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Cash Deposits and Unidentified Cash for Sponsored Projects 
 
Depositing Sponsored Project Payments   
 
Payments for sponsored agreements are to be deposited by EMF into the new Research Administration 
System (RAS).  This allows systematic matching with existing invoices in Accounts Receivable (AR) in RAS.  
If departments receive payment directly from sponsor for a sponsored grant/contract, please contact the 
Sponsor to forward future payments to:   
 
UCSF Controller’s Office 
Extramural Funds,  
Box 0897 
San Francisco, CA 94143-0897 
 
Physical address is: 
UCSF Controller’s Office 
Extramural Funds 
1855 Folsom Street, Suite 425 
San Francisco, CA 94143-0897 
 
For payments a department has already received, we strongly recommend that the department deposits the 
payment using the drop-safe located on various campuses.  However, department must NOT do the journal.  
Instead, fax a copy of the deposit slip, the check, and its back up papers to Cash Management at (415)502-
1444.   The Cash Management Team at EMF will make the appropriate journals and entries into RAS.   
While it is not preferred, departments that have no access to drop-safe, can forward the check to the cash 
manager at EMF at Box 0897.  
 
Unidentified Sponsored Checks 
 
When a payment comes in without enough identification to apply it to the appropriate award, or if the 
system can not find a matched invoice in RAS, such payment is recorded into a holding account (NCA 
116060) in RAS.   EMF reviews this account regularly to making manual applications as possible with 
existing information.  EMF then generates a monthly report called “Unapplied Deposits.”   
 
This report is posted twice a month at the following address and frequency to allow the known payments to 
be posted:    
 
http://acctg.ucsf.edu/extramural_funds/communications/Revenue_Cash_Mgmt/UnidentifiedDepos
it12_2006.xls  
 

• On the 5th working day after the accounting period is closed   
• On the 10th working day before the calendar month-end.   

 
Here is a screen shot of what the report looks like:   
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Payments in this “Unapplied Deposit” report include key details found in the payment advice from sponsor.  
We encourage all campus departmental administrators to review this report.   
 
If you are able to claim an undistributed cash receipt from the “Unapplied Deposit” report, please contact 
Cash Deposit Desk in EMF at 476-8691. You will need to provide backup documentation to support your 
claim.  EMF will verify your information and then prepare a journal to transfer the payment.   If you have 
any questions about this process, please contact Cash Deposit Desk or Florence Lu (476-2075). 
 
Undistributed Wire Payments - Sponsored Status Unknown 
 
When a wire comes in without enough identification for the Controller’s Office to apply it to the 
appropriate fund, it is recorded into a holding account, NCA 116036 – Cash Received Undistributed – 
Wire/ACH.  This NCA is monitored and reconciled by General Accounting at the Controller’s Office.   
 
In this section, we describe: 

 How you can review the data in 116036 in Weblinks 
 What additional information is available on the Controller’s Office website 
 What to do when you identify wire payments for sponsored and non-sponsored funds 
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Weblinks Review – NCA 116036 
 
Department administrators can access this NCA account through the WebLinks application.  You may 
review changes to this NCA at any point in the month, not just after month end.  Here are the steps to 
review the undistributed cash in this account using WebLinks: 
 
1) Logon to https://weblinks.ucsf.edu  
2) Click on "Financial Detail," from its drop down menu, click "Open Item" 
3) The "Report Options for Open Item" page displayed (see screen shot followed) 
4) Leave the beginning Open Item Date as "08/1979" 
5) Change the "Open Item End Date" to "10/2006" or the most current accounting period  
6) Select "Open" as for open items from "Include" drop down menu 
7) Enter 116036 as "NCA (*)" 
8) Click "Start"  button on the left  
 
Here is the screen shot: 
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The result should come out in less than a minute…here is the screen shot:   
 

 
  
 
Controller’s Office Website Review – Wires/ACH Only 
 
Updated on a monthly basis, the Controller’s Office website contains a report with the monthly close 
Weblinks data for NCA 116036, but with additional remittance information.  This report can be found in 
Excel/PDF format at:  http://acctg.ucsf.edu/general_accounting/wires/index.htm 
 
Identifying and Claiming Payments 
 
Payments Belonging to Sponsored Projects 
If you are able to claim an undistributed cash receipt from Weblinks or the monthly wires/ACH report on 
our website, please contact Karen Chan in EMF at 476-8691. You will need to provide backup 
documentation to support your claim.  EMF will verify your information and then prepare a journal to 
transfer the payment.   If you have any questions about this process, please contact Karen Chan or Florence 
Lu (476-2075). 
 
Payments Belonging to Non-Sponsored Funds 
If you are able to claim an undistributed cash receipt from Weblinks or the monthly wires/ACH report on 
our website, you will need backup documentation to support your claim.  Departments should then process 
an on-line financial journal to credit the wire transfer to the appropriate departmental fund and attach the 
backup documentation. General Accounting will review and verify the transaction and its backup 
documentation as part of the reconciliation process for NCA 116036.  If you have any questions about this 
process or other questions about incoming wires, please contact Kevin Leung in General Accounting and 
Reporting at 476-8878. 
 


