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Summary & Timing of Changes

Reasons For Discontinuation of Huron Cashier’s Office

* Significant decline of cash deposits over time due to EFT 78.8%
* FSD move to new office space at 150 College Street - logistical and security related concerns Declrease if“
volume o
deposits 0
Benefits Of Changes 77.1%
Decrease in
* Robust deposit-taking services and hours at CIBC branches value of
deposits from
* Preventing lost cheques and cash, quicker turnaround time for deposits 2004 to 2024

Summary of Changes for Departments

* Relocate the deposit location for cash/cheques that are currently deposited at 215 Huron
to a CIBC branch

e |f using a cashier’s subordinate account to deposit, no change to FIS entry or GLs used

* No change to the clearing function of FSD

* No change to central A/R Invoicing or Payment Application/Clearing of AR invoice payments




FSD Cashier’s Wind-Down Schedule

15 October 2024

Gradual wind-down begins.
Departments are encouraged to
begin self-deposit.
CURRENT PHASE

October-November 2024

FSD will connect with large departments to
provide training and support.

FSD will host additional drop-in training
sessions open to all departments.

13 December 2024

Final day that deposits are
accepted by Cashier’s Office at
215 Huron Street.

January 2025

All departments transitioned
to self-deposit and 215
Huron Street Cashier’s Office
is permanently closed.




Modification of Deposit Schedule

e November and December transition schedule for 215 Huron Street can be found here: Transition Schedule -
215 Huron Street



https://utoronto.ancileuperform.com/#/content/c6e99e3949c549179e6b1ed7eb0e0de3_en-US
https://finance.utoronto.ca/services/accounts-receivable-and-cashiers/

Support from Financial Services

Deposit training Creating subordinate accounts

e Alldeposits must be madeto a
subordinate account at the branch:

* One-on-one meetings by request

O
* Proceduraldocuments on website / e Contact

banking.fsd@utoronto.ca to set
up a departmental account OR

* Message through teams for ad-hoc

support
e Deposits can be made to

Cashier’s sub account

Identifying CIBC branches for deposits Electronic deposit alternatives

e CIBC branches closest to STG e Debit/credit card

e Contact e Merchant services

fsdcashiersoffice@utoronto.ca for
further help identifying CIBC

branches * EFT (through central A/R invoices)

* E-deposit for cheques



mailto:banking.fsd@utoronto.ca
mailto:fsdcashiersoffice@utoronto.ca

Subordinate Accounts




Two Deposit Options

There are two alternatives for departments to make deposits:

1. Departmental Subordinate Account

To be used by departments who already have/use a subordinate account or wish to

create one.

2. Central (Cashier’s) Account

Can be used by departments who do not/will not use a departmental subordinate

account.



1. Departmental Subordinate Account




What is a Departmental Subordinate Account?

e A departmental subordinate account is an account that is linked to U of T’s central bank account
but managed by the department

e The benefits of a subordinate account are:
= Deposits can be made at any CIBC branch

= Secure online access to monitor departmental banking activities and
generate reporting

= Real-time view of all deposits online to reconcile between FIS and CIBC
= Electronic deposits options such as:
0 Card merchants for Debit or Credit card payments

O Cheque scanner for high-volume of cheques

Minimal cost to open
e To open a subordinate account, approval from your Dean, Principal, Director or Chair is required

e Contact banking.fsd@utoronto.ca to set up a subordinate account
* Accounts can be made available within 5-10 business days if all information is provided



mailto:banking.fsd@utoronto.ca

New Subordinate Account - Requirements

ff v N &

Bank transit # and Department’s intended Contact person details Approval from Dean, Submit request to
address of the CIBC use information (ex. # of  (name, address, email, Principal, Director or  banking.fsd@utoronto.ca
branch and expected value of phone #) Chair

deposits)



Subordinate Account - Responsibilities

Having a subordinate account also creates additional responsibilities.

Departments can expect to:

* Maintain a log of cash and cheques received

e Verify that deposits to subordinate accounts have been credited accurately

* Reconcile and record deposits in FIS consistent with amount recorded by the bank

e Upload supporting backup to FIS and email backup and FIS document to
fsdcashiersoffice@utoronto.ca for clearing

e Reconcile GL and subordinate account regularly (at least weekly is encouraged)

e Notify banking.fsd@utoronto.ca of account changes

e Safeguard online account and monitor for any suspicious activity

Refer to the Lunch & Learn Session about Subordinate Bank Accounts for more
information.



mailto:fsdcashiersoffice@utoronto.ca
mailto:banking.fsd@utoronto.ca
https://finance.utoronto.ca/wp-content/uploads/L-and-L-3-Managing-Departmental-Subordinate-Bank-Accounts.pdf

2. Cashier’s Subordinate Account




What is the Subordinate Cashier’s Account?

* The cashier’s subordinate account is an account that is linked to U of T’s central bank account but managed by
the FSD Cashier’s Office

* The benefits of using the cashier’s subordinate account are:

= Deposits can be made at any branch

= No account to open

= Departments with low deposit volume or frequency can still benefit from self-deposit
e Some drawbacks are:

* Departments are unable to track their deposits online

= Does not allow deposits such as:

0 Card payments (credit/debit)
= Does not permit electronic deposit options such as card merchants or cheque scanning

The cashier’s subordinate account is intended for low-volume or low-frequency depositors who do not require a
departmental subordinate account.

Usage and activity of the cashier’s subordinate account will be monitored. For departments with high-volume or
frequency of deposits made to this account, a subordinate account may be suggested.



Requirements to use Subordinate Cashier’s Account

Account number CAD: 4020977411

<§, Fill in CIBC banking slip with Cashier’s CIBC Account name CAD: Cashier’s Office
M account details Account humber USD: 4020550302

Account name USD: Cashier’s Office USD
/A

E Fill in U of T direct deposit form with Cashier’s CIBC account details

==l Follow the CIBC deposit steps outlined in upcoming slide



Selt-Deposit Procedure




Deposit Steps

Log cash and cheques received
(payor, cheque # date, amount
for each cheque)

Count cash amounts, verify that
cheques are valid for deposit,
and count value of cheques

Complete CIBC deposit slip for

deposited

total of cash and cheques to be [

Organize the coins, cash, and
cheques and store them in a

suitable container to be taken to
the CIBC branch (deposit bag,
envelope, sealed bag)

Prepare UofT Deposit Slip

Take deposits to CIBC branch
and acquire deposit receipt
(UofT employee proof may be
required)

Note: This is a general self-deposit process and may not reflect any specific
procedures implemented by your department related to deposit of funds.

Post in FIS details indicated
in Direct Banking Form and
note doc # on form

Upload supporting documents/proof
of deposit to FIS including CIBC deposit
receipt and UofT deposit form




Counting Cash

* The counting of cash should always be witnessed by two individuals when
preparing the deposit

e Coins and bills should be separated
e Only CAD Cash should be accepted
* Watch out for counterfeit bills

* Cash and cheques should be recorded in a logbook:

v’ records payment details such as payor, date, cheque #, amount %
v’ Used for audit purposes

v’ Logbook total must agree with related bank deposit and deposit
report




How to Validate a Cheque

Cheques not made to U of T must be
endorsed on the back by the payee

Certified cheques are valid past 6
months

Bank drafts are valid for 1 year

Canada Post money orders are valid
past 1 year

Write the CIBC deposit account on
the back of each cheque being
deposited

USD cheques are good for six months



Mandatory Deposit Document #1: CIBC Deposit Slip

CIBC Deposit slips can be obtained online or from any CIBC branch and are required for each deposit. Follow
these steps when completing a CIBC Deposit Slip:

Check off currency of deposit
Enter date of deposit.

Re-enter subordinate/cashier’s

Enter the subordinate/cashier’s account details and name of account

account number. (ex. U of T Financial Services) on top
right

Enter cash amounts by bill type and
coin total

Enter name of account (ex. U of T
Financial Services)

Enter total cheque amount

Enter cheque details in left column

(payor name, cheque #, amount)
Enter total of cash + cheques

Depositor signs in “Deposited by” area

Total cheque $ value and # of cheques on
bottom left

All fields must be completed for deposit.
<< Back to ‘Deposit Steps’ Two copies are required to be completed (1) Department (2) CIBC


https://www.cibc.com/ca/pdf/small-business/business-account-deposit-slip.pdf

Quick Guide: Outline of Deposit Mapping

GL Account Currency of Deposit Type of Subordinate CIBC Account
Account Name/Number

Account number CAD:

., . 4020977411
350001 CAD Cashier’s Subordinate Account Account name CAD: Cashiers
Office
Account number USD:
., ) 4020550302
352001 USD Cashier’s Subordinate Account Account name USD: Cashiers
Office USD
350006 CAD Departmental Subordinate Various
Account
352005 USD Departmental Subordinate Various

Account



Deposit Container

Deposits can be brought to the bank in any secure container for
deposit at the teller such as:

- Deposit envelope

- Deposit bag

- Cash box

If your branch has a deposit slot, a deposit bag or envelope is
required. These can be obtained from your branch.

All deposits require the CIBC deposit slip to be completed and
included in the container with your funds to be deposited.




Mandatory Deposit Document #2: UofT Bank Deposit Form

for Cashier’s Subordinate Account

Form can be downloaded m Document Date: Date the deposit was
made at the bank or date that transaction
O NIVERSITY OF CASHIER'S ACCOUNT DIRECT DEPOSIT FORM (rivz4) occurred
© TORONTO
To: Cashiers Office Doc. date Company Code UOFT .
Financial Services Department Posting date <— Currenay EAD POStIng Date: Date the document was
. ) 150 College Street, 3rd Floor Doc. Type:  SF d FIS
Direct cash, cheques deposit: Enter the FIS Doc. # - posted to
tOta| CaSh deposit Payor Mame or Cheque Grouping Amount Payor Mame or Cheque Grouging Amount Cash Am
List all cheques deposited (including X
cheque # and Payee name) = xa0 Document #: Syste_m—generated document
<100 number upon posting to FIS
COIN
Total Cash S -
Total Cheques 5 - Total Deposit S - . . . .
: Fill in the appropriate details for credit
Gil DEEIT Amount Bus Area Assignment TEXT
ACCOUNT POSTKEY (Dept Mame & Phone #) (Description) (GL, amount, taX, etC.), and enter
350001 Debit | § - | 1000 description/reason of payment
Fi” In contaCt Information Of person Gil CREOIT AMOUNT TAx EUSIMNESS CosT INTERMAL CiF FURD COMMITHENT /y/
1 ACCOUNT FOSTKEY CODE AREA CEMTER ORDER CEMTER ITEM [Die=cription)
Sreparmg the docu me;t,;he ] P
epartment name, an one # Credit s .
P ! P Credit Fill in CIBC bank account details and
= deposit date (transit #, account #, date)
Credit
Credit
Have manager or other relevant Credt
H Pl H H Total Deposit: s -
personnel sign off in “Delegated Signing \ beposit is balanced
Authority” sections Depus’rt\Tpared By: University Address: CIBEC DEPOSIT INFORMATION .
Transit # (5 DIGITS): -
Departmentx
Account Number (7 DIGITS):
Telephone: Date: Deposit Date:
Authorized Approval or Delegated Signing Authority Title of Signing Authority ONE (1) COPY FOR ORIGINATING DEPARTMENT
ONE (1) COPY TO FINANCIAL SERVICES



https://finance.utoronto.ca/wp-content/uploads/2015/09/bankdepp2.pdf

Mandatory Deposit Document #2: UofT Bank Deposit Form

for Departmental Subordinate Accounts

Direct cash, cheques deposit: Enter the total
cash deposit

List all cheques deposited (including cheque
# and Payee name)

Direct credit card deposit/merchant
description (only for departmental
subordinate account deposits): Use drop
down button to select appropriate
merchant, then enter amount, the
department name and phone #, and
merchant # and date. Use “Add Item” button
to record additional merchant deposits

Fill in contact information of person
preparing the document, the department
name, and phone #

Form can be downloaded here

Have manager or other relevant personnel
sign off in “Delegated Signing Authority”
sections

v

o

Document Date: Date the deposit was
made at the bank or date that transaction
occurred

Fill in CIBC bank account details and

| deposit date

Document #: System-generated document
number upon posting to FIS

Posting Date: Date the document was
posted to FIS

\ Fill in the appropriate details for credit
(GL, amount, tax, etc.), and enter

description/reason of payment



https://finance.utoronto.ca/wp-content/uploads/2015/09/Direct-Bank-Deposits-Oct-2016.xlsx

Nearest CIBC Branches to St. George Campus

When taking deposits to the bank, proof
that the employee worksat U of T may be 2 Bloor Street West’ TorontO’
required (employee ID, work #, work —
location, business card) ON M4W 3E2

532 Bloor Street West,
Toronto, ON M5S 1Y3

790 Bay Street, Toronto, ON
MGG 1N8

268 College Street, Toronto,
ON M5T 181

460 University Avenue,

/ Toronto, ON M5G 1V1

If you are unsure which branch is closest to your department, contact fsdcashiersoffice@utoronto.ca.




Mandatory Deposit Document #3: Deposit Proof from CIBC

Users of the Cashier account are required to provide the stamped
department copy of the CIBC deposit slip:

azosoae
5 BOS BIL-2021.03
CIBCO Businos Accouns

Deposit Stip, non-ABM
Bordereau de p&lpwr
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‘m sme(

A deposit receipt, online account statement,
or stamped copy of your deposit slip is proof
of deposit from CIBC.

e 208 crimprirecia 0}

KEEP THIS RECORD and take a photo or scan | e
it to use as support of your deposited x s J|
amount. | } N |
1 0 xo N\ |
| «w oS =
]
l

[ ﬁ';%gﬁﬁfﬁ,&““

Users of departmental subordinate accounts can download their
account statement which will display the deposited amount(s):

J| '!'o‘talvl_., ‘

Total No. Cheques H ‘Dﬂwsitsﬂ by Dépasant

La tage CIBC et wna marque de commeree 9a fa Sanque GIEG.

Customer Copy Copie du client




How to Post Deposit Documents in FIS

ACCOUNTS AND CODING WILL CHANGE DEPENDING ON DEPARTMENT; THIS IS ONLY AN EXAMPLE

A document number will
be generated upon posting

Enter G/L Account Document: Company Code UOFT

L/ — - I RAN

Enter G/L Account Document: Company Code UOFT

i% TreeOn B3 Company Code  #, Hold &= Simulate

pstai

Y

Bl park

"NDPH N0 0%

Key in dates and a brief
deposit description here.
In the Doc.Header Text,
please follow the
convention:
DEPT-MMDDYY

ex. SRAO-OCT0324

Enter items and department

accounting details here

FEERE EE B LB ==

unt Information

ALWAYS be SF

Document type should

7,000.00 | CAD

7,000.00 |CAD

Document Date 03.10.2024 Currency CRD Total Dr.
Posting Date 03.10.2024 Period [
Reference OCT 03 2024
— Doc.Header Text | Payment Total Cr.
Document Type 3 SF:Dept'| deposits
Cross-CC Mumber
- Company Code UOFT  University of Toronto oom
3 Items ( Screen Variant : Standard 1 )
B Bl Status G/L acct Short Text DjC Amount in doc.... Co... Tax co... Business ... Cost cen... Order
@ |e35080 Cellular tele ch..Credit v 5,000.00UOFT J9 1000 12149
@ |s3s5080 Celufar tele ch. Credit ~ 2,000.00T0FT J9 1000 12149
0 350008 Direct Dep in ... Debit 7,000.0000FT 1000
w TUOFT
_< v UOFT
b UOFT
b UOFT
b UOFT
w TOFT
b UOFT
— < >

The information
filled in here should
match to the
information used on
the U of T Direct
Bank Deposit Form.




How to Attach Supporting Statements

Once document has been posted, use the Display Document command to display the posted document and upload your supporting documents.

Data Entry View

Document  Edit  Goto Extras  Seffings Environment  System

Document Type 5F SF:Dept'| deposits

©¥ FBO9 - Change Line Items

5 FBO3 - Display Document|

»

o

i FBO4 - Document Changes
©¥ FBRA - Reset Cleared Items

RFVFRSF

=

1 |8 AP B B L = (S

H.| | |E]

» [4 Debit Memo Authorizations
* (i Expense Reimbursements
[re-Expense-Reimbursements

= [cal | etters

Document Number | 3000475728 Company Code UOFT Fiscal Year 2025
SAP Menu O - << G o Document Date 01.10.2024 Posting Date 01.10.2024  Period [
’ Office Bl Display Document: Data Entry View Reference OCT 01 2024 Lo Lomp: o,
5 .
LOQIStICS &3 Create... 3 Save Business Document Lr, cunency usb Caulate/tax ¥
v Accounting ” Attachment list \ Doc.Header Text |Payment Oct 01 Reversal doc. /
¥l Financial Accounting Dat  Send » g EE R S EYERE
. . N I . . I . Dot Belationships its =3 - = e 4 . L4 F = ERPY L= ] R = 4] I
Financial Accounting Section (Central Finance) | Accoun [= Archive from Frontend =
Do Workflow 4 Company UOFT | =u =
W - 1 320001 . X HiN
General Ledger = My Objects » | Posting Date 01.10.2024) | 5 35700: Scenario: Rssign then Store Drag & Drop: Drag your Ve
? Document El‘ltr}.'l Ref Dolphin AP Senvices » | | Cross-Comp.n + files into the empty field ¥
B D t T
M Document Curl  Help for object services Calculate tax ¥ ESIEINES |
e ) e Accounting document s I t th
- FBO2 - Change Document Dog Attachment list Reversal doc. = (4 Debit Memo Authorizations elec e

appropriate option,
“Letters — PDF” to

= (G- Letters -« |
o | upload the

1.. Account Description Key . Amount Co.” Tx 54 Cost .
1 320001 FICADepClrg:Man Chg 50 3,160.28- UOFT 10(]0
2 352005 US$ MC-Visa Dep Tran 40 3,160.28 100&

Select “Save Business Document”
in the Display Document
Command

= ([ PST Exemnptions
= [r4 PST Exemptions
= @2 Support Documents (DOC)
* [Ex Support Documents (XLS)
= (G- Vendor Invoices
= [cd vendor Invoices

supporting
document when
prompted




Email FSD Cashier’s Office for Clearing

Email fsdcashiersoffice@utoronto.ca with your supporting documents. The subject line does not have to list every
document number however the attachment must include:
- The posted FIS document number
- All Supporting documentation including:
- CIBC stamped slip
- UofT Deposit Form
- Any other supporting documents

The attachment should
have the document
number on the form, and

supporting documents
must be clearly associated
with the document



mailto:fsdcashiersoffice@utoronto.ca

Example 1: Deposit to Cashier’s Account

Department A (DEPTA) does not have a departmental subordinate account and will be required to self-deposit to a
CIBC branch using the Cashier’s account effective January 2025.

DEPTA receives a combination of funds in the first week of January that will be deposited.

e S30 Cash for tokens

e 3 cheques from customers for various payments:
* Cheque 1: $1,500 CAD
e Cheque 2: $500 CAD
* Cheque 3: $2,000 USD

Follow through the various deposit steps to learn how Department A should self-deposit these funds.



Example 1: Self-Deposit Procedure - Step 1

Department A should log all funds received at their office.

Log cash and cheques
received (payor, date, amount [
for each cheque) An example of a logbook:

I i P ey e
01/06/2025 Cash Tokens
01/08/2025  $1,500 CAD Cheque Company ABC — Invoice #2
01/08/2025  $500 CAD Cheque Royalties — Dec2024

01/10/2025  $2,000 USD Cheque Fees — Student J.Smith



Example 1: Self-Deposit Procedure - Step 2

Count cash amounts, verify
that cheques are valid for

deposit, and count value of
cheques

DEPTA counts the cash and validate the cheques.

While validating the cheques, DEPTA notices that
the $500 cheque is not addressed to The University
of Toronto and is instead addressed to one of the
department employees.

This cheque cannot be deposited and will need to
be returned to the payee to correct or endorse
deposit by UofT.



Example 1: Self-Deposit Procedure - Step 3 & 4

Deposit Date

CAD Chequ
IS NS

CAD Cash and

Cheque Totals

CAD Account Deposit

o

USD Account Deposit

/

Organize the coins, cash, and
Complete CIBC deposit slip cheques and store themin a
for total of cash and cheques [l suitable container to be taken

to be deposited to the CIBC branch (deposit
bag, envelope, sealed bag)

DEPTA completes a CIBC deposit form for the funds
that will be deposited:

1) $30 Cash - to the CAD CIBC Account
2) $1,500 CAD Cheque - to the CAD CIBC Account
3) $2,000 USD Cheque = to the USD CIBC Account

USD Cheque
Totals

Deposited by Information:

Dept Name, First Name, Last Name




Example 1: Self-Deposit Procedure - Step 5

Use the form for deposit to
a cashier’s account.

One deposit form per

Cashiers Office Doc. date 0112025 Company Code
Financial Services Department Posting date  01/1042025 Currency currency type
150 College Street, 3rd Floor Doc. Type: SF
FIS Doc. #
Payor hame or Cheque Grouping Amount Payar Mame or Cheque Grouping Amount Cash Amount
Company ABC - Chegue #12345 150000 2 X5 10.00
2] X110 20.00
X20
X560
X100
COIN
Total Cash 5 30.00
Total Cheques $1,500.00 Total Deposit 5 1,530.00
GifL DEEIT Amount Bus Area Asszignment TEXT
ACCOUNT FPOSTKEY (Dept Name & Phone #) (Description)
350001 Debit | 5 1530.00 | 1000 Deposit must be balanced.
GiL CREOIT AMOUMT TaY BUSINESS COST INTERMAL CiF FURD COMMITMENT TEX,
ACCOUNT FOSTKEY CODE BREA CEMTER CORDER CEMTER ITEM Cription)
OF
60008 Credit 1,500.00 J9 1000 R Payment
250009 Credit 30.00 J9 1000 Tokens
Credit
Credit
Credit
. . Credit
Prepare UofT Deposit Slip Gredt
Total Deposit: §_ 1530.00 Include the deposited bank
Geposit is balanced D . .
Depost Prepared By: University Address: CIBC DEPOSIT INFORMATION information here.
Smith, Jehn 123 Address Street Transit # [5 DIGITS]:
Department: Toronto, ON 00402
Department & RO 300 Account Number [7 DIGITS): (
0977411
Telephone: Date: Deposit Date:
418-123-4567 011002025 011072025
Authorized Approval or Delegated Signing Authority itle of-Figning Authority OME {1) COPY FOR ORIGINATING DEPARTMENT
Manager, Department A byaayd !, A, ONE (1) COPY TO FINANCIAL SERVICES
S

Deposit form must be signed

by an authorized approver.




Example 1: Self-Deposit Procedure - Step 6

1520 copis e ompity e 1 Stectusz s aip

. ) ) . - .
gl R ks e CI Bco zéaubmsnzﬁ gt %:m Csm; e depgmioibyon | Beciimels dighion ue, C’ BC o S BOSBLTEN
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Chegues Cheégues o Dems:;ﬁengémhw | Checdities . Cheques Deposit Skip, non-ABM
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A receipt is provided which Take deposits to CIBC branch
shows the total of the and acquire deposit receipt
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One slip for each currency of deposit. Both must be

stamped as received.




Example 1: Self-Deposit Procedure - Step 7

Remember to include:

v For users who deposit to the Cashier’s account,
include your department name and the deposit
date in your Document Text field: “DEPT-
MMDDYY”

v Attach your supporting documents to your
Document in FIS

v" Document date should be the date of deposit
at the CIBC Branch

v’ Posting date is the date the deposit is recorded
in FIS



Example 1: Self-Deposit Procedure - Step 8




Example 2: Deposit to Subordinate Account

Department B (DEPTB) has a departmental subordinate account and will be required to self-deposit to a CIBC
branch using their subordinate account(s) #1234567 (example only).

DEPTB receives a combination of funds in the first week of January that will be deposited.
e 2 cheques from customers for various payments:
* Cheque 1: $10,000 CAD

* Cheque 2: $15,500 CAD
* Merchant transactions of $28,300

Follow through the various deposit steps to learn how Department B should self-deposit these funds.



Example 2: Self-Deposit Procedure - Step 1

Department B should log all funds received at their office.

Log cash and cheques
received (payor, date, amount
for each cheque) An example of a logbook:

01/08/2025  $10,000 CAD Cheque Company XYZ — Invoice #32

01/08/2025  $15,500 CAD Cheque Private Program — Fee Payment



Example 2: Self-Deposit Procedure - Step 2

Count cash amounts, verify
that cheques are valid for

deposit, and count value of
cheques

DEPTB validates the cheques.

While validating the cheques, DEPTB notices that
the $15,500 cheque is dated 01/08/2024 which is
longer than 6 months stale-dated.

This cheque cannot be deposited and will need to
be returned to the payee to correct.



Example 2: Self-Deposit Procedure - Step 3 & 4

CAD Subordinate Account Deposit

Organize the coins, cash, and
Complete CIBC deposit slip cheques and store themin a

. ed for total of cash and cheques Eammmd suitable container to be taken
Deposit Date . :
to be deposited to the CIBC branch (deposit

bag, envelope, sealed bag)

DEPTB completes a CIBC deposit form for the funds
CAD Cheque . .
Details that will be deposited:
1) $10,000 CAD Cheque - to the CAD CIBC
Subordinate Account

CAD Cash and

Cheque Totals

Deposited by Information:

Dept Name, First Name, Last Name



Example 2: Self-Deposit Procedure - Step 5

Use the form for deposit to

a subordinate account.

- CANADIAN BANKING REPOR

UNIVERSITY OF

& TORONTO

DIRECT BANK DEPOSITS ON

One deposit form per

Submit to: |Tashiers Cffice Document Date: 01/10/2025 Company Code: UOFT currenc t e
Financial Services Department | Fosting Date: 01/10/2026 Cumency: CAD Y yp
Finance Division
FIS Doc. #: JOCOOOOH
215 Huron Street 2nd Floor Dec. Type: SF oe |
CEBT G BUSINESS 15 SIGNNE NT REQUIRED TEXT [Desenption)
POSTKEY | ACCOUNT DNRECT GASH, CHEGUES DEPO&T AMOUNT AREA {Ds pt Hams & Phons £} REGUIRED - TRANSIT £ (5 Digits) and Account # 7 Digite) & DATE
a0 350008 | CIBC-Cash/Cha/Wie & EFT Deposit 10,00000] 1000 DEFTE- 416 123-4567 TRANS#D0402, ACCT # 123456
2| 270008 |CIBCCasnCha/Wie & EFT Ceposit 1000 Include the details of the
20 350008 |CIBC-Cssh/Chg/Wire & EFT Deposit 1000
@ | 250008 |CIBC-CasWCha/Wie &EFT Deposit 1000 subordinate account used
CEBT GIL | DIRECT CREDT CARD DEPDSIT MERCHANT MOUNT BUSINESS ASHGNMENT REQUIRED - TEXT [Description) for deposit (Transit # and
POSTKEY | ACCOUNT DE S CRIPTION AND TYPE AREA De wl‘tﬂBnt& Phone # REQUIRED - MERCHANT NUMBER & DATE - * NOTE BELOW
20 | 250008 |GLOEAL-VISA 1000 Acct #)
= 250008 |GLOBAL - MASTERCARD 1000
a0 350006 |GLOBA - DEBIT 1000 ~ ~
] 350008 [MONERIE -VISA 1z,53000] 1000 /  Merch #12345 0108125\
) 250008 |MONERIS - MASTERCARD 1z,87000] 1000 [ Merch#1zass owomas
40 250008 |MOMERIS - DEBIT s0000| 1000 N\ Merch #12345 01/09/25
20| 250008 |AMERICAN EXFRESS 1000 —_ 3 Include the merchant ID and
a0 350008 |DISCOVER 000
w | a2o00s |owErs cLee 100 date of any merchant
“ 350008 [FIRST DATA- VISA 1000 transactions.
P 350008 |FIRST CATA- MASTERCARD 1000
) 350008 |FIRGT DATA- DEET 1000
3 38,20000 *NOTE - TEXT In FI5 docums nt must Includs Merchant Account £ Card Typs and Cate
Pre a re Uof'l' De osit Sli Global, Monsrs and First Dek - 11 dighe, Amarican Exprass - 10 digits, Discover -15 digits
p p p W5 = V1 34, MG = Mas tarGard, DB =D=bit, 4 X = Amsrican Express. BC = Discoven'Dinars Club
aF
CREDIT GIL COsT INTERNAL COMMITME NT
POSTKEY | ACCOUNT AMOUNT TAX CODE BUSINES § AREA CENTRE OROER FUND CENTRE| FUND TEM A SSIGNMENT TEXT [Descrption)
50 860008 28,300.00 J9 1000 Moneris Transactions 01/0%25
50 860009 10,000.00 18 1000 Company }YZ #32
50 .
=0 Deposit must be balanced.
50 [ —
50
50 ——
Total Deposit: 5 3%.300.00 {Deposit isbalanced )
T —CONTACTWFORMATION FOR INTERNAL USE ONLY
Deposit Prepared By: Lsst Name, First Nsme Phone: LR 8 el Clearing Document &
Faculty/Division: Department B Date: 01102025
Address: 123 AddeesTTEIEE, O~~~
Deposit form must be signed - A Copies: 1 for Originsting Department
. Mai . Department B 1 to Financial Services
by an authorized approver. Title o Delegsted Signing A uthor

V.2018.10.31-1



Example 2: Self-Deposit Procedure - Step 6

Department B’s subordinate CIBC
account statement shows merchant
deposits of $28,300.

The closest CIBC branch to DEPTB is at
College and Spadina.

They provide proof of employment
with UofT and make their deposit.

A receipt is provided which shows the
total of the deposit made to the
account.

Additionally, their CIBC Account
statement will reflect this deposit.

Take deposits to CIBC branch
and acquire deposit receipt

(UofT employee proof may be
required)

A0 Complata he disost with sty
Lo e e b o s |

2206959 N
25 BOS BIL-20271/09
CIBCO somshonn
Deposit Slip, non-ABM
Bordereau de dépdt pour

nsit Mo Travestt Account No. Compe n°

- comptes d’entraprise,
Do Lok fon tilisable aux GAS

oount Name (pleasa prind
B e e Exachares crmarmets &%)

| 1 | H N I N |
[

 Particulars Details: |Amount Montant

ransit Mo, Transit Reeoun M. Compre n™
| E AP N O [ S |

Acgount Mame (pleasa prinl) .
It i comiGle (e caractines dimprimerie v

rﬂel o, (It applicabls) Sacoohe n° (57 y a fieu)

H

EEEEEARR

Total  Cheque Arnount
Ibantant total des
chigues

Total Mo, Gheques
Misrer tolsl chequas

J|_ Total & [/ |

‘Dauusiled by Depasant i

L 90 CIBC wi e mirque de conmerce da la Sangue GIBE:

Customer Gopy Copie du client




Example 2: Self-Deposit Procedure - Step 7

Remember to include:

v" For users who deposit to a departmental
subordinate account, include your Transit #,
Account # or Merchant ID # in your Document Text
field

v Attach your supporting documents to your
Document in FIS

v" Document date should be the date of deposit at
the CIBC Branch

v" Posting date is the date the deposit is recorded in
FIS



Example 2: Self-Deposit Procedure - Step 8




Additional Support




Support Resources

Refer to our website for more resources:

e 215 Huron — Drop-off Schedule

e Self-Deposit Procedures

e STG Campus — CIBC Branch Map

e Self-Deposit FAQs

e Subordinate Bank Account

e FAST Lunch & Learn: Departmental Subordinate Accounts
e Direct Deposits & Form

e Setting Up a Debit or Credit Card Facility

e AR Invoice Forms (CAD & USD)



https://finance.utoronto.ca/services/accounts-receivable-and-cashiers/
https://finance.utoronto.ca/services/accounts-receivable-and-cashiers/
https://finance.utoronto.ca/services/accounts-receivable-and-cashiers/
https://finance.utoronto.ca/services/accounts-receivable-and-cashiers/
https://finance.utoronto.ca/services/banking/subordinate-bank-account/
https://finance.utoronto.ca/wp-content/uploads/L-and-L-3-Managing-Departmental-Subordinate-Bank-Accounts.pdf
https://finance.utoronto.ca/policies/gtfm/cash-other-receipts-and-banking/direct-deposits/
https://finance.utoronto.ca/services/debit-or-credit-card-facility/
https://finance.utoronto.ca/forms/processing/

Thank you!




Appendix




Appendix 1 - FAQs

 What should I do if | have made an error in the Canadian Banking Report - Direct Bank Deposit Form

and have already sent it in?
* The document will need to be reversed; please advise of error and reverse the document. Cleared documents will need to be
reversed by Cashier’s

e Can |l use one form for all my deposits?

e Aseparate form is need for CAD and USD deposits; same currency deposits can go in one form
e How do | acquire CIBC deposit slips to make the deposit?

e CIBC deposit slip books can be acquired at CIBC branches
 How often should deposits be made?

e Deposits should be made to CIBC on a weekly basis
 What GL accounts should | use when posting CIBC deposits?

* Refer to the Quick Guide: Outline of Deposit Mapping
* Who can | contact for additional questions and support?

» fsdcashiersoffice@utoronto.ca — For support on the deposit process and clearing

e fsd.banking@utoronto.ca — For support requesting a subordinate bank account
* fast.help@utoronto.ca — For questions about FIS



mailto:fsdcashiersoffice@utoronto.ca
mailto:fsd.banking@utoronto.ca
mailto:fast.help@utoronto.ca

Appendix 1 —Common Errors

Common Errors Good Practices

* The wrong GL account is used for the currency of the -
cheque (refer to the Guide: Outline of Deposit Mapping) * Send documents for clearing to FSD

Cashier’s (fsdcashiersoffice@utoronto.ca)
within 1 week of deposit date

e Deposit form is not properly authorized
* Proof of deposit is not included (CIBC receipt, CIBC

stamp, POS receipts, merchant statements, Brinks bag #) e Email all supporting documents to
« Amount entered in FIS does not match support fsdcashiersoffice@utoronto.ca and upload
documents to FIS document

¢ Cheques are stale-dated (CAD cheques are older than 6 .
monqths, USD cheques arcg_ older th%n 90 days) * Ensure support docs are legible and fully

e UofT Deposit Form does not include cheque # or Payee completed prior to submitting

Name


mailto:fsdcashiersoffice@utoronto.ca

Appendix 2 — Electronic Deposit Alternatives

If your department is currently self-invoicing and/or receiving cheque or cash payments direct to
your office which will require self-deposit, you may want to consider electronic payment
alternatives.

1) Merchant Payment Solutions

* There are various payment processors available to enable you to accept credit or debit card payments. To enable
these solutions, a departmental subordinate bank account is required.

e Contact banking.fsd@utoronto.ca to set up a departmental account
e Refer to the Lunch & Learn Session about Subordinate Bank Accounts for more information.

2) EFT/Wire Payments

e More and more clients are moving away from cash and cheque payments and towards EFT/Wire payments which are
traceable, reliable and more secure

* For invoices created through central AR, you can take advantage of the following benefits:
e |Invoiced revenue or cost recoveries are recorded in your department’s financials immediately
e Customers are provided electronic payment instructions
e Central A/R will clear the payment against the invoice once received


https://finance.utoronto.ca/wp-content/uploads/L-and-L-3-Managing-Departmental-Subordinate-Bank-Accounts.pdf

Appendix 2 — Central A/R Invoicing: Requirements

You may be eligible to use central A/R to invoice your external customers if:

v The goods or services which you are invoicing for have been provided to an external customer in the current fiscal year.
v" You know the amount in CAD or USD that you are invoicing.

v You have the contact information of the external individual or organization that you are invoicing.

v The external customer is paying by cheque (CAD/USD) or EFT/Wire

v Funds are not restricted in nature - Restricted funds should not be received to central A/R and instead should be directed to a Trust

Bank Account.

For more information, contact FSD AR: ar.financialservices@utoronto.ca
and review the Training Material here.



mailto:ar.financialservices@utoronto.ca
https://finance.utoronto.ca/wp-content/uploads/2015/10/aropenitemsworkshop.pdf

Appendix 2 : Steps to Create an AR Invoice

1. Create an AR Invoice through FSD AR.
43, Request an invoice number from FSD
M ARIncoming Payments

ar.financialservices@utoronto.ca

CAD Form here
USD Form here

2. Send completed invoice form to FSD ARIncoming Payments
ar.financialservices@utoronto.ca for processing.

==l

Invoice should include assigned invoice number, GL Account mapping (including Tax Codes)
and Customer Information.

= 3. Send invoice to Customer which includes EFT payment information along the bottom of

E] the invoice.

NOTE: For all central A/R invoices, FSD AR manages the receivables posting, the receipt of payment, and clearing. This
process is not impacted by the closure of the Cashier’s Office.



mailto:ar.financialservices@utoronto.ca
https://finance.utoronto.ca/wp-content/uploads/ARInvoiceCADJune2017.pdf
https://finance.utoronto.ca/wp-content/uploads/2016/05/ARInvoiceUSDJune2017.pdf
mailto:ar.financialservices@utoronto.ca

Appendix 2 — OTO Incoming EFT/Wire: Requirements

You may be eligible to use the OTO Incoming EFT/Wire Deposit Form if:

You are receiving a non-recurring, one-time-only (OTO) incoming payment from an external source.
Your department does not have a subordinate bank account to receive the one-time-only payment.

The incoming payment is not associated with donations, scholarships, research or contracts with the
government or any other agencies.

The incoming payment is not related to Accounts Receivable.

The form is located on the FSD website: https://finance.utoronto.ca/forms/processing/

If you do not meet all the above criteria to use this form, please refer to the GTFM for guidance:
https://finance.utoronto.ca/policies/gtfm/cash-other-receipts-and-banking/incoming-wire-transfers/

The OTO bank account is managed by FSD Banking. For more information
or to receive banking instructions for OTO incoming EFT/wires, please
contact FSD Banking banking.fsd@utoronto.ca.



https://finance.utoronto.ca/forms/processing/
https://finance.utoronto.ca/policies/gtfm/cash-other-receipts-and-banking/incoming-wire-transfers/
mailto:banking.fsd@utoronto.ca

Appendix 2 — OTO Incoming EFT/Wire: Requirements

g ONE-TIME-ONLY INCOMING EFT/WIRE DEPOSIT

UNIVERSITY OF

% TORONTO (FOR INTERNAL USE ONLY)

To: FSD Banking Posting Date: Company Code: UOFT
Financial Services Department Droc.Type:
banking fsd@utoronto.ca FIS Doc#: Payment received:

WHEN TO USE THIS FORM:
» This is a non-recurring, one-time-only (OTO) incoming payment from an external source.
* Your department does not have a subordinate bank account to receive the one-time-only payment.
» The incoming payment is not associated with donations, scholarships, research or contracts with the government or any other agencies.
» The incoming payment is not related to Accounts Receivahble.
If you do not meet all of the above criteria to use this form, please refer to the GTFM for guidance: https://finance. utoronto.ca/policies/gtfm/cash-other-rec

INSTRUCTIONS:
1. Please contact FSD Banking for CIBC bank account details of the OTO account.
2 Notify FSD Banking when the remitter has sent the EFT/wire paymentto U of T.
3 Department is responsible for posting the entry to claim the deposit after receiving confirmation from FSD Banking that the incoming payment has been received.
4. Attach supporting documentation to your FIS posting:
2 Copy of this OTO Incoming EFT/Wire Deposit form
2 Confirmation email from FSD Banking that incoming payment has been received
5. Provide posted FIS Doc# to FSD Banking.

INCOMING EFT/WIRE DETAILS DEPARTMENT CONTACT INFORMATION
sender/Remitter Faculty/Division
Currency (specify): CAD - Canadian Dollar Department
Amount Contact Name
Description Telephone
Email

ACCOUNTING INFORMATION

DEBIT G/L Amount Bus Assignment TEXT (Description)

POSTKEY | ACCOUNT Area OTO bank occt Dept contact Payment type Pmit received  Description of incoming payment
40 350003 1000 40205545802 incoming wire

CREDIT G/L TAX BUS COST INTERMAL C/F FUND COMMITMENT TEXT {Desciption)

POSTKEY | ACCOUNT AMOUNT CODE AREA CENTER CORDER CENTER ITEM ASSIGNMENT Reguired: Sender, Dote payment received in

OR the bank, and Description of payment
50
50
50
Total Deposit 5 -
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