00 $0.09 $0.00 54.00 03/09 06TCRO55
03114 0315 54.00 1 54.00 §0.00 50.09 50.00 54.00 03/16 074C5236
037 0318 54 1 54.00 50.00 50.09 $0.00 54.00 03120 077C4585
Totals $61.00 1 $6100  $0.00 @ $000  $61.00 -

Amount from the "BAMS"
statement is seen here on the

\ Amex statement g "' : b Recorded in April

Monthly Merchant Fees for "Amex"

FSU



Transact Statements & Fees

« Around the 20" of each month Transact will invoice the university for all
fees absorbed by FSU departments for eMarkets or virtual terminals.

« The Controller's Office will perform a reconciliation to determine which
departments should be assessed fees. Standing authorization forms are

obtained from Budget Managers authorizing approval to charge the
department and fund.

« Transact monthly merchant fees are recorded to account 741952 for each
department.

FSU



Transact Statement Example

August 24,2024 Paid Items Report - FSU - Daily Paid Item FEE Report Page 1

1:03:11 PM | Business Date 7/1/2024 to 7/31/2024 | Printed By: Mary Parks
T No. Status_ Item Code Item Description Act. Date | Bus. Date | Merchant | Item Group Cust.Code oo | ClientFee § __ ___________Amount
977653 Closed SBSVT-MISC Miscellaneous 07/03/2024  07/03/2024 SBSVT SESVT 28.17 1,280.28
977654 Closed SBSVT-MISC Miscellaneous 07/03/2024  07/03/2024 SBSVT SESVT 33.00 1,500.00
977656 Closed SBSVT-MISC Miscellaneous 07/03/2024  07/03/2024 SBSVT SBSVT 16.50 750.00
977658 Closed SBSVT-MISC Miscellaneous 07/03/2024  07/03/2024 SBSVT SESVT 16.50 750.00
986578 Closed SBSVT-TRNSCP Transcript 07/17/2024  07/17/2024 SBSVT SBSVT 0.22 10.00
988322 Closed SBSVT-TRNSCP Transcript 07/22/2024  07/22/2024 SBSVT SBSVT 0.22 10.00
988638 Closed SBSVT-TRNSCP Transcript 07/23/2024  07/23/2024 SBSVT SBSVT 0.22 10.00
988644 Closed SBSVT-MISC Miscellaneous 07/23/2024  07/23/2024 SBSVT SBSVT 11.91 541,47
988806 Closed SBSVT-TRNSCP Transcript 07/23/2024  07/23/2024 SBSVT SESVT 0.22 10.00

GRAND TOTAL {Count: 9) 106.96 4,861.75

FSU
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Refund Processing

« BAMS/Amex Credit Card Refunds

— Processed using the department’s credit card terminal

— Recorded with the daily batch settlement using the Departmental Deposit Form

 Transact Refunds

— Submit the Transact Refund Request Form to ctl-TransactRefunds@fsu.edu

— Processing a refund will not reverse any service fees assessed by Transact to the
cardholder for the original transaction

« Departmental Refund Request
— For departments to refund vendors or individuals for non-tuition payments received

— Submit the Departmental Refund Request Form to ctl-AccountsPayable@fsu.edu

FSU
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What is a Chargeback?

A Chargeback is a transaction that has been disputed by the cardholder and
returned by the bank/issuer for various reasons.

« Banks, processors, and the card networks can set their own deadlines.

« Banks/issuers usually give cardholders 120 days to dispute a charge from date of
delivery or receipt of services.

« Depending on the issuer, the university has between 7-20 calendar days to
respond to a chargeback dispute.

FSU



Types of Chargebacks

Chargebacks are grouped into different categories based on the
reason for the chargeback:

- Fraud

- Cancellations & Returns

- Cardholder disputes

- Processing Errors (Duplicate Processing)
- Retrievals

FSU



Chargeback Process Overview

Department should
contact the cardholder
and/or student regarding
the dispute.

Outreach

Outcome

Support

FSU

Department Decision:

Accept or Dispute

Accept: Dispute:

Written statement and
supporting
documentation from
department explaining
reasons for disputing

Written statement from

department explaining
the reason for accepting
the dispute

Cardholder Withdraws Dispute

The Transact Chargeback
Withdrawal Form should be

used for Transact chargebacks

Cardholder can contact their
bank directly to withdraw their
dispute, and/or provide the
department with a written
statement of their intent to
withdraw and why



https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Forms/Deposit%20Accounting/Transact%20Chargeback%20Withdrawal%20Form.pdf
https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Forms/Deposit%20Accounting/Transact%20Chargeback%20Withdrawal%20Form.pdf

Chargeback Supporting Documentation

Fraud

Cancelled or
Merchandise Not
Received

Cardholder Disputes

Duplicate Processing

NEEYEIS

- Email/Chat conversation
with the cardholder
showing their
participation in the
transaction

» Confirmation of the
receipt of services by the
cardholder

+ Signed agreement or
attendance logs to prove
a link between the
person receiving the
services and the
cardholder

FSU

+ Properly disclosed terms

and conditions detailing
the cancellation, return,
and refund policy
acknowledged by the
cardholder

+ Proof that the

cardholder is benefiting
from the services
despite the claimed
cancellation

+ Attendance logs, proof

of work submitted,
signed receipts

* Detailed explanation in

response to cardholder’s
claim

+ Proof that the

cardholder is benefiting
from the services or has
received goods for the
transaction

« Official statement

outlining all charges,
payments received, and
any resulting balances

+ Provide two separate

transaction receipts,
invoices, or logs
confirming that there
are two separate and
valid transactions

+ Evidence that the

cardholder has
benefited from both
transactions

* These are requests for

more information about
the transaction

« Aretrieval can resultin a

chargeback based on
the support provided by
the department

+ Detailed information

about the transaction,
including any goods or
services provided in
support of the payment



Chargeback Outcomes

The bank/issuer will typically provide a decision within 30 days of the
departmental response being submitted.

» Chargeback reversal will be initiated
DI S[eIaW \"EIfe CloRIa NN - A credit will be issued by the bank and recorded back to

FSU's favor the accounting distribution used to post the chargeback
debit
* Chargeback stands
DIl [e]aW\WEIfe EleNIsNINN - FUINdS are returned to the cardholder and the
Cardholder’s favor chargeback debit is recorded by the Controller’s Office

FSU
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Returned Check Processing

Returned Check Process Overview

Returned Check

Notification Received

Cash Management
& Banking notifies
Deposit Accounting
of incoming
returned check

Deposit Accounting
communicates with the

department

* Informs

department of

returned check as

well as repayment

options, including

associated fees

+ Credit Card

+ Check paid
within 30
business days

+ AR created
after 31
business days

Deposit Accounting
records reversal and

repayment

+ Original deposit
reversed
* Repayment

as an ARD, or

* Repayment

exceeds 30
business days

recorded either

recorded to an AR
item if repayment

FSU




Returned Check Processing

REASONS FOR RETURNED PAYMENTS

Insufficient Funds (NSF)

-All checks returned for NSF are
submitted twice for clearing by the
bank.

-NSF returned checks mean that at
the time the check was presented
to the account holder's bank, there
were not sufficient funds in the
account to pay the check or draft.

FSU

Stop Payments

*Occur when check issuers initiate

requests through their institution to
stop the processing of checks sent
to the university.

*Occurs when a replacement check

has been issued or the original
payment is no longer required.

Closed Accounts

Closed account returns occur when

the account holder's bank account
that was associated with that check
is closed.

Refer to Maker

*Requires the depositor to contact

the maker of the check.

*May occur for varying reasons, in

which the maker will have to obtain
from their financial institution.

‘The merchant cannot obtain the

reason for return from the maker’s
bank.



Returned Check Processing

REPAYMENT OPTIONS:

Credit Card
« A designated credit card terminal used to collect
daily sales can be used to collect repayment.

Check or Cash (within 30-days of item being

returned)

« Collect a check or cash within 30-days remitted to
the Controller's Office and recorded using a
Departmental Deposit Form.

Check or Cash (after 30-days of item being

returned)

« For repayment not made within 30-days of the item
being returned, the Auxiliary Services team will
Create a receivable item in OMNI FlI to initiate
collection attempts on the payment.

FSU
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Deposit Accounting Website

CONTROLLER'S OFFICE

HOME SERVICES — ABOUTUS - QUICK LINKS -

HOME 5 SERVICES [/ DEFOSTACCOUNTING

Deposit Accounting @esources):

AR Policy
Bus. Management Guide

a . Deposit Guidance
AN 1 — Deposit Guidance
. R Examples
= — e
el = Departmental Deposit
= - = Procedures
Training FAQs ( Forms ) Revenue Account List
Expense Account List
FSU Fund Structure
Merchant Services

il

Tax & Compliance

(Contact U§>

Deposit Accounting

Staff Directory

Flarids State University
B3004 University Center
Tallehesses, FL 323082361

& ncndey - Friday: 8 am - 6 pm (EZT)

https://controller.vpfa.fsu.edu/services/deposit-accounting

FSU
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Resources

ctl-Customerpmt@fsu.edu

ctl-EFT@fsu.edu

ct-Admin@fsu.edu

ctl-GeneralAccounting@fsu.edu

ctl-Travel@fsu.edu

ct-TM@fsu.edu

ctl-transact@fsu.edu

ANANANANANAN A

FSU
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Deposit Accounting Team

Sarah Childers
Assistant Controller

Vacant
Deposit Accounting

Manager

Susan Bowman Payne Meyer
University Accountant University Accountant

Refer to the Deposit Accounting Staff Directory on our website for contact information!

FSU


https://controller.vpfa.fsu.edu/services/cash-management-banking/directory

Thank You!

FLORIDA STATE

UNIVERSITY

FSU
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