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This guide offers a brief overview of the Deposit Detail Form (DDF) process and how to record a DDF in 
the general ledger. 
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Deposit Detail Form (DDF) – History 
 
The recording of deposits at CI have historically been problematic for various reasons.  With the new 
Deposit Detail Form (DDF), we have streamlined the processes by creating one, easy to use deposit form 
for all entities.  The DDF will also create a paperless submission processes, easier upload into PeopleSoft, 
and allow for better tracking of deposits recorded in the general ledger (GL). 
    
The DDF replaces the “Daily Receipt Log” (DRL), shown below. The DRL should not be used after April 1, 
2013 and will be returned to the originator for revision. 

 

 
 

 
 
  

EXAMPLE OF OLD 
FORM 

Not to be used 
after April 1, 2013 

EXAMPLE OF OLD 
FORM 

Not to be used 
after April 1, 2013 
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Deposit Detail Form (DDF) – When to Use the DDF 
 
The DDF should be used to record all campus and auxiliary deposits.  
 
Campus departments will still use the “Deposit Request Form” and submit to Student Business Services 
(SBS) for processing.  SBS will then submit the DDF to Fiscal Services/Accounting for processing and 
upload into the general ledger. An example of the “Deposit Request Form” is shown below and can be 
found on the Fiscal Services website:  http://www.csuci.edu/accounting/Forms.htm. 
 
 

 
  

http://www.csuci.edu/accounting/Forms.htm
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Deposit Detail Form (DDF) – How to Fill Out the DDF 
 
Step #1 – Enable Macros Button 
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Step #2 – View Instructions  
 

 
 
 

Step #3 – Enter Date  
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Step #4 – Enter Business Unit  
 

 
 
Step #5 – Enter Deposit Type 
 

 
 
  



 
7 

Step #6 – Enter Prepared By 
 

 
 
 
Step #7 – Leave Accounting Use Only Blank 
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Step #8 – 21 Characters Maximum  For All Field 
 

 
 
Step #9 – Enter Received From 
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Step #10 – Enter Invoice / Claim # 
 
This field applies to an Invoice # issued by Michelle Hense or a Claim # issued by the State of 
California. 
 

 
 
Step #11 – Enter Description 
 
This field should be used for department specific information, such as tracking scholarships by 
Student ID. Consult with Michelle Hense if questions arise. 
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Step #12 – Enter PeopleSoft Chartfield 
 
An account and fund must be entered. A department is only required for revenue (5xxxxx) and 
expense (6xxxxx) accounts. If a class is used, then a project is required. All Q funds require a 
project, except Q0000. 

 
 
 
Step #13 – Enter Amount(s) 
 

 
 
  



 
11 

Step #14 – Example of a Completed DDF 
 

 
 
 
Step #15 – Click Email / Submit Form 
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Step #16 – Save a Copy of the DDF 
 

 
 
Step #17 – Email DDF and Attach Back-Up 
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Deposit Detail Form (DDF) – Where to Find the DDF 
 
The DDF form, Process Guide, and PowerPoint presentation can be found on the Accounting 
and Financial Services website, under forms at:  http://www.csuci.edu/accounting/. 
 

 
 

 
  

http://www.csuci.edu/accounting/
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Deposit Detail Form (DDF) – Submission Information for Campus, 
University Glen Corporation, and Site Authority 
 
Please note these important submission guidelines: 
 
 DDF is due two (2) business days after the transaction has occurred 

 It is imperative to meet this deadline at month-end 
 If deadline is not met, DDF will be posted in the next period  

 
 DDF and back-up must be submitted electronically 

 If unable to scan and electronically submit back-up, please deliver to Michelle Hense 
 
 DDF back-up: 

 For Credit Cards = Batch Report or Settlement Confirmation 
 Deposit slip not needed but may be included as back-up 

 
 DDF must be submitted to the following email address: 

 CIDDF@csuci.edu  
 

 If the DDF errors during upload into PeopleSoft, the DDF will be returned to the preparer for 
correction 
 

 Approval signature(s) not needed 
 

 DDF functionality will not work on:  
 Apple computers 
 If you access email through Webmail 
 Contact Jennifer Schweisinger (x3510) for a work-around 

 
 Mandatory use starting April 1, 2013 

 The old “DRL Form” will not be accepted after this date 
 

Deposit Detail Form (DDF) – Submission Information for Associated 
Student, Inc. and Foundation 
 
Please note these important submission guidelines: 
 
 DDF is due two (2) business days after the transaction has occurred 

 It is imperative to meet this deadline at month-end 
 If deadline is not met, DDF will be posted in the next period  

 
 If DDF is for cash or check deposits: 

 Submit DDF and back-up electronically to Student Business Services (SBS) 
 SBSDDF@csuci.edu 

 Once deposit is made, SBS will amend the DDF to indicate the actual deposit date 
 SBS will then submit DDF to Inbox 
 Deposit slip is not needed as back-up  
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 If DDF is for credit card deposits: 

 Submit DDF and back-up electronically to DDF Inbox 
 Make sure to attach Batch Report or Settlement Confirmation 

 
 If the DDF errors during upload into PeopleSoft, the DDF will be returned to the preparer for 

correction 
 

 Approval signature(s) not needed 
 

 DDF functionality will not work on:  
 Apple computers 
 If you access email through Webmail 
 Contact Jennifer Schweisinger (x3510) for a work-around 

 
 Mandatory use starting April 1, 2013 

 The old “DRL Form” will not be accepted after this date 
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Deposit Detail Form (DDF) – Questions  
 
Questions regarding the DDF, deposit backup, or accounting transactions should be directed to: 
 
 Michelle Hense 

 Accountant – A/R 
 michelle.hense@csuci.edu 
 X 3143 
 Lindero Hall, Room 1814 

 
 Jennifer Schweisinger 

 Accounting Supervisor 
 jennifer.schweisinger@csuci.edu 
 X 3510 
 Lindero Hall, Room 1815 
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Deposit Detail Form (DDF) – Accounting 101 
 
For individuals not familiar with accounting procedures or transactions, please refer to the below 
information. 
 
 
Lesson #1 – Normal Ending Balances 
 

 
 

 
 
Lesson #2 – Equate this to your Bank Statement 
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Lesson #3 – An Example from the Data Warehouse  
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