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Course Learning Objectives

This course is primarily intended for those employees responsible for depositing
cash, checks, and grant payments, as well as claiming incoming ACH and wire
transactions.
The learning objectives for this course are to :

* Understand the cash transmittal process

» Access the online Cash Transmittal system

» Enter, validate, save, and print the various types
of transmittals

» Search for existing transmittals that have been
saved as complete or posted
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Course Content

Unit 1: Overview

Unit 2: Header

Unit 3: Cash Transmittals

Unit 4: Check Transmittals

Unit 5: Wire/ACH/Lockbox Transmittals

Unit 6: Out of Town Back Deposit Transmittals
Unit 7: Grant Postings

Unit 8: Printing

Unit 9: Searching

Cash Transmittals myHelp Website
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Unit 1: Overview
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Cash Transmittals Overview

When money (i.e. cash, check, money orders) is received within a University of
Kentucky department, those funds must be brought to Treasury Services in order
to deposit them into the bank, as well as credit the appropriate cost objects (i.e.
cost center, fund, etc.) associated with that department within SAP.

Treasury Services
356 Frank D. Peterson Service Building, 0005
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Cash Transmittals Overview connes

The online Cash Transmittal system (discussed in this course) will not change
the current process of making deposits of University funds. This system will be
used to create the transmittal instead of using the former manually completed

Transmittal form.

* For ACHs and Wire Transfers received electronically by Treasury Services,
the University department expecting those funds will complete an ACH/Wire
Transmittal Form using the online Cash Transmittal system and emaill it to
Treasury Services at Treasury.Services@uky.edu in order for those funds to

be credited to the appropriate cost object.
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Reduction of Expenditure

A Reduction of Expenditure occurs when a payment is received from a third
party reimbursing an expense that had previously been incurred by a
department.

* Examples of reduction of expenditures include but are not limited to:

= Atraveler is reimbursed for their registration expense for a conference by
the conference host or a third party.

» Arefund is received from a vendor for the amount of a duplicate or

overpayment for goods or services paid via a shopping cart or PRD
document.
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Reduction of Expenditure cones

Please complete a Reduction Form with any GL beginning with a Sxxxxx.

* The Reduction Form can be found on the eForms page at the following link:
https.//www.uky.edu/ufs/sites/www.uky.edu.ufs/files/eforms/reductionform.pdf

* Please submit a copy of this form with your transmittal or email a copy to
Treasury.Services@uky.edu.
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Cash Transmittal Process

The cash transmittal process is as follows:

1. Cash is received by the department (via mail, in-person, etc.).

2. Cash is accounted for by the department within their own systems/logs.
3. The deposit is prepared:

a. Cash and checks are separate deposits and should be placed in tamper
resistant bags.

b. The online Transmittal Form is completed and printed.
i. Two (2) copies are required — one for department records as receipt,

and one for Treasury Services. *If deposits are made via armored car
or Kiosk, Treasury Services will not receive a transmittal copy.
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Cash Transmittal Process conne)

c. The deposit slip is completed for each deposit envelope (white, pink, and
yellow carbon copies).

i. The white copy goes into the corresponding deposit tamper resistant
bag.

ii. The yellow copy is attached to Treasury Services copy of the
Transmittal Form.

iii. The pink copy is retained for departmental records.
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Cash Transmittal Process conne)

4. The deposit is placed in an inconspicuous bag and transported for deposit at
one of the following Location:

* Deposit at the Treasury Services window in Room 356 of the Frank D.
Peterson Service Building;

» Utilize one of the Deposit Kiosks located in the Funkhouser and Ag North
buildings (for more information, please visit
https://www.uky.edu/ufs/treasury-services#QRC);

* Take the deposit directly to a local PNC Bank branch location during their
normal daytime operating hours.
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Cash Transmittal Process conne)

5. Be sure to obtain a receipt upon making your deposit to keep with your
records as proof that the deposit was made.

* Treasury Services will time-stamp both Transmittal Forms as receipt, keeping
one and returning the other to the depositor

* If using a Deposit Kiosk, a receipt will be emailed to the depositor utilizing the
email address entered at the time of deposit

* The bank will give you a receipt upon deposit at a branch location during their
normal operating hours
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Cash Handling Documentation &
Training

For more detailed instructions regarding cash handing within your department,
please read your departmental cash handling procedures, as well as the Cash
Operations Manual (BPM E-2-1).

It is also recommended that you attend the Cash Handling Operations class
offered by Treasury Services. You can sign up for this class through the myUK
Learning module.

* From your myUK Learning Home page, use the Find Learning tile to search

for the Cash Handling Operations course.
Find Learning

Cash Handling Opzrafions x m

Browse all a8 >
Cash Handling Op=rations Bl

@ (CLASSROOM HR-TD-BP-CHO)
& What are the University's cash cperations policies and procedures? Who is responsible for cash handling operations at the University? During this

viorkshop, we will undergd an examination of the Unlvarsity's Cash Cperations. We will also discuss best practices and audit trends related to cash
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Accessing the Cash Transmittal
System

To access the Cash Transmittal system, sign on to myUK
(https://myuk.uky.edu/irj/portal), and then follow the three steps listed below in
order.

1. Click on the Enterprise
2. Click on Financials Services tab

r Anporiments 4 Credertal || Gerecs Hequess | Paymensdinks | ecrt Sayral Contrnehan |1 okt

=] Financial Services Overview

Financlal Services

3. Click on the Cash Transmittal link

Note: Depending on your specific access, the tabs displayed on your myUK
may vary from those displayed above.

Next
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Transmittal Data Entry Screen

The Transmittal Data Entry screen is displayed upon entering the Cash
Transmittal system or upon clicking on the New Transmittal link in the upper-left

area of the screen.

Transmittal Data Entry

Doc Date : B Doc Type S8 = Trans Nbr
j Serial Nor Trans Type Salect -

The Transmittal Data Entry screen initially shows only the header portion of the
transmittal and will change to the appropriate type (e.g. cash, check, wire, ACH,
etc.) once the Trans Type is selected.

Search MNew Transmittal

Transmittal Data Entry

Post Date ! ] Doc Date n in] Doc Type SB = Trans Nbs
Department |59|Ec| j Serial Nor | Trans Type Salect - l
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Transmittal Data Entry Screen comines

The Search link may be used to find previously entered and/or completed
transmittals.

Transmittal Data Entry
104 o) Daoc Date 4 i | Doc Type S8 -| Trans Nbr
[select B Senial Nor Trans Type Salect..
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Cash Transmittal System Timeout

A timeout in Cash Transmittals will occur if a user does not click on a server
control on the web page within a 60 minute timeframe.

The following activities are considered server controls:
» All links (to direct to a page or sort links)
» Buttons and screen icons (i.e. Edit, Delete, Print)

* Clicking between tabs (i.e. Currency to Data Entry and vice versa)

Next
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Cash Transmittal System Timeout

(Continued)

The following screen shots on the next two slides point out the various server
controls: PR, T e

Post Date 09232013 B8 Doc Date pazazn3 DocType  [s6[=] Trans Nbr 107001111

eparment 10700-DONOVAN ACCOUNTS =1 Serial Nbe 1111 Trans Type | Cash =]

Currency Summary

rency Sum Coin

100 P 50.00 | $1.00

$50 o 0,00 | 50

20 [ 000 I 525

310 0 5000 510

35 o 50,00 505

2 0 50.00 501

7l 0 | 50.00 |

Currency Total: $0.00 |
. | Cloar Grid Next <
Cumeny , 4 Data Entry Cash Total: $0.00 Dats Entry Total: $0.00
Data Entry
GL Description NC Assignment Amount Text Cust Center

x 9 | = E s
X 9 = cl=] s
X O = cl=] s
X & & cl= s
'x | c ] H

P <R
L L Lol DA (N
Clear Grid Add Grid Line | 1 Nbr/ of Lines - max 15 at a time
Prev__| [Bavers cf.r}:l: —

Post

Next
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ash Transmittal System Timeout

(Continued)

Saved As Ct?mple!e Transactions )
Date Entered User DocMumber | TremsmittalNbr | Parked By | Last Upd By
/X% | s 11009 | Incoming Wire T3 000N, 0973201 CaRA0 18123201 12025479 C109001111M | wPETED MPETEZ MPETE!
/X% | s 110055 ncoming Wire Trans 10000 | 0232013 | 2232013 09232013 1200254280 1050012343 MPETE2 MPETE2 MPETEZ
/XS | 38 110062 ACH Cradit Clearing 100.00 DOZIAN3 | 0903013 | 0623013 MPETE2 1200254281 C1130013243 MPETE2 MPETEZ MPETE2
ra .1 L 58 110052 I ACH Credit Clearing [ .00 09232013 [ ERIN13 19232013 [ MFETEZ 1200254282 CI0900123432 [ MFETEZ [ MFETEZ | MWPETEZ

Cash Transmittal Search

[Fiscal Yaar 2014

Doc Type Select.. (x|
{Document Number to
[Document Date = to 3
[Past Date 3 ] i)
[Date Entered o} 1o i)
[Entered By MPETE2

Saved As Complete || Posted

—® | Gt Transactions | [ Clear Search | ———
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Unit 2: Header
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Transmittal Header

This unit will guide you through completing the header portion of the Transmittal
Data Entry screen.

Transmittal Data Entry

Post Date 104 i | Doc Date 3 i Doc Typa SB = Trans Mbe

Department |Select = Senial Nor Trans Type Salect.. =

Next
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Completing the Header

Post Date
Search  New Transmittal
Transmittal Data Entry
| Dost Date Peosaos = I Doc Date [#oez0s &8 DocType  [SB® Trans Nbe
Department [Select j Serial Nbr ’7 Trans Type ’m

L]

Defaults to the current date in which the transmittal is created and should not
be changed during the creation process

Will eventually show the date the transmittal gets posted to the SAP ledger
system and the accounting period to which the entry is posted

* May be changed by Treasury Services to reflect that the deposit is to be
posted to a previous reporting period (e.g. month, fiscal year)

Will be printed on the transmittal form

Next
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Completing the Header commes

Doc Date

Search Mew Transmittal

Transmittal Data Entry

Fost Date 04,04 ] | Doc Date 1 = I Doc Type SH = Trans Nbr
Diepartment [selec‘ d Serial Nbr Trans Type Select -

+ Defaults to the current date in which the transmittal is created and should not
be changed during the creation process

* For informational purposes only

» Will be printed on the transmittal form

Next
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Completing the Header commes

Doc Type

Search MNew Transmittal

Transmittal Data Entry

Post Date 104 o] Doc Date 110 i) Doc Type 35 Trans Mbs
|SB
Department | Select j Senal MNobr i Trans Type Salect -

* Use the drop-down arrow to select the document type

» SB — G/L Account posting — Used most often for non-grant related
deposits (default document type)

= PM - Grant Revenue

= ZX — Used only for reduction of expenditures on sponsored project
accounts

Next
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Completing the Header commes

Department

st et

r]s?ul‘mll'l

DTy  [58 = Traws Hiw
SeralHee [ Trars “ype Selxt =]

113HETWORK,
[3F 12 1-COMMUNIZANCNS STUDS
[IrHO-DATA ACNINICTRATION
HESE

MPUTING 5
SHCLOCY

[3FICO IT CHEEF INFORIMAT ON
[BFscoT AFCHTECURE PR )

* Use the drop-down arrow to select the department

= Once the drop-down menu appears, either start keying in the department
number or scroll through the list to select.

Next
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Completing the Header commes

Serial Nbr

» Enter ONLY a serial number (DO NOT include the department!)
= Can be any number you create for departmental tracking purposes

Transmittal Data Entry

Post Date 104 i Doc Date 042013 o Doc Type 58 = Trans Nor C3F10012345
Department [3F100-CNS BUSINESS SERVICE  +] —— | SerialNbr 12345 Trans Type Select -

* The system will add a C and your selected department number to the serial
number and display this as the transmittal number (Trans Nbr) in the

upper-right field of the Transmittal Data Entry screen, as well as on the
printed transmittal.

Search MNew Transmittal

Transmittal Data Entry

Post Date 4104 i | Doc Date 0/04/201 G| Doc Typa I Trans Mbr C3IF10012345 |

Serial Nor 12345 — Trans Type Select =

Next
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Completing the Header commes

Serial Nbr (Continued)

« Transmittal numbers for PM and ZX documents will also include 3A600 at the
beginning of the humber, prior to the department nhumber.

= For example, a PM/ZX transmittal for department 3A000 with serial
number 12345 would be C3A6003A00012345.

Transmittal Data Entry

Post Date [paazos | & Doc Date | DocType  [PM =] \‘-—NlTrans Nbr caasunmumzs&s'

Department | 3A000-OFFICE OF THE TREASU = Serial Nor 12345 Trans Type Select... |

Next
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Completing the Header commes

Trans Type

Use the drop-down arrow to select the transaction type

Transmittal Data Entry
Post Date 4 o1 Doc Date F e | Doc Type S8 * Tians Nbe
Department [Select =l Senial Nor Trans Type

Lockbox
Out of Town Bank

Next
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Completing the Header commes

If Check or Cash trans type are selected, the Location Code box will appear.
The location code found on the deposit ticket will be entered in this field.

Search _New Transmittal

Cash Transmittal Data Entry
Post Date gg232013 | DocDate [gp32013 | Doc Type [SB | Trans Nbr C107001111 Location
e = | 58.v] s
Departmer{ 10700 DONOVAN ACCOUNTS v SenalNor[yq41 | Trans  [Cash v

Serial Wb, nc Dept 1999
Nbe

_|, glz sle =lo =|s 2|z nln aln 8ls A il
@ PNCBANK

Next
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Search  Now Traramittel

Decartmel 3A200-TREASURY SERVICES

Fost Dat [y | Doc Date [og

Completing the Header commes

Trans Type (Continued)

Once the transaction type is selected, the appropriate transmittal form for your
selection will display below the header.

Check Transmittal Data Entry

st | DocType (38 v Trans Hbr C3AZC012345 Location  [154561

w Serial Nor 172345 Trans. Cracs v|
SerialNm, mikp TFE2
HNin

W Check Total: $0.00 Data Eniry Total: $0.00
Check

Chack Numaar Amaurt Agditiaral infa

Dars Racalved

Masrage

3¢ 3C| 3 3|32

PO A R A

=y
T
n

000
Gl 3t | |+ A G Lig |1 1Ll Lins - s 15 il 4 o

; Nasl
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Unit 3;: Cash Transmittals
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Cash Transmittals

Once the header portion of the Transmittal Data Entry screen has been
completed and the Cash transmittal type selected, and the location code is
entered in the Location Code field, the lower portion of the Transmittal Data
Entry screen will appear.

The Cash transmittal type consists of two tabs/screens: Currency/Currency

wch  New Transmeial
Post Date [pans2013 | Doec Dete [pans2013 | Doc Type [SB w Trans Nbr CIA200123456 Location 5550148
L L= C :
_] ir | e
Dapartmer 3AZ00- TREASURY SERVICES v| Sariol Nbr [123456 Trans  [Cash ~

Srlal Wb, o Dopt 1¥PE
L

Cash Total: $0.00 Data Entry Total: $0.00

Currency Summary
[ Coin

™ | v

0 0 %000 | $1.00 ] 000
350 | o $0.00 [ 550 1 2 | 000
520 o | 000 | 525 I a | 5000
510 | o i | .00 | s10 1 T | 000
35 | o | 50,00 | £05 T To I $0.00
= o 1 oy I s01 I ] s000

51 o [ $0.00 [ |
Currancy Totak| .06 Eoin Total 00

Clear G Next

Next
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Currency Summary Screen

Enter the Quantity for each Currency/Coin denomination
« The Tab key may be used to move between quantity fields.

* As a quantity is entered, the Sum for that denomination will automatically be
populated.

Daea Ere | Corency Tols: $253.32 Datn Entry Totals: $0.00

Next
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Currency Summary Screen

* The Currency Totals will also be populated and displayed to the right of the
tabs as well as the lower-right side of the screen.

g Cumency Totals: §241.32 Oata Ensry Totals: $0.00

Clear Goid [

* The Clear Grid button clears all quantities in all denominations.

Next
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Data Entry Screen

Once all of the cash quantities are entered and the total equals the amount of the
deposit, click on the Next button

to move to the Data Entry tab/screen. | _Geca]

Hext

wWos | fusd

=l
=

©

[
[
r
[

|||||

On the Data Entry screen you can debit/credit (D/C column) one specific cost
object or distribute the deposit between multiple cost objects.

* The D/C column defaults as a credit (C),
but may be changed to a debit (D) if necessary.

Next
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portion of) should be assigned.

Data Entry Screen cornes

GL/GL Description - Enter the GL account number to which the deposit (or

)
X QO [[s0z]|® D Card Service
b al

Fa I

number.

¢ Click on the desired GL account number
once found

=

i

sl
X @

& e

If necessary, use the Possible Entries icon to search for a specific GL account

* Use the wildcard (*) to broaden search results

GL Search

6L [aa011

| GL Description
Agvertising

Alumni Dues-Mmbrship
ID Card Serice

Misc sendces
HangngkSve Charges
¢ Mursery School Chges
vellngss Fees

7  JobOrder Senices

4 Program Inc Rev Asd
240119 Program Inc Rev Ded

440118

Next
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Data Entry Screen cornes

GL/GL Description - Enter the GL account number to which the deposit (or
portion of) should be assigned.
==
X @W D Card Ser :e

NOTE: Unless the responsible unit has an exception granted by UK
Philanthropy, each gift credited to a gift GL (ex. 420100, 422103)
should be entered as a separate line item on the transmittal data
entry screen, even if all of the gifts will be credited to the same cost
center. This action will ensure the accurate recording and reporting

of the gifts.

X E=1T1

Next
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Data Entry Screen cornes

Assignment
. O?tional field that may be used to enter a simple statement (up to 18

characters) that can be used by the department for reference to help identify
these funds and why they were assigned to a particular GL account number.

* This field may also be left blank.

Data Entry Currency Totals: $253.32 Data Entry Totals:

-— Assignment
X O |uoz ©)] Jio card |c - IPTCIinic
@ | [s) I = T

Next
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Data Entry Screen cornes

Amount

Enter the total of the deposit (or portion of) which will be assigned to the GL
account number on this particular line.

Currency Totals: $253.32 Data Entry Totals: $253.32

Data Entry

-_ Amount
X O [unz @ [ocaras |c v |F'TCI|mc
Q2 | B | [c= |

Next
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Data Entry Screen cornes

Text

. O?tional field that may be used to enter a simple statement (up to 50

characters) that can be used by the department for reference to help identify
these funds.

* This field may also be left blank.

* Examples: Refund; Enrichment; WOCA Conference; Insurance
Reimbursement; Repair broken gate; Eftc.

Data Entry Currency Totals: $253.32 Data Entry Totals: $253.32

Data Entry
Text

GL Description DiC Assignment m
X @ |44o112 © [ C -] PT Clinic s|2:3 32
LT [

i) [

Next
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Data Entry Screen cornes

Cost Center / Order Number / WBS / Fund

» Enter the appropriate cost object information to which this deposit (or portion
of) should be assigned.

" Cost Center Order Number WBS
|1U12UB24?U | | |
| |

Complete additional lines on the Data Entry screen to distribute the deposit to
the various cost objects and GL account numbers as needed.

Next
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Totals

As data is entered in the Amount column, a grand total may be seen at the

bottom of the column.
sesazz
—
T
——

| T [I5253.32 [f*+—T"

Additionally, the totals to the right of the tabs will also be populated.

m@m Currency Totals: $253.32 Data Entry Totals: $253.32 |

In order to successfully complete and save the transmittal, the totals from both
tabs/screens must be equal!

Next
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Validations

Also prior to completing and saving the transmittal, you can validate each line
entry to ensure that the deposit assignment meets all of the business rules for
the associated type of cost object.

* Click on the green Validate Line icon next to the line item to validate a single

* If there is a business rule violation, an error message will display in red in the
Message column at the far right of the line item that has the violation.

= The violation must be addressed and resolved before saving!

Basic line Validation is successful

» Validating each line item is optional as the system will automatically validate
all line items when the transmittal is saved.

Next
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entire line.

tab/screen.

Other Data Entry Screen Functions

Click on the red Delete Line icon if an error is made and you wish to delete an

Data Entry

GL Description

Click on the Clear Grid button to clear all line items.

* This will not clear the items on the Currency/Check/Wire/ACH Summary

spsazz
o -
9 -
ﬂl__

JF

| Clear Grid ||

Next
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Other Data Entry Screen Functions

(Continued)

Use the + Add Grid Line button and the white field immediately to the right to

add additional lines.
[Rena | [012182310
| | []
| | []
| [ [
| | []
| + Add Grid Line [|1  MNbr/ of Lines - max 15 at a time i
Click on the Prev (Previous) button to toggle back to the e

Currency tab/screen.

il

i

| +Yadd Grid Line

Prev S
[ Pe ]

t

Next
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Saving the Cash Transmittal

Once all data has been entered and validated/verified and the totals from both
screens are balanced, click on the Save As Complete button to save the
transmittal.

]
o
=]
=

HREE

HLine [[T Nor of Lines -
_J Save As Complete

* If successful, this process generates a parked document in SAP and the SAP
document number for the transmittal will be displayed on the screen.

Cash Transmittal Data Entry

'ost Date 4/11/2013 = oc Date TIFERL:: oc Type S8 * rans MNbr
Post D ] Doc Di iz Doc T Trans Nb

Department |Selec| j Serial Nor Trans Type |Sele:t vl

| Document 1200253761 Save As Complste successiul |

Next

Page 46 of 93



Adobe Captivate Thursday, December 17, 2020

Slide 47 - Slide 47

Unit 4: Check Transmittals
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Check Transmittals

Once the header portion of the Transmittal Data Entry screen has been
completed and the Check transmittal type selected, the lower portion of the
Transmittal Data Entry will appear.

The Check transmittal type consists of two tabs/screens:
* Check/Check Detail
* Data Entry/Data Entry

sarel  Wow Transmiils
Check Transmittal Data Entr
Post Date [Dane2013 | Dot Dote [Gags201s | Doc Type [58 w Trans Nbe CRA200123456 ocaton
-~ L o
Dicoartmen A0 ] ~| Sarind Nbs T -

x
X |
.x-
x |
x
x|
Totain:

$0.00
Clear Grid | | = Add Gad Lima | |1 Nbe / of Lines - max 15 at a time

o

Next
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Check Detail Screen

Enter each individual check on a separate line on the Check Detail screen.
Maker

* Enter the maker of the check, or from whom the check originated.

_“
X [John T. Smith
X

T

Check Number

Check Number

« Enter the number listed on the check.
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Check Detail Screen coines

Date Received

» Enter the date the check was received, recorded, and endorsed by your
department.

Date Received

I 05/01/2013

Amount

« Enter the amount of the check.

Amount
100.00
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Check Detail Screen coines

Additional Info

= Optional field that may be used to enter a simple statement that can be used
y the department for reference for this particular check.

* This field may also be left blank.

* Examples: Payment by check for golf scramble; Memorial contribution;
County MOA monthly payment; Insurance payment for claim #12345; Etc.

Additional Info
[Memorial contribution

I
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Data Entry Screen

Once all of the individual checks have been entered and the total at the bottom
of the Amount column matches the total amount of checks you have on hand for
deposit, click on the Next button to proceed to the Data Entry screen.

* You may alternatively click directly on the Data Entry tab.

Additional Info

iohn T. Smith 3124 050172013 S‘ 100.00 [Memodial contribution

LR

EMXAMMAKXX

— $100.00
Claar Gnd + Add Gnd Line | |1 Nbr / of Lines - max 15 at a time

S |

-
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Data Entry Screen cornes

The Data Entry screen is completed exactly the same as mentioned in the Cash
Transmittal unit.

__ Pow | Sawhs Comglete

* Any errors noted in the Message column must be addressed prior to saving
the transmittal.

* NOTE: As stated earlier in this presentation, unless the responsible unit
has an exception granted by UK Philanthropy, each gift credited to a gift
GL (ex. 420100, 422103) should be entered as a separate line item on
the transmittal data entry screen, even if all of the gifts will be credited to
the same cost center. This action will ensure the accurate recording and
reporting of the gifts.
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Data Entry Screen cornes

Once both screens have been completed and verified and the Check Totals and
Data Entry Totals are balanced, click on the Save As Complete button to save
the transmittal.

Check Transmittal Data Entry

Post Date i 2013 | B4 Doc Date 01zo13 | Doc Type SB * Trans Nbr C3A00012345
Department [3AD00-OFFICE OF THE TREASU =] Serial Nor ~ [12345 Trans Type Check -]

_— Document 1200253765 Save As Complete successful - Check
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Unit 5: Wire/ACH/Lockbox
Transmittals
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Wire/ACH/Lockbox Transmittals

If you are submitting a transmittal for an incoming Wire transfer, ACH, or
Lockbox payment, the transmittal system will show only the Data Entry screen
below the header section.

* The header portion will be completed the same as all other transmittal types,
with the exception that the Post and Doc Dates can and should be
back-dated to match the date of deposit in which the ACH/Wire/Lockbox was
received at the bank.

» The Data Entry screen is completed exactly the same as mentioned in the
Cash Transmittal unit with the exception of the location code field which is
absent for these payment types.

ACH Transmittal Data Entry
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Wire/ACH/Lockbox Transmittals connes

For these transmittal types, it would be a good idea to provide descriptive
information, such as the originator and reason for payment, within the
Assignment and Text fields to assist Treasury Services in identifying your
transaction once it is received within the daily electronic payments.
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Wire/ACH/Lockbox Transmittals connes

Once the header and Data Entry sections have been completed and verified,
click on the Save as Complete button to save the transmittal.

ACH Transmittal Data Entry

Post Date. [ 3 Disc Diate e | Doc Type 58 = Trans o CIAD012345
Depanment IAD00-DFFICE OF THE TREASU =) Seialber 17308 Trans Type ACH =

Data Enery Totals: §1,518.00

11111 $1.518.00

L R e

s A5 Compitls E

The transmittal system will provide the document number in the confirmation
message:

Search  New Transmittal

ACH Transmittal Data Entry

Fost Date I 11201 ] Doc Date f 51017201 i) Doc Type vI Trans Mbr
Department ISeIecl j Serial Nbr [ Trans Type !Selecl.. -

— Document 1200253765 Save As Complete successiul - ACH
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Unit 6: Out of Town Bank Deposit
Transmittals
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Out of Town Bank Deposit
Transmittals

The header portion will be completed the same as all other transmittal types, with
two exceptions:

* The Post and Doc Dates can and should be back-dated to match the date
of deposit in which it was deposited into the out of town bank.

* When the Out of Town Bank Trans Type is selected, a new field (Bank) will

appear out to the right with a list of approved out of town banks. Choose the
bank to which the deposit was made.

Out of Town Bank Transmittal Data Ent
*ost Date I i Doc Date = Do Type S8 = Trans Mbe

apartmant

| 34000.0FFICE OF THE TREASU

Data Entry Totaks: $0.00
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Data Entry Screen

As with the Wire/ACH/Lockbox transmittals, only the Data Entry screen will
show below the header section.

Out of Town Bank Transmittal Data Entry

Totais:

PRI

suop
Chae Grid

+ Ak Gaid Line | [1 b 7 of Lines - macc 15 3t 9 timww

Sinwe As Comslets |

The Data Entry screen is completed exactly the same as mentioned in the Cash
Transmittal unit with the exception of the location code field which is absent for
these payment types.

Once the header and Data Entry sections have been completed and verified,
click on the Save As Complete button to save the transmittal.
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Unit 7: Grant Postings
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Grant Postings

For cash or checks that should be posted to WBS Elements for grants,

determine whether the cash receipt is for revenue (Doc Type PM) or reduction of
expenditures (Doc Type ZX).

Search  New Transmittal

Check Transmittal Data Entry

Post Date | 1 i | Doc Date 1201 i | Doc Type Trans Nbe C3AB00BEDN014136
Depariment [6E001-ARTS & SCENCES ADMI =] Serial Nbr Trans Type Check -
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PM Doc Type: Grant Revenue

The accounting information for a PM document will be added based on the type
of revenue to be posted.

Only grant revenue can be entered on the PM document grant transmittal.
Only Cash or Check Transmittal Types are valid for grant cash receipts.

The Transmittal Number is C3A600 + Department Number + Serial Number.

Search  Mew Transmittal

Check Transmittal Data Entry

Post Date | 5101201 iz | Doc Date 01/201 iz Doc Type PM =
Department |BE001-ARTS & SCIENCES ADMI =l Senal Nor |43 Trans Type Check >

T I Trans Hbr CIAG00BE0014136 ]
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PM Doc Type: Cash/Check Detall
Screen

Complete the Cash/Check Detail screen based on the same instructions
mentioned in the Cash Transmittals and Check Transmittals units.

___ Check Detail

Additonal info.

$150.00

Clear Gnid | |+ Add God Line |[1 Hbe / of Lines - max 15 at a time

Hext

..
3
s
=

Click on the Next button to advance to the Data Entry screen once completed.
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PM Doc Type: Data Entry Screen

Complete the Data Entry screen as follows:

* The accounting information will be added for the type of revenue to be

posted. Only the following income types can be entered: Clinical trial income
& Program income

» Enter the GL based on the type of income received.

= The GL Description and Assignment fields will automatically populate
based on the GL entered.

Check Totals: $150.00 Data Entry Totals: $
-

X & ||425005 Eﬂ'| [Clinical Income

X 9 | S

* Enter the Amount of the cash or check(s) to be credited aoun!

to the income GL. .
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PM Doc Type: Data Entry Screen

(Continued)

Complete the Data Entry screen as follows (Continued):

» Enter the Maker of the check and any other identifying information in the Text
field (for example, “Pfizer, Protocol M89-3").

Text

IF'ﬁzer‘ Protocol M&9-

* Enter the grant WBS Element nhumber to be credited.

WBS

|3048109223

» Enter the Fund ONLY if the cash receipt is program income to be credited to
the grant’s cost share fund.

= This situation is limited to departments that have obtained prior
authorization for this type of cash posting.
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PM Doc Type: Completion

Once the header and Cash/Check Detail and Data Entry sections have been
completed and verified, click on the Save As Complete button to save the
transmittal.

11111 s130.00

Clome God | |+ Add G Line [T Now  of Lines - mace 15 1 a time

_em |

Print the transmittal and deliver the cash receipts to Treasury Services according
to the instructions in the Printing unit.

* Be sure to include copies of the checks and any documentation to support

the cash receipts for the grant such as sponsor letters, conference
descriptions, or e-mails.
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PM Doc Type: Completion comne

Keep a copy of the transmittal and copies of the checks in the department as
documentation in case of an audit.

Send a copy of the transmittal to the Research Administrator(s) in OSPA
assigned to the WBS Element(s) posted on the transmittal so the grant budget(s)
can be adjusted accordingly.
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ZX Doc Type: Grant Reduction of
Expenditure

Only grant reduction of expenditures should be posted on the ZX document type.
» Areduction of expenditure occurs when a payment is received from a third
party (not the grant sponsor) reimbursing an expense that had previously
posted to the project.
= Examples of reduction of expenditures include but are not limited to:

> Atraveler is reimbursed for their registration expense for a conference
by the conference host or a third party.

o Arefund is received from a vendor for the amount of a duplicate or
overpayment on the grant for goods or services paid on a shopping
cart or PRD document.

o Arefund is received from a grant’s subcontractor.

o Arefund is received from a vendor for items purchased on the grant
that were returned to the vendor.
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ZX Doc Type: Grant Reduction of
Expenditure cones

* Please complete a Reduction Form with any GL beginning with a 5xxxxx.

» The Reduction Form can be found on the eForms page at the following
link:
https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/eforms/reductionform.
pdf.

* Please submit a copy of this form with your transmittal or email a copy to
SPA. AR@email.uky.edu.
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ZX Doc Type: Header

On the header, complete all of the usual information as outlined in the Cash
Transmittals unit.

Only Cash or Check Transmittal Types are valid for grant cash receipts.

Check Transmittal Data Ents

Post Date 1 i Doc Date [ T i | Doc Type X > Trans Nbr C3AB008HTO0336
Department | H700-MECHANICAL ENGINEERI  »| Senal Mbr  |336 Trans Type [Check -]
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ZX Doc Type: Cash/Check Detail
Screen

Complete the Cash/Check Detail screen based on the same instructions
mentioned in the Cash Transmittals and Check Transmittals units.

e

urro: Gaatity Sem Co Quantry am
S0 S 5000 510 E T
350 [ 020 350 I 00
o — 0000 i — 2
51 g 1040 50 F a7
# - — $1500 05 — )
52 B 5050 Y = =
51 = 52500

Check Detail

aker 8 Adddtinaal Infn
x e [ ams | os0ez013) 0 [Reduction of epenze reqistration]
x 1 1 1 q 1
X | | | L] |
x [ [ [ o [
x [ [ [ oq [
x [ [ [ q [
Tatals: $125.00
Clear Grid + Add Grid Line | [T Nor / of Lines - max 15 at a time

MNext ]

Click on the Next button to advance to the Data Entry screen once completed.
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ZX Doc Type: Data Entry Screen

Complete the Data Entry screen as follows:

« Enter the GL based on the expense GL on which the original charge was
posted.

* The GL Description and Assignment fields will automatically populate

based on the GL entered.
x @ 3002? @' IC - IReducofExpense
X 9 ] © [cx] |

» Enter the Amount of the cash or check(s) to be credited to the income GL.

Check Totals: $125.00 Data Entry Totals: §

Amount

125.00
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/X Doc Type: Data Entry Screen

(Continued)

Complete the Data Entry screen as follows (Continued):

» Enter a brief description of the type of reduction of expenditure and any other
identifying information in the Text field.

Text

refund regis fees

» Enter the grant WBS Element humber on which the original charge was
posted.

W
* Do not enter a Fund. I3048109223 F?
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ZX Doc Type: Completion

Once the header and Cash/Check Detail and Data Entry sections have been
completed and verified, click on the Save As Complete button to save the
transmittal.

w
Cloar Goid | | + Add God Line | [T Hoe 7 of Lisss - o 15 ot atime

Print the transmittal and deliver the cash receipts to Treasury Services according
to the instructions in the Printing unit.
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ZX Doc Type: Completion cone

Provide all of the following documentation for the reduction of expense:
» Copy of the check being deposited to the grant.
* Copies of all original payment documentation related to the reduction of
expenditure such as DAVs, PRDs, Disbursement Forms, travel vouchers, or
Purchase Order invoice transmittals.

* Complete explanation of the reason the project is receiving the funds.

* Any other documentation that will help to explain the reason for the reduction
of expenditure.

Keep a copy of the transmittal and copies of the checks and backup in the
department as documentation in case of an audit.
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General Grant Notes

Several types of grant income cannot be posted with the new electronic
transmittal process. Instead, complete a manual transmittal for the following and
take the transmittal and cash receipts to Treasury Services for deposit:

» Cash receipts for projects that are not set up in SAP. The funds must be
deposited in the SPA Holding Account. Leave the WBS Element blank and
type “SPA Holding Account” on the transmittal.

* Checks that must be split between a Cost Center and WBS Element. For
example, IRB fees and project funds for a grant may be on the same check
from the sponsor.

» Cash receipts for projects that have been invoiced by SPA. Occasionally a
sponsor will mail a check directly to the department for expenses that have
been invoiced through SPA (non-clinical projects).

* If unsure whether a cash receipt can be entered on the new online
transmittal, contact SPA.AR@email.uky.edu for assistance.
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General Grant Notes conines

If the department receives more than one check for a project or group of
projects, the checks can all be listed on the same check transmittal on the Check
Detail screen. On the Data Entry screen, assign the funds to the appropriate GL
accounts and WBS Elements. However, be aware that separate transmittals will
need to be created for revenue GLs on PM documents and expense GLs on ZX
documents.

Follow the instructions in the Searching unit for pulling up PM or ZX documents
for saved as complete and posted grant documents.
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Unit 8: Printing
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Cash Transmittal Printing

Once a transmittal has been saved as complete, it must be printed, signed, and
attached to the deposit that will be taken to Treasury Services, per BPM E-2-4.

After clicking on the Save As Complete button, the File Download pop-up
window may automatically appear. If so, click on the Open button, and then click
on the Print icon in the toolbar of the Adobe window displaying the transmittal.

i
Do you want to open or save this file?

IE’; Name: cashtransmittal.pdf
= Type: Adobe Acrobat Document, 2,388
From:  myukdev.uky.edu

e = (==

‘While files from the Intemet can ba useful, some files cam potentialy
I hamm your computer. F you da nat tnust the source, do not open or
save this file. What'sthe rgc?
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Cash Transmittal Printing oo

If the File Download pop-up window does not appear, follow these steps:

1. Click on the Search link in the upper-left corner of the transmittal screen.

INew Transmittal

Cash Transmittal Search

2. Enter the search criteria that

will help you find your S— o) i T T

transmittal. For example: e = . —
Documsnt Date = to —
[Post Date [ & 1o [ @
[Date Entered = to =
Entered By [KREAGER
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Cash Transmittal Printing oo

3. Be sure to click in the checkbox next to Saved As Complete (as long as the
transmittal has not yet been posted).

aved As Complete I Posted

Get Transactions | Clear Search |

4_ Click on the Get Transactions button to initiate the search.

¥ Saved As Complete I Posted

| Get Transactions |I Clear Search |

5. Once found, click on the Print Transmittal icon in the far-left column.

DocMumber | Transmitislbe | ParkedBr | LasilUpdBy | LasilpdDi |
33730 050712013 2013 05072013 KREAGER 1200253768 CTADDO12345 KREAGER KREAGER KREAGER

2 XNB]+—= 1100
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Cash Transmittal Printing oo

6. Click on the Open button on the === - i
File Download pop-up window. | s

ml Name: cashiarsmittal pot
Type: Adube Acrobat Document, 2. 388
From. myukdevalky.edu

o= 1 s |[o=]

iy VWhie fies from the ntemet can be usehd. some flss can potentisly
a hwr::wuw lwdq’mmhm.amwa
save Wihat's the ssk

7. Click on the Print icon in the toolbar of the Adobe window displaying the
transmittal. x

‘ Maiing Address -1
Gl

110058
44011

0 Saims 143142518 | opan1425100

—_ Gurrency Detail
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Cash Transmittal Printing oo

Please print the transmittals in Landscape orientation.

* The orientation option in Adobe
should be set to
Auto portrait/landscape on the
Print pop-up window.

* You should only have to set Fag S bt ©
that once, and the print LT G| [ [ i
orientation will be driven by ¥
the PDF document orientation | = s
settings. Durvennligs
% Fiponlongedge 1 Flip on short edge

Orientation —_—
& Auto portraitTandscape

i —
Wart bn:::!cnlcri s gray B black? (@) ‘:‘-I Pageledl A:J
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Unit 9: Searching
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have been saved as complete or posted.

begin the search.

Cash Transmittal Searching

The Search functionality allows you to search for one or multiple transmittals that

* Click on the Search link in the upper-left corner of the transmittal screen to

MNew Transmittal

Doc Date Doc Type

ErTEml:
|SEIEC| _:J

[psi077z013 | ER

SB =

——

Serial Nbr

Transmittal Data Entry

Trans Nbr

Trans Type

I Select 'l
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Cash Transmittal Searching conines

* Enter the search criteria that will best help you find the transmittal(s) for which
you are looking.

* Use any one or multiple criteria to narrow down the search results.
* The system will alert you if any required fields have not been completed.

Select Saved As Completz or Posted checkoox
Please enter Doc Mum, Doc Date, Post Date, or Date Entered Search criteria

Hew Transmittal

Cash Transmittal S2arch

Fiscal Year [2013 Doz Type [so =
Docurrent Humber | to l_
Docurrent Date [ =22 to ] 221
Fost Date | G| to | e
Date Emerec ] to &8
Entarad By im—

I~ Saved As Complete I~ Pusted

Gel Transactions | Clear S2arh
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Cash Transmittal Searching conines

« Click on the Get Transactions button to initiate the search.

Fiscal Year W
Document Number l—
Document Date lm ]|
Post Date l— iz
Date Entered li ez
Entered By Im

lew Transmittal
Cash Transmittal Search

Doc Type

[¥ Saved As Complete I Posted

I Get Transactions |I Clear Search

SB i

—
[oEr2073 28
[
—
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Cash Transmittal Searching conines

Once the search results are displayed for Saved As Complete transmittals, the
following options (icons) are available in the far-left column for each transmittal:

Edit Saved As Complete Document — be sure to save and re-print after
making any changes
Delete Parked Document
Print Transmittal

alNbr | Parked By | LasiUpdBy |

9 LagUp< D
0012345 KREAGER KREAGER KREAGER

KREAGER
08072013 KREAGER 1200253768 CTADO01 2345 KREAGER KREAGER KREAGER

110062 1200253765

ACH Creat Clearng

58 110083 Cash Clearing WA 007013

Only the Print Transmittal option (icon) is available when viewing Posted

transmittals.
y Transeittal Modify Search Mew Search
Posted Transactions
[ DocTwe | @ Amount | PosiDate | DocDate | Datefntered | User | Parked iy | LastUpdDd
s8 110059 420 02182013 02 1 02182013 MPETE2 MPETEZ
=B 110065 35 0 3 | 02 02272013 | MPETEZ 1200253524 MPETE2
=8 110058 15000 02270013 02 02292013 | MPETEZ 1200250533 MPETE2
s8 110059 2233 | GezTROt | 02 02EIE013 | MPETEZ 1200253534 WPETEZ
sB 110062 ACH Craait Clearing 1238 022712013 0227013 Q2272013 MPETE2 1200253540 C1280011111 WPETEZ
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Cash Transmittal Searching conines

Regardless of whether displaying Saved As Complete or Posted transmittals,
there are also three additional options available:

* New Transmittal — opens a blank Transmittal Data Entry screen
* Modify Search — returns to criteria screen with existing criteria

+ New Search — returns to criteria screen with blank criteria

Saved As Complete Transactions
e Dog Date

| Date Entered

User | DocNumber | TransmitalMbr | Parked By | LasiUpdBy | LasiUpd Dt
110082 ACHCreaiCleanng 3 0SNM2013 | 05012013 KREAGER | 12 0012345  KREAGER  KREAGER KREAGER
rd x - 58 110053 Cash Claaring AT 08072013 05072013 05072013 KREAGER 1200253768 CTADOO1 2345 KREAGER KREAGER KREAGER
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Cash Transmittals myHelp Website

The Cash Transmittals myHelp website,
myhelp.uky.edu/rwd/HTML/FI/FI_CT_300.html, contains the following:

* A PDF, printable version of this course manual

* Other online cash transmittal system documentation links
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Congratulations, you have successfully completed this training coursel

You may now close this course window and return to your myUK Learning
Home page. The course should be listed in your “Learning History” tile, which
contains all successfully completed courses.
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