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Federal Draw Process

This guide walks you through steps for Entering and Maintaining Customers,
Pending Items, Applying Payments, Maintenance Worksheets, Statements,
Inquiries/Reviews and Reports related to these functions.

State of Vermont
Department of Finance & Management
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Frequently asked Questions

e How should I handle an outstanding deposit entered in my

business unit by someone that is not in my department?

e The State Treasurer’s Office receives federal draw funds into the State’s
bank account. In turn, they process a customer deposit on behalf of the
department who the funds are intended for. You should verify that the
deposit is valid for your BU, that the correct customer number was used,
and follow the instructions in the Federal Draw Process Manual located on
the VISION Manuals page to complete the federal draw process.

Federal Draw Process Page 4 of 163
VISION 8.8
Revised October 2016


http://finance.vcms.vt.dev.cdc.nicusa.com/training-and-support/vision-manuals

Helpful Hints

e I'm trying to enter a refund in July for items sent back to the
vendor in June but | keep getting a “spending authority over
budget” budget check error. Why?

You are getting that budget check error because expenditures for the
current year are not sufficient to offset the refund. VISION allows refunds
to be processed only when there are sufficient current year expenditures
to offset the refund. Resolving this error is a two-step process. First,
change the expense account to revenue account 485000 — Prior Year
Refund of Expenditures. Second, when there are sufficient expenditures to
offset the refund, you must do an ONL journal entry. The refund must be
moved from the revenue account to the appropriate expenditure account,
debit (+) revenue and credit (-) expense. When the ONL journal entry
successfully budget checks and posts, expenditures are reduced and
spending authority is increased by the amount of the refund. For more
information refer to VISION Procedure #6.
http://finance.vermont.gov/sites/finance/files/documents/Pol_Proc/VISIO
N_Proc/FIN-

Important note...because this refund is for an expenditure posted in the
prior fiscal year, the PY prefix on the Invoice Number and PY in the
Journal Class fields must be used on these transactions.

e | have entered a pending group and | am now trying to inquire

on the group but I am receiving the following error message: No
matching values were found. To view groups that have posted

through ARUPDATE the Navigation is: Accounts Receivable> Receivables
Update> Posting Results-Pending Items> All Items W/Detail.

e Why did my pending group error with this error messaqge:
1CUST? If you received this error message, you most likely will find that

the customer was made inactive. If the customer was made inactive by
mistake, request that the customer be changed back to active. Once the
customer is active again set your group to batch standard. Once the
ARUPDATE process runs overnight the pending group should post to the
customers account.
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« Why did my pending group error with this message: ITDUP?
The pending item errored as a duplicate because the pending item used in
the group already exists. The ARUPDATE process checks for duplicates
when posting pending items to customer’s accounts. Online A/R pending
items result in Duplicate Item errors when the same Item ID, Line and
Customer Id are used on more than one A/R pending item group. To
correct the error follow the exercise Inquire and Fix Online A/R Pending
Item that did not post due to a “Duplicate Item” Error in this manual.

e What do I do when | have an incorrect customer # when
applying payment on a Federal Draw deposit?
If incorrect customer # was entered by the Treasurer’s Office, do not
build the worksheet. Contact the Treasurer’s Office @
TRE.ServicesAccounting@Vermont.Gov and they will correct the deposit
using the correct customer. Once the correction is made, continue
processing the payment.
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Federal Draw Flowchart
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Federal Draw Business Process

Situation when this function is used: In order for a department to receive
Federal funds electronically (Draws or Wires) they should follow the Federal
Draw process outlined below as well as the Cash Management Policy for Federal
Funds found on the Finance & Management Web Site:
http://finance.vermont.gov/sites/finance/files/documents/Pol_Proc/Fin_Mgt_Polic

ies/FIN-Policy 2 Fed Cash Magmt.pdf

Process Flow:

Department request’s federal funds,(initiates federal draw).

Department enters A/R Pending Item to a US Federal Agency customer on
the same day as the money is drawn (Origin ID: DRAW - Fed Draws)
The department informs the Treasurer’s Office of the Amount and Group
ID for the draw through an e-mail to
TRE.ServicesAccounting@Vermont.Gov

Treasurer’s Office runs daily query listing pending items that processed
through ARUPDATE overnight with a complete status.

Department should verify the next day to assure groups have posted
without errors.

The Treasurer’s Office enters a regular deposit when the money is
received in the State’s bank account.

The department completes deposit by continuing with apply payment
worksheet and posts the deposit to the customer’s account. ARUPDATE
runs overnight posting payment to the customer’s account.

Steps for unposting a pending group. Example: posted wrong dollar
amount or wrong customer, etc.:

Pending groups can only be unposted within the current open period or
within the 15t 5 business days of the new month.

Send an e-mail to Finance Support listing the BU, group # and explanation
of why the group needs to be unposted.

Group is unposted by Finops and department is notified and given the
group # assigned to the unpost group.

Department notifies Treasurer’s Office stating the original pending group
# and the group # unposted. Department also let’s Treasurer’s office
know if a new group # is entered, as well as the unpost group #.

These steps help the Treasurer’s office match money that comes in, to the
proper pending groups.
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Deposit ID Number Format for Draw, ACH & Wires

This format only applies to departments where there is no deposit ticket
involved. This numbering scheme is not used for departments which use
a deposit ticket. If you’re a department that uses a deposit ticket
always use the 10 digit Deposit Id number assigned on the bottom left
of deposit ticket.

Note: Do not enter the word NEXT in the deposit Id field. Use the
numbering scheme listed below.

Departments are to use the following numbering scheme:
First 4 numbers are BU (no leading zero)
A variable (see below)

The date the money was deposited at the bank (MMDDYY)

This produces an 11 digit Deposit ID. If there are more than one of a particular
type of deposit in a day, add an “A”, “B”, etc at the end of the ID.

Deposit ID Variable Codes
D = Depository Account Back Acct# 5240113051 (Wire)

F = Fed Fund Account Bank Acct # 5240112764 (Federal Draw deposits
are started at the Treasurer’s office. Once the first step of the deposit
is entered, it is the department’s responsibility to Apply a Payment
worksheet.)

C = Office of Child Support-Incoming Account

S = Credit Card Settlement Account Bank Acct# 5240192039
W = Credit Card Online Account Bank Acct# 5240598138

Example: Deposit for Business Unit 01110, Federal money is received into the
State’s Bank account on March 7, 2007 and it is the second one for that day.
1110F030707A

If you have any questions, contact the State Treasurer’s Office at
TRE.ServicesAccounting@Vermont.Gov
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Customer Pages and Descriptions

General Info page

Favorites Main Menu 3

- - -

Customers

Customer Information General Information

-

2 2

[ Generalinfo | Il If Il Il Il |
SetlD: STATE Customer: EXAMPLE

“Customer Status:  ~C1Ve -

*Date Added:

*Name 1:

Roles
Bill To Customer
Bill To Selection
Ship To Customer
Ship To Selection
Sold To Customer

Sold To Selection

Broker Customer

Indirect Customer

Return to Customers

& save | [Z] Natify

08/13/2012 3%

Regular -

Copy From Customer Level:

08/13/2012 |31 User 1 -

*Since: *Type:

*Short Name:

Correspondence Customer

Correspondence Selection

Remit From Customer
Remit From Selection

V| Corporate Customer
Corporate Selection

Consolidation Customer Consolidation Business Unit:

Federal Customer Trading Partner Code:

Goto; --More M

=% Add | #| Update/Display | #Z Include History | [# Correct History

General Info | Bill To Options | Ship To Options | Sold To Options | Address | Miscellaneous General Info | Personal

Customer Status — Defaults as active. You cannot post pending items to
inactive customer accounts. Account information, however, appears on the
customer pages and remains part of historical information.

Date Added & Since — Enter the date when you established this customer in
the system. You can also specify that the customer has been a customer since a
certain date, which may or may not be the date added. The current date appears
by default for both fields. In add mode, you can change the effective date for all
matching effective-dated customer records by changing the Date Added field.

* Name 1 - Enter the customer's primary name. When a customer’s name
changes, you can enter the new name and still maintain a record of the previous
name. When you overwrite the value in the Name 1 field, the original value
appears adjacent to the General Information - Additional General Info page's
Name 2 field as Frmr Namel (former name 1). When you change the value in
the Name 1 field a second time, Frmr Name 2 (former name 2) appears adjacent
to the Name 3 field on the General Information - Additional General Info page.
Page 10 of 163
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Level- Defaults as regular accept default.
Type- Defaults as User 1 accept default.

Short Name - Enter a name to appear on pages when there is not room for the
full name. The system populates this field with the first ten characters of the
Name 1 field.

* Bill To Customer — Select bill to Customer. When you select this check box,
the system designates the customer as a correspondence and a remit from
customer, and makes those check boxes available. Only bill to customers can be
correspondence or remit from customers.

¢ Mandatory field descriptions are marked with an asterisk *.
e All other fields on this page are not required/or used at this time.
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Bill To Options page

Favortes | Main Menu 5  Customers 3  Customer Information 5  General Information

- Z v v v
General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info Personal
SetlD: STATE Customer: EXAMPLE Example Customer
Customer Bill To Options w A First L 10f1 [} Last
“Effective Date:  |P8/13/2012 *Status; Active M [+][=]
Responsibilities
Credit Analyst: Q Collector: Q AR Specialist: Q
Billi
Bill Inquiry Phone: Q Hine Q Billing Authority: Q
Specialist:
Billing Options Billing Consolidation Data
Direct Invoicing [Z] Prompt for Billing Currency Consolidation Key: |
*Freight Bill Type: Shipping  ~ Bill Type: Q

Setid: Q Customer ID: Q
Billing Cycle Identifier: Q

e Farre ,70\ Purchasing Option
[T Purchase Order Required
Bill By Identifier: Q

AR Distribution Code: liq Blanket Purchase Orders
PO Number: |
sartDate: ||
[T InterUnit Customer GL Business Unit:l—Q End Date: ’7

General Info Bill To Selection  Payment Options  Write-Off Info

Return to Customers
B Save | [Z] Motify | [Es Add | Update/Display | Z Include History | [ Correct History

seneral Info | Bill To Options | Ship To Options | Sold To Options | Address | Miscellaneous General Info | Personal

Below are the fields required all other fields accept default:

* Credit Analyst and Collector - Credit Analyst and Collector are required
fields for bill to customers.

¢ Mandatory Field descriptions with an asterisk *.
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Address

Favorites Main Menu 5  Customers 5  Customer Information 5  General Information

- = - L3 L3

| Bi To Options || Ship To Options || Sold To Options | Address

SetlD: STATE Customer: EXAMPLE Example Customer
Address Locations Find | View All First B 1071 I Last
,— [ Bill To Broker [+ [=]
*Location: f
Ship To Indirect
Description: | Sold To [C] correspondence Address

VAT Default VAT Service Treatment Setup

Address Details Find | View All First B0 1 or1 Bl Last
“Effective  [ng/12/2012 Acti . Endiish - FHE=
*Status: /\CUVE Language Code: ngls

Date:
Tax Code: Physical Mature: T  Where Performed: -
Country: USA O‘ United States
Address 1: | |
Address 2: |
Address 3: | View Phone Information

[71 In City Limit
City: |
County: | Postal:
State: Q
Return to Customers
& sae | 5] Notify | [E+ Add | Update!DispIayl #| Include History | [ Correct History

Location - The primary location—indicated by a 7—is the address that you use
most often when you contact the customer.

* Bill To - Select bill to address. You must also select one address as the
primary bill to address. Once you select the bill to box the primary box will
display. Select the primary box.

Effective Date — Defaults with current date accept default.
Status — Defaults as Active accept default.
Country — Defaults as USA accept default

* Address 1 —Enter appropriate address (required field)
Address 2 — Additional line

Address 3 — Additional line

* City — Enter appropriate data
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County — Not a required field can be left blank
* State — Enter appropriate data or select valid value
* Postal — Enter appropriate zip code.

Note: Address is a required field (Address 1 field).
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Miscellaneous General Info

Favorites © Main Menu 5 Customers 5  Customer Information s  General Information

- = - - -

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info EEED

SetiD: STATE  Customer: EXAMPLE Example Customer

Web URL: [ Website URL

Stock Symbol: Stock Symbol

Currency Code: Q Rate Type: Q

=5
Customize | Find | View All | [1_.,T_|| B First Bl 1 or1 Bl Last

Support Team Code Default
Q ) =
Date Last Maintained: Last Maintained By Operator ID:
General Info Return to Customers
a Save | E] Notify Ed- Add | Update/Display (El Include History E? Correct History

General Info | Bill To Options | Ship To Options | Sold To Options | Address | Miscellaneous General Info | Personal

* Currency Code - Field is mandatory. Enter USD

* Rate Type — Enter or Select CRRNT for Current

* Support Team Code — Select Valid Value — Most departments will have only
one selection for example: Dept of Finance = FM

* Default — Select the default box.

¢ Field descriptions with an asterisk are mandatory fields.
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On-Line Pending Item Entry Pages with Descriptions

Group Control Page

Favorites © Main Menu 3  Accounts Receivable 3  Pending Items 3  Onine Items 3  Group Entry

- E - - - -

[ Group control_| | | | | 1

Group Unit: 01110 Group ID: NEXT

“Acctg Date:  08/13/2012 [

*Group Type: < Control Currency:

*Origin ID: Q *Format Currency:

Control Data

control “Count: *Received: 08/13/2012 5| *Entered: 08/13/2012 31
Entered: 0.00 Count: 1

Difference: 0.00 Count: y Posted Date:

Rosted: 0.00 Count: 0 | Assign: DSHOLAN < User: DSHOLAN

Group Status

Edit Status: Edited Accounting Entries: Not Balanced

Balanced: MNo Posting Action: Do Mot Post

Posting Status: Mot Posted

Save Motify =% Add | #] Update/Display

Group Control | Pending ltem 1 | Pending ltem 2 | Pending ltem 3 | Accounting Entries | Group Action

Acctg Date - Defaults with current date. Do not change this date.

* Group Type — Select B — Billing

* Origin ID — Select DRAW - Federal Draw Downs or WIRE for Wire Transfers
* Control Currency — Select or enter USD

Format Currency — Defaults as USD accept default

* Control — Enter total amount

* Count — Enter how many lines (accounting lines)

Received — Defaults with current date accept default

Entered - Defaults with current date accept default

Assign — Defaults with your Userld accept default

User — Defaults with UserID of the last person to change page.

Edit Status - Indicates whether pending items have been edited. Edited
indicates that pending items have been edited. (Most online groups have a status
of Edited.)

Balanced - Indicates that the system has balanced the online group. If Ao, the
pending item group has not yet been processed by the Receivable Update
process and the group may not actually be out of balance. To determine if a
group is really out of balance, click the Balance button on the Group Action page.
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Posting Status - Indicates whether pending items have been posted. Not
Posted indicates that the groups have not yet been processed by the Receivable
Update process. After Receivable Update runs, the posting status is either Errors
or Complete.

Accounting Entries - Indicates whether accounting entries for pending items
are Balanced or Not Balanced.

Posting Action - Displays action on the Group Action page: Do Not Post or
Batch Standard.
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Pending Item 1 page

Favorites | Main Menu 3  Accounts Recevable » Pending Items 5  Onlne Items 5 Group Entry

- E - - - -

| Group Control | Pendingitem1 | Pendingttem2 | Pendingttem3 | Accounting Entries | Group Action |

Group Unit: 01110 Group ID: NEXT
Pending Item Entry Find | View All First [ 10f1 Lk Last
- - =
*Acctg Date: 08/13/2012 &% *As Of Date: (08/13/2012 % Sequence: 1 o
*ltem ID: | Line: 4
Q Q
*Bus. Unit; 01110 ‘J‘*Custnmer: L SubCust1: SubCust2:
@ - C
*Amount: *Currency: = *Entry Type: Reason: <
AR Dist: M
Eh
Rate Type: Exch Rt: & Revalue Flg Projects
Terms: Q Due Date: 3 Due Days:
Disc Amt: Disc Date: 3 Disc Days:
Disc Amt 1: Disc Date 1: el [C] Always Allow Discount
Reference Information
PO Ref: PO Line: BOL: Order No:
Document: Line Item: Contract: LIC ID:

& Save | [Z] Notify [E+ Add ‘ #7] Update/Display

Group Control | Pending ltem 1 | Pending ltem 2 | Pending ltem 3 | Accounting Entries | Group Action

Accounting Date and As of Date — defaults in with the date from the previous
page (Group Control). Dates should not be changed. Accept defaults.

* ItemID - It is recommended that you create a set of sequential tracking
numbers for the Item ID field. These should be unique within each customer
and business unit. When ARUPDATE process runs overnight it checks the Item
Id, Line and Customer number for a business unit and if all three are identical to
original item posted, you will receive an item duplicate error for that line.

The Treasurer’s Office will use the same Item ID on the payments page of the
regular deposit entry, which will facilitate the posting of the payment to the
customer account against the proper Item ID line.

During the Receivable Update process, the Group ID to post is checked to see if
accounting entries already exist from a previous transaction with the same
Business Unit, Customer, Item ID, and Sequence Number combination. If the
system finds that entries do already exist, you are likely to receive a processing
error and the transaction will not post to customers account.

* Business Unit — this defaults in from the Group Control Page

* Customer — Enter valid customer # or select from drop down list.
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* Amount — Enter dollar amount for that line.
* USD — Automatically defaults from Group Control Page
* Entry type — Depends on business unit setup Example:

e CR e  Credit Memo

e GR e Grants

e RF e Refund of Expenditure
e WR e Wire

e CRGR e GRREF

* Reasons — Select valid value. Selections are determined from the entry type
that is chosen.

* AR Dist — Defaults and is determined by the selection of entry type and
reason. Accounting entries will default when you create accounting entries from
this distribution and if they are not the correct accounting entries you can
override the defaults with the correct chartfields.

Terms — Not a required field only selection is DUR Due upon Receipt.

e Field descriptions with an asterisk are mandatory fields.
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Accounting Entries Page

Favorites | Main Menu 5  Accounts Receivable 3  Pending Items 5  Online Items 3  Group Entry

Accounting Entries

Group Unit: 01110 Group ID: 2873
Accounting Entries Find | View All First Bl 1 011 B Lot
Item ID: EXAMPLE 1 Line:
Bus. Unit: 01110 Customer: 1001 SubCusti: SubCust2: Entry Type: GR
Amount: 100.00 Currency: USD Reason: FEDGR
Complete Display Totals: Entry é’: 'Q

P
Customize | Find | View Al | @ B First Kl 12012 B 155t

ChartFields More ChartFields Currency Details Additional Details Joumal Reference Information

Line |GL Unit Ledger Grp Ledger Amount Account Fund Dept Program Class Project

2 01110 ACTUALS  ACTUALS |-100.00 1430000 22005 3 [111000Cy | Q| Q [ Q[ Q [=]

102 01110 ACTUALS  ACTUALS 100.00 110001 22005 1110004000 [+ [=]

Lines: 2 DR: 100.00 Currency: USD CR: 100.00 Currency: USD Net: 0.000

& save | L\ Retumn to Search | [=] Notify | [Es Add | ) Update/Displa

Group Control | Pending Item 1 | Pending ltem 2 | Pending ltem 3 | Accounting Entries | Group Action

Account — Accept default or enter valid value
Fund — Accept default or enter valid value
Dept — Accept default or enter valid value
Program — If required enter valid value
Class — If required enter valid value

Project — If required enter valid value
Affiliate — If required enter valid value

e Any changes to the defaulted fields will roll down to the AR row.

¢ Mandatory Chatfield’s are Account, Fund, and DeptID. Any other
Chartfield’s are department specific requirements.
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Group Action Page

Favorites Main Menu 3  Accounts Receivable »  Pending Items 3  Onlne Items »  Group Entry

- £ - - - -

I | I | [ croup rccon [

Group Unit: 01110 Group ID: 2873

Entered:  08/13/2012 Status: Do Not Post
Group Actions Posting Action Accounting Entry Actions
Balance | Action: Do Not Post - OK |
Delete Group | Delete Entries |
& Save ‘ &L Return to Search ‘ = Motify ‘ =4 Add

Group Control | Pending Item 1 | Pending ltem 2 | Pending ltem 3 | Accounting Entries | Group Action

Group Action

e Balance — Button assures that pending item is in balance-once selected
click on the Group Control page. At the bottom left of page shows the
status of the pending item.

e Delete Group — This button will delete the entire group.
Posting Action
e Do Not Post — Defaults

e * Batch Standard — By selecting batch standard then click OK this
changes the status of the group from Do Not Post to Batch Standard.
ARUPDATE batch process that runs overnight will only pick up groups that
have a status of Batch Standard.

Accounting Entry Actions

e Create Entries — Generates accounting entries online for entire group
(lines/rows) instead of creating accounting entries one line/row at a time.

e Delete Entries — Deletes all accounting entries within the group.
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Payment Worksheet and Descriptions

Worksheet Selection

Favorites Main Menu 3  Accounts Receivable - Payments Apply Payments -  Create Worksheet

Worksheet Selection
Deposit Unit: 01110 Payment ID: EXAMPLE [C] Payment Predictor
Deposit ID: 1110F08142012 Payment Amount: 100.00 USD
Deposit Status: Mone Applied Payment Status: Identified
Customer Criteria CUstomer items M Customer Reference Find | View All First B 1011 Il Laet
Customer [D: 1001 Q Business Unit: 01110 Q E3|=
Name: U. S. Treasury
Remit SetlD: 01110 Remit From ID: 1001
Corporate SetlD:01110 Corporate ID: 1001
MICR ID: | = Link MICR
Reference Criteria 0N€ Ml |tem Reference Find | View All | E‘| i First Kl 1 or1 I Lot
Restrict to All Customers Reference To Reference |Event
Match Rule Exact Match | Q | Q Q =
Detail Reference
ltem Status
Item Inclusion Options
@ All Items © Deduction Items Only © Items in Dispute Only
[C] Exclude Deduction Items [ Exclude Collection Items [C] Exclude Dispute Items
Worksheet Action
Build | Clear | Created at: Items: 0

Worksheet Selection  Worksheet Application ~ Worksheet Action

B Save | &£\ Retumn to Search | = Notify | % Refresh |

Below are the fields required when processing a payment worksheet for Federal
Draw.

* Customer Id — Verify customer. Accept default if correct.
* Business Unit — Verify business unit. Accept default if correct.

Refresh Button — Clicking the refresh button will populate the name of the
Customer.

Build Button — Clicking this button will create your worksheet and bring you to
the Worksheet Application Page.
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Worksheet Application

Favortes = Main Menu  ,  Accounts Receivable ; Payments ,  Apply Payments ,  Create Worksheet
- - -

- i -

Worksheet Application
DepositUnit: 01110 DepositID:  1110F08142012 Payment ID:  EXAMPLE Payment Sequence: 1 Currency:  USD
Item Action Row Selection Item Display Control
Entry Type: Pay Anltem - Reason: Q Choice: Select Range ¥ Range: Go Display: Allltems =~ Go Q
Item List Customize | Find | View Al | 0] B First Kl 4 or1 B oot
%Til Sel Pay Amt Cur Item 1D ltem Line Type Reason Disc Disc Amt Unit Customer
] 0 100.000 USD |EXAMPLE 1 Q Q Q Q O | o110 G [1001 Q [ [
Add with Detail
Revenue Distribution
Amount: 100.00 Remaining: 100.00 Unearned: 0.00
Selected: 0.00 Discount: 0.00 Earned: 0.00
Adjusted: 0.00 Write Off: 0.00

Worksheet Selection Worksheet Application Worksheet Action

ﬁ Save ‘ .(_“\ Return to Search | E Motify | % Refresh

Item Action
e Entry Type — Defaults as Pay An Item. Accept default
Item List
e This section shows all open items that exist for customer.
e Sel Column — Select checkbox for the item(s) that payment is to be
applied.
Balance
e Pay Amount — Pay amount is based on what was entered on the
pending item 1 page of the pending group. Accept default amount or if
payment is partial, change the amount of the item to the amount of
payment, tab out of the field and a new line is added representing the
balance for that item.
e Selected — totals for each line selected. Net result the selected amount
should equal the Total of Amount once all lines are selected.
e Adjusted — totals any lines that are adjustments
¢ Remaining — total amount of payment. Amount decreases when
selecting lines to apply payment. Net result once you completed your
worksheet the remaining amount should be zero.
Discount - not currently used by SOV
Write off — totals amount of write offs
Unearned — not currently used by SOV
Earned — not currently used by SOV

Select the item that you want to apply this payment to by checking the
box to the left of the item.
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Worksheet Action

Favorites Main Menu 3  Accounts Receivable 3, Payments »  Apply Payments 5  Create Worksheet

- 5 - - - -

Worksheet Action

Deposit Unit: 01110 Deposit ID: 1110F08142012 Payment ID: EXAMPLE

Entered: 0a/r14/2012 Status: Do Mot Post

Worksheet Action Posting Action Accounting Entry Action

Delete Worksheet | || Action: Do Not Post ~  OK Create/Review Entries

Worksheet Selection Worksheet Application Worksheet Action

@ Save ‘ 4[_1‘\ Return to Search ‘ |E| Motify ‘

Worksheet Action

e Delete Worksheet — Once you build a worksheet and you do not want
to continue the worksheet this button will delete the worksheet.

e Delete Payment Group - Click to delete the accounting entries only that
you create. Accounting entries are created through ARUPDATE process Sso
the only time you will use this function is if your payment worksheet
errors.

Posting Action

e Do Not Post — Defaults - Saves the changes to the group, but no posting
occurs. Select this option to change the posting option for a group set to
Batch Standard, if the group has not been processed yet, and you do not
want it included in the next ARUPDATE process.

e Batch Standard — Click Ok - Changes the Status to Batch Standard and
Receivable Update will pick up the group when the next scheduled batch
job runs. This occurs daily through an evening batch process.
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Drop Down Selections for On-Line Pending Items

Group Type: B — Billing

Origin ID: DRAW — Federal Draw Downs
ON_AR — Miscellaneous Online Receivables
REFND — Refund of Expenditure
WIRE — Wire Transfers

Control Currency: USD — US Dollar
Entry Types/Reasons: CR — Credit Memo - CRED
CRGR - Grants Credit Memo - GRREF
GR — Grants - FEDGR
RF — Refund of Expenditure - MUNI — OTHER — SCHL
WR — Wire - WIRE
AR Dist: AR-CR — Credit Memo

GR-AR — Federal Grant

GRNT - Grants Draw

RF-AR — Refund of Expenditure (Major)
WR-AR — Wire

Entry Types and Entry Reasons

An Entry Type categorizes the pending items that create or update posted items
within the system. The Receivable Update program uses the pending items you
supply to create or update items and to maintain customer balances. Examples
of entry types are debit memos, credit memos, payments, prepayments and, on
account payments. When a pending item enters the system, the Entry Type field
defines what kind of pending item it is. An Entry Type can be qualified by an
Entry Reason, which is a means of further categorizing your pending items.
Account payments or deductions, are created behind the scenes as the result of
commands performed during online processing. When you apply a payment, for
example, the system generates several different kinds of pending items for you,
each with their own entry type.

Distribution Codes

Distribution codes simplify the process of generating accounting entries by
defining a valid combination of ChartField values. The Entry Type and Reason
you use determines your accounting distribution. Each entry type and reason is
set up with an account number and fund related to the situation. Ex: Federal
Grant GR/FEDGR defaults the dist code of GR-AR and this drives the accounting
information that defaults when you create the accounting entries. In this
example the accounting entries that default are Account # 430000 and Fund #
22005.
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Enter A New Customer For a Federal Draw
Possible situations when this function is used: Create a Customer to allow
the processing of receivables (DRAWS). (Departments entering customers for
Federal draws use the next Fed customer# Ex: 1001 next # will be 1002.)

To find next available Federal Customer # follow the navigation below:

Navigation: Customers> Customer Information> General Information

Favorites Main Menu s  Customers 5  Customer Information +»  General Information

- - w w

General Information

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

Find an Existing Value [ ]

Maximum number of rows to return (up to 300). |300

SetlD: =~ STATE Q
Customer ID: begins with ~ Q
Name 1: begins with ~

Telephone: begins with ~
City: begins with ~
State: begins with -
Postal Code: begins with ~

[ Include History [ Correct History [| Case Sensitive

Search ‘ Clear |E!asic Search B Save Search Criteria

Find an Existing Value | Add a New Value
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Enter SetlID

e Defaults with STATE — Enter your Business Unit (Do not use the Setid of

STATE)
Click Search
Favorites : Main Menu »  Customers »  Customer Information »  General Information

General Information

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). |300

SetlD: = - 01110 Q
Customer ID: begins with ~ | Q
Name 1: begins with - |

Telephone: begins with ~ |

City: begins with ~ |

State: begins with ~ |

Postal Code: begins with ~ |

[ Include History [ Correct History [| Case Sensitive

Search | Clear |Basic Search [E Save Search Criteria

Search Results
WView All First n 1-68 of 68 u Last

SetlD (Customer ID |(Name 1 Telephone |City State |Postal Code
01110 1001 U. 5. Treasury (blank) Washington DC 20227
011101002 Department of Information & Innovation (blank) (blank) (blank) (blank)

Customer listing will display. The next available Federal customer # in this
example is 1003. So now you are ready to enter the next customer #.
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The General Information Page opens to Find an Existing Value tab.

Favorites © Main Menu 5  Customers »  Customer Information +  General Information
- = w v v

General Information

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). |300

SetlD: = - 01110 Q
Customer ID: begins with ~ | Q
Name 1: begins with - |

Telephone: begins with ~ |

City: begins with ~ |

State: begins with ~ |

Postal Code: begins with ~ |

[ Include History [ Correct History [| Case Sensitive

Search | Clear |Basic Search [E Save Search Criteria

Search Results

SetlD [Customer ID |Name 1 Telephone |City State |Postal Code
01110 1001 U. 5. Treasury (blank) Washlnqton DC 20227
01110 1002 Department of Information & Innovation (blank) (blank) (blank) (blank)

Click on the Add a New Value tab
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Find an Existing Value _ a New Value
SetlD: 01110 Q

Customer ID:1003 Q

Add

Find an Existing Value | Add a New Value

Enter SetlID

e Defaults with STATE — Do not use STATE

e Enter customer(s) under appropriate Business Unit
Enter Customer ID

e Enter next Fed ID customer #.

Click the ADD button
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The Customer General Info page displays.

Favorites Main Menu - Customers s  Customer Information 5 General Information

- = - - -

General Info | Bill To Options | Ship To Options | Sold To Options || Address |

SetlD: 01110 Customer: 1003
“Customer Status:  /*Cive v Copy From Customer Level: Regular -
“Date Added: 8142012 B g oo [081142012 “Type: User 1 -
*Name 1: ‘ *Short Name:
Roles
[ Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
[™) Ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[*) sold To Customer Corporate Customer
Sold To Selection Corporate Selection
[”) Broker Customer Consolidation Customer Consolidation Business Unit:
[ Indirect Customer [l Federal Customer Trading Partner Code:
Return to Customers Go to: -More 7
& Save | [=] Natify | [Es Add | 4| Update/Display | Z] Include History | [E# Correct History

General Info | Bill To Options | Ship To Options | Sold To Options | Address | Miscellaneous General Info | Personal

Enter Name 1 (Customer Name)

Tab out and Short Name will automatically display

Check the box beside Bill To Customer (Correspondence Customer,
Remit From Customer and Corporate Customer will automatically
select)

For Federal Draw process, all other fields on this page are not currently used.

Click on the Bill To Options Tab

Federal Draw Process Page 30 of 163
VISION 8.8
Revised October 2016



The Bill To Options page displays.

Favorites | Main Menu 3,  Customers 5  Customer Information 3  General Information

- E - - -

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info Personal
SetlD: 01110 Customer: 1003 Example Customer
Customer Bill To Options Find | View All First KN 1 or1 B Last
“Effective Date:  P8/1472012 “Status: Active v F[=
Responsibilities
Credit Analyst: Q Collector: Q AR Specialist: Q
Billi
Bill Inquiry Phone:| Q e Q Billing Authority: QA
Specialist:
Billing Options Billing Consolidation Data
Direct Invoicing [T Prompt for Billing Currency Consolidation Key: |
*Frei i - Shippin - i -
Freight Bill Type: pping Bill Type: Q Setid: | Q.  CustomeriD: |  Q
Billing Cycle Identifier: Q

rticaE ,70\ Purchasing Option
[T Purchase Order Required
Bill By Identifier: Q

AR Distribution Code: ,70\ Blanket Purchase Orders
PO Number: |
sartDate: |
I InterUnit Customer GL Business Unit| & EndDate: |

General Info Bill To Selection  Payment Options  Write-Off Info

Return to Customers

Effective Date - Accept Current Date default

Status — Accept Active Default

Credit Analyst— Enter or select appropriate credit analyst.
Collector — Enter or select appropriate collector.

Click on the Address Tab
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The Addre

ss Page displays

Favorites Main Menu 5 Customers 5  Customer Information 5  General Information

-

- L3 L3

GeneralInfo | Bill To Options | Ship To Options | Sold To Options | Address
SetlD: 01110 Customer: 1003 Example Customer
Address Locations Find | View All First BN 1071 Il Last
. F1[=]
“Location: f [ Bill To Broker ==l
Ship Te Indirect
Description: | Sold To [l correspondence Address
VAT Default VAT Service Treatment Setup
Address Details Find | View All First K 1 011 Il Last
* ] . . =
Effective  ng/14/2012 ~status: Active *  Language Code: Endish - s
Date:
Tax Code: Physical Nature: T  Where Performed: -
o usa L et S s Alternate Names
Address 1: | |
Address 2: |
Address 3: | View Phone Information
| [Z] In City Limit >
City:
c | Postal WARNING - Complete address
ounty: ostal: - . .
i —Q required. Address1, City, State and Zip ~ <<_
State: Code
e Location — Accept default of 1 enables you to indicate an

organization's different address types—for example, one to receive
bills, another for shipping, a third for postal deliveries. Each address
has a different location number. Every customer’s role must have a
primary location, which the system uses on all pages that display a
customer address. The primary location—indicated by a 7—is the
address that you use most often when you contact the customer, and
may be different from the customer’s main address.

e Enter Description — enter appropriate location description (not
mandatory)
e Select Bill To — select Bill To — page updates with Primary Field
Checkbox.
e Ship To — Primarily used by department of BGS
e Sold To — Primarily used by department of BGS
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e Select Primary — select primary box (Primary Box populates when Bill
To is selected)

Effective Date — leave as default ,Current Date

Status — leave as default , Active

Country — leave as default USA or click on magnifying glass and
choose a valid value

Address 1 — Enter appropriate Customer Street Address

Address 2 — Enter appropriate data if applicable

Address 3 — Enter appropriate data if applicable

Enter City, State, Postal — Enter appropriate city, state, and zip for
the Customer

e County — Leave Blank

Click on the Miscellaneous General Info Tab

The Miscellaneous General Info page displays.

Favorites Main Menu 3  Customers 3  Customer Information 3  General Information
- = - w A &

| PBill T Option= || "Ship To Option= " | "S0id To Options" | 'Address || Miscellaneous General Info

SetlD: 01110 Customer: 1003 Example Customer

Web URL: | Website URL

Stock Symbol: Stock Symbol

Currency Code: Q Rate Type: Q

A
Customize | Find | View All | @| L] First e 10of1 bl Last

Q O (=]
Date Last Maintained: Last Maintained By Operator ID:
General Info Return to Customers
& save | = Motify | [E5 Add | Update/Display | /| Include History | [E# Comect History

General Info | Bill To Options | Ship To Options | Sold To Options | Address | Miscellaneous General Info | Personal
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e Currency Code - USD

e Rate Type — CRRNT

e Support Team Code — enter appropriate support team code or select
a valid value by clicking on the magnifying glass

e Default — Select default Box

Click Save

CUSTOMER ADD IS COMPLETE
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Maintain/Update Customer Name and/or Address

Possible situations when this function is used: An error was made, or a
Customer has a name and/or address change, so the Customer information
needs to be updated.

Navigation: Customers > Customer Information > General Information

The General Information page displays as Find an Existing Value.
Favorites Main Menu 5  Customers »  Customer Information 3 General Information

- - L -

General Information

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

Find an Existing Value [ ]

Maximum number of rows to return (up to 300). | 300

SetlD: = - STATE Q
Customer ID: begins with ~ Q
Name 1: begins with -

Telephone: begins with -
City: begins with ~
State: begins with -
Postal Code: begins with -

[ Include History [ Correct History [ | Case Sensitive

Search ‘ Clear |Basic Search [E Save Search Criteria

Enter SetlID
e Defaults as STATE (Do not leave as STATE)

e enter the appropriate business unit or SETID
Enter Customer ID

e Enter appropriate Customer ID
Click the Search button

Federal Draw Process Page 35 of 163
VISION 8.8
Revised October 2016



Favorites Main Menu 3  Customers 5  Customer Information 5  General Information

- = - - -

General Info | Bill To Options | Ship To Options | Sold To Options | A

SetlD: 01110 Customer: 1003
“Customer Status:  ACIVe M Level: Regular M
“Date Added: 084012 B g . (084012 “Type: User 1 -
“Name 1: ‘Example Customer *Short Name: |[Example Cu
Roles
Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
[C] ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[Tl sold To Customer Corporate Customer
Sold To Selection Caorporate Selection
[C] Broker Customer [l consolidation Customer Consolidation Business Unit:
] Indirect Customer [Tl Federal Customer Trading Partner Code:
Goto; -More M
& Save | £\ Return to Search | [=] Motify | [E% Add | ] Update/Display | & Include History | [&# Cormrect History |

WARNING

Changing certain fields within the customer pages requires you to
use Correct History. If you tried changing one of thosg fields
without selecting or clicking on the Correct History button you
will receive the following error message:

Cannot change current or history records unless in Correction

mode.
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Enter Name 1 (New / Corrected Name 1)
e New Name.
e Original Name will drop to a Former Name 1 field

Click on the Save Button

The Customer Name has been updated.

Favorites Main Menu 5 Customers 5 Customer Information 3 General Information

- - - -

[ Generalnfo_| [ [ Il [ If |

SetlD: 01110 Customer: 1003
*Customer Status: v Level: Regular M
*Date Added: 08/14/2012 3% “§jnce: 08/14/2012 LY “Type: User 1 -
*Name 1: Example Customer Name Change *Short Name: |EX@mple Cu
Roles
Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
[C] sShip To Customer Remit From Customer
Ship To Selection Remit From Selection
[T] sold To Customer Corporate Customer
Sold To Selection Corporate Selection
[C] Broker Customer [Tl consolidation Customer Consolidation Business Unit:
[Z] Indirect Customer [”] Federal Customer Trading Partner Code:
Goto: -More T
) save ‘ &EX Return to Search | [=] Motify | % Add | / | # Include History | [5# Correct History

To view the Name 2, Name 3 and Former Name fields:
e Click on Go To drop down arrow
e Select 0020 - Additional General Info
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Favortes ManMenu , Cistomers 5 Customer Information 5 General Information
Heew Winckaw iw:p I Custormaze Page I.F.'. 2
General Info
SetD: oo Customer: 1003
“Customer Stats: <5 = Lavel loquiar -
e At oanazotz W oLy Oeidz0rz @ “Type: Usar 1 -
S Example Customer Name Change “Sher Mame:  EXample Cu
Fgles
7 Bill To Customer # Correspandence Customer Mare
g, e R 0020 - Ackdional Genesl info
Bd To Selection Correspondence Seiecton 0040 - Crege Profie =
Ship To Customer i tamo 0050 - Reg de Info
006D - Subcustomer info
She Ta Selechon Feet From Selechon D070 - Customas Group
0080 - Tax Exempt Cestiicates
Sold To Customer ¥ Corporate Customer 0050 - VAT Info.
0100 - Notes
S0l Ta Selection Corporste Selection 0110 - Aachiments
0120 - Messages
Broker Customer Consslidation Custonser 0130 - User Defired 1
0140 - User Defined 2
Indirect Customer Federal Customer (150 - User Defined 3
Cantact ko (New Window)
1 al fo
Return ta Customers Gotg: - More k3
@ Swe | 2 Roum to Seach | 1 moesy e nas # Inclode Hetory | (8 Comect Hastory |
General Info | Bl To Options | Sh To Qptions | Sekd To Options | Address | Mescellaneous General infa | Personal

@ Interet | Protected Mode Off G WnE -~

A list of options will display. To view the Former Name 1 field:

Select 0020 - Additional General Info

Favorites : Main Menu 5 Customers s Customer Information 5 General Information

- = - A & A &
Additional General Info Personal
SetlD: 01110 Customer: 1003 Example Customer Name Change
Name 2: I Former Name 1: |[Ex@mple Customer
Name 3: |

Vendor SetlD: Q Vendor ID: Q Tax ID:

Vendor Information

Workflow User:

stomize | Find | View All | {x]|
First L4 10f1 L Last

&
Alternate Customer Customize | Find | View All | [EI| i First K 1of

Information 1 ) | Last

SetlD Standard ID Qualifier 1D Number
- =

biccots | |

Go To: General Info  Bill To Options  Ship To Options  Sold To Options  Gen Misc Info --Mare M

Retdfn to Customers

& save | &L Retum to Search | [=] Natify | 5% Add | 4] Update/Display | # Include History | [5# Correct History |

Additipnal General Info page is displayed. Former Name 1 field displays the
origipial Customer Name 1.

Click Link — General Info will take you back to the General Info Page.
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General Info page is displayed.

Favorites | Main Menu 3 Customers 5 Customer Information »  General Information
- = w w w

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info Personal
SetlD: 01110 Customer: 1003
Active - Level: Regular -

*Customer Status:

“Date Added: osran012 B L . [ositaot2 “Type: User 1 -

*Name 1: |Example Customer Name Change *Short Name:  EXample Cu
Roles
Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
[C] ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[7] sold To Customer Corporate Customer
Sold To Selection Corporate Selection
[C] Broker Customer [ consolidation Customer Consolidation Business Unit:
] Indirect Customer [l Federal Customer Trading Partner Code:
Return to Customers Go to: ~More M
& save | EL Return to Search | [Z] Natify | [E% Add | L=l Update/Display | 42 Include History | [E# Correct History

Click on Address tab.
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Address Page is displayed. To make a change to the customer address follow the
navigation below..

Favorites : Main Menu 3  Customers 5  Customer Information 3  General Information

- = - L3 L3

General Info Bill To Options Ship To Options Sold To Options Address Miscellaneous General Info Persanal

SetlD: 01110 Customer: 1003 Example Customer Name Change
Address Locations Find | View All First Kl 1 or1 I Last
Bill To Primal Broker =]
*Location: 1 i
Ship To Indirect
i Please deliver on Main floor
Description: | Sold To [l Correspondence Address

VAT Default VAT Service Treatment Setup

Address Details

. F : : e

Effective  [0g/14/2012 ~status: Active *  Language Code: EMgish  ~ B[]
Date:

Tax Code: Physical Nature: T  Where Performed: -

Country: USA O‘ United States

Address 1: |123 Example Lane |

Address 2: |

Address 3: | View Phone Information

[T] In City Limit

City: |M0ntpe|ier

County: | Postal: 05610

State: VT Q Vermont

Return to Customers

@ Save | Qx Return to Search | E] Motify | E+ Add | 23| Update/Display (Zl Include History @' Correc} History

Add new effective dated row in the Address Details by clicking the
sign button.
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Favortes @ Main Menu »  Customers 3  Customer Information 3  General Information

- = - L3 L3

General Info Bill To Options Ship To Options Sold To Options Address Miscellaneous General Info

SetlD: 01110 Customer: 1003 Example Customer Name Change
Address Locations Find | View All First Kl 1 or1 I Last
oy Bill To ¥ Prima Broker =]
*Location: 1 =
Ship To Indirect
e |Please deliver on Main floor
Description: | Sold To [Tl Correspondence Address
VAT Default VAT Service Treatment Setup
Address Details Find | View All First Bl 1012 OO [EES
—_—

) : . . + |-

Effective  [0g/14/2012 ~status: Active *  Language Code: English HE
Date:

Tax Code: Q Physical Nature: v  Where Performed: -

L/

o usa @ e G e Alternate Names

. |123 Example Lane

Address 2: |

Address 3: | {iew Phone Information

[CT In Cj# Limit

City: |Montpe|ier

County: | 05610

State: VT Q Vermont

A new row is created with a;& effective date (current date). In the above
screen shot you now see 1 0f 2. The original address populates in the new
effective dated row.

Make the appropriate change to the Address.

Save the page — the Address is updated.
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Favorites : Main Menu 5  Customers 5  Customer Information 3  General Information

- = - L3 L3

General Info Bill To Options Ship To Options Sold To Options Address Miscellaneous General Info Persanal

SetlD: 01110 Customer: 1003 Example Customer Name Change
Address Locations Find | View A First W 1 o1 I Last
Bill To Primal Broker =]
*Location: 1 i
Ship To Indirect
e |Please deliver on Main floor
Description: | Sold To [l Correspondence Address

VAT Default VAT Service Treatment Setup

Address Details Find | View Al First Bl 1012 I Last
*Effective i - ; - =]
08/15/2012 *Status: Active Language Cdde: English

Date:

Tax Code: Q Physical Nature: *  Where Pgfformed: -

S usa L et s Alternate Names

Address 1: |123 Example Lane |

Address 2: |PO Box # 12345

Address 3: | View Phone Information

[T] In City Limit
City: |M0ntpe|ier
County: | Postal: 05610

State: VT Q Vermon

Page is refreshed with péw customer address.

Click on View All
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Favorites ©

-

Main Menu

Customer Information

L3

Customers

- L3

5 General Information

Address

General Info

SetlD:

01110

Bill To Options Ship To Options Sold To Options

Customer: 1003

Miscellaneous General Info

Example Customer Name Change

Address Locations First K 10f1 ) | Last
Bill To Primal Broker =]
*Location: 1 L
Ship To Indirect
i Please deliver on Main floor
Description: | Sold To [C] Correspondence Address
VAT Default VAT Service Treatment Setup
Address Details Find | View 1 First B 12072 B Last
. F : : 1=
Effective  [pg/15/2012 ~status: Active *  Language Code: Engish  ~ &E
Date:
Tax Code: Q Physical Nature: *  Where Performed: -
e usa L et s Alternate Names
Address 1: |123 Example Lane |
Address 2: [PO Box # 12345
Address 3: | View Phone Information
[T] In City Limit
City: |M0ntpe|ier
County: | Postal: 05610
State: VT Q Vermont
“Effecti - - . (=]
Ve 08/14/2012 ~Gtatus: Active Language Code: English
Date:
Tax Code: Physical Nature: v  Where Performed: M
Alternate Names
Country: USA 'R ited States
Address 1 |123 Example Lane |
Address 2: |
Address 3: | View Phone Information
[ In City Limit
City: [Montpelier
County: | Postal: 05610
State: T Q Vermont

Page is displayed with both effective dated rows.

MAINTAINING CUSTOMER 1S COMPLETE
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Enter Online A/R Pending Item in the Accounts
Receivable Module
Possible situations when this function is used: To create an accounts
receivable item for a customer. Reasons for entering a pending item are:
Grants, Federal Draws, Wires, Refund of Expenditures and Miscellaneous
Receivables.

Navigation: Accounts Receivable > Pending Items > Online Items > Group
Entry

The Online Pending Item Entry page opens.

Favorites © Main Menu 5  Accounts Receivable »  Pending Items »  Online Items 3 Group Entry

v - L L 4 -

Online Pending Item Entry

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

Find an Existing Value [ ]

Maximum number of rows to return (up to 300). |300

Group Unit: = - p1110 Q

4
(@)
A

Group ID: begins with

a4
(@
A

User ID: begins with

4
(@)
pe

Assigned Operator ID: begins with

Origin ID: begins with ~
Entered Date: = A )
Posting Status: = - -

[ case Sensitive

Search ‘ Clear ‘Basic Search B Save Search Criteria

Click on Add a New Value Tab
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Favorites © Main Menu 5  Accounts Receivable 5  Pending Items

- = - - -

Online Pending Item Entry

| [ o vate

>

Online Items

-

>

Group Entry

Group Unit:[p1110 <4
Group ID: [NEXT Q

Add

Your default BU will appear in the Group Unit field.

Group Unit
e |eave as default or
e enter the appropriate business unit

Group ID

e leave as NEXT (System will assign the next sequential number)

Click the ADD button
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The Group Control page displays.

Favortes | Main Menu 3  Accounts Receivable 3 Pending Items 3  Onlne Items »  Group Entry

- = - - - -

Group Control

Group Unit: 01110 Group ID: NEXT

“Acctg Date: 811412012 [

o l— &

*Group Type: ’_ X Control Currency: -+
l— Q l— &

*Origin ID: 2 *Format Currency: usp “4

Control Data

“Received: 08/14/2012 [3{ *Entered: 08/14/2012 31

Control: *Count: \

Entered: 0.00 Count: 1
Difference: 000 Count: 4 Posted Date:
Bosted: 0.00 Count: 0 | Assign: DSHOLAN C  User DSHOLAN

Group Status

Edit Status: Edited Accounting Entries: Mot Balanced
Balanced: MNo Posting Action: Do Not Post
Posting Status: Mot Posted

I Save | [=] Notify [E% Add | #] Update/Display

Enter Information on Group Control Page

Accounting Date — Leave default of Current Date (never change)
e Group Type — Enter or select type B (Billing)
e Origin ID — Enter or select appropriate Origin ID
e DRAW - Federal Draw Downs
e ON_AR — Misc. Online Receivables
REFND — Refund of Expenditure
e WIRE - Wire Transfer
Control Currency — Enter USD
Format Currency — Accept default of USD
Control- Enter the appropriate dollar amount (total amount billed)
Count — Enter the appropriate Control Count (# of lines on pending
item)
Received Date — Leave default of Current Date
Entered Date — Leave default of Current Date

Click on the Pending Item 1 Tab
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The Pending Item 1 page displays.

Favorites © Main Menu 3  Accounts Receivable ,  Pending Ttems »  Online Ttems 3 Group Entry

- B - - - -

Group Unit: 01110 Group ID: NEXT

Pending Item Entry Find | View All First B 1 or1 Il Last
Pgraizoiz oaramiz | FE
*Acctg Date: Ps/1412012 y *As Of Date; (08/14/2012 y Sequence: 1
*Item ID: ‘ Line: 4
& Q)
*Bus. Unit. 01110 _ *Customer: Ll SubCust1: SubCust2:
- e
*Amount: *Currency: *Entry Type: Reason: S
AR Dist: T
=h
Rate Type: Exch Rt: & Revalue Flg Projects
Terms: Q Due Date: 21| Due Days:
Disc Amt: | Disc Date: 3 Disc Days:
Disc Amt 1:| Disc Date 1: Ll [C] Always Allow Discount
Reference Information
PO Ref: PO Line: BOL: Order No:
Deocument: Line Item: Contract: LIC ID:

& Save | [=] Motify [+ Add | #] Update/Display |
°

Accounting Date and As of Date — Accept default (Never change)
These dates default from the Accounting date on the Group Control
page.

e Item ID - Enter appropriate Item ID (This field is checked for
duplicates through the ARUPDATE Batch process which posts the
pending item on the customers account) Assign a numbering scheme
to assure duplicates are not entered. When ARUPDATE process runs it
checks the Itemld, Line and Customer number for a business unit and
if all three are identical to original item posted, you will receive an
Item duplicate error for that line.

e Line — Enter appropriate sequential line # (not a required field) Line

field is used if the itemID for each line is the same. ARUPDATE

processes looks for an identical itemlID, Line and Customer before it
considers an item as a duplicate.

Customer— Enter appropriate Customer ID

Amount — Enter amount associated to Item

Entry Type — Enter appropriate Entry Type or select valid value

Reason — Enter appropriate Reason or select valid value

AR Dist — Defaults in when you select Reason
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COPY LINE BUTTON — This feature is used if you are entering multiple lines
with the same Item ID using the line numbering field.

Group Control Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit: 01110 Group ID: NEXT
Find | View All First Bl 1 or1 B Last

Pending Item Entry

“Acctg Date: 08/14/2012 [ “As Of Date: 081412012 31 S : ]
“item ID:  |EXAMPLE 1 Line:
*Bus. Unit: WQ *Customer: 1003 Q SubCusti: SubCust2: Example Cu
*Amount: 50,000.00 *Currency: UsD *Entry Type: GR T Reason: ’FEDWO‘
ARDist ~ CAR ¥
Rate Type: e 000000002 _#Revalue Fig Projects

Payment Terms

Terms: WO\ Due Date: Due Days: l_

Disc Amt: Disc Date: Disc Days: l_

Disc Amt 1: Disc Date 1: [T] Always Allow Discount

Reference Information

PO Ref: PO Line: ROL: Order No:
Document: Line Item: Contract: LIC ID:

7

B Sawe | = Not/l [E% Add | UpdatefDlspIay

Click on [*] putton to insert a new row. When all additional rows are
entered:
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Group Control Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit: 01110 Group ID: NEXT

Pending Item Entry Find | View All
. . +
“Acctg Date: 08/14/2012 B *As Of Date: |08/14/2012 3y Sequence: 2 =]
“tem ID: | EXAMPLE 2 Line: cERE|
*Bus. Unit: 01110 Q *Customer:/ 1003 Q SubCust1: SubCust2: Example Cu
*Amount: 150,000.00 *Currency: usDb *Entry Type: GR T Reason: FEDGRQ
ARDist ~ ORAR Y
Rate Type: Exch Rt: 1.00000000] 5 Revalue Fig Prajects

Terms: DUR Q Due Date: Due Days:

Disc Amt: Disc Date: Disc Days:

Disc Amt 1: Disc Date 1: [C] Always Allow Discount
Reference Information

PO Ref: PO Line: BOL: Order No:

Document: Line Item: Contract: LIC ID:

Update/Display

B sawe | [=] Natify | [E+ Add

Click on the Group Action Tab

The Group Action page displays.

Favorites @ Main Menu  +»  Accounts Receivable »  Pending Items »  Onlne Items »  Group Entry

- = - L3 - L3

Group Control Pending ltem 1 Pending ftem 2 Pending tem 3 Accounting Entries Group Action

Group Unit: 01110 Group ID: NEXT

Entered:  08/15/2012 Status: Do Mot Post
Posting Action Accounting Entry Actions
Balance | Action: Do Not Post + OK | Create Entries |
Delete Group | Delete Entries |

Click Create Entries button
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The Accounting Entries page displays.

Favorites | Main Menu  »  Accounts Receivable 3  Pending Items 5  Onlne Items 3  Group Entry
-

- E - - -

Group Control | Pendingitem 1 | Pendingitem2 | Pendingltem3 | Accounting Entries | Group Action |

Group Unit: 01110 Group ID: 2875

Accounting Entries

Find | View All First m 10f2 >} Last

Item ID: EXAMPLE 1 Line:
Bus. Unit: 01110 Customer: 1003 SubCust1: SubCust2: Entry Type: GR
Amount: 50,000.00 Currency: USD Reason: FEDGR
& p
Complete Display Totals: Entry ¥y &£

Distribution Lines

Customize | Find | View All |80 | B First Bl 12072 B st
ChartFields | More ChartFields | Cumency Details | Addtional Details | Joural Reference Information |

Line GL Unit Ledger Grp Ledger Amount *Account Fund Dept Program Class Project

2 01110 ACTUALS  ACTUALS -50,000.00 |430000 4 22005 Q4 (1110003, | Q| Q| Q| Q =]

102 01110 ACTUALS ACTUALS 50,000.00 110001 22005 1110004000 [+] [=]

Lines: 2 DR: 50,000.00 Currency: USD CR: 50,000.00 Currency: USD Net: 0.000

& Save | & Retumnto Search | [=] Notify Es Add | F] Update/Displa

Group ID number is assigned. Some chartfields will default. Even
though these chartfields default you can manually change the defaults
to the appropriate Chartfields. Remember the fields that are
mandatory are: Account, Fund and Dept.

Enter appropriate Chartfield info:

Account — Leave as default or enter appropriate account
Fund — Leave as default or enter appropriate fund

Dept - Leave as default or enter appropriate Dept ID
Program, Class & Project Grant — Leave as default or enter
appropriate Program, Class or Project/ Grant

Click Save

Chartfield information entered carries to the debit side of the entry.

Click the Group Action tab.
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The Group Action page opens

Favorites | Main Menu 3  Accounts Receivable ,  Pending Items ,  Online Items 3  Group Entry
- Z - v A w

Group Control Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit: 01110 Group ID: 2875

Entered:  08/15/2012 Status: Do Not Post
Group Actions Posting Action Accounting Entry Actions
Balance | Action: Do Mot Post - OK Creale Enes |
Delete Group | Delete Entries |
& sawe | &\ Return to Search | =l Motify | [E4 Add | #2| Update/Display

Select the drop down arrow in Action field: under the Posting Action section of
the page.

¢ Select Batch Standard

e Click OK button
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Favortes | Main Menu 3  Accounts Receivable »  Pending Items 5 Online Items 5 Group Entry

- = - - - -

Group Control Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit: 01110 Group ID: 2875

Entered:  08/15/2012 Status: Batch Standard
Group Actions Posting Action Accounting Entry Actions
Balance | Action: Batch Standard - OK I Cleale Eniics |
Delete Group | Delete Entries |
ﬁ Save | 9‘ Return to Search | E] Motify | E'-t Addl #%| Update/Display

The Status changes from Do Not Post to Batch Standard

Note: Once pending item is set to Batch Standard the overnight batch process
(ARUPDATE) runs and posts group(s) to customer’s accounts.

ENTERING A PENDING GROUP IS COMPLETE
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Review Posting Results-Pending Items

Possible situations when this function is used: This review is used to
check the status of pending Group. This is one way you can check a pending
Group after it has processed through ARUPDATE which runs overnight.

Navigation: Accounts Receivable> Receivables Update> Posting Results-
Pending Items> All Items w/Detalil

All Items with Detail page opens.

Favorites © Main Menu 5 Accounts Receivable 5  Receivables Update »  Posting Results-Pending Ttems  » Al Ttems w/ Detail

- - - - -

All tems With Detail

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

Find an Existing Value

Maximum number of rows to return (up to 300). |300

Group Unit: = - 01110 Q

Group ID: begins with - 2

User ID: begins with ~ 2
Assigned Operator begins with 2

ID:

Group Type: begins with ~

Origin ID: begins with ~

Entered Date: = - 2l

Posting Status: = A -

Case Sensitive

Search | Clear |E!asic Search [E Save Search Griteria

You can search using all or some of the fields listed above. In this example we
know the Group Id #.

Group Unit
e Leave as default or
e Enter group unit
Group Id
e Enter group id
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Click the search button

Group Control page opens.

Favorites | Main Menu  »  Accounts Receivable »  Receivables Update 5 Posting Results-Pending Ttems 5 Al Ttems w/ Detall

- - - - - -

Group Control

Group Unit: 01110 Group ID: 2875

Acctg Date: 08/15/2012  Approved By:
Group Type: B Billing Control Currency: ush
Origin ID: DRAW Fed Draws Format Currency: UshD
Control Data
Control: “Count: Received: 08/15/2012
Entered: 200,000.00 Count: p || Entered: 08/15/2012
Posted Date: 08/15/2012
Diff : c t:
ifference 0.00 Coun 0 Assign: DSHOLAN
Posted: 200,000.00 Count: 2 User: DSHOLAN
Edit Status: Edited Accounting Entries: Balanced
Balanced: Yes Posting Action: Do Not Post
Posting Status: Complete
&L Retum to Search | +[Z] Previous in List | [=] Matify |

Group Status

e Edit Status — Edited
e Balanced — Yes
e Posting Status

o Complete (group posted to customer account with no errors.)

o0 Error (group is in error click on the pending item 1 tab and click the
error info button to find what the error message is. To correct error
follow instructions listed in this manual under Inquire and Fix
Online A/R Pending Item that did not post due to a “Duplicate
Item” Error.

e Accounting Entries — Balanced
Posting Action - Do not Post (once a group posts to customer account
the posting Action changes from Batch Standard to Do not Post)

REVIEW POSTING RESULTS-PENDING ITEMS IS COMPLETE
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Enter Federal Draw Deposit this portion is done by
the Treasurer’s Office

Possible situations when this function is used: Customer deposits are
used to apply payments to customer’s accounts in the Accounts Receivable
module. For a federal draw the regular Deposit is entered by the
Treasurer’s Office once the money is received, and Treasurer’s Office
confirms that a pending item was entered and posted in VISION by
department.

Navigation: Accounts Receivable > Payments > Online Payments > Regular
Deposit

Favorites | Main Menu 5  Accounts Receivable » Payments 3  Onlne Payments 3  Regular Deposit

- - - L 3 -

Reqular Deposit Entry

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

Find an Existing Value [ ]

Maximum number of rows to return {up to 300): |300

Deposit Unit: = - p1110 Q
Deposit ID: begins with ~

User ID: begins with ~ Q
Assigned Operator ID: begins with ~ Q

] case Sensitive

Search ‘ Clear |Basic. Search B Save Search Criteria

Click on the Add a New Value Tab
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Favortes | Main Menu 1  Accounts Receivable + Payments -  Online Payments +  Regular Deposit

- = - - - -

Regular Deposit Entry

| [ ew vatus

Deposit Unit:[p1110 4

Deposit ID: Q
Add

Your default BU will appear in the Business Unit field.

Enter Business Unit
e Enter appropriate business unit if a Business unit does not default.

Enter Deposit ID
e Enter appropriate Deposit ID (example: 1110F081512)

Click the ADD button
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The Totals Page displays.

Favorites | Main Menu 5  Accounts Receivable ,  Payments Onlne Payments 5 Regular Deposit
o iESIREN
Unit: 01110 DepositID:  1110F081512 g
*Acctg Date: psi15/2012 ¢ Control Currency: K
*Bank Code: = Format Currency: [USD Q
*Bank Account: K Rate Type:
“Deposit Type: R Exch Rt:
Control Total Amount: 0.00 -count: “Received: 08/15/2012 =4
Entered Total Amount: 000 Count: 1 || ‘Entered:
Difference Amount: 000 Count: _1 || Posted:
Posted Total Amount: 0.00 Count: o || Assigned: DSHOLAN Q
Journalled Total Amount: 0.00 Count 0 User: DSHOLAN
& save | (=] Notify | o Refresh | EhAdd | ] Update/Display

e Accounting date — Accept current date default

Entered date — Accept current date default (field is grayed out)
Received date — Date the money hit the bank

Bank Account - Enter Bank Account
Deposit Type - Enter Deposit Type (or deposit type defaults

according to the Bank Code and Bank Account that’s selected).

[ )

[ ]

e Bank Code - Enter Bank Code
[ J

[ J

e Control Currency - USD

e Control Total - Enter Control Total (This is the total amount of

Draw.)

e Count - Enter Count (This is the number of payment lines you will

enter in the deposit)

Click on the Payments Tab
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The Payments page is displayed.

Favorites © Main Menu 3  Accounts Receivable »  Payments -+  Onlne Payments +  Regular Deposit

- = - - - -

Totals i| Payments

Unit: 01110 DepositID:  1110F081512 Date:  08/15/2012 Balance:  Not Balanced

Payment Information Find | View All First B 1 or1 B Lost

Seq *PaymentID *Acctg Date Amount Currency Rate Type Exch Rt =

[ 08152012 [V[0.00 USC CRRN 1.0000000C

[C] Payment Predictor [”] Journal Directly | Range of References

Payment Method: Check -

Customer Information Find | View All First K 1.0r1 Bl Last
Cust ID: Q Business Unit: Q

SubCustomer 1: SubCustomer 2:

Name:

Remit From: Remit From SetID:

Corporate: Corporate SetlD:

MICR ID: Q Link MICR

Detail References

Reference Information Customize | Find | View All | B3] B8 First Bl 1011 B Lot
Qual Code |Reference To Reference Event
1 | Q Q =]
5 Save | [Z] Natify | L Refresh | 5 Add | 4 Update/Display

Payment Information
e Payment ID - Enter Payment ID for first payment line (Treasurer’s
Office uses the itemID from the pending group.)
Acctg Date — Defaults in from the totals page
Amount — Enter Amount for first payment line
Currency — Defaults in from the totals page
Journal Directly — Not used for Customer deposits
Payment Method — defaults as Check accept default

Customer Information
e Cust ID — Enter Cust ID
e Business Unit — Enter your billing Business Unit

Click on the Refresh button and the Customer Name and Remit From
(and Corporate) Customer ID and SetlID(and Corporate) default into
the Customer Information section.
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¢ Insert a New Row by Clicking on the [+licon at the TOP right of
the page

Note: It is important to click the appropriate =!I to insert a row. This
page is divided into three sections and allows ryws to be inserted in
each section.

Payment page is displayed.
Favorites Main Menu 5  Accounts Receivable »  Payments -  Onlne Payments +  RegRr Deposit

- = - - - -

'Iotds ' Payments

Unit: 01110 DepositID:  1110F081512 Date:  08/15/2012 Balance:  Not Balzpced
Payment Information Find | View Al First B 10714 NN Last
Seq *PaymentID  *Acctg Date Amount Currency Rate Type Exch Rt =
H 08/15/2012 "i-|0.00 USC CRRNT 1.00000000
[C] Payment Predictor [”] Journal Directly | Range of References
Payment Method: Check -
Customer Information Find | View All First K 10f1 ™ Last
Cust ID: Q Business Unit: Q
SubCustomer 1: SubCustomer 2:
Name:
Remit From: Remit From SetID:
Corporate: Corporate SetlD:
MICR ID: Q Link MICR

Detail References

Reference Information Customize | Find | View Al | ] B8 Fist Bl 4011 B (5t
Qual Code |Reference To Reference Event
1 | Q Q =]
B sawe | [=] Notify | ) Refresh | [E Add | 2 Update/Display

Payment Information

Payment ID - Enter Payment ID

Acctg Date — Defaults in from the totals page

Amount — Enter Amount for each payment line
Currency — Defaults in from the totals page

Journal Directly — for customer deposits DO NOT select
Payment Method — defaults as Check accept default
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Customer Information

e Cust ID — Enter Cust ID
e Business Unit — Enter your Business Unit

Click on the Refresh button and the Customer Name and Remit From
(and Corporate) Customer ID and SetID (and Corporate) default into
the Customer Information section.

Click the Save Button at the bottom left side of the page

Favorites | Main Menu 1  Accounts Receivable + Payments s Onlne Payments +  Regular Deposit

Totals Payments
Unit: 01110 DepositID:  1110F081512 Date:  08/28/2012 Balance: Balanced
Payment Information Find | View All First Kl 1 0r1 I Last
Seq *Payment|D  “Acctg Date Amount Currency Rate Type Exch Rt (=]
1 |EXAMPLE 08/28/2012 "i“-'|200,000_00 UsD CRRNT 00000000
[T Payment Predictor [Tl Journal Directly [ Range of References
Payment Method: Check -
Customer Information Find | View All First Kl 1071 I Last
(=]
CustID: 1001 Q Business Unit; (01110 Q
SubCustomer 1: Q SubCustomer 2: Q
MName: U. S. Treasury
Remit From: 1001 Remit From SetlD: 01110
Corporate: 1001 Corporate SetlD: 01110
MICR ID: Q Link MICR

Detail References
Reference Information Customize | Find | View All | B0 | B First Bl 4 op1 B 10t

l—ual Code |Reference To Reference Event ,—I—
1 | Q Q (=]

Detail References

Reference Information Customize | Find | View Al | @0 | B8 First Kl 1 or4 Bl Lt
Qual Code |Reference To Reference Event
1 | Q a =
B Save | [=7] Notify | %, Refresh | [E5 Add | UpdatefD\spIayl

NOTE: The deposit should now be Balanced (see the upper right corner of the
Payments Tab)
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Click on the Totals Tab

The Totals page is displayed.

Favorites | Main Menu ;  Accounts Receivable , Payments 5  Onlne Payments ; Regular Deposit

- = - - - -

o
Unit 01110 Deposit ID:  1110F081512 Delete Deposit

“Acctg Date: pertsr2012 [ Control Currency:YSD Q
*Bank Code: HOWRL R TD Bank NA Format Currency:
*Bank Account: 0003 X 540112784 Rate Type:
“Deposit Type: F IR Fed Grants Exch Rt: ) ‘
Control Total Amount: 200,000.00 «gount: 1 || "Received: 08/15/2012 |31
Entered Total Amount: 200,000.00 Count: 1 || “Entered:
Difference Amount: 000 Count: o || Posted:
Posted Total Amount: 000 Count o || Assigned: DSHOLAN Q
Journalled Total Amount: 000 Count 0 User: DSHOLAN
& Save | [=] Notify | % Refresh | Es Add | # Update/Display ‘

NOTE: The Control Total Amount and Count and the Entered Total Amount and
Count are the same. There should be no Difference Amount or Count. If there
is, review totals and payment lines to find the difference and correct it.

REGULAR CUSTOMER DEPOSIT IS COMPLETE

Next step is completed by departments. Each department is
responsible for building a payment worksheet, selecting items where
the payment(s) are to be applied, and select Batch Standard to post the
deposit to the customers account.
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Apply Deposit to Customer Account

Possible situations when this function is used: After the Treasurer’s Office
enters the deposit for your federal draw, you must apply the deposit to the
customer’s account by creating a payment worksheet to complete the final step
in the federal draw process. There are a few different ways that departments
can identify deposits the Treasurer’s Office enters for their business unit.

Note: To inquire if the Treasurers Office entered a deposit. There are three
options:

1. Run the VT_CASH_RECEIPT_JOURNAL Query selecting the criteria of “not
posted”.

2. Run VT_MER_DEPOSITS NOT_POSTED Query. If the Treasurer’s office
entered a deposit it would appear in this query.

3. Navigate to: Accounts Receivable> Payments> Apply Payments> Create
Worksheet

Once you have found the deposit you are ready to proceed with the next step,
which is applying the payment to the customer’s account.

Overview: During the payment process, you match payments with existing
items to close open items. You can create a payment worksheet to facilitate this
process. If you determine that you need to make changes, you can clear the
selection criteria and rebuild the worksheet at any time prior to posting. You can
create a payment worksheet for a payment once the deposit containing that
payment has been entered into the system. If you attempt to build a worksheet
for a customer that has no open items, the resulting worksheet is blank.

Navigation and step by step instructions on next page.
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Navigation: Accounts Receivable > Payments > Apply Payments > Create
Worksheet

Worksheet Selection page displays.

Favorites | Main Menu 5  Accounts Receivable . Payments .  Apply Payments ,  Create Worksheet

- - - L 3 L 3

Worksheet Selection

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

Find an Existing Value

Viaximum number of rows to return (up to 300): |300

Deposit Unit: = - 01110 Q
Deposit ID: begins with ~ Q
Payment Sequence: = -

Payment ID: begins with - Q
Payment Status: = - -
UserID: begins with =

Assigned Operator ID: begins with ~ Q

4

Payment Predictor Method: begins with

Accounting Date: = M Ll

[C] Case Sensitive

Search ‘ Clear ‘Basic Search [E Save Search Criteria

e Deposit Unit — Enter Deposit Unit or accept default
e Deposit ID — Enter Deposit ID

Click on Search Button
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Favortes  ManMenu ,  Accounts Receivable 5 Payments 5 Apply Payments 5 Create Worksheet

Worksheet Salaction

Erter any inforrmation you have and chck Search. Leave fields biank for a list of & values:

Find an Existing Value

Maxirmurm nurmber of rows bo return (up to 200). (300

Deposit Unit: = - o110 Q
DapesicID: begins with = Q,
Payment Sequence: = b
Payment ID: begins with = a
Payment Status: - -
Usar ID: begns with =
Assigned Operator ID: begns with + Q
Payment Predictor Methad: begns wih = Q
Accounting Date: = - ]

Case Sensitive

Search Clear | Basic Search B Save Search Criteria

Search Results

[Pyt Amoun [Py Cotrency|Fapment StansUser 10— Ao I
T1I0FOR1 42012 1 EXAMELE bl Workshesd  REHOLAN DEHOLAN 1 G4 OR142012
01110 11I0F0RIEIZ 1 EXAMPLE 1 AND) 2 700000 USD et DSHOLAN DEHOLAN {Blank) (Dlark) (bkank) (RHA7017 OR1SI012

e Seuence Parment i

Click on the deposit you want to post payment.
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The Worksheet Selection page displays.

Favorites | Main Menu 3 Accounts Receivable 1  Payments »  Apply Payments 3  Create Worksheet

Deposit Unit: 01110 Payment ID: EXAMPLE 1 AND 2 [Tl Payment Predictor

Deposit ID: 1110F081512 Payment Amount: 200,000.00 USD

Deposit Status: MNone Applied Payment Status: ldentified

Customer Criteria Customer ftems - Customer Reference Find | View All First K 10f1 n Last
Customer ID: 1003 Q Business Unit:’mq *[=]
Name: Example Customer Name Change
Remit SetID: 01110 Remit From ID: 1003
Corporate SetlD:01110 Corporate ID: 1003
MICR ID: \ Q Link MICR

Reference Criteria Mone Ml Item Reference Find | View All | EI| i First [ 4 10f1 m Last
Rentaetis All Customers Reference To Reference  |Event
Match Rule Exact Match | Q | Q Q [=]
Detail Reference
ltem Status
Item Inclusion Options

@ All ltems ©) Deduction Items Only © Items in Dispute Only

[l Exclude Deduction ltems [T] Exclude Collection ltems ] Exclude Dispute Items
Woerksheet Action

Build | Clear | Created at: Items: 0

Worksheet Selection  \Worksheet Application ~ Worksheet Action

ﬁ Save | .(.l Return to Search | f@ Previous in List | ‘ lext in List | El MNotify | f",.r Refresh |
e Deposit Status - Defaults None Applied
e Customer Criteria —Populates as Customer Items
e Customer ID — Defaults (verify that correct customer defaults)
e Business Unit - Defaults (verify correct business unit defaults)

Scroll to the lower section of the page.

Reference Criteria

e Accept defaults no intervention is required.
Item Inclusion Options

¢ All Items — defaults as selected accept default
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Click the Build Button.

The Worksheet Application page is displayed.

Favortes | Main Menu 3  Accounts Receivable ; Payments , Apply Payments ,  Create Worksheet
-

- - - -

Worksheet Application

Deposit Unit: 01110 Deposit ID: 1110F081512 PaymentID: EXANMPLE 1 AND 2 Payment Sequence: 1 Currency: uso

Item Action Row Selection Item Display Control

Entry Type: Pay An ltem - Reason: Q Choice: Select Range ~  Range: Go Display: Alltems ~ Go Q

Item List

Customize | Find | View Al | B0 | B First Bl 42012 B 1t

Rﬁ:"“ Sel Pay Amt Cur Item 1D Item Line Type Reason Disc Disc Amt Unit Customer

B 1 | 50,000.00 USD  EXAMPLE 1 Q| Q| Q Q O || 1110 @ 100z Q[+ [=]
B 2 a 150,000.00 USD |EXAMPLE 2 Q| Q| Q Q B o110 & (1003 Q FH [=
Add with Detail

Revenue Distribution
Amount: 200,000.00 Remaining: 200,000.00 Unearned: 0.00
Selected: 0.00 Discount: 0.00 Earned: 0.00
Adjusted: 0.00 Write Off: 0.00

Worksheet Selection Waorksheet Application Worksheet Action

& Save | &L Retumn to Search | 4[| Previous in List | ext in List | [=] Notify | % Refresh |

Worksheet is comprised of all open items that exist on the customer’s account.

Item Action
e Entry Type — Defaults as Pay An Item, accept default
Item List
e This section shows all open items that exist for customer.
Balance
e Amount — Defaults amount of payment line selected
e Selected — totals for each line selected. The selected amount should
equal the Total of Amount once all lines are selected.
e Adjusted — totals any lines that are adjustments
Remaining — total amount of payment. Amount decreases when
selecting lines to apply payment. Once the worksheet is completed the
remaining amount should be zero.
Discount - not currently used by SOV
Write off — totals amount of write offs
Unearned — not currently used by SOV
e Earned — not currently used by SOV
Select the item that you want to apply this payment to by checking the
box to the left of the item.

Save the Page.
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Note: To apply a partial payment: Pending item entered for 150.00

and customer only paid 100.00. To apply payment, in the pay amount
field erase the amount. Example 150.00 is the full amount of the bill.
Erase the amount and type in the amount of payment 100.00 click the

refresh button and the balance will drop down to a new line for future
payment.

Favorites Main Menu 5 Accounts Receivable ; Payments 3  Apply Payments

- : - -

5 Create Worksheet

-

Worksheet Application

Deposit Unit: 01110 Deposit ID: 1110F081512 PaymentID: EXAMPLE 1 AND 2 Payment Sequence: 1
Item Action

Currency: usD
Item Display Control

Entry Type: - Reason: Q Choice: Select Range - Range: Go Display: Allltems ~ Go E

Row Selection

Item List
| Detail 1 THDEEIZIOEEIS TDaau T Detail 5 | Detail 6

Ré—:mt Sel Pay Amt Item ID Item Line Reason Disc Amt Unit Customer

Customize | Find | View Al | &0 | #l  First Kl 15012 B Last

B 4 [ 50,000.00 USD |[EXAMPLE 1 Q \Fv Q Q O | 1110 & [1003 O =]
= 2 [ 150,000.00 USD |EXAMPLE 2 Q | Q [Py Q Q B | 01110 & [1003 Q =]
Add with Detail

Revenue Distribution
Amount: 200,000.00 Remaining: 0.00 Unearned: 0.00
Selected: 200,000.00 Discount: 0.00 Earned: 0.00
Adjusted: 0.00 Write Off: 0.00

Worksheet Selection Worksheet Application Worksheet Action

5 save | EL Retum to Search | +[Z| Pravious in List ext in List | [=] Notify | % Refresh

The Remaining amount is now $0 and the Selected amount is now = to
the payment Amount in the Balance section of the page. Before you

can proceed to the next step of the worksheet you need to have a
balanced worksheet.

Click on the Worksheet Action link at the bottom of the page.
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The Worksheet Action page is displayed.

Favorites Main Menu  »  Accounts Receivable -  Payments 5  Apply Payments 5  Create Worksheet

Worksheet Action
Deposit Unit: 01110 Deposit ID: 1110F081512 Payment ID: EXAMPLE 1 AND 2
Entered: 08/15/2012 Status: Do Mot Post

Woerksheet Action Posting Action Accounting Entry Action

Delete Worksheet | Action: Do Mot Post - OK | Create/Review Entries

Worksheet Selection Worksheet Application Worksheet Action

@ Save | .O'\ Return to Search | ‘I‘E] Previous in List | +=| Mext in List | E] Notify |

Status — defaults as Do Not Post
Click on the drop down arrow in the Posting Action section of the page

Select Batch Standard and Click OK
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Favorites | Main Menu 3  Accounts Receivable , Payments 3  Apply Payments -  Create Worksheet

- = - - - -

Worksheet Action

Deposit Unit: 01110 Deposit ID: 1110F081512 Payment ID: EXAMPLE 1 AND 2

Entered: 08/15/2012 Status: Batch Standard

Worksheet Action Posting Action Accounting Entry Action

Delete Worksheet | Action: Batch Standard -

Worksheet Selection Worksheet Application Worksheet Action

@ Save | .O\ Return to Search | TE] Previous in List ‘ ‘ E] Notify ‘

Now that a worksheet has been built for this deposit and set to Batch
Standard the batch process (ARUPDATE) will run overnight and post
payment to the customer account.

APPLY DEPOSIT TO CUSTOMER ACCOUNT IS COMPLETE

Federal Draw Process Page 69 of 163
VISION 8.8
Revised October 2016



Review Posting Results-Payments

Possible situations when this function is used: Review can be used to
check status of payments once ARUPDATE runs overnight. There are many ways
to verify a deposit posted without errors. You can also run the Month End
Queries.

Navigation: Accounts Receivable> Receivable Update> Posting Results-
Payments> Items w/Accounting Entries

Item with Accounting Entries page is displays

Favorites | Main Menu 3 Accounts Receivable +  Receivables Update 5  Posting Results-Payments »  Items w/ Accounting Entries

- - - - -

Items With Accounting Entries

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

Find an Existing Value

Maximum number of rows to return (up to 300): 300

Deposit Unit: =~ 01110 Q
Deposit ID: begins with ~ Q
Payment ID: begins with ~ Q

Group ID: begins with ~ Q,

Group Type: begins with -

User ID: begins with - Q
Assigned Operator ID: begins with - Q
Entered Date: = - 3

Posting Status: = - -

Case Sensitive

Search | Clear ‘Basm Search [E Save Search Criteria

You can search using all or some of the fields listed above. In this example we
know the Deposit #.

Deposit Unit
e Leave as default or
e Enter deposit unit
Deposit Id
e Enter Deposit Id

Click the search button
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Favorites © Main Menu 5 Accounts Receivable ,  Receivables Update .  Posting Results-Payments 5, Items w/ Accounting Entries

- = - - - -

Payment Control Payment 1 Payment 2 Payment 3 Accounting Entries

Deposit Unit: 01110 Deposit ID: 1110F081512 Payment ID: EXAMPLE 1 AND 2
Acctg Date: 08/15/2012 Approved By: DSHOLAN
Group Type: P Payment Control Currency:
Origin ID: PS_AR PS_AR Format Currency: uso

Control Data
Control: -200,000 00| *Count; 2 Received: 08/15/2012
Entered: -200,000.00 Count: 2 Ealeed 08/15/2012
. Posted Date: 08/15/2012

Difference: 000 Count: 0 Assign: DSHOLAN
Posted: -200,000.00 Count: 2 User: DSHOLAM
Edit Status: Edited Accounting Entries: Balanced
Balanced: Yes Posting Action: Do Mot Post
Posting Status: Complete

&4 Return to Search | [=7] Notify |

Note: If deposit consists of 1 payment line when you click the search button it
will display the screen above. If you have a deposit with more than one
payment line see screen shot below. You will get a search results for each line.
Click on lines you want to view.

Find an Existing Value

Wlaximum number of rows to return (up to 300): |300

Deposit Unit: = - [o1110 Q
Deposit ID: begins with ~ [UC000571 Q
Payment ID: begins with ~ | Q

Group ID: begins with ~ | Q

Group Type: begins with ~ |

User ID: begins with ~ | Q
Assigned Operator begins with = | Q

ID:

Entered Date: = - | 51

Posting Status: == - -

[l case Sensitive

Search Clear | Basic Search [E Save Search Criteria

Search Results

posit ID [Payment ID  |Group Unit|Group ID Grou T User 1D Assigned Operator ID|Entered Date |Posting Status|Posted Date

01110 UCDDl)Sﬂ 01152/34014 01110 2793 P SFULLEF{ SFULLER 05/03/2012 Complete 05/03/2012
01110 UC000571 01154/2268 01110 2795 E SFULLER SFULLER 05/03/2012 Complete 05/03/2012
01110 UCO000571 01168/140296 01110 2794 P SFULLER SFULLER 05/03/2012 Complete 05/03/2012
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Favorites Main Menu 5 Accounts Receivable , Receivables Update .  Posting Results-Payments 5 Items wf Accounting Entries

Deposit Unit: 01110 Deposit ID: 1110F081512 Payment ID: EXAMPLE 1 AND 2
Acctg Date: 08/15/2012 Approved By: DSHOLAN
Group Type: P Payment Control Currency:
Origin ID: PS_AR PS_AR Format Currency: uso
Control Data
Control: *Count: Received: 08/15/2012
Entered: -200,000.00 Count: 2 Ealeed 08/15/2012
Posted Date: 08/15/2012

Diff : Cc t: .

ifference 0.00 oun 0 Assign: DSHOLAN
Posted: -200,000.00 Count: 2 User: DSHOLAM
Edit Status: Edited Accounting Entries: Balanced
Balanced: Yes Posting Action: Do Mot Post
Posting Status: Complete

&4 Return to Search | [=7] Notify |

e Edit Status — Edited
e Balanced — Yes
e Posting Status
o Complete (payment posted to customer account with no errors.)
o Error (payment is in error click on the payment 1 tab and click the
error info button to find what the error message is. To correct error
navigate to Correct Posting Errors: Accounts Receivable >
Receivables Update > Correct Posting Errors > Payments
e Accounting Entries — Balanced
e Posting Action - Do not Post (once a payment posts to customer
account the posting Action changes from Batch Standard to Do not Post)

REVIEW POSTING RESULTS-PAYMENTS IS COMPLETE
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Enter an Online A/R Credit Pending Item

Possible situations when this function is used: To Create a Credit to a
customers account for item(s) that may have been overcharged or entered twice.
Once a Credit pending group has posted you will be required to enter a
maintenance worksheet in order to close item. See Maintenance Worksheet
section of manual for more information.

Navigation: Accounts Receivable > Pending Items > Online Items > Group
Entry

The Online Pending Item Entry page displays.

Favorites Main Menu s Accounts Receivable 3 Pending Ttems 5 Online Ttems 3 Group Entry

- - - - -

Online Pending ltem Entry

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

Find an Existing Value [ ]

Maximum number of rows to return (up to 300): | 300

Group Unit: = - 01110 Q

Group ID: begins with - QR

User ID: begins with ~ QR
Assigned Operator ID: begins with - Q

Origin ID: begins with ~

Entered Date: = - 3

Posting Status: = - -

[ case Sensitive

Search Clear Basic Search EJI Save Search Criteria

Click on the Add a New Value Tab
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Mew window | Help |
Online Pending Item Entry

Find an Existing Yalue i Add a New Value \'

Group Unit:| 01110 |2,

Add

Find an Existing Value | Add a Mew Value

Group Unit
e leave as default or
e enter the appropriate Group Unit
Group ID
e Defaults as NEXT, accept default — system will assign the next
sequential number.

Click the ADD button

The Group Control page displays.

Favorites | Main Menu 3  Accounts Receivable 3  Pending Items 3  Online Items 3  Group Entry

- = - - - -

Group Control | Pendingtlem1 | Pendingliem2 | Pendingltem3 | Accounting Entries | Group Action

Group Unit: 01110 Group ID: NEXT

“AcctgDate:  |08/15/2012 3

*Group Type: ’_Q Control Currency: Q
*Origin ID: Q *Format Currency: usb Q

Control Data

Control: | *Count: *Received: Mi‘. *Entered: M £l
Entered: 000 Count: 1

Difference: 000 Count: -1 e

Posted: 000 Count: 0 | Assign: DSHOLAN @ User: DSHOLAN

Group Status

Edit Status: Edited Accounting Entries: Mot Balanced
Balanced: No Posting Action: Do Not Post
Posting Status: Mot Posted

& Save | [=] Natify | [E% Add | Z] Update/Display
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Enter Information on Totals Page

Accounting Date — Leave default of Current Date

Group Type — Enter type B - Billing

Origin ID — Enter Origin ID (DRAW) from list of valid values.
Control Currency — Enter USD

Control Total Amount — Enter total Credit dollar amount - make sure
to add credit sign (-)

Count — Enter Count (# of lines on pending item)

Entered Date — Leave default of Current Date

Received Date — Leave default of Current Date

Click on the Pending Item 1 Tab

The Pending Item 1 Page displays.

Favorites Main Menu » Accounts Receivable > Pending Items > Online Items > Group Entry

-

-~ - - -

Group Control | Pending Item 1

Group Unit: 01110 Group ID: NEXT
Pending Item Entry Eind | View All First i 10f1 = Last
*Acctg Date: ,W 5 *As Of Date: ’W 5 Sequence: 1 S
“Item ID: Line: g
*Bus. Unit: (01110 Q*Customer: X SubCusti: SubCust2:
“Amount: *Currency: *Entry Type: T Reason: QU
AR Dist: M
Rate Type: Exch Rt: = Revalue Flg Projects
Terms: ’— < Due Date: ’7 5 Due Days: ’_
Disc Amt: | Disc Date: ’7 5 Disc Days: ’_
Disc Amt 1:| DiscDated: | 31 (-] Always Allow Discount

Reference Information
PO Ref: PO Line: BOL: Order No:
Document: Line Item: Contract: LiC ID:

& save Notify [ Add | 5] UpdaterDisplay
e Acctg Date - defaults from Group control — never change
e As of Date — defaults from Group control — never change
e Item ID - Enter appropriate Item ID (This field allows up to 30

Alpha/Numeric characters). Make sure the Item Id is unique to avoid
a duplicate item error.
e Line — Enter appropriate sequential line # (not a mandatory field)
e Customer- Enter appropriate Customer ID (once you tab out of field
the customer short name will appear to the right of the page.
Amount — Enter Credit Amount
Entry Type — Enter Credit Entry Type
Reason — Enter Credit Reason
AR Dist — Defaults in when you tab out of Reason field
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Click on the Group Action Tab

The Group Action page displays.

Favorites | Main Menu 3  Accounts Receivable 5  Pending Items 5  Onlne Items 5  Group Entry

- = - L3 L3 L3

Group Control Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit: 01110 Group ID: NEXT

Entered:  08/15/2012 Status: Do Not Post
Posting Action Accounting Entry Actions
Balance | Action: Do Not Post - OK | Create Entries |
Delete Group | Delete Entries |

Click on the Create Entries button in the Accounting Entry Actions
section of page. This button creates accounting entries for all lines of
the pending group and takes you to the Accounting Entries Tab as seen
below.

If you only have a few lines you can create the accounting entries by
clicking on the Accounting Entries tab instead of the Group Action Tab.
For each line you will need to click on the ¥ icon to create accounting
entries.

For this example the Create Entries button was selected.

The Accounting Entries page displays.

Group Control Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit: 01110 Group ID: 2877
Accounting Entries Find | View All First [ <] 10f1 )| Last
Item ID: EXAMPLE 1 CR Line:
Bus. Unit: 01110 Customer: 1003 SubCusti: SubCust2: Entry Type: CRGR
Amount: -2,500.00 Currency: USD Reason: GRREF
Complete Display Totals: Entry g @
Distribution Lines Customize | Find | View Al | &) B First B 42062 B ot
ChartFields More ChartFields Currency Details Additional Details Joumnal Reference Information
Line |GL Unit Ledger Grp Ledger Amount *Account Fund Dept Program Class Project
2 01110 ACTUALS  ACTUALS [2,500.00 430000 3 [22005 Q [111000%, | Q| Q| Q| Q =
102 01110 ACTUALS ACTUALS -2,500.00 110001 22005 1110004000 [=]
Lines: 2 DR: 2,500.00 Currency: USD CR: 2,500.00 Currency: USD Net: 0.000
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Enter appropriate Chartfield info: What defaults for accounting entries is
determined by Entry type and Reason that was chosen on the Pending Item1
page. The mandatory fields are Account, Fund and Dept.

Note: Itis very important that when entering a credit pending group
against an original group the same accounting entries are used that
were on the original pending group.

e Account — Leave as default or enter appropriate revenue account
e Fund — Leave as default or enter appropriate fund
e Dept — Leave as default of enter appropriate Department ID (Dept ID)
e Program — Enter or select valid value if required
e Class — Enter or select valid value if required
e Project — Enter or select valid value if required.
Click Save

A new Group ID is assigned and chartfield information entered carries to the
credit side of the entry.

Click the Group Action tab.

The Group Action page displays.

Mew Window | Help | Custamize Pane | j5,

/ Group Control | Pending ltem 1} Pending ltern 2 | Pending Item 3 Accaunting Entries |~ Group Action

Group Unit: 01110 Group Ix NEXT

Entered:  0g/27/2007 Status: Do Mot Fost
Balance Action: | Do Mot Post v Ok ‘ Create Entries |

Delete Group ‘Batch Standard
Do Mot Post

B Save [Z]  mMotify B Add Update/Display

Group Control | Pending llermn 1 | Pending ltem 2 | Pending fern 3 | Accounting Enfries | Group Action

Select the drop down arrow for the Action: under the Posting Action section of
page.

Federal Draw Process Page 77 of 163
VISION 8.8
Revised October 2016



e Select Batch Standard
e Click on the OK button
e Click the Save Button

Favorites : Main Menu 3  Accounts Receivable 3  Pending Items 3  Online Items 3  Group Entry

- = - - L3 -

Group Control | | Pending ltem 1 | | Pending ltem 2 | | Pending ltem 3 | | Accounting Entries | Group Action

Group Unit: 01110 Group ID: 2877

Entered:  (08/15/2012 Status: Batch Standard
Posting Action Accounting Entry Actions
Balance | Action: Batch Standard + | OK | |
Delete Group | Delete Entries |

The Status changes from Do Not Post to Batch Standard. The AR
Pending Item group is set to post the next time the ARUPDATE process
runs, which is a nightly batch process.

Note: Entering a credit pending item does not automatically close out
the pending item. Credit will post to the customers account as an open
item. To match both open items a maintenance worksheet needs to be
entered. See instructions on next page for creating a maintenance
worksheet.

ENTER AN ONLINE A/R CREDIT PENDING ITEM IS
COMPLETE
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Create a Maintenance Worksheet

Possible situations when this function is used: When there are open and
offsetting items posted to a customer’s account in the Accounts Receivable
module that need to be matched in order to close customer’s item.

Navigation: Accounts Receivable > Receivables Maintenance > Maintenance
Worksheet > Create Worksheet

The Worksheet Selection page displays.

Favorites Main Menu »  Accounts Receivable 5,  Receivables Maintenance 3  Maintenance Worksheet 5  Create Worksheet

- - - - -

Worksheet Selection

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

Find an Existing Value | |

Maximum number of rows to return {up to 300): |300

Worksheet Business Unit: = ~ 01110 Q
Worksheet ID: begins with -
User ID: begins with ~ Q

Case Sensitive

Search | Clear ‘Basic Search @ Save Search Criteria

Click the Add a New Value Tab.

The Worksheet Selection page displays to add a new value.

=

e Window | Help | 5

Worksheet Selection

[ Find an Existing Yalue " Add a New Value

Worksheet Business Unit:| 01110 |,
Worksheet ID: MEXT

Add

Find an Existing Value | Add a Mew Value

Enter Worksheet Business Unit

e Leave as default or

e Enter the appropriate business unit
Enter Worksheet 1D

e Leave as default NEXT

Click the Add button
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Favortes | Main Menu ;  Accounts Receivable 3  Receivables Maintenance ,  Maintenance Worksheet ,  Create Worksheet
- : - - - -

Worksheet Selection Worksheet Matches

Worksheet Business Unit: 01110 Worksheet ID: NEXT

Customer Criteria

Customer Criteria LI - | [JfES EEEE Find | View A First K 1071 B Last
Cust ID: Q Business Unit: Q =]
SubCustomer 1: Q SubCustomer 2: ’—Q
Name:
Remit SetiD: Remit From ID:
Corporate SetlD: Corporate ID: Rate Type ’m Q
MICR ID: _LinkMICR | ) ting Date 081152012

Reference Criteria

*Reference Criteria None Item Reference

*Restrict to All Customers

*Match Rule Exact Match

Anchor Business Unit: Q

Item Inclusion Options

@ All ltems © Deduction Items Only © Items in Dispute Only
[T} Exclude Deduction Items | Exclude Collection Items  [_| Exclude Dispute Items

Item Selection Filter

Accounting Date From: ’7 1 Accounting Date To: ’7 )
AR Specialist: ’70\ Deduction Reason: ,70\ Broker ID: I—Q
Build | Clear | Created Date/Time: Number of items in worksheet: 0
Worksheet Selection Worksheet Application Worksheet Action
& sawe | [=] Motify | % Refresh | [Z5 Add Update/Display

In the Customer Reference section of the page:

Cust ID
e Enter Customer ID

Business Unit
e Enter Business Unit

Click on the Refresh button located at bottom of page (use scroll bar to right)
— Customer Name, etc will default into the Customer Reference section of the

page.
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»
Corporate SetlD: 01110 Corporate ID:  5TO0S Rate Type Q ~
MICR ID: | Accounting Date
‘Reference Criteria Item Reference Customize | Find | B First (904 o 1 [ Last
‘Restrict to Qual Code Reference To Reference
N — =
Anchor Business Unit: I:lQ
@ All tems  Deduction tems Only  tems in Dispute Only
[JExclude Deduction ftems [ Exclude Collection items [ | Exclude Dispute tems
Accounting Date From: [ |[5 AccountingDateTo: [ |B
AR Specialist: I:IQ Deduction Reason: l:IQ Broker ID: l:IQ
Build Clear Created DateTime: Number of items in worksheet: 0
Worksheet Selection Warksheet Application Wiarksheet Action
B save ‘ =] notify | & Refresh | E add | UpdaterDisplay
In the Worksheet action section of the page (lower left)
Click the Build button
Unit: 01110 Worksheet ID: 2879 Currency: Accounting Date: 08/15/2012 Reason Code: Q Anchor Information

Item Action Row Selection Display Control

Entry Type: Offset an ltem * Reason: Q Choice: Select Range ~ Range: Go Display: All tems + Go ﬂ

Item List Customize | Find | View All | Ell ] First B 12012 B Lot
Detail 1 | Detail2 [ Detaild T Detail4 | Details [ Details

Seq Nbr Sel |[ltem Balance Currency Item 1D Line |Type Reason Unit Customer

= 1 (=] -2,500.00 usb EXAMPLE 1 CR Q Q 01110 1003 [=]
& 2 ] 2,500 00 usD EXAMPLE 4 Q Q 01110 1003 FH =
m' Group View Revenue Distribution
Balance
Dr: 0.000 Cr: 0.000 Adj: 0000 Net: 0.000 WO: 0.000 Ref: 0.000
Worksheet Selection Worksheet Application Worksheet Action

& Sawe | &\ Return to Search | [=] Notify | % Refresh |

The Worksheet Application page opens with all open items for Customer 1003 in
BU 01110. Since both lines in this example are items the Entry Type defaults
with Offset an Item.

Select the boxes to the left of the items you are matching up to close.

Click on Refresh button located at bottom of page.
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Worksheet Application

Unit: 01110 Worksheet ID: 2879 Currency: USD Accounting Date: 08/15/2012 Reason Code: Q Anchor Information

Item Action Row Selection Display Control

Entry Type: Offset anltem ~  Reason: Q Choice: Select Range ~ Range: Go Display: All tems + Go 'ﬁ

Item List Customize | Find | View All | Ell ] First Bl 1.2 02 B Lot
Detail 1 [ Detail2 [ Detail3 | Detail4 [ Details | Detail6

Seq Nbr | Sel |ltem Balance Currency Item ID Line Reason Unit Customer

B e -2,500.00 usD EXAMPLE 1 CR 1T q Q01110 1003 [=]
|2 e £,500.00 usD EXAMPLE 4 Mt [ @ 01110 1003 =
L] Group View Revenue Distribution

Dr: 2,500.00 Cr: -2,500.00 Adj: 000 Net: 0.00 Wo: 0.00 Ref: 0.00

Worksheet Selection Worksheet Application Worksheet Action

& Sawe | 4 Return to Search | = Notify | Refresh |

Page is refreshed and Type populates for both items.
Click on Save Button (bottom left section).

Click on the Worksheet Action link at the bottom of the page.

The Worksheet Action page displays. Status is Do Not Post

Unit: 01110 Worksheet ID: 2879 Accounting Date: 08/15/2012

Status: Do Not Post

Worksheet Action Posting Action

Accounting Entry Action

Delete Worksheet | Action: Do Mot Post - OK | Create/Review Entries I

Delete M amienanceGroup |

Worksheet Selection Worksheet Application Woaorksheet Action

& save | £\ Return to Search | [=] Motify |
Select the drop down arrow for the Action: under the Posting Action section of
the page.
e Select Batch Standard
Click on the OK button

Click Save Button
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Worksheet Action

Unit: 01110 Worksheet ID: 2879 Accounting Date: (08/15/2012

Status: Batch Standard

Delete Worksheet | Action: Batch Standard -

Worksheet Action Posting Action Accounting Entry Action

Worksheet Selection Worksheet Application Worksheet Action

The Status changes from Do Not Post to Batch Standard. The
Maintenance Worksheet group is set to post the next time the
ARUPDATE process runs in a nightly batch process. Once ARUPDATE

has run and the group is posted the item on the customers account will
be closed.

MAINTENANCE WORKSHEET IS COMPLETE
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Inquire and Fix Online A/R Pending Item that did not
post due to a “Duplicate Item” Error

Possible situations when this function is used: Online A/R pending items
result in Duplicate Item errors when the same Item ID, Line and Customer Id are
used on more than one A/R pending item group. This is determined through the
ARUPDATE process which checks for duplicates when posting items to
customer’s accounts. All items need to be fixed and posted within the current
month or the first five days of the new month. (There are a few other ways to
check for errors: Inquire on Groups Not Set to Post (instructions in manual), or
you could run a query VT_MER_PENDING_ITEM_NOT_POSTED.)

Online Pending Items with Duplicate Item Error

Navigation: Accounts Receivable > Receivables Update > Correct Posting
Errors > Online Items

The Online Error Correction page opens.

Favaorites Main Menu 3  Accounts Receivable 3  Receivables Update »  Correct Posting Errors

- - - - -

5 Online Items

Online Error Correction

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

Find an Existing Value

Maximum number of rows to return {up to 300). |300

Group Unit: = - 01110 Q

4

Group ID: begins with

Business Unit: = - 4

4
(@]
e

Customer ID: begins with

4

Item ID: begins with

Item Line: = -

Sequence: = -

4
(@]
p =

Assigned Operator ID: begins with

4

AR Update Error Code: begins with

Case Sensitive

Search ‘ Clear ‘Basic Search B Save Search Criteria
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Group Unit
e Leave as default or
e Enter Group Unit
Group ID
e Leave blank to search for all groups in error OR
e Enter Group ID

Click the Search button

Search Results will return all Groups in error or if there is only one
group in error it will take you right to the group control component

page.
If there is more than one group Select the Group by clicking on it.

The Group Control page displays. The posting Status = Errors

Favortes © Main Menu 3  Accounts Receivable »  Receivables Update 3  Correct Postipd Errors 5 Online Items

Group Control

Group Unit: 01110 Group ID: 2880

“Acctg Date:  |08/17/2012 B

“Group Type: ’B_Q Billing usD 4
*Origin ID: DRAW Fed Draws ormat Currency: usdD Q

Control Data

*Recejved: 08172012 3‘, *Entered:

08/17/2012 34

Control: 150,000.00 *Count:
Entered: 150,000.00 Coupt:

Difference: Posted Date:

Posted: 0.0g/Count: Assign: DSHOLAN C  User: DSHOLAN

Group Status

Edit Status: Edited
Balanced: Yes
Posting Status: Errors

Accounting Entries: Balanced
Posting Action: Do Not Post

@ Save | .(."\ Return to Search | @ Motify |

Click on the Pending Item 1 Tab

The Pending Item 1 page displays.
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Favorites : Main Menu 5 Accounts Receivable 3,  Receivables Update 5 Correct Posting Errors 5 Online Ttems
- L: w v v v

Group Control Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit: 01110 Group ID: 2880
Pending Item Entry Find | View All First B 1 071 I Last
*Acctg Date: per7rot2 B “As Of Date: 08/1772012 [0 Sequence: 1 —
“ftemID; |EXAMPLE | Posted
*Bus. Unit: ’WO‘*Customer: 1003 Q SubCust1: SubCust2: Example Cu
“Amount: ,m *Currency: UeE *Entry Type: GR " Reason: mo‘
ARDist:  ORAR - Ermorinfo| Error Code: TDUP
Rate Type: Exch Rt: 1.00000000 [El% Revalue Fig Projects
Terms: ’WO\ Due Date: Due Days: l_
Disc Amt: Disc Date: Disc Days: l_
Disc Amt 1: Disc Date 1: [C] Always Allow Discount
PORef: |  poLine:  BOL: | orderNe: |
Document: ,7 Line Item:’— Contract: ,7 LiC ID: ,7

& save | &4 Retum to Search | [=] Notify |

Click on the Error Info button in the Pending Item Entry section of the
page.

A message will display with a description of the error.
Message (X

Ouplicate tem. (BO35,5)

Action: This pending iterm is a duplicate of a pending item in another group being
posted. If the Don't Post Duplicate Entries check box is selected on the Entry Type
page, deselect it, aor delete the duplicate entry on the Pending Item 1 page

Ok

Click OK

The Pending Item 1 page is displayed
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Group Control Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit: 01110 Group ID: 2880

Pending Item Entry First K 10f1 b Last

==
*Acctg Date: 08/17/2012 12 “As Of Date: |08/17/2012 12V Sequence: 1

“tem ID: | EXAMPLE 1

Line: | Posted

“Bus. Unit; (01110 0‘*C:ustr.hmer: 1003 Q SubCust1: SubCust2: Example Cu
“Amount: 15000000 ~Gyrrency: 50 *EntryType: ®8  ” Reason: FEDGR &

AR Dist: GR-AR  ~ Error |”f°| Error Code: [TDUP
Rate Type: Exch Rt: 1.00 & Revalue Fig Projects

Terms: DUR Q Due Date: Due Days:

Disc Amt: Disc Date: Disc Days:

Disc Amt 1: Disc Date 1: [T] Always Allow Discount

Reference Information

PO Ref: PO Line: BOL: Order No:
Document: Line Item: Contract: L/C ID:

E Save | .Q\ Return to Search | @ Motify |

Change the Item ID to be unique and tab out of field.

Group Control Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit: 01110 Group ID: 2880
Pending Item Entry i First Kl 10r1 Bl Last
[+ [=]
*Acctg Date: psr1712012 2y *As Of Date: 08/17/2012 2y Sequence: 1
“Item ID: |EXN"‘ PLE 12 Line: Posted
“Bus. Unit: 01110 | R ecygeomer: 1003 R subcustt: SubCust2: Example Cu
“Amount: 150,000.00 *Currency: usb “Entry Type: GR M Reason: FEDGR Q
AR Dist: GR-AR -
Rate Type: Exch Rt: ol Revalue Fig Projects
Payment Terms
Terms: DUR Q Due Date: Due Days:
Disc Amt: Disc Date: Disc Days:
Disc Amt 1: Disc Date 1: [ Always Allow Discount

Reference Information
PO Ref: PO Line: BOL: Order No:
Document: Line Item: Contract: L/C ID:

& save | &£\ Return to Search | [=] Notify |

Save the page.
Click on the Group Action tab.
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Favorites Main Menu s Accounts Receivable +  Receivables Update .  Correct Posting Errors 5 Online Items

- = - - - -

| Group Action

Group Unit: 01110 Group ID: 2880

Posting Status: Do Mot Post

Group Actions Posting Action Accounting Entry Actions
Balance | Do NoLEOS | Createl Enthes |
Delete Group I Batch Priority | Delete Entries I
Delete Fending ltem | Batch Standard |

@ Save | 49\ Return to Search | E] Motify |

Select Batch Standard
Click Save

The Status changes from Do Not Post to Batch Standard. The AR Pending Item
group is set to post the next time the ARUPDATE process runs. ARUPDATE is a
batch process that runs overnight.

INQUIRE AND FIX UNPOSTED ONLINE PENDING ITEM WITH
DUPLICATE ITEM ERROR IS COMPLETE
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Run and Print Customer Statements

Possible situations when this function is used: Customer Statements are
Crystal reports that can be run at any time. They list all open receivables for
each customer by business unit, and are intended to be sent to customers
monthly as a collection tool.

Navigation: Accounts Receivable > Customer Interactions > Statements >
Create Customer Statements

The Statements page opens.

Favorites Main Menu  ,  Accounts Receivable ,  Customer Interactions Statements ,  Create Customer Statements

- - - - -

Statements

[ Y A ew vaue |

Run Control ID: CUSTOMER_STATEMENTS

Add

Click the Add A New Value Tab.

Enter Run Control ID
e Enter Run Control ID

Click the Add button
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The Statements Parameters page opens.

Favorites Main Menu 3  Accounts Receivable ,  Customer Interactions 3  Statements , Create Customer Statements

- = - - - -

Statements Parameters | |

Run Control ID: CUSTOMER_STATEMENTS Report Manager Process Monitor Run
Language: English T
Report Request Parameters
As of D 08/17/2012 |5 Open Item
te: 3
s ot Date 2 [l open Item Include Drafts
Unit: 01110 @ Finance & Management [’ Balance Forward
R Balance Forward Re-run
SetlD: [p1110 Q Finance & Management
Customer: 1003 Q Example Customer Name Change
Correspondence Customer: |% Q
Statement Group: All Statement Groups -
Balance Forward Due Date:

B Save | £ Return to Search | | 4[E] Next in List | [Z7] Notify | (54 Add
e As of Date - Enter appropriate As of Date
e Unit - Enter appropriate Business Unit
e Set ID — Enter appropriate Business Unit or SetlD
e Customer — Leave blank for all % will default OR enter appropriate

customer ID

Correspondence Customer — Leave blank for all % will default

e Statement Group — All Statement Groups

e Balance Forward Due Date — When deselect Balance Forward date is
not available

e Open Item - Select

e Balance Forward — Deselect

Note: When the Balance Forward box is deselected the Balance Forward Due
Date field is grayed out.

Click the Run button
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The Process Scheduler Request page opens.

Favortes : Main Menu s Accounts Receivable 3  Customer Interactions 3y  Statements 3  Create Customer Statements

- = - - - -

rocess Scheduler Request

User ID: DSHOLAN Run Control ID: CUSTOMER_STATEMENTS
Server Name: Run Date: 08/17/2012 3y
Recurrence: ~  Run Time: 8:01:31AM Reset to Current Date/Time

Time Zone: O‘

Process List

Select |Description Process Name Process Type *Type *Format istributi

] PS/AR Statements AR_STMTS Application Engine Web v TIXT v Distribution
] PS/AR Statements STATEMNT PSJob (None) ~ (None) ~ Distribution
OK | Cancel |

Check select box PS/AR Statements - Process Name AR_STMTS

Click the OK button.

Favorites © Main Menu 5 Accounts Receivable 3  Customer Interactions 3  Statements 3 Create Customer Statements

Statements Parameters Currency to Convert
Run Control ID: CUSTOMER_STATEMENTS Report Manager Process Monitor M
Language: English M Process Instance:5879041
Report Request Parameters
— Open Item
As of Date: 08/17/2012 |3
s ate 2y [”] open Item Include Drafts
Unit: 01110 & Finance & Management [] Balance Forward
Balance Forward Re-run
SetlD: 01110 @ Finance & Management
Customer: 1003 Q Example Customer Name Change
Correspondence Customer: |% Q
Statement Group: All Statement Groups -
Balance Forward Due Date: |08/17/2012
B save | £\ Retum to Search | t1E] Previous in List | 4[E] Next in List | [=] Notify | [E Add | 3| Update/Display

You are returned to the Statements Parameters page.

Federal Draw Process Page 91 of 163
VISION 8.8
Revised October 2016



Click on the link for the Process Monitor (top right)

The Process List page opens.

Favorites | Main Menu > Accounts Receivable 3 Customer Interactions 3 Statements 3 Create Customer Statements
- : - - - -

Process List Server List
View Process Request For

User ID: | DSHOLAN L Type: ~ Last - 1 Days - Refresh
Server: ~ Name: ,7(1 Instance: ‘ to |
Run ~ Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | View All | EI| i First Bl 14 0r4 B Last
Select |Instance ’; Process Type :;i% User Run Date/Time Run Status w Details
5879039 Application Engine AR_STMTS DSHOLAN 08/M17/2012 8:01:31AM EDT Success Posted Details
5879031 PSJob ARUPDATE DSHOLAN 08/17/2012 7:53:55AM EDT Success Posted Details
5879024 PSJob ARUFPDATE DSHOLAN 0817/2012 7:39:10AM EDT Success Fosted Details
5879015 PSJob ARUPDATE DSHOLAN 08/17/2012 7:31:05AM EDT Success Posted Details

Go back to Statements

B save | [=] Motify |

Click Refresh button until Run Status = Success and Distribution Status
= Posted.

To Print Statement see Navigation below:

Navigation: Accounts Receivable> Customer Interactions> Statements> Print
Statements

Fawvorites @ Main Menu > Accounts Receivable > Customer Interactions > Statements »  Print Statements

- : - - - -

Statement Print

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): |300

Run Control ID: begins with ~ |CUSTOMER_STATEMEN'

[l case Sensitive

Search Clear |Ba5ic search & Save Search Criteria

Search Results
First ] 1of1 | Laest

=3

Run Control ID

CUSTOMER STATEMENTS English

Find an Existing Value Tab use the same run control as used for
running the Statement Process.
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Favorites | Main Menu 3  Accounts Receivable ,  Customer Interactions 5  Statements 3 Print Statements

- = - - - -

Statement Print Parameters

Run Control ID: CUSTOMER_STATEMENTS Report Manager Process Monitor

Run

Language: English e

Report Request Parameters

Statement Number: 4740 Q

& Sawe | L\ Return to Search | [Z7] Natify | [E4 Add | #2| Update/Display |

By using the same run control as the Statement process the statement # will
automatically populate on the page.

Click on the Run Button

Message

Warning -- Please process this request immediately. Failure to do so may result
in the loss of data. (B000, 764)

Please process this request immediately. Failure to do so may result in the loss of
data.

Ok | Cancel |
If you received this warning message
Click OK
This is only a warning message.
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Process Scheduler Request page is displayed

Favorites © Main Menu 3  Accounts Receivable 5  Customer Interactions 5  Statements 5 Print Statements

- = - L3 - L3

’rocess Scheduler Request

User ID: DSHOLAN Run Control ID: CUSTOMER_STATEMENTS
Server Name: Run Date: 08/17/2012 2
Recurrence: T Run Time: 8:12:14AM Reset to Current Date/Time

Time Zone: Q

Process List

Select |Description Process Name Process Type *Type *Format Distribution

[ Customer Statement Print AR32000- Crystal Web ~ PDF ~ Distribution

[ BalanceForward Statement Print AR32001- Crystal Web - PDF ~ Distribution

[ Draft Customer Statement Print AR32002- Crystal Web - PDF ~ Distribution

[ PS/AR Statements Print ARSTPRT PSJob (None) ~ (MNone) ~ Distribution
OK | Cancel |

Select the box for Customer Statement Print
Click OK

Statement Print Parameters page is displayed

Favorites | Main Menu 3  Accounts Receivable 3  Customer Interactions »  Statements 3 Print Statements

Run Control ID: CUSTOMER_STATEMENTS Report Manager Process Monitor Run
Language: English T Process Instance:5879040

Report Request Parameters

Statement Number: 4740 O

Click on the Report Manager link (top middle)
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Favorites © Main Menu 3  Accounts Receivable ,  Customer Interactions Statements , Print Statements

- = - L3 L3 L3

List Explorer Administration Archives

View Reports For
Folder: *  Instance: | to: | Refresh |

Name:| Created 0n:| 51 Last - | 1 Days -

Reports Customize | Find | V First [ 4 10f1 )| Last

. Completion Report
Report Report Description Folder Name DatelTime D Process Instance
1 Report

Click on the Administration tab.

Favorites © Main Menu 5  Accounts Receivable 5  Customer Interactions »  Statements 5 Print Statements
- : - - - -

List Explorer Administration Archives

View Reports For
User ID: DSHOLAN Type: v Last - 1 Days - Refresh |

Status: ~ Folder: ~ Instance: | to:|

Report List Customize | Find | View All | G| B First B 140114 B Laey

Report  |Prcs L Request .
Select m Instance Description DatelTime Format Status Details
0Ol

. 08/17/2012  Acrobat
1182492 5879040 Customer Statement Print 8-15-23AM (* pdf) Posted  Details

Click on the link for the appropriate report.
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Statement Number: 4741

Dept of Finance & Manaaement Statement Date: Bi7i2012
Customer Number: 1003
Send payment to: Dept of Finance & Management

VISION 75692 or Unemp Comp 73813
& Baldwin Streat
Montpelier, VT 03633

Example Customer Name Change
123 Example Lane

PO Box # 12345

Meontpelier, VT 05810

Invoice Date | Invoice ID and Line [ Entry Type Item Activity | Amount Due | Document [ Payment | Discount
Cust E: Cust MName Change
17.Aug.2012 EXAMPLE 12 Grants 150,000.00
Total for Example Customer Name Change 150,000.00
Total for 01110 150,000.00
Statement Total 180,000.00
Futura 0-30 31 - 60 G1-90 Cwver 80 Tatal
Mo. of ltems [ 1 1
Amount 150,000.00 150,000.00 USD
We appreciate your business. If you have guestions about your account, please call Agency of Administration, Accounting at 828-1034

Report will open, to print, click on the print icon (top left).

RUN AND PRINT CUSTOMER STATEMENTS IS COMPLETE
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Review Pending Items Groups Not Set To Post

Possible situations when this function is used: Review Pending Items
Groups Not Set To Post is used to view groups that are in error or have not yet
been set to post.

Navigation: Accounts Receivable> Pending Items> Review Items> Group Not
Set To Post

Groups Not Set To Post page opens.

Favorites Main Menu 3  Accounts Receivable 3 Pending Items 3 Review Items 3  Group Mot Set To Post

- - - - -

Groups Not Set To Post
Business Unit: 01110 ™% User: DSHOLAN Q
“Posting Status:  \ever Posted And Error Groups T *Balance Status: In And Out Of Balance Groups - Search

Business Unit

e Leave as default or

e Enter business unit
User

e Leave as default or

e Erase name and leave blank (by leaving field blank you will get all users

who enter under the Business Unit).

Posting Status

e Leave as default or

e Select valid value from drop down
Balance Status

e Leave as default or

e Select valid values from drop down

Click the Search Button
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Groups Not Set To Post page opens with listing of groups
Post Status Column shows the post status of the group which would either be
not posted or error.

Favorites | Main Menu 3  Accounts Receivable 3  Pending Items 3, Review Items 3  Group Not Set To Post

- = - - - -

Groups Not Set To Post

Business Unit: ottto R User: Q
“Posting Status: Never Posted And Error Groups ~  “Balance Status: In And Out Of Balance Groups - Search |

To Be Posted -

*Group Amount Switch:

Groups Not Set to Post Customize | Find | View Al | €3 | 28 First B0 1 071 B0 Last
Group 1D Type Origin ID |Acctg Date Post Status Assigned To Be Posted |Currency
% 2881 B DRAW  0817/2012 Mot Posted DSHOLAN 100.00 USD
Total: 1 Total Amount: 100.00 Currency: uso

Clicking on the Show Item Detail button & beside group Id # allows you to
access the group. The group can be completed and set to post, or can be
deleted if it should not post.

Group Control Page opens.

Favorites © Main Menu »  Accounts Receivable »  Pending Items 3  Review Items 3  Group Not Set To Post

- = - - L3 L3

Group Control || Group Action |

Group Unit: 01110 Group ID: 2881

*Acctg Date: pa/17i2012 [31)

*Group Type: ,370‘ Billing Control Currency: usb Q
*Origin ID: DRAW @ Fed Draws *Format Currency: usD | Q

Control Data

control: 100.00 “Count: | ! | *Received: 08/17/2012 5| “Entered:  [08/17/2012 3}
Entered: 100.00 Count: 1

Difference: 000 Count: 0 Posted Date:

Posted: 000 Count: 0 | Assign: DSHOLAN ()  User: DSHOLAN

Group Status

Edit Status: Edited Accounting Entries: Balanced
Balanced: No Posting Action: Do Mot Post
Posting Status: [Not Posted

& Save | S\ Return to Search | [Z] Notify |
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Click on the Group Action Tab.

Favorites Main Menu 5 Accounts Receivable 3  Pending Items 3 Review Items 5  Group Not Set To Post

- £ - - - -

Group Control | Group Action

Group Unit: 01110 Group ID: 2881

Posting Status: Do Not Post

Group Actions Posting Action
| Balance | |
Delete Group | Batch Priority |

Batch Standard |

@ Save ‘ .f_-‘\ Return to Search ‘ El Motify ‘

Click on Batch Standard Button if you want to post the group, or click
Delete Group if you want to delete the group.

If you selected Batch Standard, Group will pick up in the next ARUPDATE process
that is run as a nightly batch process.

REVIEW GROUPS NOT SET TO POST IS COMPLETE
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Review Pending Items Groups Set To Post

Possible situations when this function is used: Review Pending Items
Groups Set to Post allows you to view groups at Batch Standard and is ready for
posting. ARUPDATE will run overnight and post the groups to the customer’s
account.

Navigation: Accounts Receivable> Pending Items> Review Items> Groups Set
To Post

Groups Set To Post page opens.

e Window | Help | Custornize Page | 15

Groups Set To Post

Business Unit: M0 |G User: DEHOLAN [}
‘Post Action: Batch Prioriy and Standard - Search

Business Unit
e Leave as default or
e Enter business unit

e Leave as default or
e Erase name and leave blank (by leaving field blank you will get all users
who enter under the Business Unit).
Posting Status
e Leave as default or
e Select valid value from drop down
Balance Status
e Leave as default or
e Select valid values from drop down

Click the Search Button
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Groups Set To Post page displays all groups set to post

Favorites : Main Menu  ,  Accounts Receivable

5 Pending Items 5 Review Items , Groups Set To Post
Groups Set To Post
Business Unit: o1110 A User: | Q
*Post Action: Batch Priority and Standard - ﬂl
*Group Amount Switch: To Be Posted M
Group Set to Post Customize | Find | View Al | @0 B8 First Kl 1011 B 15st
Group 1D Action Assigned Acctqg Date Origin ID To Be Posted |Currency
2881 Standard DSHOLAN 08172012 DRAW 100.00 USD
Total: 1 Total Amount: 100.00 Currency: UsD

This is another way you can determine if a group had been set to Batch Standard
and ready to be picked up in the ARUPDATE batch process.

REVIEW GROUPS SET TO POST IS COMPLETE
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Review Payments Set To Post

Possible situations when this function is used: Review Payments Set to
Post is used to view payments that have the post action Batch Standard and are
ready for posting. ARUPDATE will run overnight and post the groups to the
customer’s account.

Navigation: Accounts Receivable> Payments> Review Payments> Payments
Set to Post

Payments Set To Post page opens.

Favorites Main Menu 5  Accounts Receivable 5 Payments  Review Payments 5 Payments Set To Post

- - - - -

Payments Set To Post

Unit: 01110 Search

User: DSHOLAN Q *Post Action: Batch Priority and Standard -
Unit

e Leave as default or
e Enter the appropriate business unit

e Leave as default or
e Erase name and leave blank (by leaving field blank you will get all users
who enter under the Business Unit).
Posting Action
e Leave as default or
e Select valid value from drop down

Click the Search Button
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Dew Window | Help | Custormize Paoe | g5,

Payments Set To Post
Search

01110 |@

Unit:
A

'Post Action: | Batch Priarity and Standard
Payments Set To Post First 1 of 1 E Last
Depaosit ID Payment 1D Assigned  Long Name Accty Date Amount Currency
11100000010 PAYMENT DSHOLAM  Batch Standard 0700372007 160.00 USD

User: DEHOLAMN

Customize | Find | view All | B8

Total Amount: 150,00 usoD

Total Payments:

Payments Set to Post page displays. These payments will be picked up in the
next ARUPDATE batch process which runs overnight and posted to the customer

account.

REVIEW PAYMENTS SET TO POST IS COMPLETE
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Review Item List

Possible situations when this function is used: Review Item information in
several statuses. Use the Item List to search for items for a specified customer
or business unit. You can also generate a list of items spanning multiple
customers based on the search parameters that you entered. You can use
inquiry pages to look up customer balances and various summaries of other
receivable activity at the business unit level.

Navigation: Accounts Receivable> Customer Accounts> Item Information>
Item List

Item List page is displayed.

Favorites Main Menu 5 Accounts Receivable »  Customer Accounts 3 Item Information

s Item List

- : - - - -
[ it | aance S
setp; (01110 “ Unit; 01110 Q Customer: L “Level: [N Q - Search

Advanced Search

*Status:  OPen v
Row Selection

Range: GO| SelectAll |  Deselect Al | Select Action... - GO

Search Result Totals

Debits: Debit Amount:

Currency:
Credits: Credit Amount: Currency:
Total: Total Amount: Currency:
Selected: Selected Amount: Selected Currency:
% Refresh
ltem List | Advanced Search
SetlD

e Enter valid value or

e Select value &
Unit

e Enter valid value or

e Select value <
Customer

e Enter valid value or

e Select value <
Status

e Defaults as Open — Depending on what information you are looking for
choose a valid value “. — All, Closed, Collection, Deduction, Dispute,
Doubtful, Last Conv, and Past due
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Item Action
e Defaults as Select action accept default or
e Choose a valid value

For this example the Status of All is chosen.
Click Search Button

Item List page is displayed

Favorites @ Main Menu 5 Accounts Receivable ;  Customer Accounts 5  Item Information 5  Item List
- : - - - -

Item List Advanced Search
setiD: (01110 Q unit: (01110 Q Customer: | 1003 Q Example Customer Name Change*| ayel: |N—q Search

Advanced Search

. All - )
Status: Add A Conversation Account Overview

Row Selection
Select Action. . - GO |

Range: EI

Item List Cus
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6

Seq Item Line |Activities | Unit Customer ID |Status |Term: Enl Entry
Nbr Reason

SelectAll | Deselect Al |

1|0 SeELE 201110 1003 T FEDGR  08/15/2012 usD
2 B ﬁﬁ 201110 1003 C DUR CRGR GRREF  (08/15/2012 usD
3 0 E‘AMJ 101110 1003 ) DUR GR  FEDGR 08M7/2012 150000.00 USD
4 @ Emﬁ 201110 1003 G DUR GR  FEDGR  08M5/2012 UsD
5 ?‘AMJ 201110 1003 C DUR GR  FEDGR 08/15/2012 UsD

Search Result Totals

Debits: = Debit Apnount: 150,000.00 Currency: usD
Credits: Credit Amdynt: Currency: uspo
Total: 5 Total Amount: 150,000.00 Currency: usD
Selected: Selected Amount: Selected Currency:

s Refrash | \

By clicking on any of the hyperlinks you can drill down to a new page.
A component page will display see example below:
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Favorites | Main Menu >

Accounts Receivable 5

Customer Accounts 3  Item Information 3  Item List
- : - - - -
Detail 1 DEET Detail 3 ltem Activity ltem Accounting Entries Item Audit History
Unit: 01110 Customer: 1003 Example Customer Name Change
Item ID: EXAMPLE 12 Line: \ Days Late: Status: Open
Accounting Date:08/17/2012 GR Billing Unit:

Balance: 150,000.00 uso

FEDGR Original Amount:

150,000.00 USD

Discount Options

Customer Relations

Due Date: 08/17/2012 Due Days: 7] Didpute Reason: . Date: )
Terms: DUR Q@ Discount Days: Dispute Amount:
Discount Amount: Date: "] Deductid Reason: ‘ Q Date: | el
Discount Amount 1: Date 1: Doubtful
[Tl Always Allow Discount [T collection ode: Q. Date: i
As Of Date: 08/17/2012 Posted:  08/17/2012 Analyst: 1 Q, EM
Payment/Draft Options Collectos FM Q Agency of Administration, Accounting
Sales P :
Payment Methed Check - Pay By Credit Card ales Ferson Fi M
AR Specialist: Q
Draft Type: Preapproved?
vdl Other Options
Direct Debit Profile ID: =St Doc e a1 P
One Item per Draft? Revaluation Flag Availablg for Netting

Split ltem Action Add A Conversation
OK | Cancel | Apply |

0 Refresh

AY

Component page is displayed. By clicking on customer Hyperlink will drill down

to the customer address. See

Favorites Main Menu > Customers > C

- = - -

example below:

ustomer Information
-

General Information

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info Personal
SetlD: 01110 Customer: 1003

“Customer Status:  ~ctive e Level: Regular -

*Date Added: 08/14/2012 3% “§ince: (08/14/2012 |3V “Type: User 1 -

*Name 1: |Example Customer Name Change *Short Name: |Example Cu
Roles

Bill To Customer
Bill To Selection
] Ship Te Customer

Ship To Selection
] seld To Customer

Sold To Selection

] Broker Customer

] Indirect Customer

Correspondence Customer

Correspondence Selection

Remit From Customer
Remit From Selection

Corporate Customer
Corporate Selection

] consoclidation Customer

] Federal Customer

Consolidation Business Unit:

Trading Partner Code:

a Save | Q Return to Search | E] Motify |

Go to:

-

E‘+Add| 2 u | Z Include History | [Z# Correct History |

Customer component page is displayed in a new window. In order to get back
to the Item list page close the customer window.
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Favorites Main Menu » Accounts Recevable » Customer Accounts 5 Itemn Information £ Ivem List

[oevai 1 Detatz | Detaia | tom actviy ] o Accounting Enres ] e Auct ttory |

Unit: 01110 Customer: 1003 Example Customer Name Change

Item ID: EXAMPLE 12 Line: Days Late: Status: Open

Accounting Date:08/17/2012 Entry Type: GR Billing Unit:

Balance: 150,000,00 usp Entry Reason: FEDGR  original Amount: 150,000.00 USD

AR Distribution Code: GR-AR

Dizcount Options Customer Relations

Due Date: 08/17/2012 Due Days: | I Dispute Reason: QU Date: )
Tarms: DUR € Discount Days: | Dispute Amount:
Discount Amount: Date: ! Deduetion Reason: L Date: v
Discount Amount 1: Date 1: Doubtful
1] Always Allow Discount Il Collection  Code: QU Date: W
As Of Date: [08/17/2012 Posted:  08/17/2012 Analyst: [Fm R FM
= = — Collector: [Fm 4 Agency of Administration, Accounting
= Sales P 2
Payment Method Check - Pay By Credit Card ales Ferson [Fn M
AR Speclalist: [ (e}
Draft Type: Preapproved?
Direct Debit Profils 1D: Create Documem?
One Item per Draft? [¥] Revaluation Flag [¥] Avallable for Netting
3‘»[}“‘ tem Action Add A Conversation
K | Cancel | Apply I i Refrash |

Click the OK button and this will take you back to Item List Page.

Favorites | Main Menu 5 Accounts Receivable Customer Accounts 3 Item Information > Itemn List
- - - - -

Item List Advanced Search
setiD: (01110 Q Unit: 01110 A Customer: | 1003 QQ Example Customer Name Change=| ayel: ’N_Q«. Search

Advanced Search

Add A Conversation Account Overview

Select Action___

=

First Bl 1.50rs B L

Detail 6

Item Balance Cur

08152012
2 1003 C DUR CRGR GRREF 08152012 usoD
3 1003 o] DUR GR FEDGR  08/17/2012 150000.00 USD
4 O 1003 C DUR GR FEDGR  08/15/2012 uso
50 O 1003 C DUR GR FEDGR  08/15/2012 uso

ount: 150,000.00 Currency: usD
Credifs: it Amount: Currency: usop
unt: 150,000.00 Currency: usD
ount: 150,000.00 Selected Currency:USD
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Favortes = Main Menu 5 Accounts Receivable 5  Customer Accounts 3  Item Information 5  Item List
- : - - - -

Item List || Advanced Search |
setiD: (01110 Q unie 01110 Q Customer: |1003 Q Example Customer Name Change=| ayel: |N—O~ Search

Advanced Search

. All -
Status: Add A Conversation Account Overview
Row Selection
Range: GOl Select All | Deselect All | Select Action... - GO

Item List

EXAMP'—E 201110 FEDGR” 081512215 UsD
2 ﬁﬁ 201110 1003 & DUR CRGR’GRREF 8152012 UsD
3 e 101110 1003 o DUR”GR  EBOGR  0817/2012 150000.00 USD
1 O Emﬂ 201110 1003 & DUR G~ FEDGR 08152012 UsD
5 O A_EXAMJ 201110 1003 T R GR  FEDGR  08/15/2012 UsD

Activity
Click GO

Favorites = Main Menu »  Accounts Receivable Customer Accounts 3 Itemn Information > Item List
- : - - - -

Selected Items

Find | ViewAll  First Bl 1013 B Last
Unit: 01110 Customer: 1003 Example Customer Name Change IemID: EXAMPLE 1
Days Late: Due Date: 08/15/2012 Terms: DUR
Item Balance: 000 USD As Of Date: 08/15/2012

SubCustomer 1:

Purchase Order: SubCustomer 2:

Bill of Lading: Order No:

Letter of Credit ID:

Item Activity Find | View All Firs K 10f2 o Last
Sequence: 1 Posted Date: 08/15/2012 Accounting Date: 08/15/2012
Amount: 50,000.00 USD Entry Type: GR Entry Reasoni FEDGR
Document:
Group Unit: 01110 Group ID: 2875 Origin ID: DRAW
OK | Cancel | Refresh |

Selected Items page is displayed. To view all selected items click on the view all
link.
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By using the scroll bar will allow you to view all three items that were selected.
This view shows you the pending item. If you want to drill down to the payment
for each line click on the View all link for each line will drill down further to the

payment line where you can view both pending group and payment. See Screen
shot below:

Item Activity Find [ ViewAll  First Bl 1012 B Last

Sequence: 1 Posted Date:  08/15/2012 Accounting Date: /450012

Amount: -2,500.00 USD Entry Type: CRGR Entry Reason: GRREF
Document: .

Group Unit: 01110 Group ID: 2877 Origin ID: DRAW

Unit: 01110  Customer: 1003 Example Customer Name Change Item ID:  EXAMPLE 12

Days Late: Due Date: 08/17/2012 Terms: DUR

Item Balance: 150,000.00 USD As Of Date: 08/17/2012

Purchase Order:
Bill of Lading:
Letter of Credit ID:

SubCustomer 1:

SubCustomer 2:

Order No:

Item Activity

Eind | View Al First K 1 071 Il st
Sequence: 1 Posted Date:  (08/17/2012 Accounting Date:  gg/47/2012
Amount: 150,000.00 USD Entry Type: GR Entry Reason: FEDGR
Document:
Group Unit: 01110 Group ID: 2880 Origin ID: DRAW
OK | Cancel | Refresh

Click the OK Button.
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Item list page is displayed.

Favortes :© Main Menu 5 Accounts Receivable -  Customer Accounts 5 Item Information 5  Item List

- - - -

Item List Advanced Search
setip: 01110 < unit 191110 X suctomer 11003 Q. Example Customer Name Change« ayel: N | S Search |

Advanced Search

- All - )
Status: Add A Conversation Account Overview

Row Selection
GO

Range:

Item List a First 4 1-50f5 ™ Last

Select All | Deselect All | Select Action....

Item Balance |Cur

1 EXAMPLE 2 01110 FEDGR  08/15/2012 uUsD
2 EM 201110 1003 c DUR CRGR GRREF  08/15/2012 uUsD
3 E(AMJ 101110 1003 o DUR GR FEDGR 08/17/2012 150000.00 USD
1 | Emﬂ 201110 1003 C DUR GR  FEDGR 08/1512012 UsD
5 0 A_'fXAMJ 201110 1003 C DUR GR  FEDGR 08/152012 usD

Search Result Totals

Debits: 5 Debit Amount: 150,000.00 Currency: usp
Credits: Credit Amount: Currency: usD
Total: B Total Amount: 150,000.00 Currency: usD
Selected: 3 Selected Amount: 150,000.00 Selected Currency:USD

s Refresh |

Most of the review pages drill down in many ways. Depending on what
information you are looking for depends on which review you will find most
helpful.

ITEM LIST IS COMPLETE
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Review Item Activity From a Group

Possible situations when this function is used: View activity for all items in
a group.

Navigation: Accounts Receivable> Customer Accounts> Item Information>
Item Activity From a Group

Item Activity From a Group Page is displayed

Favorites Main Menu »  Accounts Receivable »  Customer Accounts 3 Item Information 3 Item Activity From a Group

- - - - -

Item Activity From A Group

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Group Unit: = ~ p1110 Q
Group ID: begins with ~ Q
Business Unit: = ~ Q
Customer ID: begins with - Q
Posted Date: = A 3

Group Type: begins with ~

Search | Clear |Basic search & Save Search Criteria

Group Unit
e Accept Default or
e Enter/Select Valid value &
Group ID
e Enter Group # or
e Leave Blank
Business Unit
e Accept Default or
e Enter/Select Valid value &
Customer ID
e Enter/Select Valid value “* or
e Leave Blank
Posted Date
e Enter Valid Value or
e Leave blank
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Group Type
e Leave Blank (B- Billing)

Click the Search Button

Search Results for Item Activity From a Group page is displayed.

Favorites Main Menu 3,  Accounts Receivable ,  Customer Accounts 3  Item Information 5 Item Activity From a Group

- = - - - -

Item Activity From A Group

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Group Unit: = ~ 1110 Q
Group ID: begins with ~ | Q
Business Unit: = ~ | Q
Customer ID:  begins with ~ [1003 Q
Posted Date: = v | 1)
Group Type:  begins with ~ |

Search Clear | Basic Search Save Search Criteria

Search Results

p All

First ] 1-50f5 | Last

I A
Group Unit|Group 1D |Business Unit| Customer ID|Posted Date|Group Type|

01110 2875 01110 1003 08/15/2012 B
01110 2877 01110 1003 08/15/2012 B
01110 2878 01110 1003 08/15/2012 B
01110 2879 01110 1003 08/17/2012 M
01110 880 01110 1003 08/17/2012 B

Click on group you want to view
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Favorites @ Main Menu 5 Accounts Receivable »  Customer Accounts 5 Item Information » Item Actwvity From a Group

Item Activity From A Group

Group Unit: 01110 Posted Date: 08/15/2012
Group ID: 2878

*Display Customer Switch: M *Display Amount Switch: Entry Amount T

Item Activities Customize | Find | View Al 5 as

Unit Customer 1D Item 1D Item Line Reason Entry Amount | Currency
101110 1003 EXAMPLE 4 R FEDGR 2,500.00 USD
Total Items: 1 Group Amount: 2.500.00 Currency: uso

@ Save | J;\ Return to Search | f@ Previous in List | *@ Mext in List | E] Motify |

Item Activity From A Group page is displayed

Click on the Drop down field for Display Customer Switch and select
Customer Name

Page is displayed with customer’s name vs customer Id.

Favorites ' Main Menu s Accounts Receivable Customer Accounts > Item Information »  Item Activity From a Group

Item Activity From A Group
Group Unit: 01110 Posted Date: 08/15/2012
Group ID: 2878
*Display Customer Switch: s *Display Amount Switch: Entry Amount M
Item Activities Customize | Find | View All | EI| i First En 10f1 > | Last
Unit Customer ID Item ID Item Line Reason Entry Amount|Currency
Example Customer
1 01110 Name Change EXAMPLE 4 GR FEDGR 2,500.00 USD
Total Items: 1 Group Amount: 2.,500.00 Currency: uso

= save I LU Retumn tn Search I +1E] Previous in list | +[E] Nest in | ist I =1 Motife I

ITEM ACTIVITY FROM A GROUP IS COMPLETE
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Review Item Activity From a Customer Payment

Possible situations when this function is used: View items that were paid
by a payment after the Receivable Update process (ARUPDATE) posted the
payment. Once the payment has been posted, you cannot return to the payment
worksheet to view how it was applied.

Navigation: Accounts Receivable> Customer Accounts> Item Information>
Item Activity From a Payment

Item Activity From a Payment Page is displayed

Favorites Main Menu 5  Accounts Receivable 3  Customer Accounts 3  Item Information 3 Item Activity From a Payment

- - - - -

Item Activity From A Payment

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

Find an Existing Value

Maximum number of rows to return (up to 300). |300

Deposit Unit: = ~ p1110 Q
DepositID:  begins with ~ Q
Payment ID: begins with ~ Q
Business Unit: = ~ Q
Customer ID;  begins with - Q
Posted Date: = - 3
Search | Clear |Basic Search B Save Search Criteria

Deposit Unit

e Accept Default or

e Enter/Select Valid value &
Deposit ID

e Enter Group # or

e Leave Blank
Business Unit

e Accept Default or

e Enter/Select Valid value <
Customer ID

e Enter/Select Valid value % or

e Leave Blank
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Posted Date
e Enter Valid Value or
e Leave blank
Group Type
e Leave Blank (B- Billing)

Click the Search Button

Search Results for Item Activity From a Payment page is displayed.

Favorites | Main Menu 5 Accounts Receivable 5  Customer Accounts 5 Item Information 5 Item Activity From a Payment

- E - - L -

Item Activity From A Payment

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

Find an Existing Value

Maximum number of rows to return (up to 300). 300

Deposit Unit: = ~ [o1110 Q
Deposit ID: begins with ~ | Q
PaymentID:  begins with ~ | Q
Business Unit: = ~ | Q
Customer ID:  begins with ~ [1001 Q
Posted Date: = - k!
Search Clear | Basic Search B Save Search Criteria

Search Results

01110 1110F033012 1 2010 CMIAINTER 01110 1001 04/03/2012
01110 1110F033108 1 CMIAINTEREST P 01110 1001 04/29/2008
01110 16 1 CMIA 2004 FED| 01110 1001 04/11/2005
01110 7 1 CMIADIRECT COS 01110 1001 12/16/2002

Click on Deposit you want to view
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Item Activity From A Payment is displayed

Favorites © Main Menu 5 Accounts Receivable 5  Customer Accounts 5 Item Information s Item Activity From a Payment

- : - - v v
Deposit Unit: 01110 Deposit ID: 1110F033012 Group ID: 2767
Acctg Date: 04/02/2012 Posted Date: 04/03/2012
Payment ID: 2010 CMIAINTER Payment Amount: -4,.845.00 USD

*Display Amount Switch: Payment Amount -

First n 10f1 u Last

2
Customize | Find | View All | 73] | L

Payment Amount (Curren

2010 CMIA
01110 1001 U. S. Treasury INTEREST PY ﬁ:};gémm ~4.845.00 USD
PAYMENT
Total: 1 Total Amount: -4,845.00 Currency: USD
ﬁ Save | .Q\ Return to Search | ti2] Previous in List | *E] Mext in List | E] Motify |

ITEM ACTIVITY FROM A PAYENT 1S COMPLETE
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Review Item Activity Summary

Possible situations when this function is used: View a single-line summary
of each item-related activity.

Navigation: Accounts Receivable> Customer Accounts> Item Information>
Item Activity Summary

Item Activity Summary Page is displayed

Favorites Main Menu 5  Accounts Receivable 3  Customer Accounts 5 Item Information 5 Item Activity Summary

- - - - -

Item Activity Summary

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

Find an Existing Value

Maximum number of rows to return (up to 300). |300

Business Unit: = - p1110 Q
Customer ID: begins with ~ Q

Item ID: begins with ~

Item Line: = -

Item Status: = - -
Credit Analyst: begins with ~ Q
Collector: begins with = Q
Purchase Order Reference: begins with ~ Q
Document ID: begins with ~

Bill of Lading: begins with -

[l case Sensitive

Search | Clear |Basic search B save Search Criteria

Business Unit
e Accept Default or
e Enter/Select Valid value &
Customer Id
e Enter/Select Valid value <. or
e Leave Blank
Item ID
e Enter valid item id“ or
e Leave blank
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Item Line
e Enter Valid Item Line # or
e Leave blank
Item Status
e Choose either Open or close from drop down or
e Leave blank
Credit Analyst
e Select valid value < or
e Leave blank
Collector
e Select valid value < or
e Leave blank

The rest of the fields are not used at this time.
Click the Search Button

Search Results for Item Activity Summary page is displayed.

Favorites Main Menu 5  Accounts Receivable ;  Customer Accounts 3  Item Information 3 Item Activity Summary
- = - v - -

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Business Unit: = - [o1110 Q
Customer ID: begins with ~ 1003 Q
Item ID: begins with ~ |
Item Line: = a
Item Status: = - -
Credit Analyst: begins with ~ | Q
Collector: begins with ~ | Q
Purchase Order begins with ~ | Q
Reference:
Document ID: begins with ~ |
Bill of Lading: begins with ~ |
[ case Sensitive

Search | Clear |Basic Search Save Search Criteria

Search Results

First n 1-50f 5 u Last

Business Unit|Customer 1D|ltem 1D ltem L ine |ltem Status Credlt Analyst|Collector|Purchase Order Reference | Document 1D |Bill of | ading

01110 1003 EXAMPLE1 0 Closed EM {blank) {blank) {blank)
01110 1003 EXAMPLE 1 CRO Closed m EM (blank}) (blank}) (blank})

01110 1003 EXAMPLE12 0 Open EM EM (blank) (blank) (blank)

01110 1003 EXAMPLE 2 0 Closed EMm EM (blank}) (blank}) (blank})
Click on Item Id you want to view
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Item Activity Summary page is displayed.

Favorites Main Menu 5  Accounts Receivable 3  Customer Accounts 3  Item Information 5 Item Activity Summary

- - - - - -

Item Activity Summary

Unit: 01110 Customer: 1003 Example Customer Name Change
IltemID:  EXAMPLE 12 Line: Days Late: Status: Open
Item Balance: 150,000.00 USD
Item Activity Find | View Al First Bl 1071 Il Last
Seq Entry Type Document ID Acctg Date Entry M Posted
1 GR FEDGR 08/17/2012 150,000.00 USD 08/17/2012

&) Save | &L Retum to Search | 4= Previous in List | 4[Z] Mext in List | [Z] Matify |

ITEM ACTIVITY SUMMARY IS COMPLETE
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View/Update Item Details

Possible situations when this function is used: View an item through Item
List. Changes can be made to the Analyst, Collector and Sales Person fields.

Navigation: Accounts Receivable> Customer Accounts> Item Information>
View/Update Item Details

Item Maintenance page is displayed

Favorites Main Menu  ;  Accounts Receivable 3  Customer Accounts 3  Item Information 5 View/Update Item Details

- - - L -

Item Maintenance

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

Find an Existing Value

Maximum number of rows to return (up to 300). 300

Business Unit: = - 01110 Q
Customer ID: begins with = Q

Item ID: begins with ~

Item Line: = -

Item Status: = - -
Credit Analyst: begins with = Q
Collector: begins with ~ Q
Purchase Order Reference: begins with ~ Q
Document ID: begins with -

Bill of Lading: begins with -

[l case Sensitive

Search | Clear |E!asic Search [E Save Search Criteria

Enter information in the following fields. The more fields you fill in reduces the
return data.
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Business Unit
e Accept Default or
e Enter/Select Valid value <
Customer ID
e Enter Customer # or
e Select Valid Value <
Item Id
e Enter Item ID or
e Leave Blank
Item Line
e Enter Line # or
e Leave Blank
Item Status
e Enter/select Status or
e Leave Blank
Credit Analyst
e Enter/select or
e Leave Blank
Collector
e Enter/ Select or
e Leave Blank

The rest of the fields are not used at this time.

Click the Search Button
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Favorites : Main Menu 3  Accounts Receivable 3  Customer Accounts 3 Item Information 3 View/Update Item Details

- El - - - L3

Find an Existing Value

Maximum number of rows to return (up to 300): 300

Business Unit: =~ [o1110 Q
Customer ID: begins with ~ |1003 Q
ltem ID: begins with ~ |
Item Line: = -
Item Status: = - -
Credit Analyst: begins with ~ | Q
Collector: begins with = | Q
Purchase Order begins with + | Q
Reference:
Document ID: begins with ~ |
Bill of Lading: begins with = |
[ case Sensitive

Search | Clear |Basic Search B Save Search Criteria

Search Results

| First Jffj 150f5 i Las
Business Unit|Customer ID|ltem 1D ltem Line|ltem Status Eredlt Analyst|Collector|Purchase Order Reference |Document 1D (Bill of | ading
01110 1003 EXAMPLE 1 o Closed EM (blank) (blank) (blank)
01110 1003 EXAMPLE 1CRO Closed m EM  (blank) (blank)  (blank)
01110 1003 EXAMPLE 12 0 Open EM EM (blank) (blank) (blank)
01110 1003 EXAMPIEZ 0 Closed EM EM  (blank) (blank)  (blank)
01110 1003 EXAMPLE4 0 Closed FM EM (blank) (blank) (blank)

Search results for criteria entered
Click on Item you want to view/update
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Component page is displayed.

Favorites Main Menu 3  Accounts Receivable 3  Customer Accounts 3 Item Information 5 View/Update Item Details

Detail 1 Detail 2 ltem Activity ltem Accounting Entries tem Audit History

Unit: 01110 Customer: 1003 Example Customer Name Change

Item ID: EXAMPLE 2 Line: Days Late: Status: Closed

Accounting Date:08/15/2012 Entry Type: GR Billing Unit:

Balance: 0.00 usoD Entry Reason: FEDGR  Original Amount: 150,000.00 USD

AR Distribution Code: GR-AR

Due Date: ’m Due Days: l_ [l Dispute Reason: ’—Q Date: ’7 3
Terms: WQ Discount Days: l_ Dispute Amount: ’7
Discount Amount: Date: I Deduction  Reason: ’70\ Date: ’7 £l
Discount Amount 1: Date 1: Doubtful

[C] Always Allow Discount [lCollection Code: & Date: [
As Of Date: |08/15/2012 Posted:  (08/15/2012 Analyst: ’rq M

Collector FM Q Agency of Administration, Accounting

Payment Method Check Sales Person: EM QM

Draft Type: Preapproved? AR Specialist: ’70‘

Direct Debit Profile ID: srEElmmane | Cther Optizne

One Item per Draft? Revaluation Flag Available for Netting

Split Add A Conversation

B Sawe | £\ Return to Search | +[E Previous in List | +[Z] Next in List | = Motify | ) Refresh |

Detail 1 tab is the only page that you can use to make a change to an item. The
fields that you can change are: Analyst, Collector and Sales Person. To
make the change choose a valid value and Click Save Button

VIEW/UPDATE ITEM DETAILS IS COMPLETE
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Customer Account Overview

Possible situations when this function is used: View various customer
balances, the most recent item and payment activity. Click hyperlinks to view
detailed data. The tabs and hyperlinks most useful are: Tabs: Balances and
Profile, hyperlinks: Item ID, Payment and Balance.

Navigation: Accounts Receivable> Customer Accounts> Customer
Information> Account Overview

Component page displays
Favorites Main Menu »  Accounts Receivable 3  Customer Accounts 3 Customer Information 5 Account Overview

- - L - -

[ Batances || Il Il Il Il |
Setip: (01110 Q Unit: 01110 Q Customer: Q “Level: N Q m_

Balances | Profile | Customer Action | Customer Trend 1 | Customer Trend 2 | Customer Trend 3

Balances and Profile tabs are the only tabs with information.

Setld

e Enter the appropriate business unit
Unit

e Enter the appropriate business unit
Customer

e Select valid value from drop down or

e Enter valid customer

Click the Search Button
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Favorites Main Menu 5  Accounts Receivable ,  Customer Accounts 3  Customer Information 5 Account Overview

- El - - * -

Balances | Profile | Customer Action | Customer Trend1 | Customer Trend2

setp: 01110 X unit 01110 X customer: [1003 Q' Example Customer Name Change-L evel: [N < E

Add A Conversation Pay by Credit Card

Most Recent Activity

Item ID Date Amount Currency
Item ID: EXAMPLE 12 08/17/2012 150,000.00 UsD
Payment: EXAMPLE 1 AND 2 08/15/2012 200,000.00 UsD
Count Amount Currency

Pay History Days: 0.00
Credit Limit: 0.00
Balance: 1 15000000  USD
Past Due: 1] 0.00 uso
Deductions: 0 0.00 usD
Disputed: 0 0.00 uso
Doubtful: 0 0.00 usD
Collections: 1] 0.00 uso
Vendor Balance: 1] 0.00 uspo
Draft Amount: 1] 0.00 uso
High Balance YTD: 0.00 uso
Sales YTD: 0.00 uspo

. Last Year Sales: 0.00 uso

View Adjusted Balance
Summary Aging Find | View Al First Bl 1071 Bl L ast
Aging Chart

Balances Page is displayed. There are several ways to view information on this
page depending on what information you are looking for. Clicking on the
hyperlinks (example) allows you to drill down to another page. For Example:

Most Recent Activity
Item ID
e Displays the most recent item for the customer, the item date, and
amount. Clicking on the hyperlink will allow you to drill down to another
component page for further information. See Example below:
To navigate directly to this page use the following navigation:
Accounts Receivable> Customer Accounts> Item Information> View/Update
Item Details
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For detailed instructions for this component page see View/Update Item Details

Payment

Displays the most recent payment for the customer, the payment date,
and amount.

tem Activity From A Payment

Payment ID: EXAMPLE 1 AND 2 Payment Amount: -200,000.00 Currency: usoD
“Display Amount Switch: Payment Amount g
Item Activity Customize | Find | View All | ] 1 B First Kl 12012 I Last
Customer Name Item 1D Line |Entry Type |Reason Payment Amount |Currency
Example Customer
01110 1003 Name Change EXAMPLE 1 PY -50,000.00 USD
Example Customer
01110 1003 Name Change EXAMPLE 2 PY -150,000.00 USD
Total Items: 2 Total Amount: -200,000.000 Currency: usoD
OK Cancel

Click OK or Cancel will take you back to Balances Page
To navigate directly to this page use the following navigation:

Accounts Receivable> Customer Accounts> Item Information> Item Activity
From a Payment
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Reviewing Customer Balances
Balance

¢ Displays the total receivables balance and the number of items that make
up the balance.

Favorites Main Menu  »  Accounts Recevable ;  Customer Accounts 3  Customer Information 3 Account Overview

- = - - - -

Item List [ "Advanced Search
SetiD: p1110 Q unie 01110 Q Customer: |1003 Q Example Customer Name Change+| gyel: WQ Search

Advanced Search

*Status: Open

Add A Conversation Account Overview

Row Selection

Range: ﬂ

Select All | Deselect All | Select Action... - GO

Il | EE| H First i 10f1 na Last

ne |Activities | Unit Customer ID | Status Terms Reason Due Days Late

101110 1003 DUR GR FEDGR  08/17/2012

Item Balance |Cur

150000.00 USD

Debits: 1 Debit Amount: 150,000.00 Currency: usD

Credits: Credit Amount: Currency: usD

Total: 1 Total Amount: 150,000.00 Currency: usD

Selected: Selected Amount: Selected Currency:

Cancel % Refresh

Clicking the Cancel button will take you back to Balances Page

Clicking the Refresh button will refresh the page if you choose to
change any of the default fields.

To navigate directly to this page use the following navigation:
Accounts Receivable> Customer Accounts> Item Information> Item List

CUSTOMER ACCOUNT OVERVIEW IS COMPLETE

Federal Draw Process Page 127 of 163
VISION 8.8
Revised October 2016



Customer Activity

Possible situations when this function is used: To view customer activity
for a specific customer and date range. The system sorts the activities in the
Item Activity 1 grid by business unit, customer ID, accounting date, and entry
type. Depending on what information you are looking for determines which

Activity tab you would view.

Navigation: Accounts Receivable> Customer Accounts> Customer

Information> Customer Activity

Component page displays on Item Activity.

Favorites Main Menu 5  Accounts Receivable 5  Customer Accounts

- - - -

e pcoviy | iiioaia

Customer Information

5 Customer Activity

Seti;: 01110 4 wunit: 01110 A Customer: Q

Acctg Date From:

Item Activity

SetlID

e Enter valid value or

e Select value &
Unit

e Enter valid value or

e Select value <
Customer

e Enter valid value or

e Select value &
Acctg Date From

e Enter from date
Acctg Date To

e Enter To date

Click Search Button

Federal Draw Process
VISION 8.8
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Level: N

Acctg Date To:

Q Search

5
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Favorites | Main Menu 5  Accounts Receivable 5  Customer Accounts 3 Customer Information 5  Customer Activity
- : - - - -

Item Activity Direct Journal

seti;: 01110 X unit [01110 A Customer: [1003 @ Example Customer Name Change  Level: [N |
Acctg Date From: |07/01/2012 &) Acctg Date To: |08/31/2012 &)

Entry Type Entry Reason Entry Amount Entry Currency |Unit

08/15/2012 EXAMPLE 1 CR 0 CRGR GRREF -2500.00 USD 01110
08/15/2012 EXAMPLE 2 0GR FEDGR 150000.00 USD 01110
08/15/2012 EXAMPLE 1 0GR FEDGR 50000.00 USD 01110
08/15/2012 EXAMPLE 4 0GR FEDGR 2500.00 USD 01110
08/15/2012 EXAMPLE 4 0 MT -2500.00 USD 01110
08/15/2012 EXAMPLE 1 CR 0MT 2500.00 USD 01110
08/156/2012 EXAMPLE 2 0 PY -150000.00 USD 01110
08/15/2012 EXAMPLE 1 0PY -50000.00 USD 01110
081772012 EXAMPLE 12 0GR FEDGR 150000.00 USD 01110

Component page is displayed on Item Activity tab. Item Activity portion of page
the Activity 1 tab is displayed.

Activity 1 and 2 tabs allow you to drill down further by clicking on the hyperlinks
under the ItemID Column.

Favorites | Main Menu 5  Accounts Receivable 3  Customer Accounts 3  Customer Information 5 Customer Activity

- : - - - -

Detail 1 Detail 2 Detail 3 Item Activity Item Accounting Entries ltem Audit History

Unit: 01110 Customer: 1003 Example Customer Name Change

Item ID:  EXAMPLE 12 Line: Days Late: Status: Open

Accounting Date:(08/17/2012 Entry Type: GR Billing Unit:

Balance: 150,000.00 usD Entry Reason: FEDGR  original Amount: 150,000.00 USD

AR Distribution Code: GR-AR

Discount Options Customer Relations

Due Date: ’W Due Days: ’_ [ Dispute Reason: I_Q Date: ’7 [+
Terms: ,WQ Discount Days: ’7 Dispute Amount: ’7
Discount Amount: Date: [ Deduction  Reason: | Q Date: | El
Discount Ameunt 1: Date 1: Doubtful
[”] Always Allow Discount [ Collection  Code: ,70\ Date: [
As Of Date: 08/17/2012 Posted:  08/17/2012 Analyst: FM Q FM
Eollector FI Q Agency of Administration, Accounting
Payment Method Check *  Pay By Credit Card Sales Person: Fi A Fm
Dratt Type: Preapproved? AR Specialist: Q

Other Opti
Direct Debit Profile ID: =D B S PROnS

One Item per Draft? Revaluation Flag Available for Netting

Split ltem Action Add A Conversation
OK | Cancel | Apply | L Refresh

Clicking the Cancel or OK button takes you back to Item Activity page.
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To navigate directly to this page use the following navigation:

Accounts Receivable> Customer Accounts> Item Information> View/Update
Item Details

Favorites | Main Menu 5  Accounts Receivable 5,  Customer Accounts 5 Customer Information 5 Customer Activity

- B - - - -

Item Activity Direct Journal
setiD: 01110 /A unit 01110 & Customer: 1003 @, Example Customer Name Change Level: ,N_Q ﬂl

Acctg Date From: [07/01/2012 |3 Acctg Date To: [08/31/2012 |51

Item Activity

08/158/2012 EXAMPLE 1 CR GRREF -2600.00 USD 01110

08/158/2012 EXAMPLE 2 FEDGR 150000.00 USD 01110
081572012 EXAMPLE 1 FEDGR 50000.00 USD 01110
08/15/2012 EXAMPLE 4 FEDGR 2500.00 USD 01110
08/15/2012 EXAMPLE 4 -2500.00 USD 01110
08/15/2012 EXAMPLE 1 CR 2500.00 USD 01110
081572012 EXAMPLE 2 -150000.00 USD 01110
08/15/2012 EXAMPLE 1 -50000.00 USD 01110
081712012 EXAMPLE 12 FEDGR 150000.00 USD 01110

Click on Activity 2 tab

Activity 2 page displays

Favorites | Main Menu 5 Accounts Receivable 5  Customer Accounts 3  Customer Information 5,  Customer Activity
- : - - - -

Item Activity Direct Journal

setip: 01110 X unit 01110 X Customer: [1003 QU Example Customer Name Change  Level: N | Search |

Acctg Date From: [07/01/2012 31 Acctg Date To: [08/31/2012 31
Customize | Find | View First | 1-90f 9 2 Last
Activity 2

Acctg Date  (ltem ID Customer Activities Po:;ed As Of Date |Group Type Origin ID | Group Unit | Group ID Sub Group 1D
e 1 08/15/2012 08/15/2012 B 01110 2877

08/15/2012 EXAMPLE 2 1003 1 08/15/2012 08/15/2012 B DRAW 01110 2875

08/15/2012 EXAMPLE 1 1003 1 08/15/2012 08/15/2012 B DRAW 01110 2875

08/15/2012 EXAMPLE4 1003 1 08/15/2012 08/15/2012 B DRAW 01110 2878

08/15/2012 EXAMPLE4 1003 2 08/17/2012 08/15/2012 M PS_AR 01110 2879 99999
08/15/2012 % 1003 2 08/17/2012 08/15/2012 M PS_AR 01110 2879 99999
08/15/2012 EXAMPLE 2 1003 2 08/15/2012 08/15/2012 P PS_AR 01110 2876

08/15/2012 EXAMPLE1 1003 2 08/15/2012 08/15/2012 P PS_AR 01110 2876

08/17/2012 EXAMPLE 12 1003 1 08/17/2012 08/17/2012 B DRAW 01110 2880

This page displays more information/columns. Depending on the information
you are looking for determines which tab you would use.
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Activity 2 tab allows you to drill down by clicking on the hyperlinks under the
ItemID Column.

To navigate directly to this page use the following navigation:

Accounts Receivable> Customer Accounts> Item Information> View/Update
Item Details

Activity 3 - 6
Pages have various columns that display. All Activity tabs consist of the Itemld
column that you can drill down to component page Navigations:

Accounts Receivable> Customer Accounts> Item Information> View/Update
Item Details

CUSTOMER ACTIVITY IS COMPLETE
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Review Customer Payments

Possible situations when this function is used: View customer payments at
a high or low level of detail by date range.

Navigation: Accounts Receivable> Customer Accounts> Customer
Information> Payments

Customer Payments page is displayed.

Favorites Main Menu 5 Accounts Receivable 5 Customer Accounts 5 Customer Information 5 Payments

- - - - -

seup: 01110 < Unie 01110 4 cuctomer 1003 @ Example Customer Name Change Search
Add A Conversation
From Date: |08/17/2012 To Date: 08/17/2012

SetlID

e Enter valid value or

e Select value &
Unit

e Enter valid value or

e Select value &
Customer

e Enter valid value or

e Select value <
From Date

e Enter From date
To Date

e Enter To date

Click Search Button
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Favorites = Main Menu > Accounts Recevable > Customer Accounts > Custormer Information

- E - -

setiD: (01110 Q Unit: o110 A Customer: | 1003 Q Example Customer Name Change Search I

Add A Conversation

» Payments

- -

From Date: |07/01/2012 To Date: |08/17/2012
Past Due: 0.00 USD Balance: 150,000.00 usD
*Display Amount Switch: Entry -

Payment Details

Unit Deposit ID Seq|Payment ID Acctg Date Entry Amount| Currency

1 [ 01110  1110F081512 1 SXAMPLE TAND 081152012 _200,000.00 USD

=
Customize | Find | \ AllL i | === First K 10f1 | Last

Payment Count: 1 Total: -200,000 00 usD

Click on [ opens a new page and shows you payment information

Item Activity From a Payment page is displayed

Favorites © Main Menu s Accounts Receivable 3  Customer Accounts 3 Item Information 5  Item Activity From a Payment

- = - - - -

Item Activity From A Payment

Deposit Unit: 01110 Deposit ID: 1110F081512 Group ID: 2876
Acctg Date: 08/15/2012 Posted Date: 08/15/2012
Payment ID: EXAMPLE 1 AND 2 Payment Amount: -200,00000 USD
*Display Amount Switch: M
Item Activity Customize | Find |\ All | ] | i First En 1-2 of 2 = Last
Activity 1
Unit Customer Name Item 1D Line |Type Reason |PaymentID Payment Amount |Currency
Example Customer EXAMPLE 1
01110 1003 Name Change EXAMPLE 1 PY AND 2 -50,000.00 USD
Example Customer EXAMPLE 1
01110 1003 Name Change EXAMPLE 2 PY AND 2 -150,000.00 USD
‘ Total: 2 Total Amount: -200,000.00 Currency: USD

a Save | .Q-. Return to Search | E] Motify |
To navigate directly to this page use the following navigation:

Accounts Receivable> Customer Accounts> Item Information> Item Activity
From a Payment

CUSTOMER PAYMENT IS COMPLETE
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Review Customer Aging

Possible situations when this function is used: View aged accounts. You
must run the Aging process to view information on this page.

Navigation: Accounts Receivable> Customer Accounts> Customer
Information> Customer Aging

Aging page is displayed.

Favorites Main Menu >  Accounts Receivable 3  Customer Accounts 5  Customer Information 5  Customer Aging

- = - - - -

setD: (01110 Q Unie (01110 Q Customer: Q *Level: |N—o‘ _

SetlID
e Enter valid value or
e Select value &
Unit
e Enter valid value or
e Select value <
Customer
e Enter valid value or
e Select value &4

Click Search Button
Aging page is displayed

Favorites Main Menu 5  Accounts Receivable .  Customer Accounts 5  Customer Information 5  Customer Aging

- = - - - -

setip: 01110 | & unie 01110 A Gustomer: 1003 @ Example Customer Name Changer ayel: N |

Add A Conversation

Aging Infermation

Aged Date: New Balance

Customer Balances

Balance: 150,000.00 USD High Balance: 200,000.00 Balance Date: 08/15/2012
Past Due: 0.00 USD High Past Due: 0.00 Past Due Date:

Customer Aging Customize | Find | Vi | # First B 1 o1 B Lagt

Aging Count

Click on Past Due hyperlink
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Favortes Main Menu 5  Accounts Receivable ,  Customer Accounts ,  Customer Information 5  Customer Aging

- : - - - -

Item List | Advanced Search |
setip: 01110 < unit: 01110 U cuctomer: |1003 Q' Example Customner Name Change=p_ayel: N | Search

Advanced Search

. Past Due -
Status: Add A Conversation

Row Selection Item Action

Range: | GO|  SelectAl |  DeselectAll | Select Action... - 60

Search Result Totals

Debits:
Credits:

Total:
Selected: Selected Amount: Selected Currency:
Cancel L Refresh

Item List page is displayed, this customer does not have any outstanding data.
If this customer did have aged data it would appear on this page.

To navigate directly to this page use the following navigation:
Accounts Receivable> Customer Accounts> Item Information> Item List

To run the Aging Process, see detail instructions listed in table of contents.

Click the Cancel button to return to Aging Page or Click the Refresh
Button if any of the field selections are changed.

REVIEW CUSTOMER AGING IS COMPLETE
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Review Customer Pending Items

Possible situations when this function is used: View information about
pending items for all maintenance and billing.

Navigation: Accounts Receivable> Customer Accounts> Customer
Information> Customer Pending Items

Outstanding Customer Items page is displayed.

Favorites Main Menu 5  Accounts Receivable 5  Customer Accounts 5  Customer Information 5 Customer Pending Items

- - - - -

Qutstanding Customer ltems

Setp: P1110 Q Unit: (01110 Q Customer: Q R

Search

SetlID
e Enter valid value or
e Select value <
Unit
e Enter valid value or
e Select value &
Customer
e Enter valid value or
e Select value <.

Click Search Button
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Outstanding Customer Items page is displayed

Favorites | Main Menu 3 Accounts Receivable +  Customer Accounts 5 Customer Information 5 Customer Pending Items
- : - - - -

Outstanding Customer ltems
Setip: 101110 A unit 01110 A ouctomer 1003 Q. Example Customer Name Change

Add A Conversation

Balance: 150,000.00 USD Last Posted Amount: 150,000.00 USD
Past Due: 0.00 USD Last Posted Item: EXAMPLE 12 08/17/2012
*Display Amount Switch:  Entry h

Outstanding ltems Customize | Find | View Al | B2 | # First B 1.0r1 B Last

Unit Group 1D Item 1D Entry Type Reason Acctg Date Amount | Currency

101110 2881 NOT SET TO POST GR FEDGR 08/17/2012 100.00 USD

Total Items: 1 Total item Amount: 100.00 USD

Clicking on any of the hyperlinks will allow you to drill down to a new
page. For this example click Item Detail hyperlink.

Mo ltem history available, cannot drill-down (BOB0,1E0D)

ltern is pending and not on the ltem record, therefare the drill-down cannot be
performed.

Ok

This particular customer has no outstanding items.

Click OK

REVIEW CUSTOMER PENDING ITEMS IS COMPLETE
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Review Outstanding Payments

Possible situations when this function is used: View payments received,

their identification, and their status in the processing cycle.

Navigation: Accounts Receivable> Customer Accounts> Customer

Information> Outstanding Payments

Outstanding Customer Payments page is displayed.

Favorites Main Menu v  Accounts Receivable 3  Customer Accounts

- - - -

Outstanding Customer Payments

Customer Information

y  Outstanding Payments

setiD: (01110 Q unit 01110 Q Customer: |1003 Q' Example Customer Name Change

Add A Conversation

“Payment State: All Qutstanding Payments -

SetlID
e Enter valid value or
e Select value &
Unit
e Enter valid value or
e Select value <
Customer
e Enter valid value or
e Select value &
Payment State
e Select valid Value@
0 All Outstanding payments
o Payments In Process Only
o Unapplied Payments Only

Click Search Button

Federal Draw Process
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Outstanding Customer Payments page is displayed

Favortes | Main Menu 3  Accounts Receivable 3  Customer Accounts 3  Customer Information » Outstanding Payments

- = - - - -

Outstanding Customer Payments

setiD: (01110 Q unit: 01110 Q Customer: 1003 Q Example Customer Name Change

Add A Conversation

*Payment State: All Qutstanding Payments - Search

Balance: 150,000.00 USD Last Posted Amount: 200,000.00 USD
Past Due: 0.00 UsD Last Posted Payment: EXAMPLE 1 AND 2 Date: 08/M15/2012
*Display Amount Switch: Entry -

Outstanding Payments ze | Find | View Al | G0 B First Bl 4 op1 Bl Lot

Unit Deposit ID Payment 1D Status Acctg Da Amount Currency
1

Total Payments: 0 Amount: 0.000

There are no outstanding payments for this customer.

You can also search by other Payment State:

e Unapplied Payments Only
e Payments in Process Only

REVIEW OUTSTANDING PAYMENTS IS COMPLETE
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Review Payment History

Possible situations when this function is used: View payment history and
balance information.

Navigation: Accounts Receivable> Customer Accounts> Customer
Information> Payment History

Customer Payment History page is displayed.

Favorites Main Menu 5 Accounts Receivable 3  Customer Accounts »  Customer Information 3 Payment History

- - - L4 -

Customer Payment History
setip: 01110 Q unit: 01110 Q Customer: | Q _ Search

SetlD
e Enter valid value or
e Select value &
Unit
e Enter valid value or
e Select value <
Customer
e Enter valid value or
e Select value &

Click Search Button
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Customer Payment History page is displayed

Favorites | Main Menu 5  Accounts Receivable 5,  Customer Accounts >  Customer Information 5 Payment History

- E - - - -

Customer Payment History

setip: 01110 | unit 01110 2 cuctomer: 11003 Q' Example Customer Name Change

Add A Conversation

Customer Information

Customer ID Numbers Year-to-date Sales: 0.00 UsD

Credit Limit: 0.000 Date: Last Year Sales: 0.00 USD

Balance: 150,000.00 usD High Balance: 200,000.00 USD Balance Date: 08/15/2012
Past Due: 0.00 usb High Past Due: 000 Past Due Date:

Payment Performance Customize | Find | View Al | @| ## First BN 1 or1 B Last

Fiscal Year Period Weighted Average Days Amount| Currency

Overall Weighted Average Days: 0.00 Basis: 0.000

Click on Balance hyperlink

Favorites | Main Menu 3  Accounts Receivable 3  Customer Accounts 5  Customer Information 5 Payment History

e —
Item List Advanced Search
sep: 01110 & unit 101110 R Guctomer: 1003 @ Example Customer Name Change=_ evel: |N |% Search |

Advanced Search

- - -

Add A Conversation Account Overview

Select All | Deselect All | Select Action... - GO

|@| & First Bl 1.5 0r5 B Last

Item Balance |Cur

1 O POMRLE 201110 1003 T FEDGR  08/15/2012 uUsD
2 B ﬁﬂ 201110 1003 c DUR CRGR GRREF 08/15/2012 usD
3 M E‘AMJ 101110 1003 o} DUR GR  FEDGR 08/17/2012 150000.00 USD
2 0O Emﬂ 201110 1003 ® DUR GR  FEDGR 08/152012 usD
5 [ EXAMJ 201110 1003 c DUR GR FEDGR 08/15/2012 usD

Search Result Totals

Debits: 5 Debit Amount: 150,000.00 Currency: UsD
Credits: Credit Amount: Currency: usD
Total: 5 Total Amount: 150,000.00 Currency: usD
Selected: Selected Amount: Selected Currency:

Cancel L Refresh
To navigate directly to this page use the following navigation:
Accounts Receivable> Customer Accounts> Item Information> Item List
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Change Status from Open to ALL

Select a hyperlink in the Item Column.

Favorites © Main Menu 5  Accounts Receivable ,  Customer Accounts 3 Customer Information 3 Payment History

- - - -

Detail 1 Detail2 | Detail3 | lem Activity | ltem Accounting Entries | tem Audit History

Unit: 01110 Customer: 1003 Example Customer Name Change

Item ID:  EXAMPLE 2 Line: Days Late: Status: Closed

Accounting Date:08/15/2012 Entry Type: GR Billing Unit:

Balance: 0.00 usb Entry Reason: FEDGR  original Amount: 150,000.00 USD

AR Distribution Code: GR-AR

Due Date: ,m Due Days: ,7 I Dispute Reason: ’7Q Date: ’7 &
Terms: ’WQ Discount Days: l_ Dispute Amount: ’7
Discount Amount: Date: "] Deduction Reason: ‘ Q. Date: ‘ )
Discount Amount 1: Date 1: Doubtful

[] Always Allow Discount [ICollection Code: | Q. pate:|  [5l
As Of Date: |08/15/2012 Posted:  08/15/2012 Analyst: FM [SR=Y

Collecior F Q Agency of Administration, Accounting

Payment Method Check Sales Person: M QM

Draft Type: BocepEerei® AR Specialist: Q

Direct Debit Profile ID: Create Document? il

One Item per Draft? Revaluation Flag Available for Netting

Split Add A Conversation
OK | Cancel | Apply s Refresh
Click the Item Activity Tab
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Favorites © Main Menu 5,  Accounts Receivable

- E - -

Item Activity
Unit: 01110 Customer: 1003
Item ID:  EXAMPLE 2 Line:

Customer Information

Payment History

Example Customer Name Change

Balance: 0.00 usbD

Item Activities

First 4] 1-20f2 [+ ] Last

Document:

Group Unit: 01110 GroupID: 2875

Sequence: 1 Accounting Date: Posted Date: 08/15/2012

Entry Type GR Reason: FEDGR Worksheet Reason:

150,000.00 USD

Group Unit: 01110 GroupID: 2375

Posted Date: 08/15/2012

Sequence: 2 Accounting Date:
Entry Type PY Reason: Worksheet Reason:
Document:

Deposit Unit: 01110 Deposit ID: 1110F081512

-150,000.00 USD

Split Add A Conversation
OK | Cancel | Apply |

Highlighted section above shows the

pending group.

% Refresh

payment made against this

CUSTOMER PAYMENT HISTORY IS COMPLETE
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Report Pending Item by Entry Date
Possible situations when this function is used: The Pending Item by Entry
Date is an SQR report that can be run at any time. It will list all pending groups

and maintenance worksheets entered for the date criteria for each day.

Navigation: Accounts Receivable > Pending Items > Reports > Pending Item
by Entry Date

Click the Add A New Value Tab.

The Pending Item by Entry Date page opens.

Favorites © Main Menu 5  Accounts Receivable 5  Pending Items 5 Reports 5 Pending Item by Entry Date

- - L - -

Pending ltem By Entry Date

[ T 2 New v

Run Control ID:|Pending_ltem_BY_Entry_Date

Add |

Enter Run Control ID
e Enter the appropriate Run Control ID — run controls are operator
specific. When creating a run control, you use the underscore key to
indicate a space between words.
e Ex: Pending_Item_ By Entry Date

Click the Add button
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The Entry Date Parameters page displays.

Favorites Main Menu s Accounts Receivable »  Pending Items 5 Reports s Pending Item by Entry Date

- = - - - -

Entry Date Parameters

Run Control ID: Pending_ftem_BY_Entry_Date Report Manager Process Manitor
Language: -

Report Request Parameters

From Date: 08/17/2012 30

Run

To Date: 08/17/2012 |30

Unit: 01110 . Finance & Management

User ID: Q

Amount Type: Base Cur  ~ [[] Separate DR/CR Amount Fields

Customer ID: Q

Group ID: Q

Posted

@ Save | Notify | E‘d-Add }EUpdatefDlsplay

e From Date - Enter appropriate From Date for the report

e To Date - Enter appropriate To Date for the report

e Unit — accept default or change to appropriate Business Unit

e User ID — Blank for all or enter a specific Operator ID

e Amount Type — Base Curr accept default

e Customer ID — Leave blank for all OR enter Customer ID to create
report for just one customer

e Group ID — Blank or enter a valid group number for just one group

e Posted — Selected accept default
e Separate DR/CR Amount Fields - Select

Click Run Button
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The Process Scheduler Request page opens.

Favorites | Main Menu 5 Accounts Receivable 3  Pending Items 3  Reports 5 Pending Item by Entry Date

- = - - - L

Process Scheduler Request

User ID: DSHOLAN Run Control ID: Pending_lten_BY_Entry_Date
Server Name: Run Date: 08/17/2012 L
Recurrence: ~  Run Time: 10:53:39AM Reset to Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Name Process Type *“Type “Format Distribution

Pending ltem by Entry Date AR11002 SQR Report Web - PDF ~ Distribution
OK | Cancel |
Click OK

You are returned to the Entry Date Parameters page.

Favorites | Main Menu 3  Accounts Receivable 5  Pending Items 3 Reports 3 Pending Item by Entry Date

Entry Date Parameters
Run Control ID:  Pending_ltem_BY_Entry_Date Report Manager Process Monitor Run
Language: English e Process Instance:5879044

Report Request Parameters

From Date: 07/01/2012 31

To Date: 08/17/2012 |3

Unit: 01110 @ Finance & Management

User ID: | Q

Amount Type: Base Cur - [C] Separate DRICR Amount Fields

Customer ID: Q
Group ID: Q

[C] Posted

B save | [=] Natify | [E% Add Update/Display

Click on the link for the Process Monitor (top right)
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The Process List page opens.

Favorites © Main Menu >  Accounts Receivable Pending Items Reports > Pending Item by Entry Date
-

- : - - -

Process List Server List
View Process Request For

User ID: [DSHOLAN <L Type: ~ Last - 1 Days - Refresh |
Server: ~ Name: ,7':{ Instance: | to |
Run ~ Distribution - Save On Refresh
Status: Status:
Process List C nize | Find | Vv All | = 1 L] First Bl 1 gors
nco ’; Process Type Process  |user Run Date/Time Run Status
] 5879044 SQR Report AR11002 DSHOLAMN 08/17/2012 10:53:39AM EDT Success Posted Details
5879042 Crystal AR32000- DSHOLAN 08/17/2012 8:24:06AM EDT Success Posted Details
5879041 Application Engine AR_STMTS DSHOLAN 08/17/2012 8:21:11AM EDT Success Posted Details
5879040 Crystal AR32000- DSHOLAN 08/17/2012 8:12:14AM EDT Success Posted Details
5879039 Application Engine AR_STMTS DSHOLAN 08/17/2012 8:01:31AM EDT Success Fosted Details
5879031 PSJob ARUPDATE DSHOLAN 08/17/2012 7:53:55AM EDT Success Posted Details
5879024 PSJob ARUPDATE DSHOLAN 08/17/2012 7:39:10AM EDT Success Posted Details
5879015 PSJob ARUPDATE DSHOLAMN 08/17/2012 7:31:05AM EDT Success Posted Details

Go back to Pending ltem By Entry Date

& save | [=] Motify
Click on the Refresh button until Run Status = Success and Distribution Status

= Posted.

Click on the Go back to Pending Item By Entry Date link (bottom left)

You are returned to the Entry Date Parameters page.

Favorites | Main Menu 3  Accounts Receivable 3  Pending Items 3 Reports 3 Pending Item by Entry Date

- = - v v -
Entry Date Parameters
Run Control ID: Pending_ftem_BY_Entry_Date Report Manager Process Monitor M

Language: -

Report Request Parameters

From Date: 07/01/2012 3
To Date: 081712012 [+

Unit: 01110 @ Finance & Management
User ID: | Q
Amount Type: Base Cur  ~ [C] Separate DR/CR Amount Fields

Customer ID: Q
Group ID: Q

[T Posted
a Save | .Q Return to Search | E] Notify | E‘+Add | 23| U lay
Click on the Report Manager link (top middle)
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Favorites | Main Menu 3  Accounts Receivable 5  Pending Items 3 Reports 3 Pending Item by Entry Date

- H - * * L 3

List Explorer Administration Archives

View Re s For

Folder: _ - Instance: | : Refresh |

Name:| Created 0n:| 1 Last - | 1 Days -

Reports

Report Report Description Folder Name

Go back to Pending ltem By Entry Date

Click on the Administration tab.

Administration page displays.

Favorites © Main Menu 5  Accounts Receivable »  Pending Items -+ Reports 3 Pending Item by Entry Date
-

- = - - L

Administration

View Reports For

User ID: DSHOLAN Type: ~ Last - 1 Days - Refresh

Status: ~ Folder: ~ Instance: | Io:‘

ar | BB Fist B g a70r17 B Las

Report  |Prcs Request
Select ID Instance Description Date!Tlme Format Status Details

1182495 5879044 Pending ltem by Entry Date ?ﬁ"g’gﬁﬁ, ‘,"f,[f’;"f’ L Posted  Details

Click on the link for the appropriate report.
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Your report will open so that you can print it by clicking on the print icon (top
left).

PENDING ITEM BY ENTRY DATE REPORT IS COMPLETE
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Run the Payment Detail Report

Possible situations when this function is used: The Payment Detail
Report is an SQR report that can be run at any time. It lists payment detail for
deposits to customer’s accounts.

Navigation: Accounts Receivable > Payments > Reports > Payment Detail
Click the Add A New Value Tab.

The Payment Detail page displays.

Favorites Main Menu  »  Accounts Receivable » Payments + Reports +  Payment Detail

- - - - -

Payment Detail

( [ i  ew vaue

Run Contrel ID: PAYMENT_DETAIL
Add

Example run control: PAYMENT_DETAIL

Enter Run Control ID
e Enter the appropriate Run Control ID

Click the Add button
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The Payment Detail page displays.

Favorites Main Menu 5 Accounts Receivable 3 Payments 3 Reports 3  Payment Detail

- = - - - -

Payment Detail
Run Control ID: PAYMENT_DETAIL Report Manager Process Monitor M

Language: v

Report Request Parameters

From Date: 08/17/2012  [31
To Date: 08/17/2012  [3
Deposit Unit: 01110 & Finance & Management
Amount Type: Base Curr  ~
Q
User ID:
Deposit ID: Q
Posting Status: Not Posted ~
& Save | Motify | % Add ‘ #] Update/Display

e From Date - Enter appropriate From Date for the report

To Date - Enter appropriate To Date for the report

Deposit Unit - Enter appropriate Business Unit

Amount Type — Defaults as Base Curr, accept default

User ID — Blank or enter valid value

Deposit ID — Blank or enter a specific deposit (this field would be used

to run report for one deposit).

e Posting Status — defaults as Not Posted choose appropriate status (All,
Not Posted, Completely or Partial.)

Click Run button
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The Process Scheduler Request page displays.

Favorites | Main Menu 3  Accounts Receivable , Payments 3 Reports 3  Payment Detail
- Z b A& A -

Process Scheduler Request

User ID: DSHOLAN Run Control ID: PAYMENT _DETAIL
Server Name: Run Date: 08/17/2012 2y
Recurrence: T Run Time: 11:14:24AM Reset to Current Date/Time

Time Zone: O‘

Process List

Description Process Name Process Type *Type *Format Distribution

Payment Detail AR20002 SQR Report Web - PDF = Distribution

OK | Cancel |

Payment Detalil is already selected.

Click OK button.

You are returned to the Payment Detail page.

Favortes © Main Menu »  Accounts Receivable 3  Payments 3 Reports »  Payment Detai

Payment Detail
Run Control ID: PAYMENT_DETAIL Report Manager Process Monitor Run
Language: English v Process Instance:5879045

Report Request Parameters

From Date: [o7r01/2012 50

To Date: 08/17/2012 3

Deposit Unit: ’WQ Finance & Management

Amount Type: Base Curr  ~

User ID: | Q

Deposit ID: ’—Q

Posting Status: All -

& Save | [=] Notify | [Es Add | Update/Display |
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Click on the link for the Process Monitor (top right)

The Process List page is displayed.

Favorites - Main Menu 5 Accounts Recevable 3 Payments 3 Reports 3  Payment Detail

- = - - - -

Process List Server List
View Process Request For

User ID: DSHOLAN 0 Type: - Last - 1 Days - Refresh |
Server: ~ Name: ’70\ Instance: ‘ to |
Run - Distribution - Save On Refresh
Status: Status:
Process List Customize ap &) 2 First B 1.9 019 u Last
’E Instance ’7 Process T :;orﬁgs Run Date/Time Run Status err. | Details
[ | 5879045 SQR Report DSHOLAN 08/17/2012 11:14:24AM EDT Success Details
5879044 SQR Report AR11002 DSHOLAN 08/17/2012 10:53:39AM EDT Success Details
5879042 Crystal AR32000- DSHOLAN 08/17/2012 8:24:06AM EDT Success Details
5879041 Application Engine AR_STMTS DSHOLAN 08/17/2012 8:21:11AMEDT Success Details
5879040 Crystal AR32000- DSHOLAN 08/17/2012 8:12:14AM EDT Success Details
5879039 Application Engine AR_STMTS DSHOLAN 08/17/2012 8:01:31AM EDT Success Details
5879031 PSlob ARUPDATE DSHOLAN 08/17/2012 7:53:55AM EDT Success Details
5879024 PSJob ARUPDATE DSHOLAN 08/17/2012 7:39:10AM EDT Success Details
5879015 PSJob ARUPDATE DSHOLAN 08/17/2012 7:31:05AM EDT Success Details

Go back to Payment Detail

B Sawe | = Notify |

Click on Refresh button until Run Status = Success and Distribution
Status = Posted.

Click on the Go back to Payment Detail link (bottom left)
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You are returned to the Payment Detail page.

Favorites © Main Menu 5 Accounts Receivable » Payments  Reports 3 Payment Detai

Payment Detail
Run Control ID: PAYMENT_DETAIL Report Manager Process Monitor Run

Language: -

Report Request Parameters

From Date: 07/01/2012 |31
To Date: 08/17/2012 |3
Deposit Unit: ’WQ Finance & Management
Amount Type: Base Curr =
User ID: | E
Deposit ID: Q
Posting Status: All -
B Save | 44 Retumn to Search | =l Motify | Esadd | Update/Display

Click on the Report Manager link (top middle)

Component page is displayed.
Favorites @ Main Menu 3  Accounts Receivable 3 Payments 3 Reports 5  Payment Detail

- = - L3 L3 L3

List Explorer Administration Archives

View Reports For
Folder: I ~ Instance: | to: | Refresh |

Name: | Created On:| 31 Last - | 1 Days -

Reports Customize | Find | View All | El | i First n 10f1 u Last

e Completion Report
Report Report Description Folder Name Date/Time 1D Process Instance
1 Report

Go back to Payment Detail

ESavel

Federal Draw Process Page 154 of 163
VISION 8.8
Revised October 2016




Click on the Administration tab.

Favorites | Main Menu 5  Accounts Receivable 5 Payments s Reports 5  Payment Detai
- : - - - -

List Explorer Administration Archives

View Reports For
User ID: PSHOLAN Type: - Last - 1 Days - Refresh

Status: ~ Folder: v Instance: | tu:‘

Customize | Find | B First [ 4] 1-18 0f 18 [} ] Last

Format Status Details

08/17/2012  Acrobat
111547AM  (*.pdf)

] 1182496 5879045 Payment Detail Posted  Details

Click on link for the appropriate report.

Peoplesoft Receivables

Report ID: ARZ0002 EAYMENT DETATL Page No. 1
Deposit BU: 01110% For 01-JUL-2012 through 17-ADG-2012 Run Date 0B/17/2012
Report Currency: Base Amount Run Time 11:15:28
Deposit ID: ALL VALUES

OPRID: ALL VALUES

Post Status: ALL VALUES

Seq Acctg Dt Payment ID Payment Amount status customer Item 1D ENtry Type/Reason Post Penaing Item Amount
Entry Date: 07/05/2012
Deposit: 01110 1110000313 Operator: EMOCUENZ

1 07/05/2012 CONTIBUTICKS 2,030.50 USD J ¥ES

TOTALS FOR 1110000313

0.

TOTALS FOR 01110 2,030.50 USD 0.00

TOTALS POR 07/05/2012 2,030.50 USD 0.00
Entry Date: 08/14/2012
Deposit: 01110 1110F08142012 Operator: DSHOLAN

1 08/14/2012 EXAMPLE

TOTALS FOR 1110F08142012

TOTALS FOR 01110 100.00 USD 0.00

TOTALS FOR 08/14/2012 100.80 USD 0.00

Entry Date: 08/15/2012

Deposit: 01110 1110F081512 Operator: DSHOLAN
1 08/15/2012 EXAMFLE 1 AND 2 200,000.00 USD C 01110 1003 Example Cu EXAMPLE 1 Payment YES -50,000.00 USD
01110 1003 Example Cu  EXAMPLE 2 Payment YES -150,000.00 USD

TOTALS FOR 1110F081512 200,000.00 USD -200,000.00 USD

TOTALS FOR 01110

Your report will open. To print report, click on the print icon.

PAYMENT DETAIL REPORT IS COMPLETE
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Run the Aging Detail by Business Unit Report

Possible situations when this function is used: The Aging Detail by
Business Unit is an SQR report that can be run at any time. It will list the detail
by Business Unit of the balances for all customers with open receivables. Report
should be run for month end.

Navigation: Accounts Receivable > Receivables Analysis > Aging > Aging
Detail by Unit Rpt

Click the Add A New Value Tab

The Aging Detail by Unit page displays.

Favorites @ Main Menu  »  Accounts Receivable 3 Receivables Analysis » Aging 3  Aging Detail by Unit Rpt

- - L L -

Aging Detail By Unit

( [ a2 Nowvalue |

Run Control ID:||

Add |

Enter Run Control ID
e Enter the appropriate Run Control ID (Example: AGING_DETAIL_BU)

Click the Add button
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The Aging Summary by Unit page displays.
Favorites | Main Menu 3  Accounts Receivable 3  Receivables Analysis » Aging 3  Aging Detail by Unit Rpt

- 2 - - - -

Aging Detail by Unit

Run Centrol ID: AGING_DETAIL_BU Report Manager Process Monitor
Language: v

Report Request Parameters
As of Date: 08/17/2012 "r

Run

Unit: ’W Q Finance & Management
SetlD: [STATE @ Default State SetlD
Aging ID: Q

Amount Type: Base Curr -

Rate Type: Q
Customer ID: Q

*Display Option:  Include All -

& save | [=] Natify =4 Add | 7 Update/Display

As of Date - Enter appropriate As Of Date for the report
Unit - Enter appropriate Business Unit

Set ID - Enter appropriate Set ID

Aging ID — Enter STD

Amount Type — Defaults, accept default Base Curr

Rate Type — Blank

Customer ID — Leave blank for all

or enter Customer ID to create report for just one customer
¢ Display Options — Include All defaults accept default

Click Run button located top right of page
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The Process Scheduler Request page opens.

Favorites @ Main Menu  »  Accounts Receivable 3  Receivables Analysis 3 Aging »  Aging Detail by Unit Rpt

- El - - L3 -

Process Scheduler Request

User ID: DSHOLAN Run Control ID: AGING_DETAIL_BU
Server Name: Run Date: 081772012 3
Recurrence: T Run Time: 11:23:41AM Reset to Current Date/Time

Time Zone: Q

Process List

Select |Description Process Name Process Type *Type *Format Distribution

Aging Detail by Business Unit AR30003 SQR Report Web - FPDF v Distribution

OK | Cancel |

Process List — Selected to run Aging Detail by Business Unit (accept
selection)
Click OK button.

You are returned to the Aging Detail by Unit page.

Favorites | Main Menu 5  Accounts Receivable »  Receivables Analysis - Aging s  Aging Detail by Unit Rpt

- = - - - -

Aging Detail by Unit

Run Control ID: AGING_DETAIL_BU Report Manager Process Monitor Run
Language: English M Process Instance:5879046
As of Date: [o8r17/2012 [34)
Unit: 01110 & Finance & Management
SetID: ISTATE @ Defautt State SetiD
Aging ID: Q
Amount Type: Base Curr
Rate Type: ’— Q
Customer ID: 1003 C Example Custormer Name Change
*Display Option: Include All -

& save | [=] Matify | [Es Add | Update!DispIayl

A process instance number displays.
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Click on the link for the Process Monitor (top right)

The Process List page displays.

Favorites | Main Menu 3,  Accounts Receivable  Receivables Analysis » Aging -  Aging Detail by Unit Rpt

- - - L - -

Process List Server List
View Process Request For

User ID:DSHOLAN Q. Type: >  Last -1 Days - Refresh
Server: * Name: ’70\ Instance: | to ‘
Run - Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | View Al | &2 # First B 1100110 B Last
’E Instance ’87 Process T ::::zﬂ Run Date/Time Run Status w Details
5879046 SQR Report DSHOLAN 08/17/2012 11:23.41AM EDT Success Posted Details
5879045 SQR Report AR20002 DSHOLAN 08/17/2012 11:14:24AM EDT Success Posted Details
5879044 SQAR Report AR11002 DSHOLAN 08/17/2012 10:53:39AM EDT Success Posted Details
5879042 Crystal AR32000- DSHOLAN 08/17/2012 8:24:06AM EDT Success Posted Details
5879041 Application Engine AR_STMTS DSHOLAN 08/17/2012 8:21:11AM EDT Success Posted Details
5879040 Crystal AR32000- DSHOLAN 08/17/2012 8:12:14AM EDT Success Posted Details
5879039 Application Engine AR_STMTS DSHOLAN 08/17/2012 8:01:31AM EDT Success Posted Details
5879031 PSJob ARUPDATE DSHOLAN 08/17/2012 7:53.55AM EDT Success Posted Details
5879024 PSJob ARUPDATE DSHOLAN 08/17/2012 7:39:10AM EDT Success Posted Details
5879015 PSJob ARUPDATE DSHOLAN 08/17/2012 7:31:05AM EDT Success Posted Details

Go back to Aging Detail By Unit

Click Refresh button until Run Status = Success and Distribution Status =
Posted.

Click on the Go back to Aging Detail By Unit link (bottom left)
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You are returned to the Aging Detail by Unit page.

Favorites | Main Menu 3,  Accounts Receivable ; Receivables Analysis 5 Aging 3  Aging Detai by Unit Rpt

- = - - v -
Aging Detail by Unit
Run Centrol ID:  AGING_DETAIL_BU Report Manager Process Monitor Run

Language: -
Report Request Parameters

As of Date: 08/17/2012 |3

Unit: 01110 ©  Finance & Management

SetiD: ISTATE € Default State SetlD

Aging ID: I—Q

Amount Type: Base Cur

Rate Type: I—Q

Customer ID: ’1003—Q Example Customer Name Change
*Display Option:  Include All -

&) Save | &L Return to Search | [Z] Motify | [E5 Add | J Update/Display

Click on the Report Manager link (top middle)

Favorites © Main Menu 5  Accounts Receivable 3  Receivables Analysis 5 Aging 3  Aging Detail by Unit Rpt

- = - - L3 -

List Explorer Administration Archives

View Reports For
Folder: I - Instance: | to: | Refresh |

Name: | Created On: | 31 Last - 1 Days -

Reports ze | Find
Report Report Description
1 Report

Component page is displayed

Click on the Administration tab.
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Favorites : Main Menu >  Accounts Receivable 5  Receivables Analysis » Aging s  Aging Detai by Unit Rpt

- = - L - -

List Explorer Administration Archives

View Reports For
User ID: psHOLAN Type: - lLast - 1 Days - Refresh |

Status: ~ Folder: ~ Instance: | to:|

=
Report List Customize | Find | View All | @| ] First B 1.19 o119 Bl L ast

Report  |Prcs o Request .
Select ID Inslance Description DatelTime Format Status Details

08/17/2012  Acrobat

1182497 5879046 Aging Detail by Business Unit 11:24:47AM (. pcf) Posted  Details

Click the refresh button until you have a Status of Posted.

Click on the link under Description field for the appropriate report.

PecpleSoft Recelivables
AGING DETAIL BY BUSINESS UNIT
as of 17-AUG-2012

Page No. 1
Run Date 08/17/2012
Run Time 11:25:01

Aging Id:  STATE/

currency  Base Currenc ¥

pate Type:

£ Line As of Ent Typ/Rsn Terms Document  Cur Amount

01110 1003 Example Customer Name Change Montpelier

EXAMPLE 12 0 08/17/2012 GR FE DUR usp 150, 000.00
Total  Example Customer Name Change 150,000.00

Total 01110

wT

150, 000.00
150, 000.00
150, 000.00

Report displays on monitor. To print report, click the print icon (top left) of

page.

AGING DETAIL BY BUSINESS UNIT REPORT IS COMPLETE
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QUERIES

Below is a list of queries for Accounts Receivable. Of course, you should always
run the VT_MER queries often to assure all data has processed successfully.
Below is a short list of AR queries. Here is the link from the Finance &
Management Web Site for a complete listing of AR queries.
http://finance.vermont.gov/training-and-support/vision-manuals/reporting-

manual

Navigation:

Reporting Tools> Query Viewer

A short list AR queries

VT_MER_DEPOSITS_NOT_POSTED
VT_MER_GROUPS_NOT _POSTED
VT_MER_GROUPS_POSTED_NOT JG

VT_AR_ACCRUED_CUST_RECEIVABLES

VT_AR_ACCRUED_CUST REC DRILL

VT_AR_CUSTOMER_DEPS
VT_AR_CUSTOMER_DEPS_QUERY

VT_AR_CUST_OPEN_ITEMS
VT_AR_DIRECT JOURNALS

VT_AR_DIRECT JRNLS_DEPOSIT

VT_AR_DIRECT JRNLS_DEP DRILL
VT_AR_DIRECT JRNLS QUERY

VT_AR_DIR_JRNL_BKACCT
VT_AR_DIR_JRNL_BK_PROMPT
VT_AR_JOURNAL_DRILLDOWN
VT_AR_OPEN_ITEMS_BU_AND_CUST

VT_AR_PENDING_ITEM_QUERY
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Dep. not Dir Jrnls &not posted
Groups not yet posted
Groups posted not jg

AR Accrued Customer
Receivable

AR Accrued Customer
Receivable

Customer Deposits
Customer Deposits

Customer open items
for BU

Direct Journals View
AR Direct Journals
Deposit

AR Direct Jrnls Dep
Drilldown

Direct Journals View

dir jrnls w/prmpt bk
acct & bu

dir jrnls bk acct prmpt
no bu

customer deps not
direct jrnls

AR open items to be
matched.

VT AR Pending Item
Query
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