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Class Objectives
• Gain familiarity with Deposit Accounting 

and what it encompasses 
• 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

• Identify useful resources and queries 
for departmental deposit processes and 
ledger reconciliations 



• Process and record incoming deposits 
for auxiliary departments (revenue and 
expense reimbursements)

• Student payments processed by OSF
• Work with credit card merchants for 

merchant statement and fee processing
• Research and respond to chargeback 

inquiries

What does Deposit Accounting do?



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
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DEPARTMENTAL 
DEPOSIT 

PROCESSING



Departmental Deposit Process Overview
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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Armored Car Pickup Services
• 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)  

Prepare Bank Deposit: Physical Tender
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Secure Drop Box
• Located outside of the Office of Student 

Finance at A1500 University Center

• Available 24 hours a day, 365 days a year 
including holidays and weekends

• Secure deposit in a university approved 
tamper-resistant bag

Other
• For customers receiving Auxiliary Invoices:

• Payments should be mailed directly to 
the Auxiliary PO Box, as instructed on 
the invoice

• Should include a copy of the Auxiliary 
Invoice or invoice ID on remittance stub

Prepare Bank Deposit: Physical 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)  

Prepare Bank Deposit: Electronic Tender
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Transact eMarket Credit Card 
Payments
• eMarket functionality offerings:

• Storefront
• Checkout

Transact Virtual Terminal Credit 
Card Payments
• Virtual terminals allow departments the 

ability to create a point-of sale system, like 
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

Prepare Bank Deposit: Electronic Tender
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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.
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Deposit paperwork is not required in 
the following instances:

• Credit card payments associated with 
Transact (eMarket or Virtual 
Terminal).  Accounting is predefined 
within the Transact system and 
recorded automatically to OMNI FI.  

• Deposits associated with Auxiliary 
Invoices. Accounting is predefined 
when the invoice is created in OMNI 
FI.  

Prepare Deposit Paperwork



• Revenue Deposits
• Expense Reimbursements
• Travel Reimbursements
• Payroll Reimbursements
• Cash Advance Refunds

Note: Revenue deposits for Foundation 
projects (F0XXXX) cannot be processed 

through the Controller’s Office.

Account Dictionaries:
 Revenue Accounts
 Expense Accounts

Types of Departmental Deposits
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Revenue Deposit Form Example



Revenue Deposit Form Example: Page 1



Revenue Deposit Form Example: Page 2



Revenue Deposit Form Example: Page 3



Expense Refund Form Example



Expense Refund Form Example



Expense Refund Form Example: Page 1



Expense Refund Form Example: Page 2



Expense Refund Form Example: Page 3



Travel Reimbursement Form Example

• Department = Home Department ID
• Fund = 499

• Account Code = 151005
• ER = Expense Report #



Travel Reimbursement Form Example
https://controller.vpfa.fsu.edu/services/travel - Resources > Concur Reporting – Login Required

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


Travel Reimbursement Form Example



Cash Advance Refund Form Example



Cash Advance Refund Form Example



Prepare Deposit Reconciliation
• 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.

• Deposits of payments recorded as AR Direct 
Journals (ARDs) may be reviewed and 
reconciled using the 
FSU_DPT_DIRECT_JRNL_DEPOSIT query.

• Deposits of payments associated with OMNI 
Auxiliary AR/Billing Invoices may be reviewed 
and reconciled using the 
FSU_CTRL_AUX_PAYMENT query.

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


Review Departmental Deposits via Query



Review Auxiliary Billing Deposits via Query



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.

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

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

• 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.

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



BAMS Statement Example



AMEX Statement Example



Transact Statements & Fees
• Around the 20th 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. 



Transact Statement Example



REFUND & 
CHARGEBACK 
PROCESSING



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 

mailto:ctl-TransactRefunds@fsu.edu
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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.



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

- Fraud
- Cancellations & Returns
- Cardholder disputes
- Processing Errors (Duplicate Processing)
- Retrievals

Types of Chargebacks



Support

Outcome

Outreach
Department should 

contact the cardholder 
and/or student regarding 

the dispute.

Department Decision: 
Accept or Dispute

Accept:

Written statement from 
department explaining 

the reason for accepting 
the dispute

Dispute: 

Written statement and 
supporting 

documentation from 
department explaining 
reasons for disputing

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

Chargeback Process Overview

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

• 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

Cancelled or 
Merchandise Not 

Received

• 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

Cardholder Disputes

• 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

Duplicate Processing

• 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

Retrievals

• These are requests for 
more information about 
the transaction

• A retrieval can result in 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



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

Chargeback Outcomes

• Chargeback reversal will be initiated
• A credit will be issued by the bank and recorded back to 

the accounting distribution used to post the chargeback 
debit

Decision: Awarded in 
FSU’s favor

• Chargeback stands
• Funds are returned to the cardholder and the 

chargeback debit is recorded by the Controller’s Office
Decision: Awarded in 

Cardholder’s favor



RETURNED CHECK 
PROCESSING



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 
recorded either 
as an ARD, or

• Repayment 
recorded to an AR 
item if repayment 
exceeds 30 
business days



Returned Check Processing

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.

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.

REASONS FOR RETURNED PAYMENTS



Returned Check Processing

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 FI to initiate 
collection attempts on the payment. 

REPAYMENT OPTIONS:



DEPOSIT 
ACCOUNTING 
RESOURCES



Deposit Accounting Website

https://controller.vpfa.fsu.edu/services/deposit-accounting 
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ctl-Customerpmt@fsu.edu • Electronic Funds Transfer (EFT, ACH, Wire) set up

ctl-EFT@fsu.edu • Submission of Payment Remittance by payer

ctl-Admin@fsu.edu • Armored Car Pick Up services

ctl-GeneralAccounting@fsu.edu • Departmental Online Journal (DOL) Entries

ctl-Travel@fsu.edu • Travel reimbursement and Concur Expense Report inquiries

ctl-TM@fsu.edu • Remote Desktop Scanner services

ctl-transact@fsu.edu • Transact eMarket services

Resources
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Sarah Childers
Assistant Controller

Vacant
Deposit Accounting 

Manager

Susan Bowman
University Accountant

Payne Meyer
University Accountant

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

Deposit Accounting Team

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


Thank You!
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