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Verify Deposits 
The Quick Reference Guide will show you what to look for to see if a deposit is complete/posted. It covers AR 
Item deposits, Direct Journal deposits and deposits that include both Items and Direct Journals. 

Begin by navigating to the All Deposits page for the deposit. 

1. Navigation Links: Accounts Receivable, Payments, Review Payments, All Deposits.

2. Accept the default Deposit Unit or enter a Deposit Unit.

3. Enter a Deposit ID or click on the Lookup icon to search for and select a Deposit ID.
Note: Other fields can be entered to narrow your search, if you don’t know the Deposit ID.

4. Click on the Search button. The All Deposit page displays.

• To verify a deposit that only includes payments for AR Items, the following must be met:

Field Name Description 

Deposit Balance = Balanced 

Deposit Status = Complete 

Posted Total Amount and Count Should match the Control Total Amount and Count. 

Posted Date Will have a date. 
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• To verify a deposit that only includes Direct Journal deposits for miscellaneous cash receipts, the 
following must be met: 

Field Name Description 

Deposit Balance = Balanced 

Journalled Total 
Amount and Count 

Should match the Control Total Amount and Count. 

Deposit Status = None Applied 

Posted Total = 0.00 

Posted Date Will be blank 

 

2 | P a g e - Q u i c k  R e f e r e n c e  G u i d e  



 

• To verify a deposit that has both payments for AR Items and Direct Journals, the following must be met: 

Field Name Description 

Deposit Balance = Balanced 

Deposit Status = Complete 

Posted Total Amount and Journalled Total 
Amount and Counts 

Should equal the Control Total Amount and Count. 

Posted Date Will have a date 
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