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Automated Clearing House (ACH) Deposits 
Attachment – Optometry Business Office 

 
It is the responsibility of University of Houston employees to secure and account for the University’s 
monetary asset and prevent any loss of funds including automated clearing house (ACH) deposits.  
 
General Accounting (Monica Cantu, Nguyen Nguyen or Gretta McClain) notifies the Optometry 
Business Office (Zagui Paredes, Jose Martinez, Voncille McGilbert, Barbara Valles, and Brandon 
Addison) of daily ACH deposits via email. 

 
Types of ACH Deposits 

Clinics (UEI, GNC, ASC, Cedar Springs/Dallas, Community Eye/Ft Worth) 
Care Credit (UEI and ASC) 
TX Opt Board 

 
Clinic Deposits 
1. Daily ACH deposit attachments from General Accounting are saved in the shared drive (file path: 

busofc$ (\\uhco-bo)> Business Office File Cabinets > Financial Team > FY 18 > FY 18 ACH 
2. Voncille McGilbert will also receive the ACH deposit emails and review the ACH’s to identify which 

clinic each ACH deposit belongs to. Voncille will email the Optometry Business Office the ACH deposit 
attachment and a spreadsheet that identifies which clinic each deposit belongs to. 

3. The Business Office (Brandon Addison) will prepare a GL journal with backup documentation to 
deposit the ACH payments to appropriate clinic cost center 

UEI: 00730-2078-H0115-C0405-NA (18051), Materials acct code 43600, Service acct code 
43617 
ASC: 00730-2078-H0115-C1816-NA (51592), Service acct code 43617 
Cedar Springs: 00730-2078-H0115-C3483-NA (35984), Service acct code 43617 
Community Eye: 00730-2078-H0115-C4674-NA (52436), Service acct code 43617 

4. After completion of ACH GL journal, journal information is recorded in the ACH Log FY’18  (file path: 
busofc$ (\\uhco-bo)> Business Office File Cabinets > Financial Team > FY 18 > FY 18 ACH folder > ACH 
Log FY’18   

5. A copy of the journal is retained in business office for reconciliation. A digital copy of the journal is 
saved in bo (\\uhco-bo) > FY18 > FY 18 Journals > “ACH” folder”  
 

Care Credit / Synchrony 
Optometry also received ACH deposits for Care Credit Payments which are a payment option for UEI 
and ASC clinic patients. The Care Credit transaction is booked in the Daily Clinic Cash deposit journals 
as revenue (43605) and outstanding AR (12100). This is because the actual revenue is transmitted via 
ACH deposit, several days after the Care Credit payment is processed, and will subtract credit card fees 
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for patient transaction. Therefore, the purpose of the Care Credit ACH deposit journal is to book the 
ACH deposits to clear outstanding AR balances (12100) and record all Care Credit Card fee expenses 
(acct 54708) for patient transactions.  

1. Once a week, the Business Office will run a 1074 report on the Care Credit cost centers for UEI and ASC 
Clinics 

UEI Care Credit 00730-2078-H0115-C0406-NA (10950) 
ASC Care Credit 00730-2078-H0115-C0025-NA (53174) 

2. Review the 1074.3a and 1074.6 to see if there are any outstanding amounts on Acct code 12100. The 
Transaction Description on the 1074.3a will denote the date of a Care Credit Transaction that took 
place. 

a. For Example: Transaction Description “A/R-Care Cr. 03/23/17 H0115” means that a Care 
Credit Transaction was processed on 03/23/17 

3. So once all outstanding 12100 transactions on the 1074.3a have been identified, the Business Office 
will log into Synchrony Care Credit website and run a Daily Funding report for each clinic for the 
transaction dates. 

4. The Daily Funding Report will match the original amount booked on the Daily Cash Deposit Journal 
(acct 43605 and acct 12100) and also list the amount for Credit Card Fees (acct 54708) associated with 
each Daily Transaction.  

5. The Business office will also the ACH emails from General Accounting from those transaction dates to 
identify the ACH deposits.  All Care Credit Deposits will come from Originator “Synchrony”. PLEASE 
NOTE: ACH deposits for a Care Credit Transaction will typically be processed within 2-3 business days 
after the transaction date. The ACH amounts from Synchrony should match the transactions from the 
Care Credit Funding Reports. 

6. Once all outstanding 12100 transactions are identified, the Business Office will submit a GL journal to 
clear acct 12100 and book the credit card fee expenses (acct 54708). 

7. The college business administrator or associate dean (Jose Martinez and Zagui Paredes) is “Notified” 
within PeopleSoft for review and online approval. 

6. A digital copy of the journal is saved in bo (\\uhco-bo) > FY18 > FY 18 Journals > “Care Credit” folder > 
“UEI” or “ASC”  

 
Texas Optometry Board  
Optometry pays yearly license to the State of Texas Optometry Board. TOA will pay 2-3 annual payments 
through the ACH process. Typically, these ACHs will be submitted beginning of Fall Semester and once in 
Spring Semester. Dean Earl Smith will receive a letter regarding the largest ACH amount paid (which 
occurs in Spring).  
1. ACH from the Texas Optometry Board will come from originator “TX Opt Board.” 
2. Business Office will submit GL journal to process deposit using acct code 43609 into the License 

Renewal Cost Center 00730-4044-H0113-A1770-NA (34769) 
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3. Save electronic copy of journal to License Renewal cost center folder (File Path busofc$ (\\uhco-bo)> 
Business Office File Cabinets > Financial Team > Fund 4 > 4044 > “License Renewal” folder   
 

RECONCILIATION 
1. A business office financial coordinator reconciles journals to the PS monthly. 
2. The cost center manager receives, reviews, signs and returns the verification worksheet. 
3. All discrepancies are reported, researched and resolved in a prompt manner. 
Departmental Cash Handling Guidelines 
UH Police Department Money Transfer Procedures 
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Check Refunds 
 

Check refunds are submitted to the OPT Business Office with the daily cash deposit from the UEI clinic 
or ASC clinic. However, these are processed separately and within 1 business day, as the patients are 
usually informed that the check refund will be sent within 5 business days. So the check refund process 
must be started as soon as the refund paperwork is received by the OPT Business Office. 
 

1. The OPT Business Office reviews the UNIVERSITY EYE INSTITUTE Refund Request forms from either the 
ASC or UEI clinics. All the information must be fill out completely - patient’s name, address, date of 
service, staff name etc. 

2. The refund request form and/or other supporting documents must not contain the patient’s social 
security number.  

3. Once the form is complete, a Vendor Setup Coversheet must also be filled out. This form is found on 
the on UH website http://www.uh.edu/vendor/#Forms and fill out only the Vendor Setup Coversheet 
for Individuals.  This sheet allows you to temporarily add the patient information on PeopleSoft to 
process the Voucher.   

Fill out the patient’s information on the top and bottom of the page. Must also select “Vendor 
Classification - UH Hilton or UH Optometry One-time Refund Recipient.”   
Then an authorized signatory must sign the form by CBA, DBA Or Assoc. Dean. (i.e. Zagui 
Paredes, Jose Martinez or Dr. Roger Boltz.)  

4. Fax document to the Vendor ID department. Adding the patient to the vendor list should take no 
longer than one business day. 

5. After the patient has been added into PeopleSoft, process a voucher. Enter the speed type as given and 
use account code 43908 for refund of sales & services. In the Voucher Description, state Clinic name 
with reason for refund.  

6. The OPT Business Office verifies the clinic has recorded the refund in the appropriate clinic worksheet 
of the University Eye Institute Refund Log.  The OPT Business Office will update the patients’ record with 
voucher number and payment date.  






