OIT Ticket Request: Create a New Detail Code Request

How to create an OIT ticket for a new Detail Code:

Visit the OIT Help Desk Website at:
https://helpdesk.fau.edu/TDClient/2061/Portal/Home/

Type Detail Code Request in the search bar and click the Search
icon.
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Click on Submit a request.

® Submit a request

Fill out the information according to specific needs.

If you are a frequent depositor (greater than 12 deposits per year) and the funds are posted into the same index number and account cod,
then you should obtain a detail code. YOU MUST WRITE THE VENDOR Z NUMBER ON CHECKS THAT ARE DEPOSITED TO ENSURE
PROPER CREDIT FOR PAYMENTS

Requestor* @ &

Lorraine Pakstis alx
AcctiDept* ©
Controler’s Office flax

FAU Telephone Number * ©

Are you requesting a new detail code? * @
Start yping..

Willthis Detail Code be refundable or non-refundable? *

O Refundable

© Nonrefundable

Purpose of the detail code * @
Fomst . Fem - sm - A- BIUSXX L

i mae

Attachment @

Browse.. | MNofie chosen

Submit

workday.

The options will differ based on if the new Detail Code will be or

will not be used in the Marketplace.

Are you requesting a new detail code? * @

Yes

Fm T
Will this detail code be used in MalkeW%—' 5-\. e E',-ﬂ!.'lg n
Start typing.

Will this detail code be used in Marketplace? * @

Wil this cetail code be used in Marketplace? is required

MName of Detail Code @

Type of detail code * @
O Fee

© Payment/Waiver

© Scholarship

Will this Detail Code be refundable or non-refundable? =
© Refundable
© Non-efundable

Purpose of the detail code * @
Format - Font - Size - A BIUSXxX L
i @ae

E

Will this detail code be used in Marketplace? * @

()

Name of Detail Code @

Attachment ©)|
Browse Type of detail code * @
O Fee
S
O Payment\Waiver

() Scholarship

Will this Detail Code be refundable or non-refundable? *

() Refundable
() Mon-refundable

Select the option that applies
(O Aid Year: Applies detail code for entire academic year
O Term: Applies detail code for a specific term only

( Title IV: For Financial Aid use only

Will this detail code be used in Marketplace? * @

Mame of Detail Code @

Type of detail code * @
O Fee
 Payment\Waiver

() Scholarship

Will this Detail Code be refundable or non-refundable? *
 Refundable

() Mon-refundable

Select Type of Detail Code and if the Detail Code will be

Refundable or Non-refundable.
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OIT Ticket Request: Create a New Detail Code Request

7. Be sure to use the correct Workday SmartTag, Revenue or
Spend Category, and Ledger Account. TIP: Not providing
correct information in these fields will result in the request being

returned to the Requestor.

Account A (Expense)

Workday Smart Tag *

Spend Category *

Ledger Account *

Account B (Revenue)

Workday Smart Tag *

Revenue Category *

Ledger Account *

;e

8. Using a few brief sentences, explain the purpose of the detail code.

Purpose of the detail code * @
Format - Font - size - A-BIUSXXTI
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Attachment @

Browse. No file chosen

9. When finished, click on Submit.

workday. EDUCATION
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