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GL.010.022 Adding a New Disbursement Bank Account

	1.  
	Click the Banking link.
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	2.  
	Click the Bank Accounts link.
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	3.  
	Click the External Accounts link.
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	4.  
	Click in the Bank Code field.
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	5.  
	Enter a valid value e.g. "NMBOP" in the Bank Code field. 

	6.  
	Click in the Branch Name field.
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	7.  
	Enter a valid value e.g. "MAINST" in the Branch Name field. 

	8.  
	Click the Search button.
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	9.  
	Click the Add a New Value tab.
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	10.  
	Click in the Bank Account field.
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	11.  
	Enter a valid value e.g. "OPER" in the Bank Account field. 

	12.  
	Click the Add button.

[image: image9.png]Add





	13.  
	Click in the Description field.
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	14.  
	Enter a valid value e.g. "Main Bank Operating Acct" in the Description field. 

	15.  
	Click in the Account # field.
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	16.  
	Enter a valid value e.g. "210002302" in the Account # field. 

	17.  
	Click the Look up DFI Qualifier (Alt+5) button.
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	18.  
	Click the 01 link.
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	19.  
	Click in the DFI ID field.
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	20.  
	Enter a valid value e.g. "062000080" in the DFI ID field. 

	21.  
	Click the Look up GL Unit (Alt+5) button.
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	22.  
	Click an entry in the Business Unit column.
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	23.  
	Click in the Currency Code field.
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	24.  
	Enter a valid value e.g. "USD" in the Currency Code field. 

	25.  
	Click the Look up Rate Type (Alt+5) button.
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	26.  
	Click an entry in the Rate Type column.
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	27.  
	Click the Look up Index (Alt+5) button.
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	28.  
	Click an entry in the Market Rate Index column.
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	29.  
	Click the BI checkbox.
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	30.  
	Click the AR checkbox.
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	31.  
	Click the AP checkbox.
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	32.  
	Click the EX checkbox.
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	33.  
	Cash - AR Bank Accounts:
Click the Edit Inheritance Options button.
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	34.  
	Click the Fund Code Inheritance Option list.

[image: image27.png]




	35.  
	Click the Always Inherit list item.
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	36.  
	Click the Department Inheritance Option list.
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	37.  
	Click the Do Not Inherit list item.
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	38.  
	Click the Program Code Inheritance Option list.
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	39.  
	Click the Always Inherit list item.
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	40.  
	Click the Class Field Inheritance Option list.
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	41.  
	Click the Always Inherit list item.
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	42.  
	Click the Project Inheritance Option list.
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	43.  
	Click the Always Inherit list item.
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	44.  
	Click the Budget Ref Inheritance Option list.
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	45.  
	Click the Always Inherit list item.
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	46.  
	Click the OK button.
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	47.  
	Click in the Look up Account (Alt+5) field.
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	48.  
	Enter a valid value e.g. "118100" in the Look up Account (Alt+5) field. 

	49.  
	Click in the Look up Dept (Alt+5) field.
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	50.  
	Enter a valid value e.g. "0000000" in the Look up Dept (Alt+5) field. 

	51.  
	Cash - AP Bank Accounts:
Click the Edit Inheritance Options button.
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	52.  
	Click the Fund Code Inheritance Option list.
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	53.  
	Click the Always Inherit list item.
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	54.  
	Click the Department Inheritance Option list.

[image: image45.png]Do Mot Inherit






	55.  
	Click the Always Inherit list item.
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	56.  
	Click the Program Code Inheritance Option list.

[image: image47.png]Do Mot Inherit






	57.  
	Click the Always Inherit list item.
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	58.  
	Click the Class Field Inheritance Option list.
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	59.  
	Click the Always Inherit list item.
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	60.  
	Click the Project Inheritance Option list.
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	61.  
	Click the Always Inherit list item.
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	62.  
	Click the Budget Ref Inheritance Option list.
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	63.  
	Click the Always Inherit list item.
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	64.  
	Click the OK button.
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	65.  
	Click in the Look up Account (Alt+5) field.
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	66.  
	Enter a valid value e.g. "118100" in the Look up Account (Alt+5) field. 

	67.  
	Press [Tab].

	68.  
	Deposit - AR Bank Accounts:
Click the Edit Inheritance Options button.
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	69.  
	Click the Fund Code Inheritance Option list.
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	70.  
	Click the Use Unit Default list item.
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	71.  
	Click the Department Inheritance Option list.
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	72.  
	Click the Do Not Inherit list item.
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	73.  
	Click the Program Code Inheritance Option list.
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	74.  
	Click the Use Unit Default list item.
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	75.  
	Click the Class Field Inheritance Option list.
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	76.  
	Click the Use Unit Default list item.
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	77.  
	Click the Project Inheritance Option list.
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	78.  
	Click the Use Unit Default list item.
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	79.  
	Click the Budget Ref Inheritance Option list.

[image: image68.png]Do Mot Inherit






	80.  
	Click the Use Unit Default list item.
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	81.  
	Click the OK button.
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	82.  
	Click in the Look up Account (Alt+5) field.

[image: image71.png]




	83.  
	Enter a valid value e.g. "118100" in the Look up Account (Alt+5) field. 

	84.  
	Click in the Look up Dept (Alt+5) field.
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	85.  
	Enter a valid value e.g. "0000000" in the Look up Dept (Alt+5) field. 

	86.  
	Click the Signatories tab.

This page is for informational purposes only. The system does not generate a required activity for the signatory (for example, the signatory's electronic signature on a system-generated check).

The GeorgiaFirst Model is not using Signatory limits.
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	87.  
	Click the Contacts tab.
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	88.  
	Click the Reconciliation tab.
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	89.  
	Click the Recon Method list.
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	90.  
	Click the Automatic list item.
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	91.  
	To unselect the Enable Workflow option, click the Enable Workflow checkbox.
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	92.  
	Confirm that the Enforce Bank Statement Edits and Enforce UnReconciliation Edits check boxes are selected.

	93.  
	Click the Source Type list.
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	94.  
	Click the Pre-process (before Recon) list item.
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	95.  
	Click in the Source Seq. field.
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	96.  
	Enter a valid value e.g. "10" in the Source Seq. field. 

	97.  
	Click the Recon Rule list.
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	98.  
	Click the PS_BANK_STMT_SETUP list item.
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	99.  
	Click the Add a new row at row 1 (Alt+7) button.
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	100.  
	Click the Source Type list.
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	101.  
	Click the Recon Process list item.
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	102.  
	Click in the Source Seq. field.
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	103.  
	Enter a valid value e.g. "20" in the Source Seq. field. 

	104.  
	Click the Recon Rule list.
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	105.  
	Click the PS_BNK_RCN_DISBRSE list item.
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	106.  
	Click an entry in the Options column.
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	107.  
	Click the Option Code list.
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	108.  
	Click the PDR list item.
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	109.  
	Click the Meta SQL ID button.
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	110.  
	Click an entry in the Meta SQL ID (PDR) column.
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	111.  
	Click the Add a new row at row 1 (Alt+7) button.
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	112.  
	Click the Option Code list.
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	113.  
	Click the PRE list item.
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	114.  
	Click the Meta SQL ID button.
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	115.  
	Click an entry in the Meta SQL ID (PRE) column.
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	116.  
	Click the Add a new row at row 2 (Alt+7) button.
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	117.  
	Click the Option Code list.
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	118.  
	Click the TN list item.
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	119.  
	Click the Meta SQL ID button.
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	120.  
	Click an entry in the Meta SQL ID (DSB_1) column.
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	121.  
	Click the Add a new row at row 3 (Alt+7) button.
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	122.  
	Click the Option Code list.
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	123.  
	Click the TN_ON list item.
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	124.  
	Click the Meta SQL ID button.
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	125.  
	Click an entry in the Meta SQL ID (TN_ON) column.
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	126.  
	Click the OK button.

[image: image110.png]




	127.  
	Click an entry in the Tolerances column.
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	128.  
	Click in the Between - field.
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	129.  
	Enter a valid value e.g. "180" in the Between - field. 

	130.  
	Click the OK button.
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	131.  
	Click the Add a new row at row 2 (Alt+7) button.
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	132.  
	Click the Source Type list.
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	133.  
	Click the Post-process (after Recon) list item.
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	134.  
	Click in the Source Seq. field.

[image: image117.png]




	135.  
	Enter a valid value e.g. "30" in the Source Seq. field. 

	136.  
	Click the Recon Rule list.
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	137.  
	Click the PS_BANK_STMT_EXCEP list item.
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	138.  
	Click the Account Information tab.
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	139.  
	Click the Look up Holiday List ID (Alt+5) button.
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	140.  
	Click an entry in the Holiday List ID column.
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	141.  
	Click the Look up Preferred Language (Alt+5) button.
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	142.  
	Click the ENG link.
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	143.  
	The Check# Len field should always be 6 for all USG institutions. 

	144.  
	Click in the Fract Rtg# field.

This number is used by financial institutions to forward an item that may have gotten torn, or is illegible to the bank of ownership. This number should be provided by your bank.
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	145.  
	Enter a valid value e.g. "64-008/620" in the Fract Rtg# field. 

	146.  
	Click the Look up Deposit Type (Alt+5) button.
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	147.  
	Click an entry in the Deposit Type (C) column.
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	148.  
	Click the Look up Deposit Unit (Alt+5) button.
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	149.  
	Click an entry in the Business Unit column.
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	150.  
	Click in the Effective Date field.
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	151.  
	Click the Collection Methods tab.
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	152.  
	Click the Payment Method list.
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	153.  
	Click the Check list item.
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	154.  
	Click the Holiday Options list.
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	155.  
	Click the Not Applicable list item.
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	156.  
	Click the Show following tabs button.

[image: image136.png]




	157.  
	Click the Payment Methods tab.
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	158.  
	Click the Payment Method list.
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	159.  
	Click the System Check list item.
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	160.  
	Click the Holiday Options list.

[image: image140.png]Not Applicable






	161.  
	Click the Not Applicable list item.
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	162.  
	Click the Positive Payment checkbox.
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	163.  
	Click the File Copy checkbox.

(Optional) If your institution does not wish to print file copies, you can leave this option unselected.
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	164.  
	Click in the Last Ref Number field.

The first check generated from this account will use the check number following the number specified.

Refer to your current disbursement account and select a number above the Last Ref Number used.
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	165.  
	Enter a valid value e.g. "0000200000" in the Last Ref Number field. 

The number should be a 10 digit number.

	166.  
	Click the Look up Form ID (Alt+5) button.
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	167.  
	Click an entry in the Form Identification column.

CHECK1 should be used by all USG institutions.
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	168.  
	Click the Look up Positive Payment Form (Alt+5) button.
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	169.  
	Click an entry in the Form Identification column.

POS1 should be used by all USG institutions.
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	170.  
	Click the Look up File Copy Form (Alt+5) button.
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	171.  
	Click an entry in the Form Identification column.

COPY1 should be used by all USG institutions.
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	172.  
	Click the Add a new row at row 1 (Alt+7) button.
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	173.  
	Click the Payment Method list.
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	174.  
	Click the Electronic Funds Transfer list item.

The EFT (PPD) payment method should be used for payments to individuals (students, employees, etc.).
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	175.  
	Click the Holiday Options list.
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	176.  
	Click the Not Applicable list item.
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	177.  
	Click in the Last Ref Number field.

The first EFT generated from this account will use the Ref number following the number specified.

Refer to your current disbursement account and select a number above the Last Ref Number used.
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	178.  
	Enter a valid value e.g. "0000004000" in the Last Ref Number field. 

	179.  
	Click the Look up Form ID (Alt+5) button.
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	180.  
	Click an entry in the Form Identification column.

EFT2 should be used by all USG institutions.
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	181.  
	Click the Prenote link.
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	182.  
	Click the Prenotification Required checkbox.

GeorgiaFirst model recommends that you prenote your EFT vendors/employees.
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	183.  
	Click the OK button.
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	184.  
	Click the Look up Layout (Alt+5) button.
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	185.  
	Click the vertical scrollbar.

	186.  
	Click an entry in the EFT Layout Code column.

The PPD Layout Code should be used by all USG institutions for the EFT payment method.
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	187.  
	Click the Add a new row at row 2 (Alt+7) button.

[image: image164.png]




	188.  
	Click the Payment Method list.
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	189.  
	Click the Automated Clearing House list item.

The ACH (CCD+) payment method is used for payment to vendors and includes the invoice number in the CCD+ file.
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	190.  
	Click the Holiday Options list.
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	191.  
	Click the Not Applicable list item.
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	192.  
	Click in the Last Ref Number field.

The first ACH (CCD+) generated from this account will use the Ref number following the number specified.

Refer to your current disbursement account and select a number above the Last Ref Number used.
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	193.  
	Enter a valid value e.g. "0000002000" in the Last Ref Number field. 

	194.  
	Click the Look up Form ID (Alt+5) button.
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	195.  
	Click an entry in the Form Identification column.

EFT2 should be used by all USG institutions.
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	196.  
	Click the Prenote link.
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	197.  
	Click the Prenotification Required checkbox.

GeorgiaFirst model recommends that you prenote your ACH vendors.
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	198.  
	Click the OK button.
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	199.  
	Click the Look up Layout (Alt+5) button.
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	200.  
	Click an entry in the ACH Layout Code column.

The CCD+ Layout Code should be used by all USG institutions for the ACH payment method.
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	201.  
	Click the Add a new row at row 3 (Alt+7) button.
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	202.  
	Click the Payment Method list.
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	203.  
	Click the Manual Check list item.
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	204.  
	Click the Holiday Options list.
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	205.  
	Click the Not Applicable list item.
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	206.  
	Click the Positive Payment checkbox.
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	207.  
	Click in the Last Ref Number field.

This number should be '0000000000'.
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	208.  
	Click the Look up Positive Payment Form (Alt+5) button.
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	209.  
	Click an entry in the Form Identification column.

POS1 should be used by all USG institutions.
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	210.  
	Click the Account Settlement tab.
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	211.  
	The Account Settlement page is not used by USG.

Click the Save button.
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	212.  
	Congratulations. You have just completed the Adding a New Disbursement Bank Account topic. Below is a summary of the key concepts of this topic:

- There are several steps involved when your disbursement bank changes. One step is adding a new Disbursement Bank Account.

- There may also be occasions when your bank determines that your current account needs to be closed and a new account opened with your current disbursement bank.

- PeopleSoft defines maintaining a banking relationship as involving any of the following:

     - Submit checks through Payables Pay Cycle Manager.

     - Create electronic funds transfers (EFTs) that are then settled through the Payables Pay Cycle Manager.

     - Send EFTs that are then settled through Payables Pay Cycle Manager.

     - Transfer funds between bank accounts.

You will now complete the remaining steps listed in this business process to complete reflecting the new bank/account in all the necessary places within the system.

End of Procedure.
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