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Create a Wire Deposit

Wire deposits are received by the Treasurer’s Division of MMB (Treasurer) first from the bank. To record these
receipts, you will partially enter a regular deposit for a direct journal or AR Iltem, making sure to use the “W” (Wire)
deposit type. When the “wire” deposit type is used, the transaction is routed through workflow to the Treasurer for
approval. After the transaction is approved, you will complete the deposit as you would normally.

Steps to complete:

e Step 1: Partially Complete the Regular Deposit Entry pages
e Step 2: Monitor the Approval Workflow

e Step 3: Complete the Deposit as you would normally

Step 1: Partially Complete the Regular Deposit Entry pages

First you will partially complete the Regular Deposit Entry pages. Begin by navigating to the Regular Deposit
page.

1. Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.

2. Onthe Regular Deposit page, click on the Add a New Value tab to begin creating the new deposit.
3. Accept the default Business Unit or enter the Business Unit. This is a required field.
4

Accept the default of “NEXT” in the Deposit ID field and SWIFT will automatically assign the next number
available after you save the deposit. You can also enter your own.

o

Click the Add button and the Totals page displays.

6. Complete the Totals tab fields as you would normally, making sure to select “W” for the Deposit Type.
The “W” will trigger an automatic workflow to the Treasurer for approval after you save.
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Fa\rc;r'rtes Main vI'«'Ienu b Accountsliece'rvable b Payrgents > Online Pvayments > Regular Deposit
&
Unit 1001 Deposit ID: NEXT None Applied | Delete:Deposit
*Accounting Date: 11125/2014 5 Control Currency: USD Q
*Bank Code: us001 QA usBANK Format Currency: USD
*Bank Account: WF Q Rate Type: CRRNT
*Deposit Type: w Q EFr Exchange Rate: 1.0 =
MIDAS Location G10000WF @ STPAUL-FINANCE DEPT
Control Total Amount: IW *Count: l—‘l *Received: 'm [#]
Entered Total Amount: 100.00 Count: 1 *Entered: 'm El
Difference Amount: 0.00 Count: 0 Posted:
Posted Total Amount: 0.00 Count: 0 Assigned: |TEST_TRN &}
Journalled Total Amount: 0.00 Count: 0 User: TEST_TRM
B save | [ Notity | [ Refresn | [Ev Add | | JF Update/Display |
Totals | Payments

7. Enter the applicable payment amounts for each line on the Payments tab.
Note: You should not select Payment Predictor or the Journal Directly options at this point.

Favorites : Main Menu » Accounts Receivable > Payments > Online Payments > Regular Deposic
> o - - - -

0 New Window E{‘ Perso|

Unit: G1001 Deposit ID: NEXT Date: 11/25/2014 Balance: Balanced
Payment Seq: 1 *Payment ID: WIRE DEFOSIT *Accounting Date: 1172512014 [ FHE
Amount: 100.00 currency: usD
Rate Type: CRRNT Exchange Rate: 1.00000000

Payment Predictor Journal Directly Range of References

Payment Method: Check - Attachments (0]
Customer ID: Q Business Unit: Q =
Remit From: Remit SetiD:
Name:
Corporate: Corporate SetlD:
SubCust1: SubCust2:
MICRID: Q Link MICR

Detail References
Reference Information

Personaize | Find | View A1 [ B | B rist B0 g or 1 O Last

Qual Code Reference To Reference

1| Q | Q =

:ﬁ Save: :El Mm.lfy: :r:, Refresh: E‘+ Adcl UpdatelDisplay:

Totals | Payments

8. WARNING! Do not save the deposit until you are sure that the information is correct. You cannot make
changes to the deposit after you save. After verifying the deposit, click on the Save button. The Totals
tab displays “In Workflow” in the Deposit header. You will not be able to change anything at this point.

e When a deposit is in workflow, it should NOT be deleted under any circumstance, as this creates
issues with the workflow.
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Favorites : Main Menu > Accounts Receivable > Payments : Online Payments > Regular Deposit
I Ng
| Payments

Unit:  G1001 Deposit ID: 132950133 In Workflow View Audit | ogs BleicisFlapasi

*Accounting Date: 11125/2014 5 Control Currency: UsD Q

*Bank Code: us001 QA usBANK Format Currency: UsD Q

*Bank Account: WF Q Rate Type:

*Deposit Type: w Q EFr Exchange Rate: )

MIDAS Location G10000WF G STPAUL-FINAMCE DEPT

Control Total Amount: 100.00) *Count: 1 *Received: 111252014 [5

Entered Total Amount: 100.00 Count: 1 *Entered: 111252014 [5

Difference Amount: 0.00 Count: 0 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: TEST_TRN &}

Journalled Total Amount: 0.00 Count: 0| | User TEST_TRN

B save |[=] Notify | L Refresh Er Add Update/Display
Totals | Payments

Step 2: Monitor the Approval Workflow

The next step is for the Treasurer to approve the deposit. After it has been approved your deposit will have a

“Complete” status. At this point you will be able to finish up your deposit. If the deposit is not approved, you'll need
to work with the Treasurer to resolve the issues.

There are a few ways to check for approval:

o Check your Workflow list. After the transaction is approved, it will appear in your workflow, indicating
“Transaction Approved.”

Favortes  Mam Menu Worklst Workist
."l = 5

Worklist

Workdist for TEST_TRMN: Test Trainer ID

Betail View Worklist Filters: ki Feed

g
i Lo i £
From Date From Work fem Worked By Activity Priority

Eichinger Michelle e g | TraREAChon F -
G 117252014 ._p:!;_e,_ Approval Workflow Hoow Wark Worked

e Navigate to the Deposit and check to see if the status is “Complete” in the header of the Totals tab.
(Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.)

¢ Run the following Query: M_AR_GBL_DEPOSITS IN_WORKFLOW. This query will provide a list of
deposits in workflow. If the deposit is not in the results from the query, then it has been approved.
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M_AR_GBL_DEPOSITS_IN_WORKFLOW- Deposits that need approval
Download results in . Excel SpreadSheet CSVTextFile xMLFile (5 kb)
View All First ﬂ 1-14 of 14 ﬂ Last
Unit Deposit ID Deposit Type Bank Account MIDAS Loc Control Total Amt Acctg Date Received Entered User Deposit Status

1 G1001 1014 w UsS001  WF G10000WF 293060.720 07/01/2013  07/01/2013  07/01/2012 00238950  In Workflow

2 G1001 1074 w UsS001  WF G10000WF 831247.780 08/01/2013  08/01/2013  08/01/2013 00238950  In Workflow

3 G1001 1107 w UsS001  WF G10000WF 71550.500 08/15/2013  08/15/2013  08/15/2013 00238950  In Workflow

4  G1001 1159 w UsS001  WF G10000WF 107790450 09M6/2013  09/16/2013  09/16/2013 00238950  In Warkflow

5 1001 1182 w UsS001  WF G10000WF 31570.060 10/01/2013  10/01/2012  10/01/2013 00238950  In Workflow

Step 3: Complete the Deposit as you would normally

After the wire deposit has been approved, complete the deposit as you would normally. For assistance, refer to
the AR/BI3 Accounts Receivable Advanced User Guide.
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http://mn.gov/mmb-stat/documents/swift/training/referenceguides/swift-ar-arbi3-accounts-receivable-advanced-guide.pdf
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