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User Role(s): DFS Bank Account Maintainer
Last Updated: 03/03/2025

Overview

A Banking Services Request form is required for a bank account to be inactivated. The Banking
Services Request form will appear in the Worklist. The Financial Administrator or the Financial
Specialist will request from the Division of Treasury and complete the Treasury Management
Service Request form to have the bank account closed at the financial institution.

The financial institution will send the Division of Treasury a confirmation that the bank account is
in the process of being inactivated. Once all transactions for the bank account have been settled
and there are no outstanding items, you will be able to begin the bank account inactivation process
in Florida PALM.

Inactivate External Account
1. Navigate to the External Accounts page
a. Navigation: NavBar > Menu > Banking > Bank Accounts > External Accounts
End user will be directed to the Find an Existing Value page
Enter Bank Code: Select the bank you are inactivating (e.g., BOA, WELLS)
Enter Bank Account: Last 4 digits of the bank account number, or
Enter Bank Account #: Bank account number will include the Agency Location number
or the last 4 digits of the bank account number and the bank account name
Click Search
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External Accounts

Find an Existing Value @Add a New Value

~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

@ g:::g‘t:es Choose from recent searches V‘ f H §avedl_ ‘ Choose from saved searches V| /

*SetiD

STATE Q

Bank Code | begins with V| |BOA Q|

Branch Name | begins with V| | Q |

Bank Account | begins with v| |9999 |

| |
| |
Description | begins with

Account Status | = v| | v|

External Bank 1D | begins with

Bank Account | begins with

T~ SNOW TEWET OpHonS

[ Case Sensitive
Gexr ][ Hsmesearn
~ Search Results

1rows - SetlD "STATE" Bank Code "BOA" +1 more

1w | view Al
SetiD Bank Branch Bank External Bank Account # Ly Currency ghsiness Account
Code Name Account Bank 1D P Code Unit Status
LEG CC SUB
STATE BOA MAIN 9999 099999999 | 1100000_LEGISLATIVE_SERVICES_CC ACCOUNT UsD 11000 Active »

Figure 1: External Account Navigation

7. Under the External Accounts tab, change the Status to Inactive
8. Click Save
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External Accounts

I External Accounts I Signatories Contacts Beconciliation Account Information Collection Methods Payment Methods Account Settlement

External Bank 1D 063100277

SetiD  STATE Bank BOA Bank of America

Account Information

*Status: *GL Unit: 11000 Q
[wan o] ®

Bank Account: gggg

*Description: |LEG CC SUB ACCOUNT Short Desc: (CCSUBA *Branch

*Account # |11OUUDU_LEGISLATWE_SER\HCES_CC |

Sender DO: l:l RFC E
DFI Qualifier: Transit Number DFIID: | 099999989

IBAN: |
Other Identificalion

Valid Account Currencies Account Use
EX Oap

=
*Currency Code: |USD Q = Acct Type: | CreditCard ~| Bl Gar Oap aTr
“Rate Type: |CRRNT  Q [ DDIAR Draft Cash Ctrl [ cash Clearing TRF Charge
Drafts Payable Stmt Accounting [ Dep in Transit

*Index: |MODEL Q

Figure 2: External Account Page Navigation

9. Send an email to the Division of Accounting and Auditing (A&A) and request the GL
Cash account to be inactivated. Make sure that you provide the “as of’ date of when this
account should be inactivated. The GL Cash account is located under the Bank Account

Ledger Types.

Bank Account: gggg; =Status: | Inactive vl *GL Unit: | 11000

B
*Description: |LEG CC SUB ACCOUNT Short Desc: |CCSUBA *Branch: | MAIN Q B

1100000_LEGISLATIVE_SERVICES_CC |

*Account #

Sender DO: l:l RFC: lj
DFI Qualifier: Transit Number DF1ID:

‘ Ofher Identification

IBAN: |
Valid Account Currencies Account Use
=
*Currency Code: = Acct Type: | CreditGard v| @a Bar  Cap  @TR  DOex Oep
*Rate Type: |CRANT  Q CJDDIAR Draft Cash Ctrl I cash Clearing TRF Charge
Drafts Payable Stmt Accounting [ Dep in Transit

I

*Index: |MODEL

Bank Account Ledger Types
@ > ol | Viewan

ChartFields e

Acct Type Organization *Account Fund E:ﬂg‘ﬂ Category State Program Project Contract oAl
B Cash-AR
B Fees 780003 Q
B Cash
s ]} L]

’ Retum to Search H Motify ] Add Update/Display Correct History

Figure 3: Selecting GL Cash Account

Remove the account from the BAI2 Code Mapping
1. Return to the Code Mappings page
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a. Navigation: NavBar > Menu > Banking > Administer Bank Integration > Bank
Integration Code Map > Code Mappings

Florida PALM will direct you to the Find an Existing Value tab

Enter BAI2 in the Code Map Group field

Click Search

Select Code Map Group in the Search Results (BAI2 Mappings)

aobrowd

Code Mappings

Find an Existing Value

v Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

1) Recent N v Saved - -
O Searches | —noose from recent searches | / N o ihes | Choose from saved searches | f

Code Map Group | begins with V| |BAI2

~ Show fewer options

l Clear ” [-] Save Search
v Search Results

1rows - Code Map Group "BAI2"

View All

Code Map Group Description

BAIZ BAlZ Mappings >

Figure 4: Code Map Group Search Results Navigation

6. From the Code Mappings page, click the magnifying glass in the Field Values section
7. A pop-up box will appear. Input the Business Unit Code Mapping string for the account
to be inactivated. (See the example in Figure 5.)

8. Click Ok
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finupg2.flpalm.myfloridacfo.gov says

Code Map Group  BAI2

Description | BAI2 Mappings

Enter search string:
‘I 11000000 _LEGISLATIVE_SERVICES_CC

e

T
Mappings | Q | 105 v| | > H bl ‘ View All
“Mapping Name | BANK_ACCOUNT_NUM E E
Default Value Return Input if Ne Match
Field Values @
=[] > 1 1 vewtoo
Input Value Qutput Value
0222222222 ‘ 1111111 DOR_EFT | E E\
[33ssasass | |(s998_conTroL_pise | E E’
|a44a44a44 ‘ 9999_DEQ_ORIGIN | E E|
[ 555556555 | ||9999_conTrOLLED_DIse_sUB_AcCT | +| (-]
[ 099939999 | | E

9999_BOA_CREDIT_CARD

]

’ Return to Search ” Notify ]

Add Update/Display

Figure 5: Code Mappings Value Navigation

9.
10. Click Save

In the Field Values table, click Minus (-) to delete the bank account

Code Mappings
Code Map Group  BAI2
Description | BAI2 Mappings
Mappings @ I 1oi5 v| |T| View Al
*Mapping Name | BANK_ACCOUNT_NUM I + = |
Default Value Return Input if No Match
Field Values @
| B a | K ¢ | 11500726 v| > > | View100
Input Value Output Value
0222222222 |11DDDUU_0FF_OF_LEGISLATIVE_SERVICES + |
333333333 | | 2100005_STATE_ATTORNEY_5TH_CIRCUIT + i
444444444 | '[2100007_ST_ATTY_7TH_CIR_ST_AUGUST +| (-]
555555555 | |21DOOOQ_STATE_ATTDRNEY_QTH_CIRCUI‘I’ + | | - |
09999999 | |[2100010_sAC_STATE_ATTY_1ST_CIRCUIT +1 [..|
[ Return to Search H Notify l Add Update/Display

Figure 6: Code Mappings Input/Output Value Navigation Figure 7: Code Mappings Navigation
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Inactivate Bank Account Recon Rules

1. Navigate to the Bank Account Recon Rules page
a. Navigation: NavBar > Menu > Banking > Administer Reconciliation > Bank
Account Recon Rules
Florida PALM will direct you to the Find an Existing Value page
Enter Bank Code: The bank account you are inactivating
Enter Bank Account: Last 4 digits of the bank account number, or

Enter Bank Account #: Bank account number includes the Agency Location number
Click Search

ook wd

Bank Account Recon Rules

Find an Existing Value
Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

) Recent Searches | Choose from recent searches v] # [ Saved Searches [Choose from saved searches v| &

*SetlD EI STATE
Bank Code BOA
Branch Name
Bank Account 9999
External Bank ID
Bank Account #
Description

Account Status [= v

£ 00

~ Show fewer options

[CJCase Sensitive

Figure 8: Bank Account Recon Rules Navigation

7. From the Search Results section, select the row containing the Bank Code for

inactivation
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Bank Account Recon Rules Navigation

Bank Account 099
Extemal Bank ID
Bank Account #
Description

Account Status | = v v
A Show fewer options

[[J case Sensitive

Search Clear [] Save Search|

Search Results

1rows - SetlD "STATE" Bank Code "BOA" +1 more

View All | (2 First (4) 10f1 () Last

Bank Branch Bank External Currency GL Business  Account
setiD Code Name Account Bank ID Bank Account & Description Code Uni Status
" A A 5 ATIV o LEG CC SUB 4
STATE BOA  MAIN 9999 099999999 1100000_LEGISLATIVE_SERVICES_CC ACCOUNT usD 11000 Inactive >

Figure 9: Bank Account Recon Rules Search Results Navigation

8. Uncheck the boxes for each recon rule in the Active column
9. Click Save

=

Bank Account Reconciliation Rules

S48 STATE
Bk Cods BOA —— External Bank I 099999999
Bank Account 5999 ELIB ADCOURNT Barih Acesunt® 1100000_LEGISLATIVE_SERMCES_CC
Reconciliation Source Find | View All First (4 10of1 (» Last
=HE
*Sequence Number| 1 *Source Receivables Payments Q
Amount Exception Q Date Exception @ Holiday List ID[FF Q
Reconciliation Rules Personalize | Find | (21| G2 First (4 1-410f11 (b Last
p—
Active *Sequence *Reconciliation Rules Id Reconciliation Rule Alias Date Tolerance Holiday List ID Amount Tolerance Use Rate Table Accounting Template ID
] 1| [PY_11_ALL_FLP_REF1 | FLPARELFLAIRANDADNDAREF1  |DAY_130_180  [FF % aQ aQ =E
[m] 2| [PY_11_ALL_FLP_REF2 | FLPARPAPFLAIRANDANDAREF2  [DAY_130_180 Q [FF o Q Q ==
(] 3| [PY_11_ALL_FLP_REF3 |@ FLP AR IA NUM AND ANDA REF3 DAY_180_180 Q [FF [ Q Q ==
0 4| [PY_11_FLP_EXT_REF_llj@ FLP AR LOCKBX ID TO EXT REF ID DAY_130_180 Q [FF o Q [+ ==
(] 5| [PY_11_ALL_FLP_REF6 |@ FLP DEPID AND ANDA REF6& DAY_180_180 a [FF o a a ==
[m] 6| [PY_IM_FLP_EXT_REF |Q FLP OME TC MANY DEPBY EXTREF  |DAY_180_180 Q [FF [ Q Q =32
[m] 7| [PY_IM_FLP_REF_01 _|@ FLP ONE TO MANY DEP BY REF1 DAY_130_150 Q [FF o, Q Q ==
[m] 8| [PY_IM_FLP_REF 02 |@ FLP OME TO MANY DEP BY REF2 DAY_180_180 Q [FF [ Q Q ==
[m] 9| [PY_IM_FLP_REF_03 |@ FLP ONE T MANY DEP BY REF3 DAY_180_180 a [FF [} Q Q HE=
[m] 10 [PY_IM_FLP_REF 06 |Q_FLF ONE TO MANY DEF BY REF6 DAY_180_180 Q [FF (s Q Q =E
1] [PY_H1_ALL_REF_ 01 |@ EACH PAYMENT BY REFERENCE DAY_130_180 Q [FF (% Q Q ==
" Retum to Search Previous inList |[45] MextinList |[[=] Notity

Figure 10: Bank Account Reconciliation Rules Source Navigation

1. Navigate to the Bank Statement Accounting page
a. Navigation: NavBar > Menu > Banking > Administer Reconciliation > Bank
Statement Accounting
2. Florida PALM will display the Find an Existing Value page
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3. Enter External Bank ID: Select the ID that is linked to the bank account you are
inactivating

4. Enter Bank Account #: Select the bank account you are inactivating
5. Click Search

&« | @ <o | Q, Search in Menu

g

Bank Statement Accounting

Find an Existing Value

~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values

T} Recent Saved
D) gooen o | Choose from recent searches "| Z Searches | Choose from saved searches V| 4
External Bank ID | begins with V| |099999999 Q |

Bank Account # | begins vith v| | 1100000_LEGISLATIVE < Q |

Statement Activity Type | begins with V| | Q |

~ Show fewer options

—

Figure 11: Bank Statement Accounting Navigation

6. Select the first Statement Activity Type in the Search Results list

T e

v Search Results
4rows - External Bank ID ©099999999” Bank Account # "1100000_LEGISLATIVE_SERVICES_CC"

| View Al

External Statement

Bank ID Bank Account # Activity

Type

(099999955 1100000_LEGISLATIVE_SERVICES_CC 856 >
099993999 1100000_LEGISLATIVE_SERVICES_CC 868 >
099999999 1100000_LEGISLATIVE_SERVICES_CC BTC >
099999999 1100000_LEGISLATIVE_SERVICES_CC BTD >

Figure 12: Bank Statement Accounting Statement Search Results Navigation

7. Change the Active Status to Inactive in the header
8. Change the Active Status to Inactive in the Rule ID Definition Section
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9. Click Save
10. Click Next in List to view the next Statement Activity Type

Q, Search in Menu

Bank Statement Accounting

Bank ID 039939999 Account#  1100000_LEGISLATIVE_SERVICES_CC Activity Type 356
GL Business Unit 11000
"Description | BOAZBA Credi

*Active Status | Inactive V| *Activity Default Template | BANK_ZBA_SWEEP Q
> Test Rules
Rule ID Definition [a| View Al
*Rule ID |1 | Rule Default Template ‘ Q| | + || _|
I *Active Status | Inactive VI

*Description | BOA ZBA Credit

© Positional Match O Pattern Match ® value Match

From | | To | | Rule Definition Help

Pattern |

Match Values

|E| |E| | View Al

*Match Value *Match Template Description

1|| TFR TRANSFER CREL| | |BANK_ZBA_SWEEP Q| |Bank ZBA Sweep |T| |T|

Return to Search Previous in List I| Mext in List [II Nofify ] Add Update/Display

Figure 13: Bank Statement Accounting Activation/Inactivation Navigation

11. Repeat Steps 7-10 to inactivate the remaining Statement Activity Types

Inactivate Distribution Code for Debit Memo Process on Depository Sub Accounts
Validation Required: The State has scenarios where a bank account is closed but the
distribution code should not be inactivated. For example, BOA bank accounts are currently
being inactivated because of a contract transition but the same location (4300360) is used on a
WELLS bank account. Treasury would not want to inactivate the Distribution Code 4300360
because the location is also being used for an active WELLS bank account for debit memo
processing.

1. Validate the location being inactivated is not used on a different active bank account.
a. Run the BANK_ACCOUNTS_1 Query to view all processing bank accounts and
filter by bank account description, the location is the first 7 digits.
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gank Bank Name Account Description Status
ode

BOA Bank of America 4300360_FUNERAL_CEMETERY_SERV_CC| |

WELLS | Wells Fargo Bank | 4300360_PDFS_FUNERAL_CEMETERY_CC | A

Figure 14: Bank_ ACCOUNTS_1 Query Results

b. If the location is inactive for all bank accounts, the distribution code may be

inactivated.
(B:?)l:l:: Bank Name Account Description Status
BOA Bank of America 4000041 DEO_RETURNS I
BOA Bank of America 4000041 _PDEO_SDIP_CC [ |
WELLS | Wells Fargo Bank | 4000042_DEO_SDIP_CC A

Figure 15: Bank_ ACCOUNTS_1 Query Results

2. Ifitis appropriate to inactivate a distribution code, navigate to the Distribution page
a. Navigation: NavBar > Menu > Set Up Financials/Supply Chain > Common
Definitions > Distribution Accounting > Distribution Code

Enter SetlD = STATE
Enter Distribution Code = *******

Click Search

Select Distribution Code in the Search Results

No ok w

End user will be directed to the Find an Existing Value page

Distribution Code
Find an Existing Value

~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

“T) Recent - [ Saved
"/ e garches Choose from recent searches f W Searches Choose from saved searches
“SetiD | = ~ STATE Q
Distribution Code | begins with ] 4000041 Q

~ Show fewer options

Include History Correct History

| Clear [1Save Search
~ Search Results

1rows - SetlD"STATE" Distribution Code "4000041"

SetlD Distribution Code Description

STATE 4000041 40502767002402002000000030000 >

Figure 16: Distribution Code Navigation
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8. Update Status to Inactive
9. Save

o

Distribution Code

SetiD STATE Distribution Code 4000041
Distribution Code Definition Q
*Effective Date |01/011901 “Status | +| | = ‘
“Description |40502767002402002000000030000
Inactive
Short Description | DEO
“Distribution Type | Revenue v Contract Liability Dist Code Q
ChartField Values
L3EY
Organization “Account Fund Budget Entity Category State Program sﬁ: usiness Project
1| a | |so7000 Q| ||7e700 Q| 40200200 Q| |[oooavo al | Q Q C
Ll »
l Return to Search ] [ Notify ] Add Update/Display Include History l [ Correct History

Figure 17: Distribution Code Page Navigation

Still have questions?
Please contact the Florida PALM Solution Center via the Customer Portal.
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