Make a Deposit

The Record Deposits window is used to record deposits into one of the company’s
bank accounts. After the payment information has been updated and saved, the
following had occurred:

Subsidiary Records  General Ledger

Transactions DR CR Updated Updated
Checking Account S v
Undeposited Funds $ v

Quick Reference Table

Step Box or Other Location Procedure

Home Page Click the Record Deposits icon under Banking.

Click anywhere on the line to mark each payment to be deposited

Payments to Deposit window and click the OK button to open the Make Deposits window.

Date Accept the default date or enter the correct date of the deposit.

Make Deposits window Review the information to verify that itis correct.

Select the Print button at the top of the window if the deposit is

Print button to be printed.

Save & Close/
Save & New buttons

QOOOO

Click the Save & Close or Save & New button.

Reference —Sales and Cash Receipts Cycle Activities




Make a Deposit
QuickBooks windows
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SELECT VIEW
View payment method type All types What are payment method views?
Sort payments by Payment Method -
SELECT PAYMENTS TO DEPOSIT
J | DATE i TIME ez = i NO. : FAYMENT METHOD  © NAME i AMOUNT
01/24/2021 PMT 22675 Check Greenleaf Suites 12,286.26]
0 of 1 payments selected for deposit Payments Subtotal 0.00
Select All Select None

(windows continued on the following page)
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Make a Deposit
QuickBooks windows (continued)

@ Previous ® Next [ Save () Print ~ | B8 Payments [ History @ Attach
DepositTo 10100 - Cash-General Account =] Date 121 B uemo Deposit
Click Payments to select customer payments that you have received. List any other amounts to deposit below.
RECEIVED FROM i FROM ACCOUNT | MEMO i CHKNO. i PMITMETH § AMOUNT
| Greenleaf Suites 12000 - Undeposited Funds |22675  [Check 1228626 &
| |
| | |
| |
|
|
| |
| |
|
| |
| | v
Deposit Subtotal 12,286.26
To get cash back from this deposit, enter the amount below. Indicate the account
where you wantthis money to go, such as your Petty Cash account
Cash back goes to Cash back memo Cash back amount
12,286.26
Save & I Clear
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