
Deposit Transmittal Form 

 

1. To access the Online Deposit Transmittal Application, navigate to http://dar.uga.edu/deposit/login .  

 
 

2. In the Add Payment screen, enter the constituent information in the required fields. Authorized GAIL users can 
use the Constituent Search window to find a constituent by full name, email address, or Lookup ID. 

 
 
 
 

Enter your UGA MyID 
and Password. 

If you are not an 
authorized GAIL 
user, manually enter 
the required fields 
indicated by the *. 

If you are entering a 
split payment from 
the same source(s), 
select the sticky box 
to remember those 
options. 

http://dar.uga.edu/deposit/login


3. In the Add Payment Detail Screen, enter the Gift Amount, Designation, Revenue Type, Pledge Payment 
application, and whether or not the gift is associated with an Opportunity. 

 
 
 

4.  In the Payment Details screen, take a moment to review, edit, or delete your entry. 

 
 

Click on the 
Designation drop 
down menu to 
search by name 
or fund number.  

If the gift is 
associated with 
an opportunity, 
click yes and 
select the 
opportunity from 
the drop down 
menu.  

Add Another Payment 
Detail: 
Choose this option to enter 
a split gift.  
 
 Add Another Payment: 
Choose this option to add 
another gift entry.  



5. In The Deposit Transmittal Review Screen, verify that all gift entries are correct. 

 
After clicking Finish & Download, your web browser will notify you of a PDF file available to download. This is the 
document you will submit to Gift Accounting along with all other deposit materials.  

 

 

*Click My Transmittals at the bottom of your screen to access a log of previous entries available for download.  

 

Check the certification 
box once you’ve 
finished adding your 
gift entries.  
 
 


