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                                       Processing a Deposit via iPayments  
Texas A&M University - College Station 

Texas A&M University - Galveston 
Texas A&M University System 

 
 
 

Several items must be considered prior to engaging in the sale of goods or services.   

V Does the department have written cash handling procedures? 

V  Are the persons accepting funds knowledgeable of those procedures and System Regulation 21.01.02 Receipt, 

Custody, and Deposit of Revenues?   

V Will funds be received through the mail or person to person?  

V Does the department need to purchase official receipts from Financial Management Operations?   

V Are the goods or services being sold subject to Sales Tax?   

V Is the payment coming from a tax exempt entity?   

V Does the department have deposit slips and bank bags?   

V Does the department have an account that allows for the deposit of revenues?   

V Are the selling account and appropriate revenue codes set up in iPayments? 

 

 
 

System Regulation 21.01.02 Receipt, Custody and Deposit of Revenues 

 

Department personnel processing deposits must be knowledgeable of System Regulation 21.01.02 Receipt, Custody and 

Deposit of Revenues.  The purpose of this regulation is to provide a workable, controlled, cash-handling environment.   

Please review the full regulation for details.  Below are highlights of some of the requirements. 

 

V Departments must have written cash-handling procedures that are followed and regularly reviewed. 

 

V Departments must give official receipts or cash register entries for all transactions where funds are 

exchanged person to person. More detailed information on cash receipts can be found at When should I use 

a Cash Receipt? 

 

V Funds must be kept secure at all times.  Cash in excess of $2,500.00 must be accompanied by a security guard 

when in transport.  The Cashier Office can be contacted to schedule a one-time pick by the courier service. 

 

V Logs tracking the transfer of funds must be kept and reconciled. 

 

V Amounts of $200.00 or more must be deposited daily.  Amounts less than $200.00 must be made within 3 

business days regardless of amount. 

 

V Checks must be endorsed immediately upon receipt and follow the Standard Administrative Procedure 

21.01.02.M02 Check Endorsement Requirements.  

 

V Proper segregation of duties must be in place. 

 

Guidelines to assist in developing cash handling procedures can be found at Guidelines for Cash Handling Procedures . 

http://policies.tamus.edu/21-01-02.pdf
http://policies.tamus.edu/21-01-02.pdf
http://finance.tamu.edu/fmo/sales/docs/cash_receipt_use.asp
http://finance.tamu.edu/fmo/sales/docs/cash_receipt_use.asp
http://rules-saps.tamu.edu/PDFs/21.01.02.M0.02.pdf
http://finance.tamu.edu/fmo/sales/docs/cash-handling-procedures.asp
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Sales Tax 

 

Texas A&M University is exempt from paying State of Texas sales tax on purchases. However, it is not exempt from collecting 

tax on sales made by the University.  

 

When a university department sells a taxable item, it is responsible for collecting the sales tax, unless proof of tax exemption is 

obtained. Sales tax exemption certificates  should be kept on file by the selling department following the retention schedule. 

The department must collect the tax and deposit it through iPayments. iPayments  is configured to charge sales tax on all 

taxable items and send the funds to the appropriate sales tax account. If the purchaser is sales tax exempt, select the tax 

exempt option to remove the sales tax. Be sure to add in comments that a sales tax exemption certificate is on file.  

 

There is no such thing as a pass through sale. We ÃÁÎÎÏÔ ÐÁÓÓ ÏÎ ÔÈÅ 5ÎÉÖÅÒÓÉÔÙȭÓ ÅØÅÍÐÔ ÓÁÌÅÓ ÔÁØ ÓÔÁÔÕÓ ÔÏ ÁÎÙÏÎÅ ÅÌÓÅȢ &ÏÒ 

example, a university department cannot purchase shirts and then sell them to non-tax exempt persons without collecting the 

sales tax.  

 

Financial Management Operations remits the ÓÁÌÅÓ ÔÁØ ÃÏÌÌÅÃÔÅÄ ÂÙ ÔÈÅ ÅÎÔÉÒÅ ÕÎÉÖÅÒÓÉÔÙ ÔÏ ÔÈÅ 3ÔÁÔÅ #ÏÍÐÔÒÏÌÌÅÒȭÓ /ÆÆÉÃÅ ÁÓ 

required. There is no need for the department to fill out a sales tax form or to remit the tax to the state. The tax rates  vary 

from county to county and sellers should use the appropriate tax rate for their location. The current tax rate for Brazos County 

and Galveston County is 8.25%. 

 

More detailed information regarding sales tax can be found at Sales Tax Issues. 

 

 
 

Deposit Slips and Bank Bags 

The Cashier Office will provide pre-numbered 3-part deposit slips and plastic tamper resistant deposit bags for the bank 
deposit.  

The first 3 digits of the deposit slip is a location number and will identify your department to the Cashiers and the bank. The 
last 4 digits is a sequential deposit number.  

All bank deposit slips and bags must be ordered through the Cashier Office. 

Send an email to sbsprocessing@tamu.edu  or call 979-862-5762. Please provide your location number, mail stop, and 
contact information.  

Items will be mailed to the mail stop provided unless specified otherwise. 

Items can be picked up at the GSC Suite 2801 between 8am and 3pm Monday through Friday. 

 

 

 

 

 

 

 

 

 

http://finance.tamu.edu/fmo/sales/docs/sales_tax_exemptions.asp
http://finance.tamu.edu/fmo/sales/docs/cash-deposits.asp
http://finance.tamu.edu/fmo/sales/docs/IPayment.asp
https://ourcpa.cpa.state.tx.us/taxrates/RateCalc.jsp
http://finance.tamu.edu/fmo/sales/docs/sales-tax-issues.asp
mailto:sbsprocessing@tamu.edu
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Deposit  Test 

 

Is the payment for a good or service provided by the department?  

Ã Yes: Was an Accounts Receivable created? 

Ã Yes: Forward payment to FMO Sales & Receivables MS6000 

Ã No:  Process a deposit. 

Ã No:  Continue to next question. 

 

Is the payment a gift or a sponsorship ? 

Ã Yes: Submit payment to the Texas A&M Foundation. 

Ã No: Continue to next question. 

 

Is the payment a reimbursement for Centrex charges, copy charges, or a repayment for a returned check ? 

Ã Yes: Process a deposit. 

Ã No: Submit the payment on a reduction to expense form. 

 

 
 

Once it is determined that a deposit should be processed, the selling account and appropriate revenue code and the 
ÔÁØÁÂÉÌÉÔÙ ÏÆ ÔÈÁÔ ÃÏÄÅ ÍÕÓÔ ÂÅ ÈÁÒÄÃÏÄÅÄ ÔÏ ÔÈÅ ÄÅÐÁÒÔÍÅÎÔȭÓ ÔÒÁÎÓÁÃÔÉÏÎÓ ÉÎ É0ÁÙÍÅÎÔÓȢ 0ÌÅÁÓÅ ÓÅÎÄ ÁÎ ÅÍÁÉÌ ÔÏ 
iPay@tamu.edu  to request the account and code be set up in iPayments.  Once this is configured, the department can 
proceed with the iPayment deposit process.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:iPay@tamu.edu
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iPayment Logon Screen 

The Logon screen is displayed upon initially visiting the webpage.  Access will not be granted to any other option before 

signing in to the application.  The link is https://ipayment.tamu.edu . Please make sure to allow POP-UPs from this site.  

 

 

¶ Enter a User ID and Password  to sign on or to change the existing password. 

 

¶ It is required to change the password at the initial logon session.  Enter the User ID and Temporary Password  

provided by iPayment Administrators.  Before ÃÌÉÃËÉÎÇ ÔÈÅ Ȭ3ÉÇÎ )Îȭ ÂÕÔÔÏÎȟ ÅÎÔÅÒ ÔÈÅ ÎÅ× ÐÁÓÓ×ÏÒÄ in the New 

Password  and Confirm Password  ÆÉÅÌÄÓȢ  #ÌÉÃË ÔÈÅ Ȭ3ÉÇÎ )Îȭ ÂÕÔÔÏÎȢ  !ÌÌ ÐÁÓÓ×ÏÒÄ ÆÉÅÌÄÓ ×ÉÌÌ ÂÅ ÍÁÓËÅÄ ɉÉȢÅȢ ɕɕɕɕɊȢ  

Please note that this system is case sensitive.  Passwords must be a minimum of 8 characters with at least 

3 of the 4 following: upper case letters and lower case letters, numbers, and special characters (such as 

!@#$%).  

 

¶ At 90 days the system requires that the password be changed.  At that time, the system will give a message to 

change the password and the logon screen will blank out the password entered.  Re-enter the current password in 

the Password  field and then enter the new password in the New Password and Confirm Password  fields.  Click 

ÔÈÅ Ȭ3ÉÇÎ )Îȭ ÂÕÔÔÏÎȢ 

 

 

 

https://ipayment.tamu.edu/
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Department Logon Screen  

A user may be granted access to more than one department.  If so, the user is required to specify which department is needed.  

If the user is only granted access to one department, this step is skipped. 

 

 

The department drop down list will contain only those departments assigned to the user.  Select a department and click the 

Ȭ3ÉÇÎ )Îȭ ÂÕÔÔÏÎ ÔÏ ÃÏÎÔÉÎÕÅȢ  /ÎÃÅ ÔÈÉÓ ÉÓ ÄÏÎÅȟ É0ÁÙÍÅÎÔÓ ×ÉÌÌ ËÅÅÐ ÔÒÁÃË ÏÆ ÔÈÅ 5ÓÅÒ )$ ÁÎÄ $ÅÐÁÒÔÍÅÎÔȢ  5ÓÅÒÓ ×ÉÌÌ ÏÎÌÙ Âe 

able to add or modify events in a Deposit File belonging to this specific department.  However, the user will be able to view 

files belonging to other departments. 

  

 

 

 

Select Department 

C
lic

k 
H

e
re 
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Open a File 

At the iPayment Home Page, the user will have the option to open a file .  The user will not be allowed to Process or Void a 

transaction until a file is opened.  However, with the proper security access, the user will be able to Search, View, run Reports 

and Balance files. 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Create a New File 

 

There will be two options in the Open File frame to create a new 

file: 

 

¶ Create New Individual  File  
¶ Create New Shared File  
 

Users must have security permissions to access either of these 

options.  

An Individual  File  is one that is assigned to a particular user (the 

user who creates it).   

A Shared File  is one that is assigned for shared work, usually 

across a Department. 

 

To create the file, users may either: 

¶ Single click on Create New Individual  File  or Create New 
Shared File . That text will populate the File # field. Click the 
Sign On button to open the Create File dialog. 

¶ Double click on Create New Individual  File  or Create New 
Shared File  to open the Create File dialog. 

 

Open a File 
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Create File Dialog Pop-Up 

The Create File Dialog Pop-up allows a user to enter a description of the content for the file. 

There are three fields on the dialog: 

File Desc: Enter a description of the file.  This should be an 

alphanumeric value between 1 and 40 characters in length.  This field 

is required. 

Eff. Date:  4ÈÉÓ ×ÉÌÌ ÄÅÆÁÕÌÔ ÔÏ ÔÏÄÁÙȭÓ ÄÁÔÅȢ 

AutoBalance:  Leave unchecked to create Confirmation receipts. 

 

Click Create to create the Deposit File. This will pull forward the 

Process Transactions Panel. 
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Process Transactions  

 

The Process Transactions Screen is the default screen upon creating a file.  You may go back to your options anytime by 

selecting Home in the Tool Bar.  Please also note the File#  ÉÎ ÔÈÅ ÔÏÐ ÒÉÇÈÔ ÁÂÏÖÅ Ȭ#ÕÒÒÅÎÔ 4ÒÁÎÓÁÃÔÉÏÎÓȢȭ 

 

 

 

 
 

 

Upon selecting an account, the panel will display all the object codes configured for that account.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the Transaction 

Type by account name 

from the drop down box 

at the top of the screen. 

Or by clicking on the 

button with the 

account number. 
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4ÈÅÒÅ ÁÒÅ ÓÅÖÅÒÁÌ ÏÐÔÉÏÎÁÌ ÆÉÅÌÄÓ ÌÉÓÔÅÄ ÁÔ ÔÈÅ ÔÏÐ ÏÆ ÔÈÅ ÓÃÒÅÅÎȢ  4ÈÅ ÆÉÒÓÔ Ȭ#ÏÍÍÅÎÔÓȭ ÆÉÅÌÄ ÉÓ Á ÆÉÅÌÄ ÆÏÒ ÎÏÔÅÓ ÔÏ ÔÈÅ ÄÅpartment. 

This field does not pull to the information provided to the customer. 

 

 
 

Enter comments meaningful to the customer and to the department.  Enter the name of the person or entity providing the 

ÐÁÙÍÅÎÔȢ #ÈÅÃË ÔÈÅ ÁÐÐÒÏÐÒÉÁÔÅ ÐÁÙ ÂÏØȟ ÅÎÔÅÒ ÔÈÅ ÁÍÏÕÎÔÓȟ ÒÅÖÉÅ× ÓÁÌÅÓ ÔÁØȟ ÖÅÒÉÆÙ ÁÍÏÕÎÔȟ ÔÈÅÎ Ȭ!ÄÄ 4ÒÁÎȢȭ 

 

 

 
 

Optional fields 

Comments 1&2 will 

pull to invoice as 

additional 

comments. 

C
o
m

m
e
n
ts 

/ƘŜŎƪ ǘƘŜ ΨtŀȅΩ ōƻȄ 

of the object codes 

to be billed, modify 

the description if 

needed, and enter 

the amount and 

quantity. Verify the 

account is correct. 

If the customer is tax exempt, 

check the tax exempt box.  You 

must also obtain a Sales Tax 

exemption certificate from your 

customer and make note in 

Comments that the certificate is on 

file.  This form will be required for 

audit purposes. 

Double check the 

amount is correct. 

¢ƘŜƴ ŎƭƛŎƪ Ψ!55 ¢ǊŀƴΩ 

Name and information of 

Customer making payment 
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!ÆÔÅÒ ÔÈÅ ÕÓÅÒ ÃÌÉÃËÓ Ȭ!$$ 4ÒÁÎȭȟ ÔÈÅ ÉÎÆÏÒÍÁÔÉÏÎ ÅÎÔÅÒÅÄ ×ÉÌÌ ÐÕÌÌ to the left panel under Current Transactions. 

 

 
 

Review the information under Current Transactions. Double click the yellow folder or click the plus sign (+) to expand it out 

and reveal more details.  The balance ÄÕÅ ÉÓ ÌÉÓÔÅÄ ÉÎ ÇÒÅÅÎȢ  )Æ ÅÖÅÒÙÔÈÉÎÇ ÉÓ ÃÏÒÒÅÃÔȟ ÓÅÌÅÃÔ ȬTendersȭ ÉÎ ÔÈÅ ÔÏÏÌ ÂÁÒ.  If 

something is incorrect, the user can void the transaction.  For more information on voids, visit iPayment Procedures.  Please 

note that a transaction should  be processed for each customer .  Lump sum transactions are only allowed with credit 

card deposits, when cash registers were used to ring up the original sales, or when manual cash receipts tracked  by 

FMO were provided to customers at the time of the original sale.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Details 

Balance Due 

Tenders 

http://finance.tamu.edu/fmo/sales/docs/IPayment.asp
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Tenders  

The Process Tender Transaction will appear similar to the screen shot below.  Available tender options will be different for 

each department depending on the needs of that department. 

 

CASH 

)Æ ÔÈÅ ÃÕÓÔÏÍÅÒ ÉÓ ÍÁËÉÎÇ ÐÁÙÍÅÎÔ ×ÉÔÈ ÃÁÓÈȟ ÓÅÌÅÃÔ Ȭ#ÁÓÈȭ ÉÎ ÔÈÅ ÔÏÏÌ ÂÁÒ ÏÒ ÔÈÅ ÂÕÔÔÏÎȢ   

 

 
 

 

This will pull the 0ÒÏÃÅÓÓ 4ÅÎÄÅÒ #ÁÓÈ ÓÃÒÅÅÎȢ  4ÈÅ ÆÕÌÌ ÒÅÃÅÉÐÔ ÂÁÌÁÎÃÅ ×ÉÌÌ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÐÏÐÕÌÁÔÅ ÔÈÅ Ȭ!ÍÏÕÎÔȭ ÆÉÅÌÄȢ 

 

 
 

#ÏÎÆÉÒÍ ÔÈÅ ÁÍÏÕÎÔ ÉÓ ÃÏÒÒÅÃÔ ÁÎÄ ÓÅÌÅÃÔ Ȭ!$$ 4ÅÎÄÅÒȭȢ  4ÈÉÓ ×ÉÌÌ ÇÅÎÅÒÁÔÅ Á #ÏÎÆÉÒÍÁÔÉÏÎ 2ÅÃÏÒÄȢ 

 

CASH 

ADD Tender 
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Confirmation Record  

 

 
 

Click oÎ ÔÈÅ Ȭ0ÒÉÎÔ 2ÅÃÅÉÐÔȭ ÂÕÔÔÏÎ ÔÏ ÇÅÎÅÒÁÔÅ ÔÈÅ ÒÅÃÅÉÐÔ ÆÏÒ ÔÈÅ ÃÕÓÔÏÍÅÒȢ  !ÌÌ ÃÕÓÔÏÍÅÒÓ ÍÕÓÔ ÂÅ ÇÉÖÅÎ Á ÒÅÃÅÉÐÔ ×ÈÅÎ ÆÕÎÄÓ 

are exchanged. 

 

 

Cash Receipt            

 

 

 

 

The user will receive another pop-up box asking 

to close the receipt window.  Click Ȭ9ÅÓȭ ÔÏ ÇÏ 

back to the Confirmation Record. 
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CHECK 

)Æ ÔÈÅ ÃÕÓÔÏÍÅÒ ÉÓ ÍÁËÉÎÇ ÐÁÙÍÅÎÔ ×ÉÔÈ ÃÈÅÃËȟ ÓÅÌÅÃÔ Ȭ#ÈÅÃËȭ ÉÎ ÔÈÅ ÔÏÏÌ ÂÁÒ ÏÒ ÔÈÅ ÂÕÔÔÏÎȢ   

 

 
 

This will pull the Process Tender Check ÓÃÒÅÅÎȢ  4ÈÅ ÆÕÌÌ ÒÅÃÅÉÐÔ ÂÁÌÁÎÃÅ ×ÉÌÌ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÐÏÐÕÌÁÔÅ ÔÈÅ Ȭ!ÍÏÕÎÔȭ ÆÉÅÌÄȢ 

 

 
 

#ÏÎÆÉÒÍ ÔÈÅ ÁÍÏÕÎÔ ÉÓ ÃÏÒÒÅÃÔȟ ÅÎÔÅÒ ÔÈÅ ÃÈÅÃË ÎÕÍÂÅÒȟ ÁÎÄ ÓÅÌÅÃÔ Ȭ!$$ 4ÅÎÄÅÒȭȢ  4ÈÅ ÒÅÍÁÉÎÉÎÇ ÆÉÅÌÄÓ ÓÈÏÕÌÄ ÂÅ ÌÅÆÔ ÂÌÁÎËȢ 

This will generate the Confirmation Record. 

 

 

 

 

CHECK 

ADD Tender 
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Confirmation Record  

 

 
 

#ÌÉÃË ÏÎ ÔÈÅ Ȭ0ÒÉÎÔ 2ÅÃÅÉÐÔȭ ÂÕÔÔÏÎ ÔÏ ÇÅÎÅÒÁÔÅ ÔÈÅ ÒÅÃÅÉÐÔ ÆÏÒ ÔÈÅ ÃÕÓÔÏÍÅÒȢ  !ÌÌ ÃÕÓÔÏÍÅÒÓ ÍÕÓÔ ÂÅ ÇÉÖÅÎ Á ÒÅÃÅÉÐÔ ×ÈÅÎ ÆÕÎds 

are exchanged. 

 

Check Receipt 

 

 

 

 

 

The user will receive another pop-up box asking 

ÔÏ ÃÌÏÓÅ ÔÈÅ ÒÅÃÅÉÐÔ ×ÉÎÄÏ×Ȣ  #ÌÉÃË Ȭ9ÅÓȭ ÔÏ ÇÏ ÂÁÃË 

to the Confirmation Record. 

 

 

 

 

 

 

 

 

 

Customer name and 

address information 

from FAMIS screen 603. 
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B01665 ACH 

 

If the customer is making payment with ACH, select Ȭ"πρφφυ !#(ȭ ÉÎ ÔÈÅ ÔÏÏÌ ÂÁÒ ÏÒ ÔÈÅ ÂÕÔÔÏÎȢ  4ÈÅ ÄÅÐÁÒÔÍÅÎÔ ×ÉÌÌ ÒÅÃÅÉÖÅ Á 

notification from FMO when an ACH payment is received. 

 

 
 

4ÈÉÓ ×ÉÌÌ ÐÕÌÌ ÔÈÅ 0ÒÏÃÅÓÓ 4ÅÎÄÅÒ !#( ÓÃÒÅÅÎȢ  4ÈÅ ÆÕÌÌ ÒÅÃÅÉÐÔ ÂÁÌÁÎÃÅ ×ÉÌÌ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÐÏÐÕÌÁÔÅ ÔÈÅ Ȭ!ÍÏÕÎÔȭ ÆÉÅÌÄȢ 

 

 
 

Confirm the amount is correct, enter the department code and date of the ACH, ÁÎÄ ÓÅÌÅÃÔ Ȭ!$$ 4ÅÎÄÅÒȭȢ  This will generate the 

Confirmation Record. 

 

ADD Tender 

B01665 ACH 
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Confirmation Record  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

#ÌÉÃË ÏÎ ÔÈÅ Ȭ0ÒÉÎÔ 2ÅÃÅÉÐÔȭ button to generate the receipt for the customer.  All customers must be given a receipt when funds 

are exchanged.  A receipt is not required to be given to the customer when payment is received via ACH. 

 

ACH Receipt 

 

 

 

 

 

 

The user will receive another pop-up box asking to 

ÃÌÏÓÅ ÔÈÅ ÒÅÃÅÉÐÔ ×ÉÎÄÏ×Ȣ  #ÌÉÃË Ȭ9ÅÓȭ ÔÏ ÇÏ ÂÁÃË ÔÏ ÔÈÅ 

Confirmation Record. 
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Credit Card  

 

Credit card entries into iPayments should be lump sum entries for the total amount of the daily batch settlement.  Select 

Ȭ#ÒÅÄÉÔ#ÁÒÄȭ ÉÎ ÔÈÅ ÔÏÏÌ ÂÁÒ ÏÒ ÔÈÅ ÂÕÔÔÏÎȢ 

 

 
 

This will pull the Process Tender CreditCard screen.  The full receipt balance will automaticalÌÙ ÐÏÐÕÌÁÔÅ ÔÈÅ Ȭ!ÍÏÕÎÔȭ ÆÉÅÌÄȢ 

 

 
 

Confirm the amount that pulled to the screen is correct, enter 10 ones ÉÎ ÔÈÅ Ȭ#ÒÅÄÉÔ #ÁÒÄ Πȭ ÆÉÅÌÄȟ ÅÎÔÅÒ ÔÈÅ ÃÕÒÒÅÎÔ ÍÏÎÔÈ ÉÎ 

ÔÈÅ Ȭ%ØÐȢ -ÏÎÔÈȭ ÆÉÅÌÄȟ ÅÎÔÅÒ ÃÕÒÒÅÎÔ ÃÁÌÅÎÄÁÒ ÙÅÁÒ ÉÎ ÔÈÅ Ȭ%ØÐȢ 9ÅÁÒȭ ÆÉÅÌÄȟ ÅÎÔÅÒ ÔÈÅ ÄÅÐÁÒÔÍÅÎÔ ÃÏÄÅ ÉÎ ÔÈÅ Ȭ#ÁÒÄÈÏÌÄÅÒȭÓ .ÁÍÅȭ 

field, and enteÒ χ ÓÅÖÅÎÓ ÉÎ ÔÈÅ Ȭ!ÕÔÈÏÒÉÚÁÔÉÏÎΠȭ ÆÉÅÌÄȢ   Click  Ȭ!$$ 4enderȭȢ  4ÈÉÓ ×ÉÌÌ ÇÅÎÅÒÁÔÅ ÔÈÅ Confirmation Record.  

 

ADD Tender 

Credit Card 
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Confirmation Record  

 

 
 

A receipt from iPayment is not required to be given to the customer when payment is received via Credit Card.  A receipt 

should have been generated by the credit card machine when the credit card payment was processed.  The View Details must 

be printed and  submitted to FMO Banking at MS6000 with the batch settlement tape attached.  

 

Credit Card  Receipt 

     

     

     

     

The user will receive another pop-up box asking to 

ÃÌÏÓÅ ÔÈÅ ÒÅÃÅÉÐÔ ×ÉÎÄÏ×Ȣ  #ÌÉÃË Ȭ9ÅÓȭ ÔÏ ÇÏ ÂÁÃË ÔÏ 

the Confirmation Record.  
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View Details  

 

 
 

The ȬView Detailsȭ button provides accounting details of the transaction that do not populate to the receipt. This report can be 

printed for backup, but it is stored in the iPayments system and can be retrieved at any time.  
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Select the ȬProcesÓȭ button in the top right hand corner of the Confirmation Record to process another deposit.  This will take 

you back to the Process Transaction panel listing all of the available accounts for the department.  Repeat the process 

beginning on page 8.  Multiple deposits can be created within the same File#.  However, it is advised that ACH files and Credit 

Card files be kept separate from Check/Cash files.  After all receipts are created, proceed to ȬBalance Fileȭ. 
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Balance File 

 

To balance a file, users can either select Balance from the tool bar or select Balance from the Home page. 

 
The File# will default to the number of the payfile that is currently opened.  Enter the desired payfile number if different.  The 

5ÓÅÒ ×ÉÌÌ ÄÅÆÁÕÌÔ ÔÏ Ȭ!ÌÌ 5ÓÅÒÓȭ ÉÆ ÔÈÅ ÕÓÅÒ ÈÁÓ 3ÕÐÅÒÖÉÓÏÒ ÓÅÃÕÒÉÔÙ ÁÃÃÅÓÓȢ  )Æ ÔÈÅ ÕÓÅÒ ÈÁÓ 5ÓÅÒ ÁÃÃÅÓÓȟ ÔÈÉÓ ×ÉÌÌ ÄÅÆÁÕÌÔ to the 

ÕÓÅÒȭÓ ÎÁÍÅȢ  Please note: A user with User access cannot balance files .  

 

 
 

User Deposit  

 

Those with Ȭ5ÓÅÒȭ ÁÃÃÅÓÓ ÃÁÎÎÏÔ ÂÁÌÁÎÃÅ Á ÆÉÌÅȟ ÂÕÔ ÔÈÅÙ ÓÈÏÕÌÄ ÓÔÉÌÌ ÍÁËÅ ÔÈÅ ÕÓÅÒ ÄÅÐÏÓÉÔȢ  4ÈÉÓ ×ÉÌÌ ÃÏÎÆÉÒÍ ÔÈÅ ÁÍÏÕÎÔ ÏÆ 

funds the user should have for the deposit and is a form of balancing the userȭÓ cash drawer similar to how a cashier will 

balance a cash register. 

 

File # will default to the 

payfile currently opened.   
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Click Find. Users will not be able to access a payfile that does not belong to the department in which they are currently logged 

into.  If a payfile from such a department is entered, the following error message will appear.   

 

 

 

 

 

 

 

 

 

 

After the user selects Find , the summary information of the payfile will pull to the screen. 

 

  
 

Verify the deposit information is correct.  This information is located under Tender Totals  and Customer Receipts 

Transactions Type Totals.   The Tender totals should equal the number of items by that tender and the total amount of that 

tender type.  #ÌÉÃË ÔÈÅ Ȭ!ÄÄ $ÅÐÏÓÉÔȭ ÂÕÔÔÏÎȢ 

 

 

 

 

 

 

 

 

 

 

 

 

Error retrieving file information! 

You are not logged in to the Department that 

Deposit File is assigned to.  Access denied. 

Verify the deposit 

information is correct. 

Add Deposit 
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Deposit Dia log 

 

Click on the link for each tender shown here in blue. 

 

 

 

Cash Count Dialog-Enter the number collected for each 

denomination. Print for departmental records and then 

Click Exit.  4ÈÉÓ ÁÍÏÕÎÔ ×ÉÌÌ ÐÕÌÌ ÏÖÅÒ ÔÏ ÔÈÅ Ȭ$ÅÐÏÓÉÔ 

!ÍÏÕÎÔȭ ÆÉÅÌÄ ÏÆ ÔÈÅ Ȭ!ÄÄ $ÅÐÏÓÉÔ $ÉÁÌÏÇȢȭ  

 

            

 

 

 

 

 

 

 

    

     Check Dialog- Check that each check number is found and  

the amount is correct. Print for departmental records and 

then Click Exit. 
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Off-Line Credit Card Dialog - Check that each receipt is found. 

Print for departmental records and then Click Exit. 

4ÈÉÓ ÁÍÏÕÎÔ ×ÉÌÌ ÐÕÌÌ ÏÖÅÒ ÔÏ ÔÈÅ Ȭ$ÅÐÏÓÉÔ !ÍÏÕÎÔȭ ÆÉÅÌÄ ÏÆ ÔÈÅ   

Ȭ!ÄÄ $ÅÐÏÓÉÔ $ÉÁÌÏÇȢȭ  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

Other Dialog (ACH) - Check that each receipt is found. 

Print for departmental records and then Click Exit. 

4ÈÉÓ ÁÍÏÕÎÔ ×ÉÌÌ ÐÕÌÌ ÏÖÅÒ ÔÏ ÔÈÅ Ȭ$ÅÐÏÓÉÔ !ÍÏÕÎÔȭ ÆÉÅÌÄ ÏÆ ÔÈÅ  

Ȭ!ÄÄ $ÅÐÏÓÉÔ $ÉÁÌÏÇȢȭ  
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Deposit Dialog  

 

 

 

 

The Expected Deposit Amount and the Deposit Amount 

fields should now equal. 

 

Enter the 7 digit deposit slip number and the Bank Bag 

Nbr for Cash/Check deposits.  Leave CC Settle Nbr blank. 

 

If this is a Credit Card Deposit, enter CCC and the 

departmenÔȭs 4 digit code in the Deposit Slip Nbr field.  

Example: CCCFISC.  Leave Bank Bag Nbr blank.  Enter the 

Credit Card Settlement Nbr if available in the CC Settle Nbr 

field. 

 

If this is an ACH deposit, enter the first letter of the 

department code and the date of the ACH (mmddyy) in the 

Deposit Slip Nbr field.  Example: F103111.  Leave the 

Bank Bag Nbr and CC Settle Nbr fields blank. 

 

Click Save.  This will take the user back to the Balance File 

Summary. 
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The User Deposit Balance File screen will now show the deposit amount and the Date and Time Stamp.  It will also show that 

the Deposit Amount Remaining is $0.00. 

 

 
 

The User role in this process is now complete.  The funds should be given to the individual with Supervisor access so the 

physical deposit can be verified and the payfile Marked As Balanced.   
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File Deposit  

 

Persons with Supervisor Access will balance the File Deposit.  Log in as indicated on page 4 of this document.  Select the 

appropriate department name as indicated on page 5 and open the existing file by double-clicking on it in the left side panel of 

iPayments.  The users with Supervisor Access should then select Balance located in the iPayments tool bar.  This will pull to 

the Balance File screen.  The File# will automatically defaulÔ ÔÏ ÔÈÅ ÏÐÅÎÅÄ ÐÁÙÆÉÌÅ ÁÎÄ ÔÈÅ 5ÓÅÒ ×ÉÌÌ ÄÅÆÁÕÌÔ ÔÏ Ȭ!,, 5ÓÅÒÓȢȭ  

Click Find. 

 

 
 

This will pull up the Balance File summary. 
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This summary displays the same information that was displayed for the User as well as the User deposit information.  This is 

located under the User Deposits section.  This screen also has a Mark As Balanced button that was not available to the User. 

 

 
 

3ÅÌÅÃÔ Ȭ!ÄÄ $ÅÐÏÓÉÔȭ ÁÎÄ ÆÏÌÌÏ× ÔÈÅ ÓÔÅÐÓ ÆÏÒ ÔÈÅ ÄÅÐÏÓÉÔ ÄÉÁÌÏÇ ÂÅÇÉÎÎÉÎÇ ÏÎ ÐÁÇÅ 23.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mark As Balanced 



Processing Deposits via iPayments Page 29 
 

 !ÆÔÅÒ ÔÈÅ ÕÓÅÒ ÃÌÉÃËÓ Ȭ3ÁÖÅȭȟ ÔÈÅ ÓÃÒÅÅÎ ×ÉÌÌ ÓÈÏ× ÔÈÅ File Deposit  and indicate that the Deposit Amount Remaining is $0.00. 

 

 
 

 

Click the Mark As Balanced button.  This will complete the transaction and send the information to the queue for the FAMIS 

Feed.  The Balance File ÍÕÓÔ ÂÅ ÏÐÅÎÅÄ ÕÓÉÎÇ Ȭ!ÌÌ 5ÓÅÒÓȭ ÁÓ ÔÈÅ 5ÓÅÒ ÉÎ ÏÒÄÅÒ ÆÏÒ ÔÈÅ Mark As Balanced option to appear.  

Security permissions above User are required to perform this function. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


