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State of Kansas
Deposit Adjustments
Statewide Management, Accounting and Reporting Tool
	Date Updated:
	3/19/2019

	Version:
	3.1

	Deposit Adjustments
	Deposit Adjustments are processed to correct or change ChartFields on previously deposited money.  Some examples include:

· Incorrect Account

· Incorrect Fund

· Incorrect Department

Deposit Adjustments do not modify the original deposit amount.  They simply update the ChartFields associated in the General Ledger.

The roles required for Deposit Adjustments are KAR_AGY_DEPOSIT_PROCESSOR and KAR_AGY_ADMIN.



	1.
	Review Original Deposit

Navigate to the Accounts Receivable Homepage >Payments>Online Deposit Search/Entry>Regular Deposit
Or

NavBar:  Navigator>Accounts Receivable>Payments>Online Payments>Regular Deposit

Enter Deposit Unit and Deposit ID then Search.


	[image: image1.png]Regular Deposit
Enter any information you have and cick Search. Leave fields blank for a st of al values.

Q
Deposit D: vegins with (w1
Deposit Type: begins with v Q
UserID: begins with v, Q
‘Assigned Operator ID: | begins with v Q
Posting Status: = v v
Posted Date: = v ]
‘Agency Approval Flag: | = v v
‘Agency Approved Date: v E]
STO Approval Flag:  |= v v
STO Approval Date:  [= v )
[case sensitive





	2.
	On the Payments page, determine which payment needs to be adjusted.
Make note of the Deposit ID, Payment ID and Amount.
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	3.
	On the Accounting Entries page, review the accounting entries and determine what needs to be adjusted.
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	4.
	Create Deposit Adjustment
Navigate to the Accounts Receivable Homepage >Payments>Online Deposit Search/Entry>Regular Deposit>Add New Value

Or

NavBar: Navigator>Accounts Receivable>Payments>Online Payments>Regular Deposit>Add New Value
Enter Deposit ID: Original Deposit ID-ADJ (see example).  
Click the Add button.
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	5.
	On Totals Page, Enter Control Totals:
Enter Deposit Type: A
Enter Control Amount: 0.00

Enter Count:  2 or more, depending on accounting distribution of correction.
Enter Comments:  Describe what you are adjusting and why.  Include your name and phone number.
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	6.
	On Payments Page, Enter Payment Information for Sequence 1:
Enter Payment ID: Original Payment ID–ADJ1 (see example).

Enter Amount:  Use the opposite sign of the original payment because Payment Sequence 1 reverses the original accounting.

Check the ‘Journal Directly’ box.

Enter Payment Method:  Check

Click blue ‘+’ sign in upper right corner, below the ‘Payment Information’ bar, to add the second payment.  Use ‘+’ to add additional payment sequences.
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	7.
	Enter Payment Information for Sequence 2:
Enter Payment ID: Original Payment ID–ADJ2 (see example).

Enter Amount:  Use the same sign of the original payment because Payment Sequence 2 corrects the accounting.

Check the ‘Journal Directly’ box.

Enter Payment Method:  Check

Enter additional Payment Sequences as needed.

Save.
Verify that ‘Balanced’ appears in upper right corner of Payments page.


	[image: image7.png][ — e e

Payment nformation

T
s [f “rormes foraos | g [=at
smount [ c....wm RaeType:  (SFFT] xchangs Rate
Dp.,._‘ms,.. Journal Diretly CIRange of Referances.

[Cresk % ot umber of checks |





Note:  If payments are ‘Not Balanced’, return to Totals Page, Control Totals section.  Look in the Difference Amount line to determine what is out of balance.  Make correction.  When “Balanced” shows on Payments Page, Click Save.

	8.
	Create Accounting Entries:

Navigate to the Accounts Receivable Homepage >Payments>Direct Journal Deposits>Create Accounting Entries
Or

NavBar: Navigator>Accounts Receivable>Payments>Direct Journal Payments>Create Accounting Entries

Enter Deposit Unit and Deposit ID then Search.

Select Payment Sequence 1 of the deposit.
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	9.
	Create Accounting Entries for Payment Sequence 1
On the Accounting Entries page enter the following:

· GL Unit

· Line Amount (sign is opposite of payment sign)
· Department

· Fund Code

· Budget Unit

· Program Code

· Account

· Any add’l fields
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Create button to create the rest of the accounting entries.
Save.
Click ‘Next in List’ to enter accounting for Payment Sequence 2.
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	10.
	Create Accounting Entries for Payment Sequence 2
Enter:

· GL Unit

· Line Amount (sign is opposite of payment sign)

· Department

· Fund Code

· Budget Unit

· Program Code

· Account

· Any add’l fields
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Create button to create the rest of the accounting entries.

Save and repeat for each Payment Sequence.
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	11.
	Complete Accounting Entries

Once accounting entries have been entered and thoroughly reviewed on each Payment Sequence, check the ‘Complete’ box on Payment Sequence 1.

Save and repeat for each Payment Sequence.
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	12.
	Review Deposit Adjustment

Navigate to the Accounts Receivable Homepage >Payments> Online Deposits>Regular Deposit> Find an Existing Value

Or

NavBar: Navigator> Accounts Receivable >Payments> Online Payments>Regular Deposit> Find an Existing Value

Enter Deposit Unit and Deposit ID then Search.

Review Accounting Entries on Accounting Entries page.
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Note:  If additional changes are identified before the Deposit Adjustment is approved, skip to Step 14, third bullet point.  

	13.
	Approve Deposit Adjustment

On the Totals page, under Agency Deposit Approval, click ‘Approved’.
Save.
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Note:  
· STO Deposit Approval on Deposit Adjustments is done by the Central Audit Team, so nothing needs to be delivered to the State Treasurer’s Office.

	14.
	Deposit Adjustment Corrections
	· Changes can be made to a Deposit Adjustment up until the time it is budget checked in nightly batch.  Contact Ginnie.Schirmer@ks.gov in order to have the Deposit Adjustment returned to the agency for changes.

· Once the Deposit Adjustment is returned to the agency, it will no longer be Agency Approved and changes can be made.

· To make changes, navigate to the Direct Journal Deposits, Modify Accounting Entries page. 
· Search for the Deposit Adjustment, Payment Sequence 1.  On the Accounting Entries page, remove the checkmark from the ‘Complete’ box.  Save and repeat for all additional Payment Sequences.
· Navigate to the Direct Journal Deposits>Create Accounting Entries page.  See Step 8.  Search for Deposit Adjustment, Payment Sequence 1.  On the Accounting Entries page, click on the [image: image16.png]


 white box with the red ‘x’ to remove the accounting entries.  
· Proceed to Step 9 and finish the adjustment.
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