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Revision to Manual

February 2024

e Updated for PeopleTools 8.60 upgrade
September 2022

e Updated bank information
February 2022

e Updated the Enter Customer Deposit exercise starting on page 78
July

e Updated the Create a Maintenance Worksheet to Write-Off an Item section to note that write-
offs under $1.00 do not require an approval

April 2019
e Manual finalized
December 2018

e Manual written
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The Accounts Receivable module tracks customer transactions. Whether it is an invoice, a pending item
for a Refund, or Federal Draw. This module assists you in tracking receivables for customer(s).

If you use the Billing Module, you use the Load AR Pending Items process to interface these items to
Accounts Receivables. Invoices are loaded as one pending group where the invoice # is the ItemID.
When you enter pending items through a billing interface, the system edits external groups and
identifies errors when the Receivable Update process runs overnight.
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Receivables - Business Process, Reminders, Hints

General

MER Queries - Run month end queries throughout the month to monitor outstanding Accounts
Receivable items. Outstanding items may include pending items, maintenance worksheets, customer
deposits and direct journal deposits that may be in error or need to be completed in order to post.
Note: See the Month End Closing Instructions for ACTUALS & ACCRL/ADJ document located on the
Department of Finance & Management website at the following link:
https://finance.vermont.gov/policies-and-procedures/vision-closing-instructions

Enter Receivables

Use a unique Item ID when entering a pending item. This will prevent a duplicate item error, which is a
VISION function to detect duplicate receivables. Key fields the ARUPDATE Process looks for in
determining a duplicate item are: Item ID, Line # and Customer. If all three fields are the same, it will
produce a DUPITEM error.

Maintain Receivables

When processing a maintenance worksheet, you must only match offsetting items that have the same
fund. If items are matched that contain different funds it causes a reconciliation issue. Always run the
VT_AR_OPEN_ITEMS_BU_AND_CUST prior to creating a maintenance worksheet to ensure the items
you wish to match have the same fund.

Collect Receivables

Run A/R aging reports at least monthly to review all open receivables for validity and accuracy, and to
determine if any of the open items need to be maintained (closed).

You can create Customer Statements to mail/email to customers as a helpful collection tool.
Unpost Payment/Pending Group/Direct Journal Deposit

Unposting can only occur within the Finance and Management Department. If you need a group or
deposit unposted this can only occur within the open period. Example: If a payment is applied to the
wrong customer you can request to have the payment unposted and reapply it to the correct
customer. To do so you can e-mail Finance Support at FIN.VisionSecurity@vermont.gov and provide the
BU, Group# or Deposit # and Payment ID depending on what you are asking to have unposted.
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Accounts Receivable Flowchart
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Frequently asked Questions

How can | delete a pending item that has already posted?

e If the accounting period is still open, then the pending item can be unposted by Financial
Operations

e |f the accounting period has already closed but the pending item is still open on the
customer’s account and the item was generated from the Billing Module, then you can
process a credit bill in Billing. Automatic Maintenance will match the original and credit and
clear both from the customer’s account

e If the item is still open on the customer’s account and the item was manually entered into
Accounts Receivable, then you can enter a credit pending item and match both items using a
maintenance worksheet to close out the items. Then, enter a new pending item correctly
making sure that the item id is unique to avoid getting a duplicate item error

e If the pending item is no longer open on the customer’s account, then you will need to enter
an ONL journal in the General Ledger module to correct any accounting entry errors
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Helpful Hints

| have entered a pending group and | am now trying to inquire on the group, but | 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.

Why is the Delete Deposit button grayed out when | try to delete a customer deposit?

The delete button is not available (grayed out) once you build a payment worksheet. To delete the
deposit, you will need to delete all payment worksheets that have been built for that deposit.

How do | delete a customer deposit once | have already built the worksheet?

See the Delete a Customer Deposit That Has Not Posted exercise in this manual.

Why did my pending group error with this error message: 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, change the customer back to active. Once the customer is
active again set your group to batch standard. ARUPDATE process runs overnight the pending group
will post to the customer’s account. If the customer id is incorrect, then you must update this
information and set the pending group to batch standard to post.

Why did my pending group error with this message: ITDUP?

The pending item errored as a duplicate because the item id used during the pending item group entry
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.
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Customer Pages and Descriptions

General Info page

WorkCenter navigation: Receivables WorkCenter > Links pagelet > Customer Accounts > General
Information

Navigator Menu navigation: Customers > Customer Information > General Information

General Info | Bill Te Options || Ship Te Options | Sold Te Options Miscellanecus General Info

SetlD STATE Customer IO 1016 General Info Links

*Status Active Lewel Regular -
*Date Added 07/22v2014 | *Since |07/202014 | *Type User 1 -
*Hame 1 |Example Customer Mame Change *Shert Mame U, 5. Fish
Name 2
Currency Code | USD A Rate Type CRRENT a
oles
E|i||TG- Customer CGrrespundence Customer
Bill Te Selection Comespondence Selection
DShipTﬂ Customer F{emit From Customer
Ship To Selection Remit From Selection
DSGI:I To Customer Cerperate Customer
Sold To Selection Corporate Selection
[Clarcker customer [Clzonsolidation Customer Consolidation Business Unit
Dlndirect Customer
Federal Attributes
DFederal Customer Trading Partner Code Disbursing Office
DApperriatiGn Symbol Mot Required for Reimbursable Agreements

1. 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

2. 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

3. 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 Name 1 field is reserved as history on the Miscellaneous
General Information page - Name 2 field as Former Namel (former name 1). When you
change the value in the Name 1 field a second time, Former Name 2 (former name 2) appears
below to the Former Name 1 field on the Miscellaneous General Information page

4. Level - Defaults as regular accept default

5. Type - Defaults as User 1 accept default

Accounts Receivable Manual - February 2024 Page 10 of 218



General Info | Bill To Opticns Ship Te Options Sold To Opticns Miscellaneous Genesal Info

S5etiD STATE Customer ID 1018 General Info Links

*Status Active - Level Regular

*Date Added 07/28/2014 [ *Since 07 014 |i

[}
0
[

*Type User 1 -

*Name 1 |Example Customer Name Change *Short Hame | U, 5. Fish

Name 2
Currency Code | USD A Rate Type |CRRNT
Roles
EIiIITuCustumer Currespundence Customer

Bill Te Selection Comespondence Selection

Remit From Customer
Remit From Selection

D 5hip To Customer
Ship To Selection

D 5old To Customer Cnrpnrate Customer
Sold To Selection Corporate Selection
[Ceroker Customer [Clconsoligation Customer Consolidation Business Unit

Dlndirec:t Customer
Federal Attributes
DFEdEralCustumer Trading Partner Code Disbursing Office

Dﬂpprupriatiun Symbaol Mot Required for Reimbursable Agreements

Currency Code - Enter USD
Rate Type - Enter CRRNT

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 if the field is blank

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

General Info page — Support Teams

Support Teams Personalize | Find | View All | BV ] & First ‘4 10f1 ‘& Last
Team Code Drefault Description
STATE v STATE + [=

10. Support Team Code - Select Valid Value — Most departments will have only one selection for

example: Dept. of Finance = FM, you must select a Default
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General Info page — Address Locations

Physical Nature

Alternate Name 1

Address Locations Find | View All First ‘4 1of1 “* Last
& s
*Location 1 EIiIITu DF‘rirnary DEIruker I:‘F'rimary
e D Ship To D Primary Dlndirec:t I:‘F'rimargr
Description |J.S. Fish and Wildlife Service
I:l Sold To DF‘rimary Dﬁnrrespnnden-:e Address
D RFID Enabled WAT Default WAT Service Trestment Setup
Address Details Find | View All First '4' 1 of 1 ‘& Last
+ -
*Effective Date |10/22/2018 *Status Active -
Tax Code Language Code English -

Where Performed

Alternate Name 2

Country (USA | United States

Address 1 |11 Lincoln St

Address 2

m View Phone Information
In City Limit

Postal (05452
T QL Vermont %

Address 3

City |[Essex Junction
County

State

13.
14.
15.
16.
17.
18.
19.
20.
21.

. Location - The primary location—indicated by a 1—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 Bill to address (required field)

Address 2 & Address 3 - Additional lines

City - Enter appropriate data

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.
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Bill To Options page

Customer Bill To Options

Responsibilities

Billing Options

*Fraight B Typs
Bl Typs

Baling Cycie ibantifiar
Invpica Form

Ball By itantifiar

AR Distribution Code

Hold Numbsr of Days

3stiD STATE Customsr D 1016

General i || Bl To Options || Snip To Optians || S0k To Cptions. || Milscellaneous General i

“Effectiva Date | 11272018 |[#)

Cumrency Code LSD

Cradit anatyst sos 3
AR $pecianst |
Baling Sp=cialist a

Ddrect Inviodcing
[ Foadsrst Highway Fiis
D Prommipt for Biling Curnsncy

m_gs_wtr{gnle:nwba
Shipping =
=
&
&}
r_",\
r

Example Customer kame Change

Find | Wiewall First ‘4 qofi1 & L=at
“status | Acthe = *|[=]
Rats Typs CRANT
Cofsctor 523 a

B3 Inquiry Phons

Baming Authorty a

Billing Conseolidation Data
Consolidation Key
SahiD [&

)
Customesr I @
Blanket Purchase Orders
Biankst PO Humibsr

Start Date W

End Dats | i
COrder Management Options

D Purchass Ordsr Requined

D Désabds Pricss on Recsipt

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

customers

All other fields - accept default.
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On-Line Pending Item Entry Pages with Descriptions

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Pending Items > Online

Group

Entry

Navigator Menu navigation: Accounts Receivable > Pending Items > Online Items > Group Entry

Group Control Page

Group Control PBending Item 1 Pending Item 2 Pending [tem 3 Accounting Entries Group Action

Group Unit 01110 Group ID NEXT
*Accounting Date 11/21/2018 |[3]
*Group Type Q Currency
*Qrigin ID Q Control Q *Format USD Q
Control Totals Control Data

Control 0.00 *Count 0 *Received [11/21/2018 |5 *Entered 11/21/2018 |5
Entered 0.00 Count 1 Posted
Difference Count -1 Assign [ETEST Q User ETEST
Posted Count 0
Group Status
Edit Status Edited Accounting Entries Not Balanced
Balanced MNo Posting Action Do Mot Post

Posting Status Mot Posted

[F save ||[=] Notify Es Add || & Update/Display

Note: Asterisked fields are required.

© ® N O WA WN

Pl
W N B O

14.

15.

16.

Accounting 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 - Select or enter USD

Format - 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 UserID, accept default

. User - Defaults with UserlID of the last person to change page

. Edit Status - Edited indicates that pending items have been edited

. Balanced - Indicates that the system has balanced the online group. If No, 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 “truly” out of balance, click the Balance button on the Group Action page)

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

Group Control Pending Item 1 Pending Item 2 Pending [tem 3 Accounting Entries Group Action
Group Unit 01110 Group ID NEXT
Pending Item Entry Find | View All First &/ 1of1 & Last

*Acctg Date = *As Of Date E]] Sequence 1 [+ [=]

*Item ID Line
*Business Unit 01110 Q “Customer Q
SubCust1 SubCust2
Amount *Currency Q
Entry Type v Reason Q *AR Dist a,
Rate Type #| Revalue Fig
=

Exchange Rate F“g nits (0)

ayment Terms

Terms 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 ltem
Contract LiCID Case No

SPID

Item Creation/Update Details

Created On 11/21/2013 8:05AM Last Modified On 11/21/2018 8:05AM
Created By ETEST Modified By ETEST
[5) save ||[=] Notify Ev Add || 7] Update/Display

17. Acctg Date and As of Date - Defaults in with the date from the previous page (Group Control). Do
not change these dates, accept defaults.

18. Item ID - 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.

e When ARUPDATE process runs overnight it checks the Item ID, Line and Customer # 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 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 the customer’s account.

19. Business Unit - This will default in from the Group Control Page
20. Customer - Enter valid customer # or select from drop down list
21. Amount - Enter dollar amount for that line

22. Currency - USD (defaults from Group Control Page)

23. Entry Type - Depends on business unit setup (options below)

CR- Credit Memo
GR- Grants
RF- Refund of Expenditure
WR- Wire
CRGR- GRREF

24. Reason - Select valid value. (Selections are determined from the entry type that is chosen)
25. AR Dist — Defaults (Determined by the selection of entry type and reason)

e 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
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Accounting Entries Page

Group Contral Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action
Group Unit 01110 Group ID 4135
Accounting Entries Find | View Al First ‘& {1of2 &/ Last
Item ID FEES102418 Line 1 Entry Type WR Reason WIRE
Bus. Unit 01110 Customer ST012 SubCust1 SubCust2
Amount 500.00 Currency USD
Accounting Entries Complete Display Totals | Entry L %? _@_
Distribution Lines Personalize | Find | View All | £ H First ‘4 1-20f2 ‘&' Last
ChartFields Cumency Details Additional Details || Journal Reference Information || liem Creation/Update Details
Line GL Unit Ledger Grp Ledger *“Type Amount *Account Fund Dept Program
2 01110  ACTUALS ACTUALS User 500.00 462500 Q63080 |@ (1110002000 |Q
102 01110 ACTUALS ACTUALS AR 500.00 110001 G, 63089 1110002000
> g
Lines 2 DR 500.00 Currency USD CR 500.00 Currency USD Net 0.000
[l save ||[E Returnto Search ||[=] Notify Bl Add

26. Chartfield Information -

e Account - Accept default or enter valid value

e Fund - Accept default or enter valid value

e Dept - Accept default or enter valid value

e Program - If required enter valid value

e Class - If required enter valid value

Project - If required enter valid value

Affiliate - If required enter valid value

Note: Any changes to the defaulted fields will roll down to the AR row. Mandatory Chatfield’s are

Account, Fund, and DeptID. Any other Chartfields are department specific requirements.
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Group Action Page

Group Control Pending Item 1 FPending ltem 2 Pending [tem 3 Accounting Entries Group Action
Group Unit 01110 Group ID NEXT
Entered 11/21/20128 Status Do Mot Post
Group Actions Posting Action Accounting Entry Actions
Balance Action:| Do Not Post v 0K Create Entries
Delete Group
[E] Save ||[=] Motify =% Add 27 Update/Display
27. Group Actions -

e Balance — this 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
28. Posting Action -
e Do Not Post - Defaults

e Batch Standard - Select 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

29. 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

Online Pending Item Entry Pages with Descriptions is Complete
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Payment Worksheet and Descriptions

Payment Worksheet Selection

Payment Worksheet Selection

Deposit Unit 01110
Deposit ID EXAMPLE1
Deposit Status MNone Applied

Customer Criteria

Customer Criteria
Customer ltems T

PaymentID EXAMPLE1
Payment Amount 150.00 USD
Payment Status Identified

Customer Reference

Customer ID ST002 & §

Name Dept of Information & Innovation

Payment Predictor

First ‘& 10of1 ‘& Last

FHE

Find | View All
Business Unit 01110 |G

Reference Criteria

Reference Criteria

Detail Reference
Item Status

Item Inclusion Options
& All items

Exclude Collection ltems

Worksheet Action

Build Clear

Worksheet Selection

5] save ||[& Return to Search

None ¥ |
Restrict to

All Customers T
Match Rule

Exact Match v

Remit SetiD 01110

Corporate SetiD 01110
MICR ID

Item Reference

Qual Code

! Q

Reference

Deduction ltems Only

Exclude Deduction ltems

Created at

‘Worksheet Applic ation

4= PreviousinList ||JE] NextinLlist ||[Z=] Notify

Personalize | Find | View All @ | E First

Remit From ID ST002
Corporate ID 5TD02
Q Link MICR

To Reference

a

Items in Dispute Only

Exclude Dispute ltems

ltems O

‘Worksheet Action

% Refresh

& 1or1 & Last

Advanced Inclusion Options

EIfIE|

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

1.
2.
3.
4

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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Payment Worksheet Application

Payment Worksheet Application
Deposit Unit 01110 DepositID EXA| PaymentID EXAMPLE1 Payment Sequence 1 Payment Currency USD
Payment Accounting Date 12/12/2018
Item Action Row Selection
Entry Type [Pay An Item ~ Reason Q Choice [Select Range of ltems v| Range
Item Display Control Row Sorting
Display [All ltems v] | Go S Sort All By [item V| Go
Item List Personalize | Find | View All | &2
Detail 1 || Detail2 | Detail3 | Detail4 || Detail 5 | Detail 8
View Detail ?g‘i:“' Sel Pay Amt Cur  ltem ID 'L‘fr“‘c‘ Unit Customer  Type Reason Disc ﬁ‘;‘“ Service Purchase ID Tax Status
v 5000USD FEES112618 101110 ST012 PY Not Applicable
145000 USD  FEES112618 101110 ST012 Not Applicable
2,179.00USD  FY1901110_ST012 01110 51012 Not Applicable
Revenue Distributiol Add Conversation Letter of Credit ID
Amount 50.00 lemaining 0.00 Unearned 0.00
Selected 50.00 Discount 0.00 Eamed 0.00
Adjusted 0.00 Wirite Off 0.00
Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs
if/Save ||[8h Retumto Search ||#(] Previous in List NextinList ||£% Refresh

Item Action Section

5. Entry Type - Populates as Pay An Item. Accept default
Item List Section - This portion of the page under the Detail 1 tab displays all open items on customer

account.

6. Sel Column - Select checkbox for item(s) that payment is to be applied

7. Pay Amt - The amount is based on what was entered on the pending item 1 page of the
pending group. Accept default amount unless payment is a partial payment. If payment is a
partial payment, change the amount of the item to the amount of payment. When you tab out
of the field a new line is added representing the balance for that item
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Payment Worksheet Action
Payment Worksheet Action

Deposit Unit 01110 ﬂDepositlD EXAMPLE ﬁ Payment ID E)LAr-ﬂPﬁ

Entered Date 11/20/2018 Status Do Mot Post
Worksheet Action Posting Action Accounting Entry Action
Action: Do Not Post v JK
Worksheet Selection Waorksheet Application Worksheet Action

[5) save ||[gh Returnto Search ||+5 PreviousinList ||45] Nextinlist ||[=] Notify

8. Group Actions -

e Balance — this 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
9. Posting Action -
e Do Not Post - Defaults

e Batch Standard - Select 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

10. 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

Payment Worksheet and Descriptions is Complete
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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:

e 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

e 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:

e 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 are set up with an account number and fund
related to the situation. Ex: Federal Grant GR/FEDGR defaults the AR 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

Possible situations when this function is used: To create a Customer for both Billing and Accounts
Receivable to allow the processing of receivables for that customer. There are several ways to set up
customers in VISION. Some departments use prefixes with auto numbering. If your department uses a
certain prefix, you need to enter the prefix in the Customer ID field on the Add a New Value page and
the system will assign the next auto number for that prefix. Departments entering customers for
Federal draws are using only auto numbering the Customer ID will be assigned once a customer is
entered and saved Ex: 1001 etc.

WorkCenter navigation: Receivables WorkCenter > Links pagelet > Customer Accounts > General
Information

Navigator Menu navigation: Customers > Customer Information > General Information

The General Information page displays, click on the Add a New Value tab:

General Information

Add a New Value Q). Find an Existing Value

*SetlD [p1110 Q,

*Customer ID |5T100

Add

1. SetID - Defaults with STATE, do not use STATE, use your Business Unit except for BGS and DOC
2. Customer ID - Enter New Customer ID. Do not use NEXT

3. Click Add
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The Customer General Info page displays:

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info
SetlD 01110 Customer ID ST100 General Info Links
“sews[Adie V] O T —"
*Date Added[10/12/2018 (5] *since 10122018 ) Type[Useri V]
I“Name 1[Vision 9.2 Upgrade | *Short Name[VISION
Name 2
I Currency Code USD QL I I Rate Type |CRRNT QI
Roles
Bill To Customer Correspondence Customer
T Correspondence Selection
O 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
Federal Attributes
[ Federal Customer Trading Partner Code Disbursing Office

O Appropriation Symbol Not Required for Reimbursable Agreements

Support Teams Personalize | Find | View All | 2] & First ‘&' 1of1 &/ Last
Team Code Default Description

FM e} ] FM [+ [=]
Address Locations Find | View Al First ‘4’ 10f1 ‘» Last
[+][=]

* ocation 1 M Egil To [ primary O Broker O primary

o O Ship To DPrimary indirect DPrimary

Description [ sold To O Primary O Correspondence Address
1 RFID Enabled VAT Default VAT Service Treatment Setup

. Name 1 (Customer Name) - Enter customer name

Short Name - Will default in after Save

Corporate Customer - Defaults as checked, accept default

N oo u b

. Bill To Customer - Check box (Correspondence Customer, and Remit From Customer will
automatically select)

%

Currency Code - Enter USD
9. Rate Type - Set to CRRNT

10. Support Teams - Add Team Code by clicking on the Magnifying Glass for selection. One team
must be selected by clicking the default checkbox
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Scroll to the bottom of the General Info page to Address Locations

Address Locations

I *Location 1 I

I Description| 109 State Street I

Address Details

*Effective Date 10/11/2018

Tax Code

Find | View All First &/ 10f1 &' Last
[+][=]
IEBlIITo [V primary I [ Broker [ primary
[I'ship To LI Primary indirect [ primary
['sola To [ primary [ correspondence Address
I rFID Enabled VAT Default VAT Service Treatment Setup
Find | View All First ‘4 10of1 ‘&) Last
[#[=]
*Status | Active
Language Code \ English vl
w Where Performed | |

Physical Nature

Alternate Name 1

Alternate Name 2

Country |USA |Q United States
Address 1 |Finance and Management

Address 2 109 State Street

Wiew Phone Information

Address 3
City |Montpelier 'in city Limit
County Postal |05609-0401
state [VT Q
(§lSave ||[Z]MNotify ||z Refresh 4 Add | Update/Display

General Info Links

& Include History

liZ# Correct History

Note: The full address is required.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22
23.
24,
25.

Location - Leave default of 1

Bill To - Select Bill To box

Primary - Select Primary box

Status - Leave as default, Active

County - Leave Blank

Accounts Receivable Manual - February 2024

Description - Enter appropriate location description (not mandatory)

Ship To - Primarily used by department of BGS
Sold To - Primarily used by department of BGS

Effective Date - Leave as default, Current Date

Address 1 - Enter appropriate Customer Street Address

Address 2 - Enter appropriate data if applicable

. Address 3 - Enter appropriate data if applicable

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

Click on the Bill To Options tab at the top of the page

Country - Leave as default USA or click on magnifying glass and choose a valid value
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The Bill To Options page displays:

Customer Bill To Options

I *Effective Date |i0/12/2018  |[5] I

Currency Code USD

Responsibilities

I Credit Analyst FM QI
AR Specialist QL
Billing Specialist QL

Billing Options
[ Direct Inveicing

[ Federal Highway File
[J prompt for Billing Currency
[JElectronic Invoice

*Freight Bill Type | Shipping v
Bill Type Q.

Billing Cycle Identifier
Invoice Form

Bill By Identifier

2L L L

AR Distribution Code

Hold Number of Days

InterUnit Billing
[ interunit customer
GL Business Unit Q,

Reference Qualifier Code Q,

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

SetiD 01110 Customer ID ST100 Vision 9.2 Upgrade

Find | View All First 4' 10f1

Rate Type CRRNT

Collector |FIM L

Bill Inquiry Phone

Billing Authority

Billing Consolidation Data
Consolidation Key
SetlD

Customer 1D

Blanket Purchase Orders
Blanket PO Number
Start Date

End Date

Order Management Options

Immediate Payment Options

Deposit Percent

Aging ID

Q

|
e

[JPurchase Order Required
[ pisable Prices on Receipt

[Jimmediate Payment Required

) Last

#H=]

26. Effective Date - Accept Current Date default
27. Status - Accept Active default

28. Credit Analyst - Enter appropriate credit analyst or click on the magnifying glass for selection

29. Collector - Enter appropriate collector or click on the magnifying glass for selection

30. Click Save at the bottom of the page

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.

WorkCenter navigation: Receivables WorkCenter > Links pagelet > Customer Accounts > General
Information

Navigator Menu navigation: Customers > Customer Information > General Information

The General Information page displays:

General Information

. . Add a Mew Value
Find an Existing Value '

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

'7) Recent Searches [ Choose from recent searches | / [] Saved Searches [Choose from saved searches ~] /
*SetlD 01110 Q
Customer ID ST100 Q

Name 1
Name 2
Telephone
City

State
Postal Code

# Show fewer options

| Case Sensitive Cinclude History [ correct History

Search Clear

1. SetlD - Leave as default or enter the appropriate business unit
2. Customer ID - Enter appropriate Customer ID
3. Click Search

Note: Depending on the maintenance to the customer, you may be required to use Correct History.
Only those who will be entering and maintaining customers should have access to Correct History.
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The General Information page displays:

Roles
Bill To Customer
Bill To Selection

[l Ship To Customer
Ship To Selection

[ sold To Customer
Sold To Selection

[ Broker Customer
[indirect Customer

Federal Attributes

O Federal customer

General Info Bill To Options Ship To Options Sold To Options
SetlD 01110 Customer ID ST100
S T —)
*Date Added 10/12/2018 [} *Since 10122018 |3
I *Name 1 Vision 9.2 Upgrade
Name 2
Currency Code USD Q Rate Type CRRNT (&}

Correspondence Customer
Correspondence Selection

Remit From Customer
Remit From Selection

Corporate Customer
Corporate Selection

D Consolidation Customer

Trading Partner Code

[ Appropriation Symbol Not Required for Reimbursable Agreements

Miscellaneous General Info

General Info Links

Lovel
Type[le=rt V]

*Short Name VISION

Consolidation Business Unit

Disbursing Office

Physical Nature|

W

Alternate Name 1

Country (USA |Q

Address 2 | 109 State Street

Address 3

City |Montpelier

County
State [VT X
|5/ save o Return to Search [=] Motify

United States

Address 1 Finance and Management

Support Teams Personalize | Find | View Al | £ | Q First ‘4’ 10f1 ‘&) Last
Team Code Default Description
FM a, o FM HE=
Address Locations Find | View All First ‘&' 10of1 & Last
[+ [=]
*| ocation M BinTo [} Primary I Broker O Primary
o O 'ship To Oprimary Dindirect O primary
Description Csold To Olprimary Ol correspondence Address
[J RFID Enabled VAT Default VAT Service Treatment Setup
Address Details Find | View All First ‘& 10f1 &/ Last
HE=
“Effective Date 10/12/2013 *Status
Tax Code Language Code [English M
v]

Where Performed |

Alternate Name 2

Oin city Limit
Postal 05608-0401

Wermont

% Refresh

=+ Add

View Phone Information

General Info Links

|:7# Correct History

2= Include History

Note: Changing certain fields within the customer pages require you to use Correct History. If you tried
changing one of those 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.
4. Name 1 (New/Corrected Name 1) - Delete original name and enter New Name. Original Name
will drop to a Former Name 1 field

5. Click Save
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The Customer Name (Name 1) has been updated:

Roles

Bill To Customer
Bill To Selection

O Ship To Customer
Ship To Selection

[ sold To Customer
Sold To Selection

I Broker Customer

[indirect Customer

General Info || Bill To Options Ship To Options Sold To Options Miscellaneous General Info
SetiD 01110 Customer ID ST100 General Info Links
*Date Added [10/12/2015 |5 *since[10/12/2018 |[ Type[Useri |
I*Name 1/VISION 9.2 Sysiem Upgrade | *Short Name [VISION
Name 2
Currency Code USD Q. Rate Type |CRRNT a,

Correspondence Customer
Correspondence Selection

Remit From Customer
Remit From Selection

] Corporate Customer
Corporate Selection

[Jconsolidation Customer Consolidation Business Unit

Address Locations

*Location

Description

Address Details

*Effective Date |10/12/2018
Tax Code

Physical Nature

Find | View All First ‘4’ 10f1 "B/ Last
[#[=]
M Bin To M primary Ceroker [ primary
O Ship To O Primary [indirect O Primary
[ sold To Oa Primary DCorrespondence Address
CIRFID Enabled VAT Default WAT Service Treatment Setup
Find | View All First '‘4' 1of1 ‘®' Last
#[=
“Status
Language Code [English v]
[ Where Performed | v]

Alternate Name 1

Country [USA |Q
Address 1 |Finance and Management
Address 2 |109 State Street
Address 3

City |Montpelier

United States

Alternate Name 2

Wiew Phone Information

[in City Limit

County Postal 05609-0401
State VT Q Vermont
General Info Links
[Flsave ||[@* Returnto Search [=] Notify || Refresh E Add || A =1 Include History [} Correct History

General Info | Bill To Options | Ship To Options | Sold To Optionll Miscellaneous General Info I

6. To View Name 2, Name 3 and Former Name fields click on the Miscellaneous General Info link
at the bottom of the General Information page
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The Miscellaneous General Info page displays:

General Info Bill To Options Ship To Options

SetlD 01110

Miscellaneous General Info

Name 2

Name 3

Sold To Options

Customer ID ST100

Miscellaneous General Info VT Personal

VISION 9.2 System Upgrade

*Name 1 VISION 9.2 System Upgrade

Former Name 1 Vision 9.2 Upgrade

Tax ID

Supplier SetlD Q
Workflow User
Customer Web Site

Stock Symbol

Sub Customer Information

[ subCustomer

SubCustomer 1

Last Maintained 01/07/2019

General Info

[F]5ave ||[&h Returnto Search ||[=] Notify

% Refresh

Supplier ID Q@ supplier Information

Q
Go To Website URL

Go To Stock Symbol

SubCustomer 2

Last Maintained By User ID KJAQUISH

General Info Links| ...More

[ Add %] Update/Display J‘,a_L Include History

i_# Correct History

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

7. Click on the General Info link
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The General Info age displays:

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

SetiD 01110 Customer ID ST100

S G T—

*Date Added 10/12/2018 E;I *Since | 10/12/2018 @
*Name 1 [VISION System Upgrade 9.2
Name 2
Currency Code |USD Q. Rate Type |CRRNT &)

Roles

Bill To Customer
Bill To Selection

O Ship To Customer
Ship To Selection

[J sold To Customer
Sold To Selection

O Broker Customer

Correspondence Selection

Remit From Customer
Remit From Selection

Corporate Customer
Corporate Selection

] consolidation Customer
indirect Customer
Federal Attributes

CJFederal Customer Trading Partner Code

O Appropriation Symbol Not Required for Reimbursable Agreements

Miscellaneous General Info

Correspondence Customer

General Info Links

Level[Reguar |
“Type __u ser 1 v

*Short Name |VISION

Consolidation Business Unit

Disbursing Office

Support Teams Personalize | Find | view All | ] = First ‘&' 10f1 ‘%' Last
Team Code Default Description

FM Q ] FM FH =
Address Locations Find | View All First ‘&' 10f1 '}/ Last
FHE

*Location 1 M Bill To M primary [ Broker O primary

o O Ship To O Primary indirect O Primary

Description [ sold To O Primary O Correspondence Address
JRFID Enabled VAT Default VAT Service Treatment Setup
Scroll down the General Info page for Address Locations and Address Details:
Address Locations Find | View All First ‘&) 10f1 &) Last
F=
| ocation 1 M i To 1 primary O Broker O primary
o O Ship To O Primary Cindirect O Primary
Description [ sold To O Primary DCorrespondence Address
[ RFID Enabled VAT Default WAT Service Treatment Setup
Address Details Find | View All First &' 10of1 &/ Last
FHE=
“Effective Date [10/12/2018 *Status
Tax Code Language Code |English v
% Where Performed | V]

Physical Nature|

Alternate Name 1

Country |USA |Q United States
Address 1 |Finance and Management
Address 2 | 109 State Street

Address 3

City [Mentpelier

County
State VT Q Vermont
[F)save ||[@* ReturntoSearch ||[Z] Notify | ¥ Refresh

[lin city Limit
Postal [05608-0401

b Add

Alternate Name 2

“iew Phone Information

General Info Links

= Include History # Correct History

21 Update/Display

Accounts Receivable Manual - February 2024

Page 30 of 218



Add a new effective dated row in the Address Details section by clicking on the + icon button:

Address Locations

*Location

Description

Address Details

*Effective Date |10/12/2018
Tax Code

M Bill To
O ship To
[ sold To

I RFID Enabled

Physical Nature

Alternate Name 1

Country |USA |Q

Address 1 Finance and Management

United States

Address 2 109 State Street
Address 3

City |Montpelier

County
State VT Q Vermont
[Flsave ||[EF Return to Search [*7] Notify ||&* Refresh

Find | View All
M Primary [ Broker Cprimary
O primary [ indirect Cprimary
O Primary O Comrespondence Address
VAT Default WAT Service Treatment Setup
Find | View All First ‘4’ 10f1
“Status
Language Code [English v]
Where Performed [ M

Alternate Name 2

Wiew Phone Information

[ City Limit
Postal [05609-0401

General Info Links

=+ Add #-| Update/Display _,J Include History

First ‘&) 10f1 &/ Last

=

b Last

A new row is created with a new effective date (current date). The original address populates in the

new effective dated row.

Note: The new effective dated row must be a different date than the current effective dated row.

8. Make the appropriate change to the Address

9. Click Save - the Address is updated
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The page is refreshed with the new customer address:

Federal Attributes

Address Locations

*Location 1

Description

Address Details

Address Details
*Effective Date 10/15/2018
Tax Code &}

[ Federal Customer Trading Partner Code

O Appropriation Symbol Not Required for Reimbursable Agreements

Support Teams
Team Code Default Description
FM Q vl FM

M Bill To
[ ship To
[ sola To

CIRFID Enabled

Physical Nature|

Alternate Name 1

Country |USA |Q  United States
Address 1 |Finance and Management
Address 2 109 State Sireet
Address 3 |4th Floor

City | Montpelier
County
State VT Q Vermont

[F]save ||[@h Returnto Search ||[Z] Notify ||&* Refresh

Cin city Limit
Postal [05609-0401

General Info | Bill To Options | Ship To Options | Sold To Cptions | Miscellaneous General Info

[E} Add 2| Update/Display _,Q Include History i Correct History

Disbursing Office

Personalize | Find | View All | (2] B First ‘&' 1of1 &/ Last

[ [=]
Find | View All First 4/ 10f1 b Last
[#[=]
¥ Primary [IBroker I primary
[ primary Cindirect [ primary
O Primary [CJcomespondence Address
VAT Default WAT Service Treatment Setup
Find First ‘&) 10f2 '} Last
=#[=]
T T —
1 Code | English v|
Where Performed | v

Alternate Name 2

iew Phone Information

General Info Links

10. Click the View All link

Accounts Receivable Manual - February 2024

Page 32 of 218



The page is displayed with both effective dated rows:

Address Details

Address Details

FEffective Date |10/15/2018 I

Tax Code Q,

Physical Nature |

Alternate Name 1

Country [USA |@  United States
Address 1 |Finance and Management
Address 2 109 State Street

Address 3 |4th Floor

City |Montpelier
County

State VT Q@ Vermont

I“Eﬂective Date [1012/2018 |
Tax Code

Physical Nature| V]

Alternate Name 1

Country USA |Q

Address 1 Finance and Management

United States

Address 2 109 State Street
Address 3

City |Montpelier

County
state VT Q Vermont
[Flsave ||[@h Returnto Search || [ Notify ||« Refresh

Find | View 1 First

4 1-20f2 & Last

#[=]
“sutus
Language Code [English v|
Where Performed | v|
Alternate Name 2
Wiew Phone Information
Cin city Limit
Postal |05609-0401
(=]
*Status
Language Code [English v|
Where Performed | V|

Alternate Name 2

Wiew Phone Information

in city Limit
Postal [05609-0401

General Info Links

5% Add | 7] Update/Display & Include Histary

Maintaining Customer is Complete
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Inquire on Customer Information, Name/Address

Possible situations when this function is used: It may be necessary to inquire on an existing
customer’s information to confirm a name or address.

WorkCenter navigation: Receivables WorkCenter > Links Pagelet > Customer Accounts > General
Information

Navigator Menu navigation: Customers > Customer Information > General Information

The General Information page displays. You can search for a customer in many ways as you can see by
the number of fields that are displayed. In this example we know the customer number. Enter valid
value in the following fields:

General Information

. . Add a New Value
Find an EXIStIng Value '

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

') Recent Searches  [Choose from recent searches ~] ¢ [ Saved Searches [Choose from saved searches v]#
*SetiD [= v | 01110 Q
Customer ID S5T100 Q

Mame 1
Mame 2
Telephone
ciy

State
Postal Code

~ Show fewer opfions

[l Case Sensitive UJ Include History [0 Correct History

Clear

1. SetID - Enter appropriate SetID (STATE, DOC, BGS or BU)

2. Customer ID - Enter valid value

3. Click Search
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The Customer Component page displays on the General Info tab. Review page to confirm customer

information is correct. If customer’s name has changed, refer to Maintain Customer Name and or
Address to make corrections:

General Info Bill To Options Ship To Options Sold To Options Miscellaneous General Info
SetlD 01110 Customer ID ST100 General Info Links
‘Status[fcive V] Leovel[Regiar |
*Date Added [1012/2018 |[5] *since[10/12/2018 [ “Type[User1 |
*Name 1 VISION System Upgrade 9.2 *Short Name |VISION
Name 2
Currency Code |USD &} Rate Type CRRNT &}
Roles
Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
O Ship To Customer [V 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

Scroll down to the Address Locations section, the current address is displayed:

Address Locations Find | View All First ‘4’ 10of1 '}/ Last
[ [=]
*Location 1 M Bill To I Primary U Broker Ul primary
e O Ship To DPrimary Cindirect DPrimary
Description [ sold To O Primary O Comespondence Address
[1pein Enabled VAT Default WAL Senvice Treatment Setup
Address Details Find | View All First '‘4' 10f1 ‘B Last
[ [=]
*Effective Date |10/15/2013 *Status [Active e
Tax Code Language Code|Eninsh v|
Physical Nature e Where Performed | v
Alternate Name 1 Alternate Name 2
Country |USA |Q United States

Address 1 |Finance and Management
Address 2 |109 State Street View Phone Information

Address 3 |4th Floor

City |Montpelier [in city Limit

County Postal |05609-0401
State VT Q Vermont

Verify that the customer’s address is correct. If the address has changed and needs correcting refer to
“Maintain Customer Name and or Address” section of the manual.

Inquiring on a Customer is Complete
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Enter Online A/R Pending Item

Possible situations when this function is used: To create an accounts receivable item for a customer in
the Accounts Receivable module. (Reasons for entering a pending item are: Grants, Federal Draws,
Wires, Refund of Expenditures, and to track receivables for internal and external customers from
Billing.)

WorkCenter navigation: Receivables WorkCenter > Links Pagelet > Pending Items > Online Group Entry
Navigator Menu navigation: Accounts Receivable > Pending Items > Online Items > Group Entry

The Group Entry page displays, click on the Add a New Value button:

Group Entry

Add a New Value Q). Find an Existing Value

*Group Unit 04110 a,
*Group 1D NEXT

Add

Your default BU will appear in the Group Unit field.
1. Group Unit - Leave as default or enter the appropriate Group Unit

2. Group ID - Leave as NEXT (System will assign the next sequential number)

3. Click Add
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The Group Control page displays:

Group Unit 01110 Group ID NEXT

*Accounting Date | 10/15/2013 |5

Posting Status Mot Posted

il Save | |[=] Motify

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

*Group Type B 2 Biling Currency
*0rigin ID | ON_AR a, ONL AR Control [USD
Control Totals Control Data
Control 1.000.00 *Count 1 *Received | 10/15/2018
Entered 0.00 Count 1 Posted
Difference 1,000.00 Count 4 Assign ETEST
Posted 0.00 Count 0
Group Status
Edit Status Edited Accounting Entries Mot Balanced
Balanced No Posting Action Do Mot Post

*Format UsD

*Entered |10/15/2018 |5

User ETEST

+ Add

| Update/Display

4. Accounting Date - Enter Current Date

5. Group Type - Enter or select type B (Billing)

6. Origin ID - Enter or select appropriate Origin ID
DRAW - Federal Draw Downs

ON_AR - Misc. Online Receivables
REFND - Refund of Expenditure

e WIRE - Wire Transfer
7. Control Currency - Enter USD
8. Format Currency - Accept default of USD

9. Control - Enter the appropriate dollar amount (total amount billed)

10. Count - Enter the appropriate Control Count (# of lines on pending item)

11. Received Date - Leave default of Current Date
12. Entered Date - Leave default of Current Date

13. Click on the Pending Item 1 tab
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The Pending Item 1 page displays:

Group Contro Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Enfries Group Action
Group Unit 01110 Group ID NEXT
Pending Item Entry Find | View All First ‘& 10of1 &/ Last
*Acctg Date |10/15/2012 1] *As Of Date |10/15/2018 [ Sequence 1
*Item ID |[FEES101518 Line 1 Copy Line
*Business Unit 01110 [} *Customer |ST012 Q LEGCOU
SubCust1 SubCust2
Amount 1,000.00 *Currency USD
*Entry Type Reason [WIRE Q *AR Dist WR-AR a,
Rate Type ™ Revalue Fig
= Eh
Exchange Rate 1.0000000( Attachments (0)
Payment Terms
Terms DUR a, Due Date Due Days
Disc Amt Disc Date Disc Days
Disc Amt 1 Disc Date 1 [ Aiways Allow Discount
Reference Information
PO Ref PO Line BOL
Order No Document Line ltem
Contract LiC 1D Case No
SPID
Item Creation/Update Details
Created On 10/15/2018 9:17AM Last Modified On 10/15/2012 10:00AM
Created By ETEST Modified By ETEST
§lSave ||[=]Notify 4 Add 2| Update/Display

14. Accounting Date and As of Date - Accept default (never change). Dates default from the

Accounting date on the Group Control page

15. Item ID - Enter appropriate Item ID (Field is checked for duplicate items through the ARUPDATE
Batch process which post the pending item on customers account) (Assign a numbering system
to assure duplicates are not entered.) When ARUPDATE process runs overnight it checks the

Iltem ID, Line and Customer number within a business unit and if all three
original item that has posted you will receive an error for that line called |

are identical to
tem duplicate error

16. Line - Enter appropriate sequential line # (not a required field) Line field is used if the Item ID

for each line is the same. ARUPDATE process looks for Item ID, Line and C
considers an item as a duplicate

17. Customer - Enter appropriate Customer ID

18. Amount - Enter amount associated to Item

19. Entry Type - Enter appropriate Entry Type or select valid value
20. Reason - Enter appropriate Reason or select valid value

21. AR Dist - Defaults in when you select Reason

ustomer before it

22. Copy Line - This feature is used if you are entering multiple lines with the same Item ID using

the line numbering field
23. Click on the + to insert a new row
24. Click on the Group Action tab when any additional rows have been added
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The Group Action page displays:

Group Control || Pending Item 1

Group Unit 01110

Entered 10/15/2013

Group Actions

Pending Iltem 2 || Pending [tem 3 || Accounting Entries

Group ID NEXT

Status Do Not Post

Posting Action

Balance

Action:[DoNatFost ]| OK

Delete Group

Hlsave ||[=] Notify

Group Action

Accounting Entry Actions

Create Entries

|+ Add 2| Update/Display

25. Click Create Entries

The Accounting Entries page displays:

Group Unit 01110
Accounting Entries
tem D FEES101518

Bus. Unit 01110

Distribution Lines

Amount 1,000.00

Accounting Entries Complete

Group Control || Pending tem 1 | Pendingltem2 || Pendingltem3 || Accounting Entries

Group ID 4134

Line 1 Entry Type WR

Customer ST012 SubCust1

Currency USD

Display Totals | Entry

Find | View All First &' 1of1 ‘&) Last
Reason WIRE
SubCust2

@

Personalize | Find | View Al | €| & First ‘4' 1-2of2 'k Last

ChartFields Currency Details Additional Details Journal Reference Information

Line GL Unit Ledger Grp Ledger *Type Amount
Z 01110 ACTUALS ACTUALS User ~ [-1,000.00
102 01110 ACTUALS ACTUALS AR 1,000.00
Lines 2 DR 1,000.00 Currency USD CR 1,000.00
[§] Save ||[gh Returnto Search || Previous in List Nextin Lis [ Notify

1

Item Creation/Update Details

Fund Dept Program

G, (62089 |G, (1110002000 |G

G 63089 1110002000

Currency USD Net 0.000

.;i+ Add || UpdateiDisplay

Account, Fund, Dept ID default. 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.

26. Account - Leave as default or enter appropriate account

27. Fund - Leave as default or enter appropriate fund

28. Dept - Leave as default or enter appropriate Dept ID

29. Program, Class & Project Grant - Leave as default or enter appropriate Program, Class or

Project/ Grant
30. Click Save

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

31. Click the Group Action tab
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Group Control Pending Item 1

Group Unit 01110

Entered 10/15/2018

Group Actions
Balance

Delete Group

[@" Return to Search

[5] Save

Pending Item 2 Pending [tem 3

Group ID 4134

Status Do Mot Post

Posting Action

Accounting Entries

Action: Batch Standard -

0K

+=] Previous in List Mextin List

[=] Naotify

Group Action

Cash Drawer Receipt

Accounting Entry Actions

Delete Entries

Ek Add

Updat

32. Select Batch Standard
33. Click OK

Group Control || Pending Item 1

Group Unit 01110

Entered 10/15/2013
Group Actions
Balance

Delete Group

[5] save ||[G" Return to Search

Pending Item 2 || Pending ltem 3

Group ID 4134

Status Batch Standard

Posting Action

Action: Batch Standard -

#=| Previous in List Mextin List

Accounting Entries

=] Notify

Group Action

Cash Drawer Receipt

Accounting Entry Actions

Delete Entries

Ek Add

Update

The Status changes from Do Not Post to Batch Standard. The AR Pending Item group is set to post the

next time the AR Update process runs. ARUPDATE is run as a batch process nightly.
34. Record the Group ID number

Entering a Pending Group is Complete
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Enter an Online A/R Credit Pending Item

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

WorkCenter navigation: Receivables WorkCenter > Links pagelet > Pending Items > Online Group Entry
Navigator Menu navigation: Accounts Receivable > Pending Items > Online Items > Group Entry

The Group Entry page displays, click on the Add a New Value tab:

Group Entry

Add a New Value Q Find an Existing Value

*Group Unit | 01110 < 3
=Group |0 |NEXT Q

Add

1. Group Unit - Leave as default or enter the appropriate Group Unit

2. Group ID - Defaults as NEXT, accept default — system will assign the next sequential number

3. Click Add

Accounts Receivable Manual - February 2024 Page 41 of 218



The Group Control page displays:

Group Control Pending ltem 2 Pending Item 3 Accounting Entries Group Action
Group Unit 01110 Group ID NEXT

*Accounting Date |10/15/2018 Eﬂ

*Group Type B a, Billing Currency
*Origin ID[ON_AR & mcan Control |USD aQ, *Format USD
Control Totals Control Data
Control -35.00 *Count fi *Received | 10(15/2018 |5 *Entered 10/15/2018 |5
Entered 0.00 Count 1 Posted
Difference -35.00 Count 0 Assign ETEST Q User ETEST
Posted 0.00 Count 0

Group Status

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

'l Save ||[&] Notify _+ Add 2| Update/Display

Group Control | Pending Item 1 | Pending [tem 2 | Pending Item 3 | Accounting Entries | Group Action

. Accounting Date - Enter current date
Group Type - Enter type B - Billing

Origin ID - Enter appropriate Origin ID from list of valid values.
Control Currency - Enter USD

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

© 0 N O U b

Count - Enter the appropriate Count (# of lines on pending item)
10. Received Date and Entered Date - Leave default of Current Date

11. Click on the Pending Item 1 tab
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The Pending Item 1 page displays:

Group Contro Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Enfries | Group Action I

Group Unit 01110 Group ID NEXT
Pending Item Entry Find | View Al First ‘& 10f1 &/ Last
*Acctg Date 10/M15/2018 El *As Of Date 10/15/2018 [& Sequence 1 ﬂ ﬂ
*Item ID [TSAR16A101518 Line 1 Copy Line
*Business Unit 01110 &} *Customer ST018 Q_  [Treasurer
SubCust1 SubCust2
Amount -35.00 *Currency USD
*Entry Type Reason CRED (Y “AR Dist |AR-CR Q
Rate Type ™ Revalue Fig
Exchange Rate 1.00000000] 2 Attachments (0)

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 ltem

Contract LiC ID Case No
SPID

Item Creation/Update Details

Created On 10/15/2018 1:29PM Last Modified On 10/15/2018 1:41PM
Created By ETEST Modified By ETEST
[F]Save ||[=] Motify =4 Add | Update/Display

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

12. Acctg Date - Defaults from Group control — never change
13. As of Date - Defaults from Group control — never change

14. 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

15. Line - Enter appropriate sequential line # (not a mandatory field)

16. Customer - Enter appropriate Customer ID (once you tab out of field the customer short name
will appear to the right of the page

17. Amount - Enter Credit Amount

18. Entry Type - Enter Credit Entry Type: CR = Credit Memo; CRGR — Grants Credit Memo; GR —
Grants; RF — Refund of Expenditure; WR — Wire

19. Reason - Enter Credit Reason
20. AR Dist - Defaults in when you tab out of Reason field
21. Click the Group Action tab
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The Group Action page displays:

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

Group Unit 01110 Group ID NEXT
Entered 10/15/2013 Status Do Not Post
Group Actions Posting Action Accounting Entry Actions
Balance ! | | Action:[De Not Post v]| oK Create Entries

Delete Group

Slsave ||[E] Notify [ % Add || %] Update/Display

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

22. Click on Create Entries 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 vs. Group Action tab and for each line you will need to click on
the ¥ icon to create accounting entries.

For this example, the Create Entries button was selected.
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The Accounting Entries page displays:

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

Group Unit 01110 Group ID 4185
Accounting Entries Find | View All First ‘& 10f1 & Last
item ID TSAR1T6A101518 Line Entry Type CR Reason CRED
Bus. Unit 01110 Customer ST018 SubCust1 SubCust2
Amount -35.00 Currency USD
Accounting Entries Complete Display Totals | Entry [v] ¥ &
Distribution Lines Personalize | Find | View All | 2 | E First ‘4 1-20f2 ‘*' Last
ChartFields Currency Details Additional Details Journal Reference Information ChartField Comb Ermror ltem Creation/Update Details
Line GL Unit Ledger Grp Ledger *Type Amount =Account Fund Dept Program
2 01110 ACTUALS ACTUALS 35.00 420000 @, [10000 |Q [1110000000] |
102 01110 ACTUALS ACTUALS AR -35.00 110001 10000
< S >
Lines 2 DR 35.00 Currency USD CR 35.00 Currency USD Met 0.000

" Return to Search (=] Motify s Add = Updat

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

23. Enter appropriate Chartfield info: What defaults for accounting entries is determined on the
Entry Type and Reason that was chosen on the Pending Item1 page. The mandatory fields are
Account, Fund and Dept.

e Account - Leave as default or enter appropriate 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
24, Click Save
A new Group ID is assigned and chartfield information entered carries to the AR side of the entry.

25. Click the Group Action tab
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The Group Action page displays:

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

Group Unit 01110 Group ID 4135
Entered 101520138 Status Do Not Post Cash Drawer Receipt
Group Actions Accounting Entry Actions
Batch Priority :
Balance Action:{EEEIRSENNE | oK
Do Not Post
Delete Group Delete Entries
lsave |Jloh Returnto Search || | Previous in List lextin L = Notify |_% Add

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

26. Select the drop-down arrow for the Action: under the Posting Action section of page - Select
Batch Standard
27. Click OK
28. Click Save
The Status changes from Do Not Post to Batch Standard. The AR Pending Item group is now set to

post. The next time ARUPDATE process runs, which is a nightly batch process, the group will post to the
customer’s account.

Note: Credit pending item will post to customer’s account through the overnight batch process
ARUPDATE. Once this happens a maintenance worksheet needs to be entered in order to close the
customer’s account for that item. Instructions for maintenance worksheet are found under Create a
Maintenance Worksheet.

Enter an Online A/R Credit Pending Item is Complete
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Delete an Entered Online A/R Pending Item That Has Not Posted

Possible situations when this function is used: When an A/R Pending item for a customer has been
entered, but the group has not yet posted to the customer’s account, and it is determined that the

group is not needed.

NOTE: If an Online A/R Pending Item group has already been posted to the customer’s account and
needs to be deleted, contact Financial Operations or VISION Finance Support to have the group
unposted (unposting can only occur within the current month or first five business days of the new
month). The group cannot be deleted but will remain in unposted status. A group number will be
assigned when the group is unposted. For A/R groups posted outside this timeframe, contact
Financial Operations or VISION Finance Support for proper procedures.

WorkCenter navigation: Receivables WorkCenter > My Work > Pending Item Groups to Post

Navigator Menu navigation: Accounts Receivable > Pending Items > Online Items > Group Entry

The Pending Item Groups to Post page displays:

Pending Item Groups to Post
Pending ltem Groups to Post
Detail1 || Detail2 | [F=®
Unit Group ID User ID Assigned
o100 2785 CTOUCHET CTOUCHET
[ o100 2787 CTOUCHET CTOUCHET
[Jo1110 4185 RSMITH1 RSMITH1
[Jo1110 4187 KJAQUISH KJAQUISH
o110 | 4191 KJAQUISH KJAQUISH
[Jo11o 4192 KJAQUISH KJAQUISH
[]o01163 85200 CTOUCHET CTOUCHET
[Jo1167 28583 WTUCKER WTUCKER
¥ Select All Deselect All
Actions |(\nva|id Value) v

Group Type Origin ID

Billing
Billing

Billing

Billing

Billing

Billing

Billing

Billing

GO

ON_AR
ON_AR

ON_AR

ON_AR

DRAW

DRAW

PS_BI

ON_AR

Count

Entered
Date

10/02/2018

10/02/2018

12/19/2018

01/07/2019

01/09/2019

01/09/2019

11/19/2018

11/18/2018

8 Amount

. Refine Filter Criteria

Personalize | Find | View All | E

Accounting Date  Posting Status

10/02/2018 Not Posted
10/02/2018 Not Posted
10/15/2018 Not Posted
01/07/2019 Not Posted
01/09/2019 Not Posted
01/09/2019 Not Posted
11/19/2018 Not Posted
11/18/2018 Not Posted
Totals by Currency
795.33

<

First ‘&' 1.80f8 ‘»' Last

Posting Action

Do Not Post

B Do Not Post

M Do Not Post

vV Batch Standard

Batch Standard

V Batch Standard

Do Not Post

B Do Not Post

usD

1. Click on the Group ID link
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The Group Control page displays:
Online Pending Item Entry

Help

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

View Audit Logs

Group Unit 01110 Group ID 4191

*Accounting Date (1/09/2019

“Group Type B Billing Currency

*QOrigin ID DRAW Control USD *Format USD

Fed Draws
Control Totals Control Data

*Entered 01/09/2019

M

“Received 01/09/2019

Posted
Assign KJAQUISH

Control 1,000 00 *Count
Entered 1,000.00 Count
Difference 0.00 Count
Posted 0.00 Count

User KJAQUISH

o e

Group Status

Edit Status Edited

———CFalanced ‘=<

Posting Status Not Posted

Accounting Entries Balanced
IF'nsﬁ ng Action Batch Standard I

[GlSave |[Eh Retum to Search | |[=] Notify [Ey Add 5 Update/Display

Posting Action = Batch Standard and Posting Status = Not Posted.

2. Click on the Group Action tab
The Group Action page displays:

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

Group Unit 01110

Entered 01/09/2019

Group Actions

Balance

Group ID 4191

Status Batch Standard

Posting Action

Action:| Batch Standard v|| ok

Delete Group

[Flsave | [&F Retumn to Search

=] Notify

Accounting Entry Actions

Create Entries

Delete Entries

B Add || A Upd

=
<t
&
o
-}
7
=]
7]

3. Click Delete Group
The following Message opens:

Message

Delete this group? (6030,15)

eS| Mo

This is a warning message to make sure that you want to delete this group. Press YES to delete the group. Press MO to cancel the delete.

4. Click Yes
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You are returned to the Group Action page with the buttons no longer available:

Online Pending Item Entry

Group Control Pending ltem 1

Group Unit 01110

Entered 01/09/2019

Group Actions

[5]save |[aF Return to Search [=] Notify

Pending ltem 2

Action:| Batch Standard e

Pending ltem 3

Group ID 4191

Status Batch Standard

Posting Action

Accounting Entries

OK

New Window l Help | Personalize Page |

Group Action

Gash Drawer Receipt

Accounting Entry Actions

Entries

[ % Add

To confirm that the Group has been deleted, do the following:

5. Close the window by clicking on the X in the top right corner of the page
The Pending Item Groups to Post page displays:

Pending Item Groups to Post
Refine Filter Criteria
Pending Item Groups to Post Personalize | Find | View All | First ‘& 180f8 ‘& Last
Detail 1 || Detail2 | [F=9
Unit Group ID User ID Assigned Group Type Origin ID Eg:md Accounting Date  Posting Status Posting Action

[Jo1100 2785 CTOUCHET CTQUCHET Billing ON_AR 10/02/2018 10/02/2018 Not Posted W Do Not Post

[Jo1100 2787 CTOUCHET CTOUCHET Billing ON_AR 10/02/2018 10/02/2018 Not Posted B Do Not Post

o110 4185 RSMITH1 RSMITH1 Billing ON_AR 12/19/2018 10/15/2018 Not Posted B Do Not Post

[Jo1110 4187 KJAQUISH KJAQUISH Billing ON_AR 01/07/2019  01/07/2019 Not Posted ¥ Batch Standard

[Jot110 4191 KJAQUISH KJAQUISH Billing DRAW 01/09/2019 01/09/2019 Not Posted ¥ Batch Standard

[Jo1110 4192 KJAQUISH KJAQUISH Billing DRAW 01/09/2019 01/09/2019 Not Posted ¥ Batch Standard

[] 01163 95200 CTOUCHET CTOUCHET Billing PS_BI 11/19/2018  11/19/2018 Not Posted M Do Not Post

[] 01167 28583 WTUCKER WTUCKER Billing ON_AR 11/18/2018 11/18/2018 Not Posted M Do Not Post

¥ Select Al Deselect All Totals by Currency

Actions ‘Unva\ld Value) ~ GO Count 8 Amount 79533 usD
6. Click Refresh
Pending Item Groups to Post Personalize | Find | View All | @ First ‘& 1-70f7 ‘} Last
Detail 1 Detail 2 | [

Unit Group ID User ID Assigned Group Type Origin ID E’;Zmd Accounting Date  Posting Status Posting Action
[Joti00 2785 CTOUCHET CTOUCHET Billing ON_AR 10/02/2018 10/02/2018 Not Posted B Do Not Post
[J o100 2787 CTOUCHET CTOUCHET Billing ON_AR 10/02/2018 10/02/2018 Not Posted B Do Not Post
Jot110 4135 RSMITH1 RSMITH1 Billing ON_AR 12M19/2018 10/15/2018 Not Posted B Do Not Post
[Jo1o 4187 KJAQUISH KJAQUISH Billing ON_AR 01/07/2019 01/07/2019 Not Posted ¥ Batch Standard
[Jo1110 4192 KJAQUISH KJAQUISH Billing DRAW 01/09/2019 01/09/2019 Not Posted ¥ Batch Standard
[Jo1183 95200 CTOUCHET CTOUCHET Billing PS_BI 1119/2018  11/19/2018 Not Posted B Do Not Post
[J o167 28583 WTUCKER WTUCKER Billing ON_AR 11/18/2018  11/18/2018 Not Posted B Do Not Post

¥ Select All Deselect Al Totals by Currency
Group ID 4191 is no longer available to post as it has been deleted.
. . .
Delete Online Pending Item is Complete
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Payment Predictor Exercises

Enter Customer Deposit/Worksheet Using Payment Predictor

Possible situations when this function is used: Regular customer deposits are used to apply payments
to customer’s accounts in the Accounts Receivable module. Payment Predictor automates the process
of applying Payments to open Customer Account Items in Accounts Receivable. Payment Predictor is
used when there is reference information on the Payment that identifies the appropriate Items that
are intended for payment. This eliminates manual creation of Payment Worksheets to apply payments
to the Customer Account.

Step 1:

WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Regular Deposit
Navigator Menu navigation: Accounts Receivable > Payments > Online Payments > Regular Deposit

The Regular Deposit page displays, click on the Add a New Value button:

Regular Deposit

Find an Existing Val
Add a New Value Q, Find an Existing Value

*Deposit Unit |g1110 Q
*Deposit ID [EXAMPLE1D Q)

Add

1. Deposit Unit - Leave as default or enter the appropriate Deposit unit
2. Deposit ID - Enter appropriate New Deposit ID
3. Click Add
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The Totals page displays:

Unit 01110 Deposit ID EXAMPLE1D Celete Deposi

*Accounting Date | 08/24/2022 |5

Contrel Currency USD

*Bank Code PECP2 ] 5 h
il RN Format Currency |USD
- 2 000XX0493
s — Rate Type CTRRENT
epodithme b A CashiChis :
Exchange Rate 1.00000000 B
Control Totals Control Data
Control Total Amount 833.00 *Count 1 *Received |08/24/2022 u
Entered Total Amount 0.00 Count q *Entered 08/24/2022
Difference Amount 0.00 Count -1 Posted
Posted Total Amount 0.00 Count 0 Assigned EHOEFEL Q
Journalled Total Amount 0.00 Count a User EHOEFEL
[l Save | | =INotify | |£f Refresh =+ Add || 2] Updste/Display

4. Accounting Date - Current date defaults (Do not change)
5. Bank Code - Enter Bank Code
6.
7.

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).

8. Control Currency - Defaults to USD

9. Control Total - Enter Control Total (This is the total amount of deposit)

10. Count - This is the number of payment lines (accounting lines) you will enter in the deposit.
11. Received - Should equal bank deposit date

12. Entered - Current date defaults (field is grayed out)

13. Click on the Payments tab
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The Payments page displays:

Totals Payments
Unit 01110 Deposit ID EXAMPLETD Date 08/24/2022 Balance Balanced
Payment Information Find | View All First ‘4 1of1 " Last
Payment Seq 1 *Payment ID |Fy2022_ST040 *Accounting Date 08/24/2022 |\ _
I Amount |832.00 I Currenecy USD
Rate Type CREMT Exchange Rate 1.00000000
@ Payment Predictor Journal Directly Range of References
Payment Method | Chedk ~ Attachments {0}
Customer Information Find First ‘4" 1of 1 ‘& Last
Customer D |STO040 X, Business Unit 01110 2 I | =
Remit From ST040 Remit Setld 01110
Hame Enhancad 211 Board
Corporate ST040 Corporate SetiD 01110
SubCusti SubCust2
MICR ID 3 Link MIGR

Detail References

Reference Information Personalize | Find | View Al | (2] First ‘4 10of1 't Last
GQual Code Reference o Reference
101 s Frz022_sTos0 L S E
i Save | | =] Motify I +* Refresh I + Add | Update/Display

Payment Information section:
14. Payment ID - Enter Payment ID for first payment line
15. Accounting Date - Defaults in from the totals page
16. Amount - Enter Amount for first payment line
17. Currency - Defaults in from the totals page
18. Payment Predictor - Defaults as checked
Note: This must be filled in if using Payment Predictor Processing Functionality.
19. Journal Directly - Do not select for customer deposits
20. Payment Method - Defaults as check, accept default
Customer Information section:
21. Cust ID - Enter appropriate Customer ID
22. Business Unit - Enter your billing Business Unit

23. Click Refresh - the Customer Name, Remit From, Corporate, Customer ID, Remit SetID and
Corporate SetID default into the Customer Information section

Reference Information

24. Qual Code - Defaults as | (Item) — Accept Default

25. Reference - Enter Invoice ID or Item ID associated with Pending Item

Note: This must be checked off if using Payment Predictor Processing Functionality.

If you need to Insert a New Row, you may by clicking on the + icon at the TOP right of the page
Note: It is important to click the appropriate + to insert a row. This page is divided into three sections
and allows rows to be inserted in each section. Payment page would then display with second row.
All Payment information and customer information for the new row would need to be entered

26. Click Save
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The deposit should be Balanced (see the upper right corner of the Payments tab)

Totals Payments

Unit 01110 Deposit I EXAMPLETD Date 08/24/2022 I Balance Balanced |

27. Click on the Totals tab

The Totals page displays:
Totals Payments
Unit 01110 Deposit ID EXAMPLE1D Delete Deposit
View Audit Logs
*Accounting Date | 08/24/2022 i} Control Currency JSD
*Bank Code FECF2 « 5
- MET BANK Format Currency USD
Bank Account 0002 2L 00000X0493
i Rate Type CRENT
*Deposit Type | C 2 cashiChis )
! Exchange Rate 1.00000000 [
Control Totals Control Data
Control Total Amount 833.00 *Count 1 *Received 08/24/2022 W)
Entered Total Amount 853.00 Count q *Entered 08/24/2022
Difference Amount 0.00 Count ] Posted
Posted Total Amount 0.00 Count 0 Assigned EHCEFEL 2
Journalled Total Amount 0.00 Count o User EHOEFEL
o Save i Return to Search & | Mextin List || =] Motify || &% Refresh + Add

Note: The Control Total Amount, Count, Entered Total Amount and Count should be the same. If
there is a difference, review payment lines to find the incorrect dollar amount and correct it.

For more detailed information on how to enter a deposit, refer to the VISION Direct Journal Manual.

Step 1is Complete
Step 2:

Payment Predictor is a process that creates Payment Worksheets automatically. There are several
features of a payment that are important for the process to function properly. Payment Predictor
processes payments:

e From a Deposit which has a Balance Status = Balanced
e Payment Predictor flag is selected

For best results there is reference information that will be used to automatically select items to match
to the payments. In the example the Customer is identified along with the Business Unit.

WorkCenter navigation: Receivables WorkCenter > Links Pagelet > Payments > Request Payment
Predictor

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Request Payment
Predictor
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The Request Payment Predictor page displays, click on the Add a New Value button:

Request Payment Predictor

Find an Existing Value
Add a New Value Q =

*Run Control ID | Payment_Predictor_

Add

Use the Find and Existing Value search if a Run Control is already configured.
28. Run Control ID - Enter a unique Run Control ID
29. Click Add

The Payment Predictor Run Control page displays:

FPayment Predictor

Run Contrel ID0 Fayment_Predictor_2022 Report Manager Process Monitor

Process Request T

cremmm | . View All | 2 7] . r . .
Parameters Personalize | Find | WView All | | low First 1 of 1 Last
*Business Unit "‘:F:ir}ﬁsnsﬂ Last Run On Process Instance
1 01110 3 | Always w | +| =
il Save | [ =] Motify + Add | Update/Display

Enter run control parameters to process the selected deposits.
30. Business Unit - Enter Business Unit or select using the Magnifying Glass
31. Process Frequency - Select Always
32. Click Run
The Process Scheduler Request page displays with the PS/AR Payment Predictor process selected.

Process Scheduler Request

Help
User ID EHOEFEL Run Contrel IDD Payment_Predictor_2022
Server Name | v | Run Date |08/24/2022 [t
Recurrence | w | Run Time |1:20:11FM Reset to Cument Date/Time
Time Zone &
Process List
Select Description Process Name Process Type *Type *Format Distribution
FS/AR Payment Predictor ARFREDCT PSJob [{Mone) ~||({Mone) | Distribution
Cancel
33. Click OK
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You are returned to the Payment Predictor page:

Payment Predictor
Run Control ID Payment_Predictor_2022 Report Manager Run
Process Instance: 117781582
Process Request ) ot i 5 ) - :
P TS Personalize | Find | View All | &= (I, First 1 of1 Last
. . . *Process
Business Unit Frequency Last Run On Process Instance
1 (01110 A | Always ~ | | |=
i Save =] Matify + Add 2 Update/Display
34. Click on the Process Monitor link
The Process Monitor displays:
Process List Server List
View Process Requests
User ID ‘EHOEFEL Q | Type | V| | Last v‘ | 30‘ | Days V| | Refresh i
Server ‘ v| Name | Q| Instance ‘ ‘ Range
Run Status ‘ hl ‘ Distribution Status | hal ‘ Save On Refresh Report Manager

v Process List

=[]

Select | Instance Seq. Run Control ID Process Type
12437040 Payment_Predictor_2022 P3Job
12437035 Payment_Predictor_2022 PSJob

Process
Name

ARFREDCT

ARPREDCT

| view Al

Distribution

User Run Date/Time Run Status | o0 o Details Actions
EHOEFEL  01/17/2024 1:10:33PM EST Success Posted Details ~Actions
EHOEFEL 01/17/2024 1:09:50PM EST Processing NIA Details ~ Actions

35. Click Refresh until the ARPREDCT process has a Run Status of Success and Distribution Status

of Posted

Payment predictor has now created a Payment Worksheet set to Batch Standard and is ready to

process.
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WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Apply Payment

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Create Worksheet
The Create Payment Worksheet page displays:

Create Payment Worksheet

Find an existing payment
Search Criteria

Enter any information you have and click Search. Leave fields blank for 2 list of all values.

©) Recent Searches  [Choose from recent searches v]# [ Saved Searches [Choose from saved searches v]#
“Depasit Unit [= w 01110 Q
Deposit 1D [ beg “ ]
Payment Sequence El

Payment 1D | begins “ ]

Payment Status [ = w| |

User ID | begins

Assigned Operator 1D Q
FPayment Predictor Method Q
Accounting Date H

A Show fewer opticns

[JCase Sensitive

Clear [.] Save Search

Enter search criteria to locate payment worksheets created by payment predictor.
36. Deposit Unit - Enter deposit BU
37. Click Search
The Search Results display a list of payments which are not applied that match the search criteria.

38. Select a payment from the test data by clicking on the link displayed in the list

Accounts Receivable Manual - February 2024 Page 56 of 218



The Payment Worksheet Selection page displays:

Payment Worksheet Selection
Deposit Unit 01110 Payment ID FY2022_S5T040 [CJ Payment Predictor
Deposit I EXAMPLED Payment Amount 833.00 USD
Deposit Status Mone Applisd Payment Status |dentified
Customer Criteria
e Customer Heference Find | View All First "% of 1 & Last
Customer Criteria
| Customer Items ~ | Customer 1D ST020 Q Business Unit| 01110 | +|[=
Hame Enhanced 211 Board
Remit Setll 01110 Remit From [D0 STO40
Corporate SetlD 01110 Corporate I ST040
MICR 1D Q Link MICR
Reference Criteria
Reference Criteria ltem Reference Personalize | Find |view Al (0] B Fist 4 10f1 b Last
| Specific Valus %
Gual Code Reference To Reference
Restrict to
(&Il Customers v I| 3, [Frzozz_sTos0 a I H =
Match Rule
| Exact Match |
Detsil Reference
ltern Status
Item Inclusion Options
@ All ltems () Deduction ltems Only () ltems in Dispute Only Advanced Inclusion Opticns
[l Exclude Collection ltems [l Exclude Deduction ltems [l Exclude Dispute ltems
Worksheet Action
Build Clear Created at Items 0
‘Worksheet Selection ‘Worksheet Application
i) Save | ||@h Return to Search Previous in List ||4] Mextin List ||=] Motify || 2% Refresh

The Customer and invoice information from the Payment has been populated.
39. Click on the Worksheet Action link
The Payment Worksheet Action page displays:

Payment Worksheet Action

Deposit Unit 01110

Entered Date 01/19/2019
Worksheet Action

Worksheet Selection

E:Save |&h Return to Search

1] Previous in List

DepositID EXAMPLE10

Status Batch Standard

PaymentID FY1901110_ST040

Posting Action

Batch Standard v

Action:

Accounting Entry Action

OK Create/Review Entries

Worksheet Application

4] Nextin List

Worksheet Action

=1 Notify

Note: The Posting Action is set to a value of Batch Standard. This payment has been applied and will
post the next time ARUPDATE is run. Any payments that are not exactly matched will create a
Payment Worksheet which can be processed in the same manner as described in the Enter Customer
Deposit/Worksheet section of the Accounts Receivable training manual.

Enter Customer Deposit/Worksheet Using Payment Predictor is Complete
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Enter Customer Deposit - Paying Entire Customer Balance

Possible situations when this function is used: When a customer sends one payment for multiple
pending items/invoices. Payment Predictor automates the process of applying payments to open
Customer Account Items in Accounts Receivable. This eliminates manual creation of Payment
Worksheets to apply payments to the Customer Account.

Step 1:
WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Regular Deposit
Navigator Menu navigation: Accounts Receivable > Payments > Online Payments > Regular Deposit

The Regular Deposit page displays, click on the Add a New Value button:

Regular Deposit

Add a New Value ), Find an Existing Valug

1. Deposit Unit - Leave as default or enter the appropriate Deposit unit
2. Deposit ID - Enter appropriate New Deposit ID
3. Click Add
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The Totals page displays:

Unit 01110 Deposit I EXAMPLET
*Accounting Date |05/ 24/2022 | ) Contrel Currency|USD
*Bank Code PECP2 5
< M&T BANK Format Currency USD
*Hank Account 0002 2L X00000X0493
. Rate Type CRRNT
*Deposit Type |C A, CashiChks i
. Exchange Rate 1.00000000 [
Control Totals Control Data
I Control Total Amount 294 RO *Count 1 I *Received |05/24/2022 W)
Entered Total Amount o24 B Count 1 *Entered 05/24/2022
Difference Amount 0.00 Count -1 Posted
Posted Total Amount 0.00 Count 0 Assigned |EHOEFEL Q
Journalled Total Amount 0.00 Count a User EHOEFEL
i Save || =Motify || £% Refresh + Add || | Update/Display

. Accounting Date - Current date defaults (Do not change)
Bank Code - Enter Bank Code
Bank Account - Enter Bank Account

N o u b~

. Deposit Type - Enter Deposit Type (or deposit type defaults according to the Bank Code and
Bank Account that’s selected).

%

Control Currency - Defaults to USD

9. Control Total - Enter Control Total (This is the total amount of deposit)

10. Count - This is the number of payment lines (accounting lines) you will enter in the deposit
11. Received - Should equal bank deposit date

12. Entered - Current date defaults (field is grayed out)

13. Click on the Payments tab
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The Payments page displays:

Totals Payments
Unit 01110 Deposit ID EXAMPLE1 Date 08/24/2022 Balance Balanced
Payment Information Find | View All First ‘4 1of1 '* Last
Payment Seq 1 I‘F'a\,rmentID Fy202208 I *Accounting Date 08/24/2022 (i Hli=
IAmnunt 224 50 I Currency USD
Rate Type |[CRRNT Exchange Rate 1.00000000
8 Payment Predictor [ClJournal Directly [_IRange of References
Payment Method | Ched: | Attachments (0} Apply Fayment
Customer Information Find First 1eof1 ‘* Last
Customer |ID BESE 3, Business Unit|01108 3, I + -
Remit From BGESE Remit SetlD BGS
Hame BGS BARRE MAINTEMANCE
Corporate BGS24 Corporate SetlD BGS
SubCusti SubCust2
MICR 1D 2 Link MIGR
Detail References
Reference Information Pessonalize | Find | View All | Y] &S First ‘& 1of1 ‘b Last
GQual Code Reference To Reference
il L) % ==
I il Save I- Metify If: Refresh I & Add ||z Update/Display

Payment Information section:
14. Payment ID - Enter Payment ID for first payment line
15. Accounting Date - Defaults in from the totals page
16. Amount - Enter Amount for first payment line
17. Currency - Defaults in from the totals page
18. Payment Predictor - Defaults as checked
Note: This must be filled in if using Payment Predictor Processing Functionality.
19. Journal Directly - Do not select for customer deposits
20. Payment Method - Defaults as Check accept default
Customer Information section:
21. Customer ID - Enter appropriate Customer ID
22. Business Unit - Enter your billing Business Unit
23. Click Refresh - The Customer Name, Remit From, Corporate, Customer ID, Remit SetID and
Corporate SetID default into the Customer Information section
Reference Information section:
24. Qual Code - Defaults as | (Item) — Accept Default
25. Reference - Leave Blank
Note: In this example payment predictor will automatically apply the dollar amount to the open
pending items/invoices if this is not filled in. This saves time by not having to add multiple rows
for each open item/invoice.
26. Click Save
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The deposit should be Balanced (see the upper right corner of the Payments Tab)

Totals I Payments

Unit 01110 Deposit I EXAMPLET Date 08/24/2022 IE|EI|EII'IGE Balanced |

27. Click on the Totals tab
The Totals page is displayed:

Totals Bayments
Unit 01110 Deposit ID EXAMFPLET Delate Deposit

Wiew Audit Logs

*Accounting Date 08/24/2022 W Control Currency | USD

*Bank Code FECF2 L MAT BANK

*Bank Account Q002 3 OO00(X0493

Format Currency | 5D

Rate Type CRRMT

*Deposit Type |C Y cachie
+ CashiChis Exchange Rate 1.00000000 [
Control Totals Control Data
Control Total Amount 224 50 *Count 1 *Received 08/24/2022 (W
Entered Total Amount 224 50 Count 1 *Entered 08/24/2022
Difference Amount 0.00 Count 0 Posted
Posted Total Amount 0.00 Count o Assigned | EHOEFEL 3
Journalled Total Amount 0.00 Count a User EHCEFEL
i Save || =] Motify | «% Refresh + Add || 2| Update/Display

Note: The Control Total Amount, Count, Entered Total Amount and Count should be the same. If
there is a difference, review payment lines to find the incorrect dollar amount and correct it.

For more detailed information on how to enter a deposit, refer to the VISION Direct Journal Manual.

Step 1is complete
Step 2:
Payment Predictor is a process that creates Payment Worksheets automatically. There are several

features of a payment that are important for the process to function properly. Payment Predictor
processes payments:

e From a Deposit which has a Balance Status = Balanced.
e Payment Predictor flag is selected

In this example, we are expecting that Payment Predictor will apply the deposit to the open pending
items/invoices for the customer as a result of not filling in the Reference field and the deposit is exactly
the amount of two open pending items.

WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Request Payment
Predictor

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Request Payment
Predictor
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The Request Payment Predictor page displays, click on the Add a New Value button:

Request Payment Predictor

Add a New Value C, Find an Existing Value

*Run Control ID | Payment_Predictor

Add

Use the Find an Existing Value search if a Run Control is already configured.
28. Run Control ID - Enter a unique run control ID
29. Click Add

The Payment Predictor Run Control page displays:

Payment Predictor
Run Centrol 1D Payment_Predictor_2022 Report Manager Process Monitor
Process Request ) Ve a1 7] R ) i "
Parameters Personalize | Find | View All | &= | E= First 1of1 Last
e . . *Process
Business Unit Frequency Last Run On Process Instance
o — . 08242022 =
1 01108 o [ Always v | 1:2§:Ei|=if 11776155 |+
i) Save | |[aM Return to Search =] Motify + Add

Enter run control parameters to process the selected deposits.
30. Business Unit - Enter Business Unit or use the Magnifying Glass to select
31. Process Frequency - Select Always
32. Click Run
The Process Scheduler Request window opens with the PS/AR Payment Predictor process selected:

Process Scheduler Request

Hzlp
User I EHOEFEL Run Control ID Payment_Predictor_2022
Server Hame | w | Run Date (0&/24/2022 (1
Recurrence | w | Run Time | 2:25:03FM Reset to Cument Date/Time
Time Zone wy

Process List
Select Description Process Name Process Type *Type *Format Distribution
FS/AR Fayment Fredictor ARFREDCT FS.lob [oney ~|[iMone) | Distribution

Ok Cancel

33. Click OK
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You are returned to the Payment Predictor Run Control page:

FPayment Predictor
Run Control I Fayment_Predictor_2022 Report Manager Process Monitor Run
Process Instance: 11778157
Process Request B
Personalize | Find | View All | &7 . First ‘4 1of1 ‘% Last
Parameters s e
*Business Unit okbisiuini Last Run On Process Instance
Frequency
. 058/24/2022 =
1 (01108 1 | Always w | 125 BaE 11778155 |+
34. lick on the Process Monitor link
The Process Monitor displays:
Process List Server List
View Process Requests
UserID [EHOEFEL al  Type | v| | Lest v| | 1| [Days |
Server | v| Name ‘ Q‘ Instance | | Range
Run Status ‘ e | Distribution Status | e | save On Refresh Report Manager
~ Process List
& |Q| | View Al
Select |Instance | Seq. Run Control ID Pracess Type process User Run DatefTime Run Status | DISOUNON neaits | Actions
12437352 Payment_Pradictor PS.Job ARPREDCT  EHOEFEL | 01/24/2024 9:20:41AM EST Success Posted Details v Actions

35. Click Refresh until the ARPREDCT process has a Run Status of Success and Distribution Status

of Posted

Payment Predictor has now created a Payment Worksheet set to Batch Standard and is ready to

process.
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WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Apply Payment

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Create Worksheet

The Create Payment Worksheet page displays:

Create Payment Worksheet

Find an existing payment
Search Criteria

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

D) Recent Searches | Choose from recent searches

v] ¢ [ Saved Searches [Choose from saved searches

*Deposit Unit 01106
Deposit ID
Payment Sequence |:|
Payment ID FY1901106

2P

T
T = Al

hl

User ID

Assigned Operator ID

Payment Predictor Method
Accounting Date

A Show fewer options

[CJcase Sensitive

OO

Enter search criteria to locate payment worksheets created by payment predictor.

36. Deposit Unit - Enter deposit business unit

37. Click Search
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The Payment Worksheet Selection page displays:

Payment Worksheet Selection

Deposit Unit 01106

Payment ID FY 1901106

Payment Predictor

[Flsave |[@h Return to Search

Previous in List | |4F] NextinList |[|[Z]Notify ||&* Refresh

Deposit ID EXAMPLE11 Payment Amount 22450 USD
Deposit Status Partially Applied Payment Status Applied
Customer Criteria
. P Customer Reference Find | View All First ‘&' 10f1 & Last
[Customer Items v Customer ID [BGSS Business Unit 01106 = [=]
Name BGS BARRE MAINTENANCE
Remit SetlD BGS Remit From ID BGS8
Corporate SetlD BGS Corporate ID BGS524
MICR ID Link MICR
Reference Criteria
|RNeference Criteria | Item Reference Personalize | Find | View all | 23] B First & 1of1 @ Last
one v
2 Qual Code Reference To Reference
Restrict to -
All Customers v I
Match Rule -
Exact Match [v]
Detail Reference
Item Status
Item Inclusion Options
® All Items O Deduction ltems Only O ltems in Dispute Only Advanced Inclusion Options
[J Exclude Collection Items [JExclude Deduction Items [ Exclude Dispute Items
Worksheet Action
Build Clear Created at Items 0
Worksheet Selection Worksheet Application Worksheet Action

The Customer from the payment has been populated on the Worksheet Selection page and the
Reference field is blank as it was not put on the deposit.

38. Click on the Worksheet Action link

Accounts Receivable Manual - February 2024

Page 65 of 218



The Payment Worksheet Action page displays:

Payment Worksheet Action

Deposit Unit 01110 Deposit ID EXAMPLE10 Payment ID FY1901110_ST040
Entered Date 01/19/2019 Status Batch Standard
Worksheet Action Posting Action Accounting Entry Action
IN= (k| Batch Standard vl 0K Create/Review Entries
Worksheet Selection Worksheet Application Worksheet Action
;{-Save _J* Return to Search *_| Previous in List + Next in List = Notify

Note: The Posting Action is set to a value of Batch Standard. This payment has been applied to the
two open pending items/invoices and will post the next time ARUPDATE is run.

WorkCenter navigation: Receivables WorkCenter > Links pagelet > Customer Accounts > Account
Overview

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Customer Information >
Account Overview

The Account Overview page displays:

Balances Profile

SetlD[BGS  |Q Unit[01106 |Q  Customer BGSS & “Level [No Relationship v Search

Balances | Profile

39. SetlD - Enter SetID or select using the Magnifying Glass
40. Unit - Enter Business Unit or select using the Magnifying Glass
41. Customer - Enter Customer or select using the Magnifying Glass

42, Click Search
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The Account Information displays:

Balances Profile
SetlD BGS | Q Unit 01106 |Q Customer |BGS8 Q BeS BARRE MAIN Level|No Relationship v
TENANCE
Add Conversation
Most Recent Activity
Item ID Date Amount Currency
ltem ID: 69161996 09/20/2018 149.50 usD
Payment: 01166/00204563 09/14/2018 146.55 UsD
Count Amount Currency
Pay History Days: 0.00
Credit Limit: 0.00 usD
Balance: 2 224 50 uUsD
Past Due: 2 224 50 usD
Deductions: 0 0.00 usD
Disputed 0 0.00 usbD
Doubtful: 0 0.00 usD
Collections Q 0.00 usD
Supplier Balance: 0 0.00 usbD
Draft Amount: 0 0.00 usb
High Balance YTD: 0.00 usbD
Sales YTD: 0.00 usD
Last Year Sales: 0.00 usD
View Adjusted Balance

After ARUPDATE is run, the page will look like the following:

Balances Profile
SetD[BGS  |Q Unit[01106  |Q Customer BGS8 Q. BGS BARRE MAIN evel [No Relationship ~ Search
TENANCE
Add Conversation
Most Recent Activity
Item ID Date Amount Currency
ltem ID: 69161996 09/20/2018 149.50 usD
Payment: FY1901106 01/24/2019 22450 UsD
Count Amount Currency
Pay History Days: 0.00
Credit Limit: 0.00 usb
Balance 0 0.00 usD
Past Due: 0 0.00 usb
Deductions: 0 0.00 usb
Disputed: 0 0.00 usD
Doubtful: 0 0.00 usD
Collections 0 0.00 usD
Supplier Balance: 0 0.00 usD
Draft Amount. 0 0.00 usb
High Balance YTD: 0.00 usD
Sales YTD: 0.00 usD
Last Year Sales: 0.00 usD
View Adjusted Balance
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ltem Activity From A Payment

Help
Payment ID FY1901106 Payment Amount -224.50 Currency USD
*Display Amount Switch |[EENIE LUt hd
Item Activity Personalize | Find | View All | £/ E First ‘& 1-20f2 ‘&' Last
Unit Customer Name Item ID Line Entry Type Reason Payment Amount Currency
BGS BARRE
01106 BGS8 MAINTENANCE 69161889 PY -75.00 USD
BGS BARRE
01106 BGS8 MAINTENANGE 69161996 Y -149.50 USD
Total Items 2 Total Amount -224 500 Currency USD
OK Cancel

The payment was applied to both open items which zeroed out their balance.

Enter Customer Deposit - Paying Entire Customer Balance is Complete
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Enter Customer Deposit - Payment more than Item Balance

Possible situations when this function is used: When a customer sends in more money than is owed
on the pending item/invoice. Payment Predictor automates the process of applying payments to open
Customer Account Items in Accounts Receivable. This eliminates manual creation of Payment
Worksheets to apply payments to the Customer Account.

Step 1:
WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Regular Deposit
Navigator Menu navigation: Accounts Receivable > Payments > Online Payments > Regular Deposit

The Regular Deposit page displays, click on the Add a New Value button:

Regular Deposit

Add a New Value Q, Find an Existing Value

*Deposit Unit |01106 |Gy,
“Deposit ID |[EXAMPLE12  |Q
Add

1. Deposit Unit - Leave as default or enter the appropriate Deposit unit
2. Deposit ID - Enter appropriate New Deposit ID
3. Click Add
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The Totals page displays:

Tutalsl Bayments I

Unit 01108 Deposit I EXAMPLE12

*Accounting Date | 08/25/2022 [w Control Currency USD

*Bank Code | PECP3 oY a
* MET BANK Format Currency USD
*Bank Account| 0002 2 00000M0493
. — Rate Type CRREMNT
*Deposit Type | A CashiChis '
Exchange Rate 1.00000000 [
Control Tgigls Control Data
Control Total Amount 2211 *Count 1 *Received 08/25/2022 |4
Entered Total Amount 0.00 Count 1 *Entered |08/25/2022
Difference Amount 0.00 Count -1 Posted
Posted Total Amount 0.00 Count 0 Assigned |EHOEFEL a
Journalled Total Amount 0.00 Count o User EHCZEFEL
i1l Save =] Motify | |£% Refresh 3 Add #| Update/Display

Accounting Date - Current date defaults (Do not change)
Bank Code - Enter Bank Code

Bank Account - Enter Bank Account

N oo u s

. Deposit Type - Enter Deposit Type (or deposit type defaults according to the Bank Code and
Bank Account that’s selected).

8. Control Currency - Defaults to USD

9. Control Total - Enter Control Total (This is the total amount of deposit)

10. Count - This is the number of payment lines (accounting lines) you will enter in the deposit.
11. Received - Should equal bank deposit date

12. Entered - Current date defaults (field is grayed out)

13. Click on the Payments tab
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The Payments page displays:

Totals || Payments
Unit 01108 Deposit ID EXAMPLEZ Date 08/25/2022 Balance Bslanced
Payment Information Find | WView All First ‘4 1of1 ‘b Last
Payment Seq 1 I‘FaymentlD FY2022TEST I *Accounting Date 08/25/2022 | Hi=
I Amount (2211 I Currency USD
Rate Type CRRNT Exchange Rate 1.00000000
F'a\,rment Predictor [Cl Journal Directly I:Iﬂange of References
Payment Method | Ched w | Attachments {0}
View Audit Logs
Customer Information Find First ‘4 10f1 ‘% Last
ICustumErID BES4 Business Unit (01108 A =
Remit From BGE543 Remit 5etll BGS
Name BGS STATE SURFLUS FROPERTY
Corporate BG543 Corporate 5etll BGS
SubCusti SubCust2
MICR 1D 2 Link MICR
Dietail References Add Conversation
Reference Information Perscnalize | Find | View All | V] B First ‘4 10of1 '* Last
Qual Code Reference To Reference
11 O J[FY 2022 Test vl +] =
I | Save I =| Motify IiE: Refresh I % Add || #| Update/Display

Payment Information section:
14. Payment ID - Enter Payment ID for first payment line
15. Accounting Date - Defaults in from the totals page
16. Amount - Enter Amount for first payment line
17. Currency - Defaults in from the totals page
18. Payment Predictor - Defaults as checked.
Note: This must be filled in if using Payment Predictor Processing Functionality.
19. Journal Directly - Do not select for customer deposits
20. Payment Method - Defaults as Check, accept default
Customer Information section:
21. Cust ID - Enter appropriate Customer ID
22. Business Unit - Enter your billing Business Unit
23. Click Refresh - The Customer Name, Remit From, Corporate, Customer ID, Remit SetID and
Corporate SetID default into the Customer Information section
Reference Information section:
24. Qual Code - Defaults as | (ltem) — Accept Default
25. Reference - Enter Invoice ID or Item ID associated with Pending Item. Note: This must be filled
in if using Payment Predictor Processing Functionality.
26. Click Save
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The deposit should be Balanced (see the upper right corner of the Payments tab)

Totals I Payments

Unit 01108 Deposit I EXAMPLEZ Date 08/25/2022 Balance Balanced

27. Click on the Totals tab
The Totals page is displayed

Totals | Bayments
Unit 01108 Deposit ID EXAMPLE!Z Delete Deposit
“iew Audit Logs
*Accounting Date |08/25/2022 |n Contrel Currency USD
*Bank Code |FECF2 ) 5
< MAT BANK Format Currency |USD
*Bank Account|0002 <L 00000493
. Rate Type CRRMNT
*Deposit Type | C A Cash/Chis )
' Exchange Rate 1.00000000 | [
Control Totals Control Data
Control Total Amount 2211 *Count 1 *Received |08/25/2022 W
Entered Total Amount 22 49 Count 1 *Entered 08/25/2022
Difference Amount 0.00 Count a Posted
Posted Total Amount 0.00 Count 0 Assigned [EHOEFEL &}
Journalled Total Amount 0.00 Count a User EHOEFEL
i Save || =] Motify | |«F Refresh % Add || 2| Update/Display

Note: The Control Total Amount, Count, Entered Total Amount and Count should be the same. If
there is a difference, review payment lines to find the incorrect dollar amount and correct it.

For more detailed information on how to enter a deposit, refer to the Direct Journal Deposits Manual.

Step 1is Complete
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Step 2:

Payment Predictor is a process that creates Payment Worksheets automatically. There are several

features of a payment that are important for the process to function properly. Payment Predictor
processes payments:

e From a Deposit which has a Balance Status = Balanced.
e Payment Predictor flag is selected

WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Request Payment
Predictor

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Request Payment
Predictor

The Request Payment Predictor page displays, click on the Add a New Value button:

Request Payment Predictor

Add a New Value Q, Find an Existing Valug

*Run Control ID | Payment_Predictor_

Add

Use the Find and Existing Value search if a Run Control is already configured.
28. Run Control ID - Enter a uniqgue Run Control ID
29. Click Add

The Payment Predictor Run Control page displays:

Fayment Predictor

Run Control 1D Payment_Predictor_2022 Report Manager Process Monitor
Process Request . o ten a5 B ) . :
Parameters Personalize | Find | Wiew All | B | ES First 1 of1 Last
*Business Lnit *Process Lact R - Process Instance
usiness Lini Frequency ast Run On rocess [nstance
08/24/2022
L& 1| Al Ly 8186 =
1 (01108 2| Always R — 11778180 |+

Enter run control parameters to process the selected deposits:

30. Business Unit - Enter Business Unit or select using the Magnifying Glass
31. Process Frequency - Select Always
32. Click Run
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The Process Scheduler Request window opens with the PS/AR Payment Predictor process selected:

Process Scheduler Reguest
Help
User ID EHOEFEL Run Control I Payment_Predictor_2022
Server Name | w | Run Date 0g8/25/2022 W
Recurrence |: w :| Run Time |&:13:224M Reset to Cument Date/Time
Time Zone 3
Process List
Select Description Procecs Mame Procecs Tvpe = Type *Format Distribution
PS/AR Payment Predictor ARPREDCT PSlch [iMone) ~]|[{Mone) | Distribution
Cancel
33. Click OK
You are returned to the Payment Predictor page:
Payment Predictor
Run Contrel 100 Payment_Predictor_2022 Report Manager Run
Process Request —
i i WView All | B { i 1 0 r
Parameters Personalize | Find e All l;i First 1 of1 Last
R . . *Process
Business Unit Frequency Last Run Cn Process Instance
08/24/2022
L& Al 6180 |+ | =
1 (0110 0 | Alweys | 555 00F M 11778180
34. Click on the Process Monitor link
The Process Monitor displays:
Process List Server List
View Process Requests
userD [EHOEFEL Q|  Type | v| et ~ 2| [oas ]
Server | v| Name | 0“ Instance ‘ | Range
Run Status | “l Distribution Status | V‘ Save On Refresh Report Manager
Vﬂocﬁ List
|EH3| Tof 7 | View Al
Select Instance Seq. Run Control ID Process Type :g:;gss User Run Date/Time Run Status E{::L‘:u"u" Details Actions
12437054 Paymenti_Predictor_2022 PSJob ARPREDCT EHOEFEL 01/17/2024 2:00:16PM EST Success Posted Details ~Actions

35. Click Refresh until the ARPREDCT process has a Run Status of Success and Distribution Status of
Posted
Payment Predictor has now created a Payment Worksheet set to Batch Standard and is ready to process.

Accounts Receivable Manual - February 2024 Page 74 of 218



WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Apply Payment

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Create Worksheet

The Create Payment Worksheet page displays:

Create Payment Worksheet

Find an existing payment
Search Criteria

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

¥) Recent Searches [ Choose from recent searches ~ | # [] Saved Searches [ Choose from saved searches

v &

*Dieposit Un t 01108 Q
Depasit ID EXAMPLEIZ Q
Payment Sequence
payment 10 [begins with ¥ a
Payment Status [= w] o w |
User ID
Assigned Operator 1D

Payment Predictor Method Q
Accounting Date H

A Show fewer options

[ case Sensitive

Clear m Save Search

Enter search criteria to locate payment worksheets created by payment predictor:
36. Deposit Unit - Enter deposit business unit

37. Click Search
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The Payment Worksheet Selection page displays:

Payment Worksheet Selection

Deposit Unit 01108
Deposit ID EXAMPLE1Z
Deposit Status Mone Applisd

Customer Criteria

Customer Criteria Custome

| Customer Items

Payment IDD FY2022TEST | Payment Predictor

Payment Amount 22.11 USD
Payment Status |dentified

r Reference

Customer 0| BG543

First '4

Q

Find | View All

Business Unit 01108

Q

Hame BGS STATE SURPLUS FROFERTY

Remit SetlD BGS
Corporate 5etlD BGS

Remit From 1D} BGS542

Corporate 1D BG5432

Worksheet Selection

Workshest Application

MICR ID Q Link MIGR
Reference Criteria
Reference Criteria ltem Reference Persenalize | Find | view all | 2] B Fist 4 1081
| SpecificValus
Gual Code Reference To Reference
Restrict to
| All Customers =) I | @ [Frao22Test \-\I
Match Rule
| Exact Match ~|
Detail Reference
ltem Status
Item Inclusion Options
@ All ltems _) Deduction ltems Cmnly Ciltems in Dispute Only
| Exclude Collection ltems [l Exclude Deduction ltems [l Exclude Dispute Items
Worksheet Action
Build Clear Created at Iltems 0

Worksheet Action

1of1

b Last

+

b Last

Advanced Inclusion Options

The Customer from the payment has been populated on the Worksheet Selection page and the
Reference field has been populated based on what was entered on the deposit.

38. Click on the Worksheet Application link

Payment Worksheet Application
Deposit Unit 01106 Deposit ID EXAMPLE12 PaymentID FY190110610 Payment Sequence 1 Payment Currency USD
Payment Accounting Date 01/24/2019
Item Action Row Selection
Entry Type |[REVEaULICT ha Reason Q Choice [Select Range of ltems v Range Go
Item Display Control Row Sorting
Display [All ltems v Go S Sort All By [Item v| Go
Item List Pers|
Detail 1 Detail 2 | Detail 3 || Detail4 | Detail5 || Detail &
View Detail &s::it Sel Pay Amt Cur Item ID :_ﬁﬁ:z Unit Customer Type Reason Disc glns:: Service Purchgl
B 2111 USD 69161305 |Q Q 01106 |, [BGS43 ay |q Q O
B 2 -1.00| USD 0A33515  |Q Q 01106 |Q, [BGS43 Qloa @ [TEL Q O
FHNLTEER] Revenue Distribution Add Conversation Letter of Credit ID
Balance
Amount 2244 Remaining 0.00 Unearned 0.00
Selected 2111 Discount 0.00 Earned 0.00
Adjusted -1.00 Write Off 0.00
Worksheet Selection Worksheet Application I Worksheet Action I Attachments (0) View Audit Logs

The Item ID has automatically been populated based on the reference entered on the deposit. The

$1.00 overpayment has automatically been put on account.
39. Click on the Worksheet Action link
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The Payment Worksheet Action page displays:

Payment Worksheet Action
Deposit Unit 01106

Entered Date 01/24/2019

Deposit ID EXAMPLE12

Status Do Mot Post

Payment ID FY190110610

Worksheet Action

Delete Worksheet Action:

Posting Action

Batch Standard wvi

Accounting Entry Action

OK Create/Review Entries

Worksheet Selection

‘HlSsave [J[&h Return to Search

Worksheet Application

4| Nextin List

Worksheet Action

=] Notify

40. Change the Posting Action to Batch Standard

41. Click Save

Note: The Posting Action is set to a value of Batch Standard. The payment and on-account item
applied to the open pending item/invoice and will post the next time ARUPDATE is run.

Enter Customer Deposit - Payment more than Item Balance is Complete
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Enter Customer Deposit - Payment less than Item Balance

Possible situations when this function is used: When a customer sends in less money than is owed on
the pending item/invoice. Payment Predictor automates the process of applying payments to open
Customer Account Items in Accounts Receivable. This eliminates manual creation of Payment
Worksheets to apply payments to the Customer Account.

Step 1:
WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Regular Deposit
Navigator Menu navigation: Accounts Receivable > Payments > Online Payments > Regular Deposit

The Regular Deposit page displays, click on the Add a New Value button:

Regular Deposit

Add a New Value C\, Find an Existing Valud

1. Deposit Unit - Leave as default or enter the appropriate Deposit unit
2. Deposit ID - Enter appropriate New Deposit ID
3. Click Add
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The Totals page displays:

Unit 01108

Deposit I EXAMPLET4

Control Totals

*Accounting Date 08/25/2022 W)
*Bank Code PECOF3I A MAT BAMK
*Bank Account 0002 2L 0000000493
*Deposit Type |C 2L CashiChis
Contrel Total Amount 250.00 *Count 1
Entered Total Amount .00 Count 1
Difference Amount .00 Count -1
Posted Total Amount Q.00 Count b}
Journalled Total Amount 0.00 Count ]

i Save || =|Motify ||z¥ Refresh

Control Currency  USD
Format Currency | IS

Rate Type |CRRNT
Exchange Rate

Control Data
*Received D8/25/2022 W
*Entered 08/25/2022

Posted
Assigned EHCEFEL

User EHOEFEL

+ Add

1.00000000 [

2| Update/Display

4.
5.
6.
7.

8.
9.

Accounting Date - Current date defaults (Do not change)

Bank Code - Enter Bank Code

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).

Control Currency - Defaults to USD

Control Total - Enter Control Total (This is the total amount of deposit)

10. Count - This is the number of payment lines (accounting lines) you will enter in the deposit.

11. Received - Should equal bank deposit date
12. Entered - Current date defaults (field is grayed out)

13. Click on the Payments tab
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The Payments page displays:

Totals Payments
Unit 01108 Deposit ID EXAMPLE14 Date 08/25/2022 Balance Balanced
Payment Information Find | View All First ‘4 4 of 1 ‘&' Last
Payment Saq 1 I‘FaymentID FY2022TEST?2 I *Accounting Date |08/26/2022 |5y Hl|=
Iﬂ.mnunt 250,00 I Currency USD
Rate Type CRANT Exchange Rate 1.00000000
B Payment Predictor [l Journal Directly [_JRange of References
Payment Method | ¢ Attachments (0}
View Audit Logs
Customer Information Find First ‘4 10of1 ‘&' Last
Customer ID | BGS2D &) Business Unit|01108 % =
Remit From B&E528 Remit 5etll BES
Hame BGS NEWPCORT MAINTENANCE
Corporate BGS529 Corporate SetlD BGS
SubCust1 SubCust2
MICR 1D Q Link MICR
Detail References Add Conversation
Reference Information Perscnalize | Find | View All | L..-:.E First ‘& 1of1 “& Last
Gual Code Reference To Reference
1|1 Q|e8181887 %] ] ||=
I il Save IT-‘___T_J:_ti_fy Ii': Refrash I & Add || 2| Update/Display

Payment Information section:
14. Payment ID - Enter Payment ID for first payment line
15. Accounting Date - Defaults in from the totals page
16. Amount - Enter Amount for first payment line
17. Currency - Defaults in from the totals page
18. Payment Predictor - Defaults as checked
Note: This must be filled in if using Payment Predictor Processing Functionality.
19. Journal Directly - Do not select for customer deposits
20. Payment Method - Defaults as Check, accept default
Customer Information section:
21. Cust ID - Enter appropriate Customer ID
22. Business Unit - Enter your billing Business Unit

23. Click Refresh - The Customer Name, Remit From, Corporate, Customer ID, Remit SetID and
Corporate SetID default into the Customer Information section

Reference Information section:
24. Qual Code - Defaults as | (ltem) — Accept Default
25. Reference - Enter Invoice ID or Item ID associated with Pending ltem.
Note: This must be filled in if using Payment Predictor Processing Functionality.
26. Click Save
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The deposit should be Balanced (see the upper right corner of the Payments tab)

Totals Payments

Unit 01108 Deposit I EXAMPLE14 Date 08/25/2022 Balance Balanced

27. Click on the Totals tab
The Totals page displays:

Totals Payments

Unit 01108 Deposit Il EXAMPLE14 Delete Deposit

Wiew Audit Logs

*Accounting Date |08/25/2022 | Control Currency USD
*Bank Code |PECP3 !

- ME&T BANK Format Currency USD

*Bank Account 0002 2L 0000(X0493
. Rate Type CRRANT
*Deposit Type |C X Cash/Chis .
' Exchange Rate 1.00000000 |;£"_:
Control Totals Control Data
Control Total Amount 250.00 *Count 1 *Received |05/25/2022 | W
Entered Total Amount 250.00 Count 1 *Entered 08/25/2022
Difference Amount 0.00 Count il Posted
Posted Total Amount 0.00 Count 0 Assigned |EHOEFEL : §
Journalled Total Amount 0.00 Count a User EHOEFEL
i Save || =] Motify || 2% Refresh » Add || | Update/Display

Note: The Control Total Amount, *Count, Entered Total Amount and Count should be the same. If
there is a difference, review payment lines to find the incorrect dollar amount and correct it.

For more detailed information on how to enter a deposit, refer to the Direct Journal Deposit Manual.

Step 1is complete
Step 2:

Payment Predictor is a process that creates Payment Worksheets automatically. There are several
features of a payment that are important for the process to function properly. Payment Predictor
processes payments:

e From a Deposit which has a Balance Status = Balanced.
e Payment Predictor flag is selected

WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Request Payment
Predictor

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Request Payment
Predictor
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The Request Payment Predictor page displays, click on the Add a New Value button:

Request Payment Predictor

Add a New Value

*Run Centrol ID |Req_Paymnt_Pred

Add

Q Find an Existing Value

Use the Find an Existing Value search if a Run Control is already configured.
28. Run Control ID - Enter a unique Run Control ID
29. Click Add

The Payment Predictor Run Control page displays:

Payment Predictor

Run Control ID Reg_Paymnt_Pred

Process Request

Personalize | Find | View Al | 22| &

Report Manager

First ‘&' 1of 1 “&' Last

Process Meonitor

Parameters
*Business Unit *Process Frequency  Last Run On Process Instance
1|EI11I3€ o § i;fkl'.'.'sys £ [|=
[ Save ||[=] Notify Es Add ||z

Update/Display

Enter run control parameters to process the selected deposits:

30. Business Unit - Enter Business Unit or select using the Magnifying Glass

31. Process Frequency - Select Always
32. Click Run

The Process Scheduler Request window opens with the PS/AR Payment Predictor process selected:

Process Scheduler Request

UserID EHOEFEL

Run Control ID Reqg_Paymnt_Pred

server Hame | w |

Run Date |02/25/2022

Recurrence | v |

Run Time |3:08:58AM

Time Zone a
Process List
Select Description

PS/AR Payment Predictor

Cancel

Process Name

ARPREDCT

Process Type

PSJob

Bl
Reset to Current Date/Time

*Type *Format Distribution

| (None} + ||(Mone} ~ | Distribution

Help

33. Click OK
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You are returned to the Payment Predictor page:
Payment Predictor

Run Control ID Reg_Paymnt_Pred Report Manager Process Monitor

Process Instance: 11402758

Process Request =
a Personalize | Find | View All | L] ] First ‘A 1of1 ‘* Last

Parameters
*Business Unit *Process Frequency Last Run On Process Instance
1 01108 @ [Always v + =]
nll Save _'E'J Motify + Add || 2| Update/Display

34. Click on the Process Monitor link
The Process Monitor displays:

Process List Server List

View Process Requests

UseriD [EHOEFEL Q]  Type | v| [est “ 2| [pays
server ‘ V| Name | Q| Instance | ‘ Range
Run Status ‘ "| Distribution Status ‘ "| Save On Refresh Report Manager

v Process List

|F, |E| | view an

Process Distribution

Select Instance | Seaq. Run Control ID Process Type Name User Run Date/Time Run Status g0 o Details Actions

12437068 Req_Paymnt_Pred PSJob ARPREDCT EHOEFEL 01172024 2:25:24PM EST Success Posted Details ~ Actions

35. Click Refresh until the ARPREDCT process has a Run Status of Success and Distribution Status
of Posted

Payment predictor has now created a Payment Worksheet set to Batch Standard and is ready to process.
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WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Apply Payment
Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Create Worksheet

The Create Payment Worksheet page displays:

Create Payment Worksheet

Find an existing payment
Search Criteria

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

) Recent Searches [Choose from recent searches w | Z [ Saved Searches [ Choose from saved searches

e

“Dieposit Unit [= w | 01106 QL
Deposit ID EXAMPLE14 Q
Payment Sequence | = o

Payment ID a
Payment Status [ = w] w |

User 1D

Assigned Operator ID

Payment Predictor Method
Accounting Date ;1.

A Show fewer options

22

[l Case Sensitive

Enter search criteria to locate payment worksheets created by payment predictor:
36. Deposit Business Unit - Enter Deposit Business Unit or use the Magnifying Glass
37. Click Search
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The Payment Worksheet Selection page displays:

Payment Worksheet Selection

Deposit Unit 01106
DepesitID EXAMPLE14
Deposit Status Partially Applied

PaymentID FY190110625

Payment Amount 250.00 USD
Payment Status Worksheet

Customer Criteria

T — Customer Reference

| Customer ltems

v| Customer ID [BGS29 Q

Name BGS NEWPORT MAINTENANCE
Remit SetlD BGS
Corporate SetlD BGS
MICR ID Q

Reference Criteria

Reference Criteria Iltem Reference

Detail Reference

Item Status

Item Inclusion Options
@ All tems

[J Exclude Collection Items

O Deduetion ltems Only
[J Exclude Deduction Items

Worksheet Action

Build Clear Created at (01/25/2019 4.07PM

Worksheet Selection I Worksheet Application I

Personalize | Find | View All | 13'| E First ‘4" 10f1 '} Last

[Specific Value v|
Qual Code Reference To Reference
Restrict to
All Customers [v] ] @, 69161967 Q
Match Rule
Exact Match ]

O tems in Dispute Only
[ Exclude Dispute Items

Payment Predictor

Find | View All First ‘& 1of1 @) Last
Business Unit 01106 |& +] =]

Remit From ID BGS29
Corporate ID BGS24
Link MICR

(= =]

Advanced Inclusion Options

Items 1

Worksheet Action

The Customer from the payment has been populated on the Worksheet Selection page and the
Reference field has been populated based on what was entered on the deposit.

38. Click on the Worksheet Application link
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The Payment Worksheet Application page displays:
Payment Worksheet Application

Deposit Unit 01106 Deposit ID EXAMPLE14 PaymentID FY190110625
Payment Accounting Date 01/25/2019

Item Action Row Selection
Entry Type Pay An ltem v Reason Q Choice[Select Range of Items v Range Go

Item Display Control Row Sorting

Display | All ltems ~ Go ﬂ Sort All By ‘ Item v| Go

Payment Sequence 1 Payment Currency usD

Iltem List Pel
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail gs:]“it Sel Pay Amt ur Item ID :_tfrllg Unit Customer Type Reason Disc E'::‘: Service Purchal
By 1 275.23 psD 69161967 Q Q 01106 |Q |BGS29 Q PY Q Q 1
it et Revenue Distribution Add Conversation Letter of Credit ID
Balance
Amount 250.00 Remaining 2523 Unearned 0.00
Selected 27523 Discount 0.00 Earned 0.00
Adjusted 0.00 Write Off 0.00
Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs

Hlsave ||[@" Return to Search 7| Previous in List 4| Nextin List ! 4 Refresh I

The Item ID has automatically been populated based on the reference entered on the deposit. The
pending item line is showing with the total amount owed, but the Balance section is showing the

amount is only $250.00.

39. Delete the Pay Amt and enter $250.00.
40. Click Refresh

Payment Worksheet Application

Deposit Unit 01106 Deposit ID EXAMPLE14 PaymentID FY190110625 Payment Sequence 1 Payment Currency usD
Payment Accounting Date 01/25/2019
Item Action Row Selection

Entry Type |Pay An ltem hd Reason Q Choics| Select Range of liems V‘ Range Go

Row Sorting

Item Display Control

Display | All ltems ~ Go Q Sort All By\ Item v| Go

Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 8

View Detail gemit Sel Pay Amt Cur Item ID :}em Unit Customer Type Reason Disc Dise Service Purchasg
ine Amt
% 1 250.00| USD 69161967 Q Q 01106 |Q [BGS29 Q [PY Q Q O
I % O 25.23| USD 69161967 Q Q 01106  |Q [BGS29 Q Q Q [ I
Add with Detail Revenue Distribution Add Conversation Letter of Credit ID
Balance

Amount 250.00 Remaining 0.00 Unearned 0.00
Selected 250.00 Discount 0.00 Earned 0.00
Adjusted 0.00 Write Off 0.00

Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs
I Tl save Iq'“ Return to Search ] Previous inList ||4=] Nextin List w3 Refresh

A new line is automatically populated showing the remaining amount that the customer owes with the
same Item ID number.

41. Click Save

42. Click on the Worksheet Action link
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The Payment Worksheet Action page displays:

Payment Worksheet Action
Deposit Unit 01106

Entered Date 01/25/2019

Deposit ID EXAMPLE14

Status Batch Standard

Worksheet Action

Delete Worksheet Action:

Posting Action

Worksheet Selection

Batch Standard vl OK
Worksheet Application
=] Notify

'Flsave |[ch Return to Search ||*] PreviousinList | 4] Nextin List

Payment ID FY190110625

Accounting Entry Action

Worksheet Action

The posting action is set to Do Not Post.

43. Change the Posting Action to Batch Standard

44. Click Save

Note: The payment will be applied to the customers pending item/invoice and will post the next time

ARUPDATE is run.

Enter Customer Deposit - Payment less than Item Balance is Complete
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Enter Customer Deposit - No Reference ID, Multiple Open Pending Items/Invoices,
Deposit Dollar Amount does not Match any Open Balances

Possible situations when this function is used: When a customer sends in a payment that is less than
what the balance on the pending item/invoice is and user forgets to fill in Reference ID on the
Payments page of the deposit. Payment Predictor automates the process of applying payments to
open Customer Account Items in Accounts Receivable. This eliminates manual creation of Payment
Worksheets to apply payments to the Customer Account.

Step 1:
WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Regular Deposit
Navigator Menu navigation: Accounts Receivable > Payments > Online Payments > Regular Deposit

The Regular Deposit page displays, click on the Add a New Value button:

Regular Deposit

Q Find an Existing Value

Add a New Value

“Deposit Unit 51108

“Deposit ID |EXAMPLE1S -y

1. Deposit Unit - Leave as default or enter the appropriate Deposit unit
2. Deposit ID - Enter appropriate New Deposit ID
3. Click Add
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The Totals page displays:

Unit

1108

Deposit I EXAMPLE1S

*Accounting Date | 08/25/2022 (W)
*Bank Code PEOP3 3 MAT BAMK
*Bank Account| 0002 2L 0000030493
*Deposit Type | C @ Cash/Chis
Control Totals
Control Total Amount 12.00 *Count
Entered Total Amount 0.00 Count
Difference Amount 0.00 Count
Posted Tetal Amount 0.00 Count
Journalled Total Amount 0.00 Count

Control Currency
Format Currency

Rate Type

Exchange Rate
Control Data

*Received
*Entered

Posted
Assigned

User

UsD
uso
CRANT
1.00000000 |5

0

0.

[25/2022 |[w]

08/25/2022

EHOEFEL a

EHOEFEL

il Save | [=] Notify | |52 Refresh + Add || 2| Updste/Display
4. Accounting Date - Current date defaults (Do not change)

5. Bank Code - Enter Bank Code

6. Bank Account - Enter Bank Account

7. Deposit Type - Enter Deposit Type (or deposit type defaults according to the Bank Code and

Bank Account that’s selected).

8. Control Currency - Defaults to USD
9. Control Total - Enter Control Total (This is the total amount of deposit)

10. Count - This is the number of payment lines (accounting lines) you will enter in the deposit.

11. Received - Should equal bank deposit date

12. Entered - Current date defaults (field is grayed out)

13. Click on the Payments tab
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The Payments page displays:

Totals Payments
Unit 01108 Deposit I EXAMPLE1S Date 08/25/2022 Balance Balanced
Payment Information Find | Wiaw All First ‘4 1of1 “F Last
Payment Seq 1 I‘F'aymentID F2022TEST15 I *Accounting Date |08/25/2022 | *]|=
Iﬂmuunt 15.00 I Currency USD
Rate Type CRRMT Exchange Rate 1.00000000
B Payment Predictor [ Journal Directly [_|Range of References
Payment Method | Chedk v Attachments [0}
iew Audit Logs
Customer [nformation Find First ‘4 1of1 ‘b Last
Customer ID BGS11 « Business Unit 01108 A L E
Remit From BG511 Remit SetlD BGS
Hame BGS BRATTLEBCRD MAINTEMANCE
Corporate BG524 Corporate SetlD BGS
SubCust1 SubCust2?
MICR 1D 2 Link MIGR
Detail References Add Conversation
Reference Information Perscnalize | Find | View All | &2 ] = First ‘4 10of1 '* Last
Qual Code Reference To Reference
111 v} A +=]| |[=
=] Motify I % Refrash I » Add || #| Update/Display

Payment Information section:
14. Payment ID - Enter Payment ID for first payment line
15. Accounting Date - Defaults in from the totals page
16. Amount - Enter Amount for first payment line
17. Currency - Defaults in from the totals page

18. Payment Predictor - Defaults as checked. Note: This must be filled in if using Payment Predictor
Processing Functionality.

19. Journal Directly - Do not select for customer deposits

20. Payment Method - Defaults as Check, accept default
Customer Information section:

21. Customer ID - Enter appropriate Customer ID

22. Business Unit - Enter your billing Business Unit

23. Click on the Refresh - The Customer Name, Remit From, Corporate, Customer ID, Remit SetID
and Corporate SetlID default into the Customer Information section

Reference Information section:
24. Qual Code - Defaults as | (Item) — Accept Default
25. Reference - In this example, we are forgetting to enter our reference information

26. Click Save
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The deposit should be Balanced (see the upper right corner of the Payments tab)

Totals Payments

Unit 01108 Deposit ID EXAMPLE1S Date 0B/25/2022 I Balance EIEIEHE::II

27. Click on the Totals tab
The Totals page displays:

Totals | Fayments
Unit 01108 Deposit 1D EXAMPLE1S Delete Deposit
Wiew Audit Logs

*Accounting Date | 08/25:/2022 W Control Currency |USD
*Bank Code | PECP3I

o MET BANK Format Currency IS0
*Bank Account| 0002 2 X00XX0493
i Rate Type CRRMT
*Deposit Type | C % Cashi/Chis .
’ Exchange Rate 1.00000000 [
Control Totals Control Data
Control Total Amount 19.00 *Count 1 *Received |08/25/2022 W)
Entered Total Amount 19.00 Count q *Entered 0&/25/2022
Difference Amount 0.00 Count a Posted
Posted Total Amount 0.00 Count o Assigned |EHOEFEL 3
Journalled Tetal Amount .00 Count a User EHOEFEL
il Save || = Motify | |&® Refresh » Add || 2] Update/Display

Note: The Control Total Amount, *Count, Entered Total Amount and Count should be the same. If
there is a difference, review payment lines to find the incorrect dollar amount and correct it.

For more detailed information on how to enter a deposit, refer to the Direct Journal Deposits Manual.

Step 1is complete

Step 2:

Payment Predictor is a process that creates Payment Worksheets automatically. There are several
features of a payment that are important for the process to function properly. Payment Predictor
processes payments:

e From a Deposit which has a Balance Status = Balanced
e Payment Predictor flag is selected

WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Request Payment
Predictor

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Request Payment
Predictor
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The Request Payment Predictor page displays, click on the Add a New Value button)

Request Payment Predictor

Fi Existing Val
Add a New Value Q) Find an Existing Value

*Run Contral ID |Payment_Predictor

Add

Use the Find an Existing Value search if a Run Control is already configured.
28. Run Control ID - Enter a unique Run Control ID
29. Click Add

The Payment Predictor Run Control page displays:

Payment Predictor
Run Control ID Payment_Predictor Report Manager Process Monitor Run
Process Request Parameters Personalize | Find | View All | E | B First ‘4 1of1 ‘»' Last
*Business Unit *Process Frequency Last Run On Process Instance
01106 feX 01/22/2019 1:18:13PM 9473319 [#] =]
JTTL’I_Sawe ‘“ Return to Search ! =] Notify =) Add d

Enter run control parameters to process the selected deposits:
30. Business Unit - Enter Business Unit or use the Magnifying Glass
31. Process Frequency - Select Always
32. Click Run
The Process Scheduler Request window opens with the PS/AR Payment Predictor process selected:

Process Scheduler Request

Help
UserID ETEST Run Control ID Payment_Predictor
Server Name ] Run Date |01/19/2019 gl
Recurrence ﬂ Run Time [12:27:28PM Reset to Current Date/Time
Time Zone Q

Process List

Select Description Process Name Process Type *Type *Format Distribution
¥ PS/AR Payment Predictor ARFPREDCT PSJob |(Nune) v| |(None) v| Distribution

4
OK I Cancel
|

33. Click OK

Accounts Receivable Manual - February 2024 Page 92 of 218



You are returned to the Payment Predictor page:
Payment Predictor

Run Control ID Payment_Predictor Report Manager Process Monitor Run
Process Request Parameters Personalize | Find | View All | | (& First ‘&' 1of1 '* Last
*Business Unit *Process Frequency Last Run On Process Instance

1/01108 Qal 01/22/2019 1:18:13PM 9473319 [+] (=]

[§]save ||[ah Retum to Search =] Notify |4 Add

34. Click on the Process Monitor link
The Process Monitor displays:

Process List Server List

View Process Requests

User ID |EHOEFEL Q ‘ Type | ~ | | Last w ‘ | 2‘ | Days v | l Refresh I
Server | v‘ Name | Q‘ Instance | | Range
Run Status | e | Distribution Status ‘ A ‘ Save On Refresh Report Manager

~ Process List

B | Q | I view Al
Select | Instance Seq. Run Control ID Process Type n;?_ﬁzss User Run Date/Time Run Status B{::Ugu‘ion Details Actions
12437074 Payment_Predictor PSJob ARPREDCT EHOEFEL | 01/17/2024 2:52:16PM EST Success Posting Details ~ Actions

35. Click Refresh until the ARPREDCT process has a Run Status of Success and Distribution Status
of Posted

Payment predictor has now created a Payment Worksheet set to Batch Standard and is ready to
process.
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WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Apply Payment
Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Create Worksheet

The Create Payme

nt Worksheet page displays:

Search Criteria
Enter any information you

) Recent Searches

Create Payment Worksheet

Find an existing payment

have and click Search. Leave fields blank for a list of all values.

[Choose from recent searches v]# [ saved Searches [Choose from saved searches

*Deposit Unit 01106 Q
Deposit ID | begins with ~ || EXAMPLE15 Q

Pay

LTI OCYUTTILE = U
Payment 1D | begins with ~ Q

Payment Status | = v ~

User ID | begins with »

Assigned Operator ID | begins with Q
Payment Predictor Method | begins with + Q
Accounting Date =

A Show fewer options

[ case Sensitive

Clear [ Save Search

Enter search criteria to locate payment worksheets created by payment predictor:

36. Deposit Business Unit - Enter deposit Business Unit

37. Deposit ID

- Enter deposit ID or leave blank

38. Click Search
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The Payment Worksheet Selection page displays:

Payment Worksheet Selection
Deposit Unit 01106 Payment ID FY190110628 O Payment Predictor
Deposit ID EXAMPLE15 Payment Ameount 19.00 USD
Deposit Status MNone Applied Payment Status |dentified
Customer Criteria
- : < 4 b
Ciistoinar Critiria Customer Reference Find | View All First 10f1 Last
[ Customer ltems v Customer ID BGS11 Q Business Unit| 01106 Q +] =]
Name BGS BRATTLEBORO MAINTENANCE
Remit SetlD BGS Remit From ID BGS11
Corporate SetlD BGS Corporate ID BGS24
MICR ID Q Link MICR

Reference Criteria

m’ef‘-‘"ce Criteria | Item Reference Personalize | Find | Viewall | 2] B First (4 10f1 * Last

one ~
ce To Reference

Restrict to . —

All Customers E I Q Q| +| =]

Match Rule

Exact Match M

Detail Reference

Item Status
Item Inclusion Options

® All Items O Deduction ltems Only O tems in Dispute Only Advanced Inclusion Options
[JExclude Collection items [JExelude Deduction Items [CJExelude Dispute Items
Worksheet Action
Build Clear Created at Items 0
Worksheet Selection Worksheet Application Worksheet Action
[Zlsave ||[a" Returnto Search | |4] Previous inList ||4=] NextinList ||[=]Notify | &% Refresh

The Customer from the payment has been populated on the Worksheet Selection page, but the
Reference field is blank as that was not populated on the deposit.

39. Click on the Worksheet Application link
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Payment Worksheet Application
Deposit Unit 01106 Deposit ID EXAMPLE15 PaymentID FY190110628 Payment Sequence 1 Payment Currency USD
Payment Accounting Date 01/26/2019
Item Action Row Selection
Entry Type {3 RaUliC] ~ Reason Q Choice | Select Range of ltems v Range Go
Item Display Control Row Sorting
Display [All ltems wv| Go § Sort All By [ltem v Go
Item List Pe
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail g‘::]““ Sel Pay Amt Cur Item 1D ILtﬁ:g Unit Customer Type Reason Disc g'::; Service Purch
B 4 Q Q@ 01106 @ [BGS11 Q Q Q 0O
SRR Revenue Distribution Letter of Credit ID
Balance
Amount 19.00 Remaining 19.00 Unearned 0.00
Selected 0.00 Discount 0.00 Earned 0.00
Adjusted 0.00 Write Off 0.00
Worksheet Selection Worksheet Application I Worksheet Action I Attachments (0) View Audit Logs

Nothing has been selected because the reference field was not populated, and the dollar amount is not
an exact match to the multiple pending items/invoices open for the customer.

40. Click on the Worksheet Action link
The Payment Worksheet Action page displays:

Payment Worksheet Action

Deposit Unit 01106 DepositID EXAMPLE15

Payment ID FY190110628

Entered Date 01/26/2019 Status Do Not Post

Worksheet Action Posting Action

Delete Worksheet Action:| Do Not Post [v]| ok

Delete Payment Group

Accounting Entry Action

Create/Review Entries

Worksheet Selection

I Worksheet Application I

#| Previous in List 4] Nextin List .1“;—;] Notify

&l Save ||[@" Return to Search

Worksheet Action

All fields are unavailable for selection.
41. Click on the Worksheet Application link
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The Payment Worksheet Application page displays:

Payment Worksheet Application
Deposit Unit 01106 Deposit ID EXAMPLE1S Payment ID FY190110628 Payment Sequence 1 Payment Currency USD
Payment Accounting Date (01/26/2019
Item Action Row Selection
Entry Type [/ RaUlliE)] et Reason Q Choice‘ Select Range of ltems v‘ Range Go
Item Display Control Row Sorting
Display | All ltems ~ Go | E Sort All By | Item v| Go
Item List Per
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail g:g!it Sel Pay Amt Cur Item 1D :fﬁ_:g Unit Customer Type Reason Disc E':_'? Service Purchag
B 1 Q Q@ (01106 |@ [BGS11 Q Q a O
AR e Revenue Distribution Letter of Credit ID
Balance
Amount 19.00 Remaining 19.00 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 Attachments (0) View Audit Logs
HSave |5 Retum 1o Search

42. Item ID - Enter Item ID or click on the Magnifying Glass to select

43. Click Refresh
Payment Worksheet Application
Deposit Unit 01106 Deposit ID EXAMPLE15 PaymentID FY190110628 Payment Sequence 1 Payment Currency USD
Payment Accounting Date 01/26/2019
Item Action Row Selection
Entry Type | Pay An ltem A Reason Q Choice\ Select Range of ltems v\ Range Go
Item Display Control Row Sorting
Display | All ltems ~ Go E Sort All By| ltem v| Go
Iten List Person
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail 2::]“"‘ Sel Pay Amt Cur Item ID ILiﬁ:z Unit Customer Type Reason Disc E':I': Service Purchase |
= 1 107.52|JSD 69161379 Q Q 01106 |Q |BGS11 a [Py Q Q (|
i el Revenue Distribution Letter of Credit ID
Balance
Amount 19.00 Remaining -88.52 Unearned 0.00
Selected 107.52 Discount 0.00 Earned 0.00
Adjusted 0.00 Write Off 0.00
‘Worksheet Selection Worksheet Application Worksheet Action Aftachments (0} View Audit Logs
Hlsave ||[2h Returnto Search ! i Refresh I

The Item ID is populated with the dollar amount of the pending item/invoice.

44. Change the Pay Amt to reflect the amount of the deposit

45, Click Refresh
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usD

Service Purchag|

Payment Worksheet Application
Deposit Unit 01106 Deposit ID EXAMPLE15 Payment ID FY190110628 Payment Sequence 1 Payment Currency
Payment Accounting Date (01/26/2019
Iltem Action Row Selection
Entry Type | Pay An ltem h Reason Q Choice‘ Select Range of ltems V| Range Go
Item Display Control Row Sorting
Display [All ltems v Go g Sort All By [Item v| Go

Item List

Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6

- . Remit Item - - Disc
View Detail eh Sel Pay Amt Cur Item 1D Line Unit Customer Type Reason Disc At

=) s 198.00| USD 68161379 Q Q (01106 |Q, BGS11 Q |PY Q Q ]
I [Eé O 88.52| USD 68161379 Q Q, |01106 |Q BGS11 . Q Q O I
S IEE ] Revenue Distribution Letter of Credit ID
Balance
Amount 19.00 Remaining 0.00 Unearned 0.00
Selected 19.00 Discount 0.00 Earned 0.00
Adjusted 0.00 Write Off 0.00

Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs

Glsave | &P Return to Search +* Refresh

A new line is automatically populated showing the remaining amount that the customer owes with the

same ltem ID number.
46. Click Save
The $19.00 has been applied to the open

pending item/invoice.

47. Click on the Worksheet Action link
The Payment Action Worksheet page displays:

Payment Worksheet Action
Deposit Unit 01106

Entered Date 01/26/2019

DepositID EXAMPLE15

Status Do Not Post

Worksheet Action

Delete Worksheet

Action:| Batch Standard

Posting Action

v|| ok

Worksheet Selection

5 Save = Notify

of Return to Search

Worksheet Application

PaymentID FY190110628

Accounting Entry Action

Create/Review Entries

Worksheet Action

48. Set Posting Action to Batch Standard

49, Click Save

The payment will pick up in the next ARUPDATE process and post to the customer’s account.

Enter Customer Deposit - No Reference ID, Multiple Open Pending Items/Invoices, Deposit Dollar
Amount does not Match any Open Balances is Complete
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Not Using Payment Predictor Exercises

Enter Customer Deposit/Worksheet

Possible situations when this function is used: Regular customer deposits are used to apply payments
to customer’s accounts in the Accounts Receivable module.

Step 1:
WorkCenter navigation: Receivables WorkCenter > Links pagelet > Payments > Regular Deposit
Navigator Menu navigation: Accounts Receivable > Payments > Online Payments > Regular Deposit

The Regular Deposit page displays, click on the Add a New Value button:

Regular Deposit

Add a New Value Q, Find an Existing Value

“Deposit Unit 01110 |
*Deposit ID [EXAMPLEA QA

Add

1. Deposit Unit - Leave as default or enter the appropriate Deposit Unit
2. Deposit ID - Enter appropriate New Deposit ID
3. Click Add

Accounts Receivable Manual - February 2024 Page 99 of 218



The Totals page displays:

Totals | Payments I

Unit 01110 Deposit ID EXAMPLE

*Accounting Date | 08/25/2022 W) Control Currency |USD

*Bank Code FECOP3 o Y n
+ MET BANK Format Currency USD
*Bank Account|0002 200000493
. — Rate Type CRRNT
*Deposit Type | C X cashiChis .
Exchange Rate 1.00000000 [
Control Totals Control Data
Control Total Amount ED.00 *Count 1 *Received 05/25/2022 | W
Entered Total Amount 0.00 Count 1 *Entered 08/25/2022
Difference Amount 0.00 Count 0 Posted
Posted Total Amount 0.00 Count 0 Assigned [EHOEFEL &
Journalled Total Amount 0.00 Count 0 User EHOEFEL
il Save || =l Motify | |£* Refresh + Add || | Update/Display

4. Accounting Date - Current date defaults (Do not change)
5. Bank Code - Enter Bank Code

6. Bank Account - Enter Bank Account

7

. Deposit Type - Enter Deposit Type (or deposit type defaults according to the Bank Code and
Bank Account that’s selected)

8. Control Currency - Defaults to USD

9. Control Total - Enter Control Total (This is the total amount of deposit)

10. Count - This is the number of payment lines (accounting lines) you will enter in the deposit
11. Received - Should equal bank deposit date

12. Entered - Current date defaults (field is grayed out)

13. Click on the Payments tab

Accounts Receivable Manual - February 2024 Page 100 of 218



The Payments page displays:

Totals Payments

Unit 01110 Deposit ID EXAMPLEN Date 08/25:2022 Balance Balanced
Payment Information Find | Wiew All First ‘4 1of1 "B Last
Payment Seq 1 I‘FaymentlD ExXAMPLEA I *Accounting Date |08/25/2022 W X=
Iﬂmuunt 50.00 I Currency USD
Rate Type CRRNT Exchange Rate 1.00000000
B Payment Predictor Journal Directly Range of References
Payment Method | Ched: ~ Attachments {0}
Customer Information Find First ‘4 10of1 'k Last
Jcustomer 1057012 Y Business Unit|01110 | +][=
Remit From ST012 Remit SetlD 01110

Name Legislative Council

Corporate ST012 Corporate SetlD 01110
SubCusti SubCust2
MICR 1D Link MIGR

Detail References
=

Reference Information Personalize | Find | View All | 2] B First ‘4 1of1 '* Last
Gual Code Reference To Reference
1 i 1 3 B =
I il Save I = Notify I =% Refresh I + Add 4| Update/Display

Payment Information section:
14. Payment ID - Enter Payment ID for first payment line
15. Accounting Date - Defaults in from the totals page
16. Amount - Enter Amount for first payment line
17. Currency - Defaults in from the totals page
18. Payment Predictor - Defaults as checked

Note: To utilize this functionality, follow the Enter a Customer Deposit/Worksheet using
Payment Predictor exercise.

19. Journal Directly - Do not select for customer deposits

20. Payment Method - Defaults as check, accept default
Customer Information section:

21. Customer ID - Enter appropriate Customer ID

22. Business Unit - Enter your billing Business Unit

23. Click Refresh - The Customer Name, Remit From, Corporate, Customer ID, Remit SetID and
Corporate SetID default into the Customer Information section

Reference Information section:
24. Qual Code - Defaults as | (Item) - Accept Default
25. Reference - Enter Invoice ID or Item ID associated with Pending Item

Note: This must be filled in if using Payment Predictor Processing Functionality. To utilize this
functionality, follow the Enter a Customer Deposit/Worksheet using Payment Predictor exercise.

26. Click Save
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Note: If you need to Insert a New Row, you may by clicking on the + icon at the TOP right of the
page. It is important to click the appropriate + to insert a row. This page is divided into three sections
and allows rows to be inserted in each section. The Payment page would then display with second
row. All payment information and customer information for the new row would need to be entered.

The deposit should be Balanced (see the upper right corner of the Payments Tab):

Totals Payments

Unit 01110 Deposit I EXAMPLED Date 08/25/2022 Balance Balanced

27. Click on the Totals tab
The Totals page displays:

Totals Bayments
Unit 01110 Deposit D EXAMPLE1 Delete Deposit
Wiew Audit Logs
*Accounting Date | 05/25/2022 |[w) Control Currency |USD
*Bank Code |FECF2 2 4
- M&T BANK Format Currency USD
*Bank Account 0002 A O0000(X0493
. Rate Type CRRNT
*Deposit Type | C A Cashi/Chis .
’ Exchange Rate 1.00000000| [
Control Totals Control Data
Control Total Amount 50.00 *Count 1 *Received 08/25/2022 W)
Entered Total Amount 50.00 Count 1 *Entered |08/25/2022
Difference Amount 0.00 Count a Posted
Posted Total Amount 0.00 Count o Assigned [EHOEFEL 3%
Journalled Total Amount 0.00 Count a User EHOEFEL
o Save || =] Motify | |2% Refresh % Add || | UpdateiDisplay

Note: The Control Total Amount, Count, Entered Total Amount and Count should be the same. If
there is a difference, review payment lines to find the incorrect dollar amount and correct it.

For more detailed information on how to enter a deposit, refer to the Direct Journal Deposits Manual.

Step 1is complete
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Step 2:

Build a worksheet to select items where the payment(s) are to be applied.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Payments > Apply Payment
Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Create Worksheet

The Create Payment Worksheet page displays:

Create Payment Worksheet

Find an existing payment

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

) Recent Searches [ Choose from recent searches ~| ¢ [ Saved Searches [Choose from saved searches v £

*Deposit Unit 01110 Q
Deposit ID EXAMPLEA Q

| = -
Payment ID Q

Payment Status [= v v
User ID

Assigned Operator ID Q
Payment Predictor Method Q

Accounting Date[= v )

~~ Show fewer options

Pay

[) Case Sensitive

28. Deposit Unit - Accept default or enter appropriate Deposit Unit

29. Deposit ID - Deposit ID may default from previous page OR enter Deposit ID
30. Click Search
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The Payment Worksheet Selection page displays. If there are multiple lines, search results will
returnall lines of the deposit, select the first line of the deposit by clicking on it.

Payment Worksheet Selection

Deposit Unit 01110 Payment ID EXAMPLET #| Payment Predictor
DepositID EXAMPLE1 Payment Amount 50.00 USD
Deposit Status MNone Applied Payment Status ldentified

Customer Criteria

ne 1 Fe ; O 1ar1 @ iad
Cilstamar Cifteria Customer Reference Find | View All First of 1 Last
Customer ltems v Customer 1D |ST012 Q, Business Unit 01110 |Q +][=]

Name |eqgislative Council

Remit SetiD 01110 Remit From ID ST012
Corporate SetiD 01110 Corporate ID 5T012
MICR ID Q Link MICR
Reference Criteria
Reference Criteria Item Reference Personalize | Find | View Al | 2 | B First ‘4’ 10f1 & Last
MNone v
Qual Code Reference To Reference
Restrict to
All Customers v | Q. a, +] [=]
Match Rule
Exact Match T
Detail Reference
Item Status
Item Inclusion Options
! All ltemns Deduction ltems Only Items in Dispute Only Advanced Inclusion Options
Exclude Collection Items Exclude Deduction ltems Exclude Dispute ltems

Worksheet Action
Clear Created at ltems D

Worksheet Selection ‘Worksheet Application ‘Worksheet Action

[F]save ||[@h Return to Search [=] Notify A g Refresh

31. Deposit Status — Defaults as None Applied

32. Customer Criteria - Defaults to Customer Items

33. Customer ID - Defaults (verify correct customer defaults)

34. Business Unit - Defaults (verify correct business unit defaults)
35. Reference Criteria - Accept defaults

36. Item Inclusion Options - Defaults as All Items, accept default

37. Click Build
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The Payment Worksheet Application page displays:

Payment Worksheet Application

View Detail E:;‘I"f Sel Pay Amt cur ttem 1D fem  unit Customer  Type Reason Disc DIC  Service PurcheselD  Tax Status
B 150000 UsD  FEESii2618 |Q o b0 e [pToi2 a Q a Not Applicable
B 2 2.279.00 USD Frisoiin_siq, @ b0 @ [0z a Q a Mot Applicable
Add with Detail Revenue Distribution Add Conversation Letter of Credit ID
Balance
Amount 50.00 Remaining 50.00 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 Attachments (0} View Audit Logs

[§lSave ||Eh Returnto Search &4 Refresh

Deposit Unit 01110 DepositID EXAMPLE® Payment ID EXAMPLE1 Payment Sequence 1 Payment Currency usD
Payment Accounting Date 12/12/2018

Item Action Row Selection

Entry Type | Pay An item b Reason Q Choice | Select Range of ltems v Range Go
Item Display Control Row Sorting

Display | All tems v Go ﬂ Sort All By | ltem v Go

Item List Personalize | Find | View All | 21
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6

=5

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

38. Entry Type - Defaults as Pay An Item, accept default
Item List section - This section shows all open items that exist for customer
Balance section:

39. Amount - Defaults amount of payment line selected

40. Selected - Totals for each line selected. The Selected amount should equal the total of Amount

once all lines are selected
41. Adjusted - Totals any lines that are adjustments

42. Remaining - Total amount of payment. Amount decreases when selecting lines to apply
payment. Once the worksheet is completed the remaining amount should be zero.

43. Discount - Not currently used by SOV

44. Write off - Displays total amount of write-offs
45. Unearned - Not currently used by SOV

46. Earned - Not currently used by SOV

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

item

Note: To apply a partial payment: Pending items total $1500.00 and customer only paid

$50.00. To apply payment, in the pay amount field erase the amount. Example: $1500.00 is

the full amount of the bill. Erase the amount and type in the amount of payment $50.00 click

the refresh button and the balance of $1450.00 will drop down to a new line for future
payment.

48. Click Save
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Payment Worksheet Application
Deposit Unit 01110 DepositID EXAMPLE1 PaymentID EXAMPLE1 Payment Sequence 1 Payment Currency  USD
Payment Accounting Date 12/12/2018
Item Action Row Selection
Entry Type | Pay An ltem v Reason Q Choice | Select Range of ltems Range Go
Item Display Control Row Sorting
Display | All ltems M Go - Sort All By | ltem v Go
Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail B
View Detail qumit Sel Pay Amt Cur Item 1D Be:g Unit Customer Type Reason Disc Ri;& Service Purchase ID
By 1 v 50.00 USD FEES112613 |G, 16, 0110 |@ [sTO12 a P Q, aQ
B 1,450.00 USD FEEST12618 QU o b0 o [gToiz Q Q Q
B 2,179.00 USD FY1901110_3T4Q, q P10 o [sToiz Q Q Q
SRR Revenue Distribution Add Conversation Letter of Credit ID
Balance
Amount 50.00 Remaining 0.00 Unearned 0.00
Selected 50.00 Discount 0.00 Earned 0.00
Adjusted 0.00 Write Off 0.00
Worksheet Selection Worksheet Application Worksheet Action Attachments (0) Wiew Audit Logs
[§lsave |[Eh ReturntoSearch || Refresh

The Remaining amount is now 0.00 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 worksheet needs to be balanced.

49, Click on the Worksheet Action link
The Payment Worksheet Action page displays:

Payment Worksheet Action

Deposit Unit 01110 Deposit ID EXAMPLE1 Payment ID EXAMPLEA

Entered Date 12r1 Status Batch Standard

212018

Worksheet Action Posting Action Accounting Entry Action

Delete Worksheet Action:| Batch Standard v oK

Worksheet Selection

[l save

Worksheet Application Worksheet Action

[5h Return to Search

[=] Motify

50. Set Posting Action to Batch Standard
51. Click OK
52. Click Save

If your deposit contains more than one line, you would click the Worksheet Selection Link on the
bottom left of the page to return to the 1% line of the deposit. By clicking the “Next in List” button
(available with multiple lines), this would allow you to navigate to other lines in the deposit. You would
need to follow the Worksheet Action “Build” process for all lines of the deposit. Before clicking the
Build button; verify you are working with the correct Customer and Business Unit.

53. Click Save when finished with each line of the deposit

The deposit is now set to post the next time the ARUPDATE process runs. ARUPDATE runs every night.

Enter Customer Deposit and Worksheet is Complete

Accounts Receivable Manual - February 2024 Page 106 of 218



Enter Customer Deposit/Worksheet to Apply Payment On-Account

Possible situations when this function is used: Regular customer deposits are used to apply payments
to customer accounts. Sometimes you can receive a payment from a customer that currently has no
open receivables. If this occurs, you would place the payment On-Account.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Payments > Regular
Deposit

Navigator Menu navigation: Accounts Receivable > Payments > Online Payments > Regular Deposit

The Regular Deposit page displays, click on the Add a New Value button:

Regular Deposit

Add a New Value Q, Find an Existing Value

*Deposit Unit (01110 %
*Deposit ID  EXAMPLE2

“

Add

1. Deposit Unit - Leave as default or enter the Deposit unit
2. DepositID - Enter a Deposit ID
3. Click Add
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The Totals page displays:

Totals | Fayments I

Unit 01110

Deposit I0 EXAMPLEZ

Control Totals

*Accounting Date | 05/25/2022 )
*Bank Code FEOF3 2 MAT BANK
*Bank Account 0002 2 00000X0493
*Deposit Type | C % CashiChis
Control Total Amount E0.00 *Count
Entered Total Amount 0.00 Count
Difference Amount 0.00 Count
Posted Total Amount Q.00 Count
Journalled Total Amount 0.00 Count

Control Currency
Format Currency

Rate Type

Exchange Rate
Control Data

*Received
*Entered

Posted
Assigned

User

EHCEFEL

EHOEFEL

1.00000000 [§2

"

il Save ||=]Notify | |£% Refresh 4 Add || F] Update/Display
4. Accounting Date - Current date default (Do not change)
5. Bank Code - Enter Bank Code
6. Bank Account - Enter a Bank Account
7. Deposit Type - Enter Deposit Type (or deposit type defaults according to the Bank Code and

Bank Account that’s selected)

%

Control Currency - Defaults to USD (Do not Change)

9. Control Total Amount - Enter Control Total (This is the total amount of deposit)

10. Count - This is the number of payment lines (accounting lines) you will enter in the deposit

11. Entered - Current date default (field is grayed out)
12. Received - Should equal bank deposit date
13. Click on the Payments tab
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The Payments Information page displays:

Totals Payments

Unit 01110 Deposit 1D EXAMPLEZ Date 08/25/2022 Balance Balanced
Payment Information Find | View All First ‘4 1cof1 "% Last
Payment Seq 1 I‘F'ayment 10 |ExAaMPLEZ I *Accounting Date |08/25/2022 | =
IAmnunt 50.00 I Currency USD
Rate Type CRRNT Exchange Rate 1.00000000
8 Payment Predictor Journal Directly Range of References
Payment Method | Chedk e Attachments (0)

View Audit Logs

Customer Information Find First ‘4 1of1 'k Last
ICustDmErID ST002 o] Business Unit (01110 aQ I ==
Remit From ST003 Remit SetlDr 01110
Name Finsnce and Management
Corporate ST0O03 Corporate SetlD 01110
SubCustl SubCust2
MICR 1D i, Link MICR
Detail References Add Conversation
Reference Information Pessonalize | Find | View All | 2] & First ‘4" 10f1 ‘& Last
Gual Code Reference To Reference

L -, -

=] Notify 4 Add || 7]l Update/Display
Payment Information section:
14. Payment ID - Enter Payment ID for first payment line
15. Accounting Date - Defaults in from the totals page
16. Amount - Enter Amount for first payment line
17. Currency - Defaults in from the totals page
18. Payment Predictor - Defaults as checked.
Note: To utilize this functionality, follow the Enter a Customer Deposit/Worksheet using
Payment Predictor exercise.
19. Journal Directly - Do not select for customer deposits
20. Payment Method - Defaults as Check, accept default
Customer Information section:
21. Cust ID - Enter Customer ID
22. Business Unit - Enter Business Unit
Reference Information section:
23. Qual Code - Defaults as | (Item) — Accept default
24. Reference - Enter Invoice ID or Item ID associated with Pending Item

Note: This must be filled in if using Payment Predictor Processing Functionality. To utilize this
functionality, follow the Enter a Customer Deposit/Worksheet using Payment Predictor exercise.

25. Click Refresh - The Customer Name and Remit From (and Corporate) Customer ID and SetID
(and Corporate) default into the Customer Information section

26. Click Save
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The deposit should be Balanced (see the upper right corner of the Payments Tab):

Unit 01110 Deposit I EXAMPLEZ Date 0&/25/2022

IEIaIance Balanced |

27. Click on the Totals tab
The Totals page displays:

Totals | Bayments

Unit 01110 Deposit I EXAMPLEZ

View Audit Logs

*Accounting Date | 08/25/2022

i Control Currency
"ank Code|PEOPS = M&T BANK Format Currency
*Bank Account| 0002 2L 0000(X0493

“Deposit Type | 2 CashiChis Rate Type
T Exchange Rate

Control Totals Control Data
Control Total Amount 50.00 *Count 1 *Received
Entered Total Amount 50.00 Count 1 *Entered
Difference Amount 0.00 Count a Posted
Posted Total Amount 0.00 Count 0 Assigned
Journalled Total Amount 0.00 Count 0 User

il Save | | =] Notify | |2% Refresh

Delete Deposit
usD
usD
CRAMT
1.00000000 | [

EHOEFEL

EHOEFEL

+ Add 2| Update/Display

Note: The Control Total Amount and Count and the Entered Total Amount and Count should be the
same. If you have a difference, review payment lines to find the difference and correct it.

Regular Customer Deposit is Complete
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Next step is to build a payment worksheet.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Payments > Apply Payment

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Create Worksheet

The Create Payment Worksheet page displays:

Create Payment Worksheet

Find an existing payment

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

) Recent Searches [ Choose from recent searches v

*Deposit Unit [= ] 01110 Q
Deposit ID EXAMPLE2 Q
Payment Sequence [= |
Payment ID Q
Payment Status [= v | v
User ID
Assigned Operator ID [ begins with v | (e}
Payment Predictor Method Q

Accounting Date 3

Z Show fewer options

[[] case Sensitive

[] Saved Searches [Choose from saved searches

v|Z

Since we navigated from the regular deposit the Deposit ID defaults. If you did not navigate from the
regular deposit you would need to enter the deposit number.

28. Deposit Unit - Accept default or Enter Deposit Unit

29. Deposit ID - Accept Default or Enter Deposit ID
30. Click Search
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The Payment Worksheet Selection page displays:

Payment Worksheet Selection

Deposit Unit 01110 Payment ID EXAMPLE2 #| Payment Predictor
Deposit ID EXAMPLE2 Payment Amount 50.00 USD
Deposit Status MNone Applied Payment Status [denfified

Customer Criteria

L ference = Fiy : i) 4 3 GE) paot
G s Customer Reference Find | View Al First of Last
Customer ltems v Customer ID |STO03 Q, Business Unit 01110 | Q +][=]

Name Finance and Managemeant
Remit SetiD 01110 Remit From ID ST003
Corporate SetlD 01110 Corporate ID ST003
MICR ID Q Link MICR
Reference Criteria
Reference Criteria Item Reference Personalize | Find | View Al | 21| B2 First ‘&' 10of1 &' Last
None v
Qual Code Reference To Reference
Restrict to
All Customers v | & Q ﬂ ﬂ
Match Rule
Exact Match v
Detail Reference
Item Status
Item Inclusion Options
& All ltems Deduction ltems Only Items in Dispute Only Advanced Inclusion Options
Exclude Collection ltems Exclude Deduction ltems Exclude Dispute ltems

Worksheet Action

Clear Created at items 0

Worksheet Selection Worksheet Application Worksheet Action

[El save ||[Eh Returnto Search ||[=] Motify ||{* Refresh

In this example, since there is only one line within the payment it pops you into the worksheet page. If
you have more than one payment line you would see a list of payment lines in search results.

31. Deposit Status - Defaults to None Applied

32. Customer Criteria - Defaults to Customer Items

33. Customer ID - Defaults (verify correct customer defaults)

34. Business Unit - Defaults (verify correct business unit defaults)
35. Reference Criteria - Accept defaults

36. Item Inclusion Options - Defaults as All Items, accept default

37. Click Build
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The Payment Worksheet Application page displays:

Payment Worksheet Application

Deposit Unit 01110 Deposit ID EXAMPLEZ PaymentID EXAMPLE2 Payment Sequence 1 Payment Currency  USD
ment Accounting Date 12/14/20128
Item Action Row Selection
Entry Type | Pay An ltem A Reason a, Choice | Select Range of ltems T Range Go
Item Display Control Row Sorting
Display | All ltems v Go Sort All By | ltem v Go
Item List Personalize
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
iew Detail E:'qnit Sel Pay Amt Cur Item 1D :Pﬁ_'l-g Unit Customer Type Reason Disc g‘lf‘c{' Service Purchase ID
B 1 1,837.00/ USD FY1901110_STQ, Q@ [pi110 @ [sTOD3 a a a
AT Revenue Distribution Add Conversation Letter of Credit ID
Balance
Amount 50.00 Remaining 50.00 Unearned 0.00
Selected 0.00 Discount 0.00 Earned 0o
Adjusted 0.00 Write Off 0.00

Worksheet Selection ‘Worksheet Application Worksheet Action

Bl save ||@h Returnto Search ||* Refresh

Attachments (0)

View Audit Logs

The Worksheet is comprised of all open items that exist on a customer account. If there isn’t any open
receivable to apply a payment, the Item List section will be blank. Since this deposit does not apply to an
open receivable, you should insert a new row by clicking on the + button on the far right of the page.

Item Action section:
38. Entry Type - Defaults as Pay An Item, accept default

Item List section: This section shows all open items that exist for customer

Balance section:
39. Amount - Defaults amount of payment line selected

40. Selected - Totals for each line selected. The selected amount should equal the Total of Amount

once all lines are selected.

41. Adjusted - Totals any lines that are adjustments

42. Remaining - Total amount of payment. Amount decreases when selecting lines to apply
payment. Once the worksheet is completed the remaining amount should be zero.

43. Discount - Not currently used by SOV
44. Write off - Totals amount of write-offs
45. Unearned - Not currently used by SOV
46. Earned - Not currently used by SOV

Accounts Receivable Manual - February 2024

Page 113 of 218



Payment Worksheet Application
Deposit Unit 01110 DepositID EXAMPLEZ Payment ID EXAMPLE2 Payment Sequence 1 Payment Currency uso
Payment Accounting Date 12/14/2013
Item Action Row Selection
Entry Type | Pay An ltem v Reason Q Choice | Select Range of ltems v Range Go
Item Display Control Row Sorting
Display | Al ltems v Go f"m Sort All By | liem v Go
Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail §
View Detail Eemit Sel Pay Amt Cur Item 1D Eﬁ:‘g Unit Customer Type Reason Disc gi:‘i Service Purchase 1D
B 1,837.000 USD Fr1o01110_8TQ q oo q [sToo2 Q Q Q
B 2 ‘ SD 0A-33508  |Q Q pio |gq [sTo03 q oA o [oa a
e Revenue Distribution Add Conversation Letter of Credit ID
Balance
Amount 50.00 Remaining 0.00 Unearned 0.00
Selected 0.00 Discount 0.00 Earned 0.00
Adjusted -50.00 Write Off 0.00
Worksheet Selection Worksheet Application Attachments (0) Wiew Audit Logs
|§] save ||[oh Returnto Search || Refresh

To place a payment On Account:
47. Payment Amount - Enter the amount of the payment with a minus sign in the Pay Amt field

48. Type - Click the Magnifying Glass beside Type and choose OA
49. Reason - Click the Magnifying Glass beside Reason and choose OA

50. Click Refresh
The remaining amount is 0.00 and Adjusted should equal Amount. Your worksheet is balanced.

51. Click Save

52. Click on the Worksheet Action link
The Payment Worksheet Action page displays:
Payment Worksheet Action

Deposit Unit 01110 Deposit ID EXAMPLE2 Payment ID EXAMPLE2

Entered Date 12/14/2018 Status Do Mot Post
Worksheet Action Posting Action Accounting Entry Action

Delete Worksheet Action:| Do Not Post v oK Create/Review Entries

Worksheet Selection Worksheet Application Worksheet Action

[5] save I,gﬁ Return to Search [=] Motify

53. Change Posting Action to Batch Standard

54. Click OK

55. Click Save
The deposit is now set to post the next time the ARUPDATE process runs. ARUPDATE runs every night.

On Account Customer Deposit/Worksheet is Complete
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Deposit Spreadsheet Load

Possible situations when this function is used: Deposit Spreadsheet Load automates the process of

creating Deposits and Payments to be applied against Customer Account Items in Accounts Receivable.
Deposit Spreadsheet format is available for posting and applying payments from a spreadsheet format
through the processing of the payment application. In order to complete the application, the payment
information must include reference information such as the Customer and Business Unit or the Invoice
id. This eliminates manual creation of Payment Worksheets to apply payments to the Customer Account.

Enter Spreadsheet Data
1. Openthe Deposit Spreadsheet The

Spreadsheet opens to the Data Sheet tab:

Review View Q@ Tell me what you want to do
L et . ov | = =, -
o Arial 1 AN === & =¢ Wrap Text Mumber - D MNormal Bad

P B2 Copy - C d | F -

aste R - s E== == B - €0 00 onditional Format as @ Explanaton

. ™ Errimet Pt B I U i - A === — 3~ Merge & Center $-% » % Formatting ~  Table~ Xp ory

Clipboard ] Font ] Alignment ] MNumber ]
H11 b fx
=1 n = E G H I

1 Generate XML and Post Generate XML
2 foco "B00 To00 "o00 00 "00 To0o i
3 Process? Deposit Unit Deposit ID User ID Control Count Control Total Received Date
4 Y 03410 DEPOSITIDS0 JHARRIS 2 2013.00 2018-12-31
5 Y 2018-12-31
6 |Y 03400 DEPOSITIDS2 JHARRIS 1 10.00 2018-12-31

Note: Spreadsheet will be delivered when user receives security access to use the spreadsheet load

functionality.

Caution: If data is pasted into the spreadsheet from another electronic source use the “Paste

Values” option to avoid changing formats and formulas necessary for processing the data.

Scrolling to the right on the data input worksheet reveals the records requiring input to create a
deposit and related payment(s). Each separate record has a color-coded heading. The first record is
identified above in blue is the Deposit Control data familiar from the online data entry.

Enter Deposit Control data:

2. 000 Process ? - Always enter Y for the rows you wish to process. A value of “N” will cause the
process to skip the row

3. 000 Deposit Unit - Enter the AR Business Unit for the deposit. Leave this blank to process
additional rows of payments included with the deposit id. Any value in this field causes the
process to create a new deposit rather than adding the additional payment to the deposit. In
this example the first two rows are a single deposit with multiple associated payments

©® N w s

000 Deposit ID - Enter the deposit ID used for this deposit
000 User ID - User ID assigned to process this deposit

000 Control Count - Number of payments included in the deposit

000 Control Total - Total amount of the payments included in the deposit
000 Bank Code - The bank code that the funds were deposited in (ex. BGS, PEOP3)
000 Bank Account - The account that the funds were deposited in (ex. 001)

10 000 Received Date - Date the payment was received by the State
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Home Insert Page Layout Formulas Data Review View Help 2 Tell me what you want to do
QD Exo Cut Arial -l LA A === - BwapTed General M ﬁ @ Normal
[HCopy -~ -
Paste o === == H .0 .00 Conditional Format as ut
- % Format Painter BIU-[H-|&- ﬁ T EE=IEE MEFQE&CEMEF . $ “% 9w Formatting - Table~ Heute
Clipboard 7] Font 7] Alignment 7] MNumber [P
P1 = e
B Q Z AA AG AH

i

2 foo1 001 02 ‘002 oz (T8

3 | Payment ID Payment Amount Customer ID Business Unit Reference Qualifier Code Reference

4 0000029516 2176.00 CORS1 01163 | 63089717

5 0000029516 024 1Q1 01163 | 63089610

6 J0000029516 50.00 D36 01163 | 63089475

7 J0000029516 50.00 HD47 01163 | 63089476

8 J0000029516 1093.78 gC11 1163 | 63088788

9 J0000029516 50.00 PGY 1163 | 63089777
10§"b000029516 186.00 PGB 01163 | 63089776
114000029516 560.67 PGT 01163 | 63089910
12§'D000029516 50.00 PG5 01163 | 63089775
13§’b000029516 106.50 |R11 01163 | 63089614
1440000029516 149.00 COR54 01163 | 63089718
1540000029516 50.00 PG4 01163 | 63089773
1640000029516 50.00 pG12 01163 | 63089772
1740000029516 50.00 PG 01163 | 63089770
1840000029516 44200 gec11 01163 | 63089871
19§"0000029516 259.00 gec13 01163 | 63089872
2040000029516 377.00 gech 01163 | 63089873
210000029516 50.00 gec? 01163 | 63089874
220000029516 342.00 PSB1 01163 | 63089854
230000029523 50.00 FAX5 01163 | 63089877
2400000029523 6380.53 FAX9 01163 | 63089954
2500000029523 69.76 JAXS 01163 | 63089953
26§'0000029523 199216 fAX4 01163 | 63089952

Scroll to the Payment Information section:

The second record is the Payment Information. This is the header information on the Payment Page
when entering this data online. Note the key fields from the header record are not displayed so that
the Deposit BU and Deposit ID do not have to be entered again and will default from columns D and E.

11. 001 Payment ID - Payment reference identification. These lines should be repeated for every
item on the payment

12. 001 Payment Amount - Enter the amount of the payment for that item
Scroll to the Customer Information:

The third record populated from the spreadsheet is the Customer Reference information. This
identifies the Customer and Business Unit referred to on the payment invoice.

13. 002 Customer ID - Payment reference identification
14. 002 Payment Business Unit - Enter the AR Business Unit for the Accounts Receivable Customer
Scroll to the Item Reference Information section:

The final record is the detail Item Reference information. This data references the specific Accounts
Receivable Item that is referenced for payment.

15. 003 Reference Qualifier Code - Payments processed by the state reference the Item/Invoice ID.
The value to use is “I”
16. 003 Reference — Detail reference value. This is the Item ID which this payment is applied to
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Navigate to Column D, Row 1:

Insert Page Layout Farmulas Data
L] %Cut . = _ =
Arial === #- =¢ Wrap Text Number - ,__|J MNormal Bad
Paste 2 COPY c d I'F -
aste N = == |e=3= . . £0 .00 onditional Format as @I Explanator)
. * Format Painter I u E-i-3 == = =2 Merga&Center % % h0 0 Formatting = Table+ Xp ory
Clipboard F] Font ] Alignment F] Mumber [F]
H11 - I
B n] E F G
1 I Generate XML and Post Generate XML
2 Toon ‘o00 00 it it it 00 {
3 |Process 7  Depostt Unit Deposit D User D Control Count Control Total Received Date
4 |y 03410 DEPOSITIDS0 JHARRIS 2 2013.00 2018-12-31
5 Y 2018-12-31
6 |Y 3400 DEPOSITIDS2 JHARRIS 1 10.00 2018-12-31
17. Select Generate XML and Post
The Login connection pop up box is displayed:
Login x
Uger ID |
Paszzword |
Address |htn:us:HﬁnancelErp.vermunt.gnuf

http(s): /f<Integration Broker Gateway Server=: <port=/

v Generate log file

[+ Dedicated Integration Broker Gateway

Cancel

Enter the appropriate connection information for transmitting to the Excel Load staging tables:

18. User ID - Your VISION user ID

19. Password - Password for your VISION login
20. ADDRESS - The machine address to link to VISION (https://finance.erp.vermont.gov/)

21. Generate log file - Leave value checked to maintain an Excel file log of the deposits created
from the file location of the Excel Deposit Load Spreadsheet

22. Dedicated Integration Broker Gateway - Leave value checked to use the default gateway for
deposit load

23. Click OK to submit the deposit
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A pop-up File Explorer window gives the user an opportunity to save a file copy of the XML message
generated by this submission:

Save As >
U < randy.smith » Documents » uat v Search uat 0
Organize = Mew folder == - o
J 30 Objects ~ Mame Date mcclxilfiecl Type ~

=% C on DESKTOP-Z

B3] ARdepositlog 1/16/2019 2:32 PM Microsoft Excel W
I Desktop [ Train 1/16/2019 2:32PM  File
|=| Documents B Copy of AHS Regular Deposit Excel Uploa...  1/16/2019 2:31 PM Microsoft Excel 9
; Downloads | ] test21 1/16/2019 11:56 AM  File
J" Music | | test20 1/16/2019 11:55 AM  File
test19 1/16/201%11:55 AM  Fil
&= Pictures L] tes o - e
| | test18 1/16/201% 11:54 AM  File
m‘-ﬁdeus E R 11.ET A -
| | test17 1/16/2019 11:53 AM  File
=, Local Disk () 3 - o N
LU 4 >
File narme: | test2 -
Save as type: | All Files ~

Authors:  Ravikanth Yelakanti Tags: Add atag

A Hide Folders Toels - Cancel

24. Enter the filename and select a location to store the output
25. Click Save
A pop-up indicates the XML message is being processed:

Deposits Processed *

The XML data file created successfully, uploading file to data base

26. Click OK
A pop-up indicates that the two deposits included in the spreadsheet have been imported to VISION:

Successful >

Imported 2 deposits

27. Click OK. The deposits have now been loaded to VISION Excel Deposit staging tables and you must
log into VISION to complete editing and loading the payments into the Regular Deposit pages
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Process Loaded Spreadsheet Data
Log into VISION to complete the deposit load process.
Navigator Menu navigation: Accounts Receivable > Payments> Electronic Payments> Excel Edit Request

The Request Excel Edit Process page displays, click on the Add a New Value button:

Request Excel Edit Process

Add a New Value Q, Find an Existing Value

*Run Control ID
Add

Search for an existing run control from the Find and Existing Value tab.
28. Run Control ID - Enter a unique Run Control ID
29. Click Add

Excel Payment Upload Process run control page displays:

Excel Payment Upload Process

Run Control ID Edit_Deposit_Load Report Manager Process Monitor Run

Excel Upload Parameters

Deposit Unit Deposit ID User ID JHARRIS

|5 save 2 Return to Search Previous in L 4 | Mextin List | Motify |+ Add

Enter the appropriate run control parameters:
30. Deposit Unit - Enter a specific unit of loaded data or leave blank for all
31. Deposit ID - Enter a specific deposit id to edit or leave blank for all

32. User ID - Enter the id of the assigned user. Typically, this value or the BU should be used to
avoid processing other deposits

33. Click Run
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The Process Scheduler Request window opens:

Process Scheduler Request

User ID RSMITH1 Run Control ID Edit_Deposit_Load

Server Name [N ©]  Run Date 01162019 |5

Recurrence | ] Run Time [2-02:53PM Reset fo Current Date/Time
Time Zone QL
Process List
Select Description Process Mame Process Type *Type *Format Distribution
AR_EXCL_EDIT AR_EXCL_EDIT Application Engine | Web o | |TXT ~ | Distribution

Help

34. Click OK
You are returned to the Excel Payment Upload Process run control page:

Excel Payment Upload Process

Run Control ID Edit_Deposit_Load Report Manager

Excel Upload Parameters

Deposit Unit Deposit ID User ID JHARRIS

(Gl Save ||[a" Return to Search Previous in List 4] NextinList ||[=] Notify [ Add

Process Instance 9473177

35. Click on the Process Monitor link to verify edit is completed
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The Process Monitor displays:

Process List Server List
View Process Requests
UseriD [EHOEFEL Q|  Type | v [ Last v| | 2| T I Refresh I
Server | "‘ Name ‘ Q | Instance ‘ | Range
Run Status ‘ v| Distribution Status | “" Save On Refresh Report Manager
~ Process List
E ?| View All
Select  Instance Seq. Run Centrol ID Process Type Process Name User Run Date/Time Run Status [;i:::j:utiun Details Actions
12437127 Test EJH_PT Application Engine AR_EXCL_EDIT EHOEFEL 01/18/2024 9:.09:52AM EST Success Posted Petails v Actions

36. Click Refresh until the Run Status = Success and the Distribution Status = Posted indicating the
edit is completed

Navigator Menu navigation: Accounts Receivable > Payments > Electronic Payments > Excel Error Correction
The Excel Upload Deposit Errors page displays:

Excel Upload Deposit Errors
I Deposit Unit Deposit ID Payment ID User ID JHARRIS I

Deposit Selection Options

{®} Error Deposits Only O Al Deposits O Deposits without Errors ] I c)

Load Deposits to Staging Tables Process Monitor
Deposits Personalize | Find | View Al | £ B First ‘&' 10f1 ‘*' Last
Detete  DCPOSIt pepositin Deposit  ACCOUNEND. yygerin Message 1 ge 2 3 4 ge 5
[] 03400  DEPOSITID&1 N 01162018 JHARRIS Customer Remit

Customer ID Invalid

i Select All Deselect All

Delete Selected Deposits

Enter the appropriate search parameters to locate the loaded deposit:
37. Deposit Unit - Enter a specific unit of loaded data or leave blank for all
38. Deposit ID - Enter a specific deposit id to edit or leave blank for all
39. Payment ID - Enter a specific payment id or leave blank for all
40. User ID - Enter the id of the assigned user
Chose a Deposit Selection Options value:

41. Error Deposits Only - Search will return deposits that are in error after the edit process is
completed

42. All Deposits - Search will return all deposits that are in the Excel Deposit staging tables that
meet the selected search criteria. Note: Deposits will not display if the edit process has passed
without error. Deposits that successfully pass edit are ready to load to the Regular Deposit
pages in the next process

43. Deposits Without Errors - Search will return deposits that are in the Excel Deposit staging tables
that meet the selected search criteria and have not yet been run through the edit process

44, Click Search

Accounts Receivable Manual - February 2024 Page 121 of 218



A list of deposits matching the selection criteria is displayed:

Excel Upload Deposit Errors

Deposit Unit Deposit ID Payment ID User ID | JHARRIS

Deposit Selection Options

@Ermr Deposits Only Oan Deposits @] Deposits without Errors Search Ele
Load Deposits to Staging Tables Process Monitor
Deposits Personalize | Find | View Al | (2] B First ‘4 10f1 &/ Last
Delete  DeROSIt  pepositiD Deposit  Accounting  ygerin Message 1 Message 2 M 3 M 4 Message5
[0 o340 | DEPOSTIDS1 N 01162019 JHARRIS Customer Remit
Customer ID Invalid

i Select All Deselect All

Delete Selected Deposits

In this example one deposit is in error. Error deposits display up to 5 separate error messages
indicating corrections that are needed to fix the loaded deposit and pass the edit process.

45. To fix edits there are two options:
e Use the Deposit ID link to open the Excel Upload Error Correction and fix the indicated error.

If the error is in the reference data, then use the Reference link from Error Correction page
on the Payment detail line to open the References correction page to make corrections

e The alternative action is to select the Delete Check box and then the Delete Selected
Deposits link to clear the staging and then re load a corrected deposit

The deposit loaded for Business Unit 03410 is not displayed as it was successful and is now ready to
load to the Regular Deposit pages.

Navigator Menu navigation: Accounts Receivable > Payments > Electronic Payments > Process
Payment Interface

The Payment Interface run control page displays:

Payment Interface

Run Control ID Excel_Payment_Load Report Manager Process Monitor

Payment Interface Parameters

Data Sources

{JLockbox [ cash Drawer Receipts [ Bank Statement [J Accounts Payable Payments

CJEDi g20 [JEDI CREEXT I Upload from Excel I

Match Criteria

[CImatch Split Stream Data EDI Trace Number

Match Payments Already Loaded Payment Amount and Payment 1D

Date, Amount and Payment 1D

Customer ID and Payment |D

il Save ||[Z] Notify =% Add || 5] Update/Display

46. Select Upload from Excel to indicate the type of payment load being processed
47. Click Run
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The Process Scheduler Request window opens:

Process Scheduler Request

UserID RSMITH1

server Name R |

Recurrence |

v

Q

Time Zone

Process List
Select Descripfion

PS/AR Payment Loader

Process Name

AR_PAYLOAD

Run Control ID Excel_Payment_Load

Run Date |01/16/2019 £

Run Time |&:55-30PM Reset to Current DatefTime
Process Type *Type *Format Distribution
Application Engine [Web  ~|[TXT | Distribution

Help

48. Click OK

The AR Payment Loader process is executed, and you are returned to the Payment Interface page:

Payment Interface

Run Control ID Excel_Payment_Load

Payment Interface Parameters

Data Sources

[ Lockbox [Jcash Drawer Receipts

[JEepi 820 [CJEpi CREEXT

[Imatch Split Stream Data
Match Payments Already Loaded

|l save ' |a" Return to Search ||+ | Previous in List Mext in List

Hol

Process Instance:9473179

[l Bank Statement [l Accounts Payable Payments

Upload from Excel

Match Criteria
EDI Trace Number
Payment Amount and Payment ID
Date, Amount and Payment ID

Customer ID and Payment |D

[=] Notify Es Add || H

Update/Display

49, Click on the Process Monitor link
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The Process Monitor displays:

Process List Server List

View Process Requests

UseriD [EHOEFEL Q|  Type | v | st v| \ 2| [Days  +] | Refresh I
Server | "| Name | Q ‘ Instance | | Range

Run Status ‘ “‘ Distribution Status | "‘ Save On Refresh

Report Manager Reset

~ Process List
5 | Q ‘ View All

Distribution

Status Details Actions

Select  Instance Seq. Run Control ID Process Type Process Name User Run Date/Time Run Status

12437127 Test_EJH_PT Application Engine J\R_PI\YLOAD EHOEFEL 01/18/2024 9:09:52AM EST Success Posted Details ~ Actions

50. Click Refresh until the Run Status is Success and the Distribution Status = Posted indicating
edit is completed

The payment has been loaded into the Regular Deposit and Payment Worksheet.
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WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Payments > Apply Payment

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Create Worksheet
The Create Payment Worksheet page displays:

Create Payment Worksheet

Find an existing payment
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

D) Recent Searches | Choose from recent searches v| & [ SavedSearches |Choose from saved searches v|#

*Deposit Unit 03410
Deposit ID DEPOSITID&0
Payment Sequence
Payment ID Q
Payment Status | = v v
User ID
Assigned Operator ID
Payment Predictor Method
Accounting Date

~ Show fewer options

felye]

e yelye]

[[JCase Sensitive

Enter search criteria to locate payment worksheets created by payment predictor:
51. Deposit Business Unit - Enter Deposit Business Unit
52. Click Search
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The Payment Worksheet Selection page displays:

Payment Worksheet Selection
Deposit Unit 03410 Payment ID PAYMENTID20 Payn"lent Predictor
Deposit ID DEPOSITIDE0 Payment Amount 2,012.00 USD
Deposit Status Mone Applied Payment Status |dentified
Customer Criteria
i i i 1 b
Customer Criteria Customer Reference Find | View All First 10f1 Last
[Customer Items v| Customer ID 00005 Q Business Unit 03410 |G, +][=]
Name Pfizer Inc 00005
Remit SetlD 03410 Remit From ID 00005
Corporate SetlD 03410 Corporate ID 00005
MICR ID Q Link MICR
Reference Criteria
Reference Criteria Item Reference Personalie | Find | View All | 20| E First ‘4’ 10f1 ‘b Last
[ Specific Value |
Qual Code Reference ‘0 Reference
Restrict to
[All Customers ~ @, [MFG_00005_2016 a [+] [=]
Match Rule
[ Exact Match ~]
Detail Reference
Item Status
Item Inclusion Options
® All ltems O Deduction Items Only O ltems in Dispute Only Advanced Inclusion Opfions
[JExclude Collection Items [ Exclude Deduction ltems [ Exclude Dispute ltems
Worksheet Action
Build Clear Created at Items 0
Worksheet Selection Whorksheet Application Worksheet Action
|5l Save ||[2h Return to Search Previous in List 4= Nextin List =] Motify || 2% Refresh

Values that are preset from the spreadsheet load include:

e Payment Predictor - The payment is flagged for Payment predictor indicating that this payment
is ready to be processed by Payment Predictor to automatically apply the payment. This is a
good alternative to manually applying the payments that are loaded through an interface and
have valid reference data

e Customer Reference Criteria - Prepopulated to identify the Customer and Business Unit for
manual payment application or Payment Predictor

¢ |tem Reference Criteria - The Customer Open Item is identified for manual payment application
or Payment Predictor

The payments load process is complete and the loaded payments are ready for payment application
either manually or by automation with Payment Predictor.

Deposit Spreadsheet Load is Complete
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How to Run Payment Predictor

Payment Predictor is a process that creates Payment Worksheets automatically. There are several
features of a payment that are important for the process to function properly. Payment Predictor
processes payments:

e From a Deposit which has a Balance Status = Balanced.
e Payment Predictor flag is selected

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Payments > Request
Payment Predictor

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Request Payment
Predictor

The Request Payment Predictor page displays, click on the Add a New Value button:

Request Payment Predictor

Add a New Value Q. Find an Existing Value

“Run Control ID | Payment_Predictor

Add

Use the Find and Existing Value search if a Run Control is already configured.

1. Run Control ID - Enter a unique Run Control ID

2. Click Add
The Payment Predictor Run Control page displays:
Payment Predictor
Run Control ID Payment_Predictor Report Manager Process Monitor Run
Process Request Parameters Personalize | Find | View All | L | E First ‘4 10of1 ‘»' Last
*Business Unit *Process Frequency Last Run On Process Instance
101106 oY, 01/22/2019 1:18:13PM 9473319 (4] (=]
5l Save *‘ Return to Search =] Notify L4 Add

Enter run control parameters to process the selected deposits:
3. Business Unit - Enter Business Unit or use the Magnifying Glass to select
4. Process Frequency - Select Always

5. Click Run
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The Process Scheduler Request window opens with the PS/AR Payment Predictor process selected:

Process Scheduler Request
Help
UserID ETEST Run Control ID Payment_Predictor
Server Name [¥] Run Date 01/19/2019 &)
Recurrence [~ Run Time |[12:27-23PM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
= PS/AR Payment Predictor ARPREDCT PS.Job [(None) ~] [(None)  w] Distribution
OK Cancel
6. Click OK
You are returned to the Payment Predictor page:
Payment Predictor
Run Control ID Payment_Predictor Report Manager Process Monitor Run
Process Request Parameters Personalize | Find | View Al | 2| Ll First ‘&' 10of1 '}/ Last
*Business Unit *Process Frequency Last Run On Process Instance
1[011086 st 01/22/2019 1:18:13PM 9473319 [#] [=]
[l Save ||[gh Return to Search =] Notify L% Add Ji
7. Click on the Process Monitor link
The Process Monitor displays:
Process List Sarver List
View Process Requests
UseriD [EHOEFEL Q|  Type | v [Last | | 2| [Days | |
Server ‘ V| Name | Q| Instance | ‘ Range
Run Status | V‘ Distribution Status | "‘ Save On Refresh Report Manager
~ Process List
|E1||Q| | view An
Select |Instance Seq. Run Control ID Process Type Process Name User Run Date/Time Run Status 2{:1‘:}:"”0" Details Actions
12437131 Payment_Predictor PSJob ARPREDCT EHOEFEL | 0118/2024 9:29:44AM EST Success Posting Details ~ Actions

8. Click Refresh until the ARPREDCT process has a Run Status of Success and Distribution Status
of Posted

Payment predictor has now created a Payment Worksheet(s) set to Batch Standard. When ARUPDATE
runs it will post the deposits to the customer’s accounts.

How to Run Payment Predictor is complete

Accounts Receivable Manual - February 2024 Page 128 of 218



Delete a Customer Deposit That Has Not Posted

Possible situations when this function is used: It may be necessary to delete a Regular Customer
deposit before it posts to the Accounts Receivable module. Some possible reasons are: The Deposit ID
may be incorrect, or it may be a duplicate payment.

Note: If a deposit has been posted and needs to be deleted (unposted), you will need to e-mail or
contact Financial Operations to have it unposted (it should be within the current month or five
business days of the new month). For deposits posted outside this timeframe, contact Financial
Operations for proper procedures.

Navigator Menu navigation: Accounts Receivable > Payments > Apply Payments > Finalize Worksheet

The Finalize Payment Worksheet page displays:

Finalize Payment Worksheet

Find an Existing Value
Search Criteria

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

) Recent Searches [ Choose from recent searches w]# [ Saved Searches [Choose from saved sesrches v ]
*Deposit Unit[= w | 01110 QL
Q
Pay
Q
v
User ID
Assigned Operator 1D a,
Payment Predictor Method gins. wit Q,
Accounting Date [ w | Bl

# Show fewer options

[ Case Sensitive

Giear

1. Deposit Unit - Leave as default or enter the appropriate Deposit Unit

2. Deposit ID - Enter appropriate Deposit ID
3. Click Search

Note: If you are deleting a deposit with several payment lines a list of the deposit lines (groups) will
appear for you to delete. If the deposit consists of only one line, as in this example, when you click
the search button it will pop you into the Worksheet Action page automatically.
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The Payment Worksheet Action page displays:

Deposit Unit 01110

Entered Date 11/26/2018
Worksheet Action

Payment Worksheet Action

DepositID TSAR27A112618

Status Do Not Post
Posting Action

I Delete Worksheet

I Action:| Do Not Post v

Delet:

Worksheet Selection

[ Save ||[EP Return to Search

Worksheet Application

=] Notify

Payment ID UNPOST

Accounting Entry Action

Create/Review Entries

Worksheet Action

4. Click Delete Worksheet in the Worksheet Action section bottom left of page

Reminder: You would need to do each line of the deposit if there were more than one line.

The buttons on the page are now unavailable:

Deposit Unit 01110

Payment Worksheet Action

Deposit ID TSAR27TA112618

Payment 1D UNPOST

Entered Date 11/26/2018
Worksheet Action

Status Do Not Post
Posting Action

Action:| Do Not Post v

Accounting Entry Action

Create/Review Entries

Worksheet Selection

[§l Save ||[@" Return to Search

Worksheet Application

= Notify

Worksheet Action

Next, navigate to...

Accounts Receivable Manual - February 2024

Page 130 of 218



Navigator Menu navigation: Accounts Receivable > Payments > Online Payments > Regular Deposit

The Regular Deposit page displays:

Regular Deposit

Find an Existing Value

Search Criteria

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

'T) Recent Searches |Chocse from recent searches

v| & [ Saved Searches |Choose from saved searches v| &

*Deposit Unit

01110 Q
Deposit ID TSAR2TAT12618

[JCase Sensitive

EE—-i Eeglnswltn v
Assigned Operator ID

A Show fewer options

felye

Clear

@ Add a New Value

5. Enter Deposit Unit - Leave as default or enter the appropriate deposit unit

6. Enter Deposit ID - Enter appropriate Deposit ID

7. Click Search
The Totals page displays:

Totals Payments

Unit 01110

*Accounting Date |11/26/2018
*Bank Code PEOP3
*Bank Account 0002
*Deposit Type C

Control Totals

Control Total Amount

Entered Total Amount
Difference Amount
Posted Total Amount

Journalled Total Amount

i) Save || [GP Retum to Search ||[=] Notify

View Audit Logs

W
Q
Q
Q

e
L

Deposit ID TSAR27A112618

MET BANK

H00(X0493

Cashf/Chks

45.00 *Count

4500 Count
0.00 Count
0.00 Count
0.00 Count

Refresh |

I Delete Deposit I

Control Currency USD
Format Currency USD
Rate Type CRRNT
Exchange Rate 1.00000000 [
Control Data
*Received 11/26/2018 |y

*Entered 11/26/2018

Posted

Assigned | Q

User

B Add | [5] UpdateDispla

8. Click Delete Deposit
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The following warning Message opens:

Message

Delete this deposit? (6040,102)

fes Mo

If you delete the deposit, all deposit and payment information entered in this panel group will be deleted.

9. Click Yes

You are returned to the Totals page:

Totals Payments

Unit 01110

View Audit Logs

*Accounting Date 11/26/2018

*Bank Code PEOP3 MET BANK

*Bank Account 0002

MO H0493
*Deposit Type C Cash/Chks
Control Totals

Control Total Amount 45.00
Entered Total Amount 45.00
Difference Amount 0.00
Posted Total Amount 0.00
Journalled Total Amount 0.00

(& Save _ _i_.{‘ Return to Search | |[=] Notify | |z* Refresh |

Deposit ID TSAR27A112618

Control Currency USD

Format Currency USD

Rate Type CRRNT
Exchange Rate
Control Data
*Count 1 *Received 11/26/2018
Count 1 *Entered 11/26/2018
Count 0 Posted
Count 0 Assigned
Count 0 User
EL Add

1.00000000 [R

The Delete Deposit button is no longer available as the deposit is deleted.

Next, to confirm that the deposit is deleted use the following navigation...
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Navigator Menu navigation: Accounts Receivable > Payments > Online Payments > Regular Deposit

The Regular Deposit page displays:

Regular Deposit

. i Add a New Val
Find an Existing Value ® a New Value

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

‘2 Recent Searches | Choose from recent searches v| # |1 Saved Searches [ Choose from saved searches et | &

*Deposit Unit 01110 Q
Deposit ID TSAR27AT12618

Uszer ID | bagins with ~

Assigned Operator ID

# Show fewer options

5P

[ Case Sensitive

Search Results
No matching values were found.

10. Deposit Unit - Leave as default or enter the appropriate deposit unit
11. Deposit ID - Enter appropriate Deposit ID
12. Click Search

You will receive the message “No matching values were found.”

Delete Customer Deposit/Worksheet is Complete
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Collections Workbench

Possible situations when this function is used: To perform day-to-day activities, including accessing
and completing work directly from the Collections Workbench such as reviewing a customer's account
balance, customer history including the average days it takes a customer to pay and any past due
balances. Past customer statements can be viewed/reprinted/emailed, customer conversations can be
viewed/added/updated and maintenance worksheets can be generated directly from the Collections
Workbench.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Customer Accounts >
Collections Workbench

Navigator menu navigation: Accounts Receivable > Collections Workbench
The Collections Workbench page displays:

Collections Workbench

7 I SetlD BGS Q Unit|01163  |C Customer AGR10 a I *Level No Relationship -

Display Currency  USD Add Conversation Personalize Content £

ltems Aging Payments Statements Conversations

Customer must be part of the search criteria in order to search the data.

SetID - Enter a valid SetID

Unit - Enter a valid AR Business Unit
Customer - Enter a valid Customer ID
Click Search

BWNRE

Accounts Receivable Manual - February 2024 Page 134 of 218



The Collections Workbench populates with customer information:

Collections Workbench
7 SetiD|BGs | Unit|01183 | Customer |AGR10 O AGR ARMS *Level No Relationship -
Search Display Currency USD Add Conversation Personalize Content
Customer Details
Bill To Address 1 116 STATE Balance -500.53 Primary Contact [
STREET FIRST
FLOOR
Bill To City MONTPELEER Past Due -£00.53 Contact Title
Bill To State VT Open Promises 0 Contact Phone
Last Payment ID 02200/00059693 Broken Promises 0 Contact EMail
Last Payment Date 10/03/2018 Last Follow Up Letter Date
Last Payment Amount 150.00 Last Statement Date 11/16/2018
Last Item ID 63089546AD)
Last Item Date 11/18/2018
Last Item Amount -190.00
Items Aging Payments Statements Conversations
Status Open - GO Fitter ttems Account Overview
Row Selection Item Action
Range eg: 19 GO Select All Deselect All Choice .. Select Action - GO
Item List (2 Personalize | Find | View All | ] | E' First ‘4 1-20f2 ‘' Last
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail & Detail 7 Detail 8 ="
3;: Select  ltem Line Activities  Unit Customer 1D Status Terms fyr:? ;z::un Due D:;{: Ealal
1 = 63080229 30M83  AGR10 Open DUR N COPY 072018 937 -5
2 = 63083882 101183  AGR10 Open DUR IN COPY 1040142018 115 {
4 I, | 3
Search Result Totals
Debits 1 Debit Amount 95.03 uso
Credits 1 Credit Amount -695.56 uso
Total 2 Total Amount -800.53 uso
Selected
The Item List displays a total balance due based on each open item.
To view items:
Items Aging Payments Statements Conversations
Status Open - GO Fitter tems. Account Overview
Row Selection Item Action
Range e 1-9 G0 Select All Deselect All Choice! .. Select Action - I [elo]

i '—I
ltem List (7 Personalize | Find || create 3 Maintenance Worksheet 2 ‘b Last
Detail 1 || Detail2 || Detai3 | Detail4 || Detais || Detais || Detail7 || Details Generate A Dunning Letter

Seq i i g E Generate An Open Item Report ays |
Nbr Select Item Line Activities  Unit Customer ID  Status Terms 1 P 2, i Bala
Multi-item Update
1 63080229 3 01183 AGR10 Open DUR I 937 -6t
Fay by Credit Card
c
2| 63065682 1 01183  AGR10 Open DUR I Reprint Invoices 15
d il Select for Direct Debit L
search Result Totals Tie to a New Conversation
Debits 1 Debit Amount iy e Wilned act Couessahon
Credits 1 Credit Amount sen5sfAEWTiEms and it Acinty
Total 2 Total Amount -600.53 usp
Selected 2 Selected Amount -500.53 usD

5. Select the item or items you want to view
6. Select View Items and Item Activity from the Item Action drop-down menu
7. Click GO
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The Selected Items window opens:

Selected ltems
ltem
Unit 01183
Days Late 837 Due Date 07/01/2018
ltem Balance -695.56 USD
Purchase Order
Bill of Lading
Letter of Credit ID
Item Activity
Sequence 1 Posted Date 07/20/2016
Amount 198.00 USD
Group Unit 01163 Group ID 85324
Unit 01163
Days Late 15 Due Date 10/01/2018
ltem Balance 95.03 USD
Purchase Order
Bill of Lading
Letter of Credit ID
Item Activity
Sequence 1 Posted Date 10/15/2013
Amount 95.03 USD
Group Unit 01163 Group 1D 95181
I 0K I Cancel

Customer

Item ID

Terms

As Of Date
SubCustomer 1
SubCustomer 2

Order Ho

Accounting Date
Entry Type
Document

Origin 1D

Customer

Item ID

Terms

As Of Date
SubCustomer 1

SubCustomer 2

Order Ho

Accounting Date
Entry Type
Document

Origin 1D

AGR1D
63080225
DUR
07/01/2018

07/01/2016
IN

PS_BI

AGR1D
63089832
DUR
10i012018

1000172018
IN

PS_BI

Help

Find | Wiew 1 First ‘4 1-20f2 & Last

AGR ARMS

Find | WView Al First ‘&' 10f3 '} Last

Entry Reason COPY

AGR ARMS

Find | View Al First ‘& 10f1 ‘&' Last

Entry Reason COPY

8. Click OK
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You are returned to the Collections Workbench page:

Collections Workbench
C3 SetlD|BGS Q Unit|01183

Search
Customer Details

Bill To Address 1 116 STATE
STREET FIRST
FLOOR
Bill To City MONTPELIER

Bill To State VT
Last Payment ID 02200/00059683
Last Payment Date 10/03/2018
Last Payment Amount 130.00
Last ltem ID S30E9548AD)
Last ltem Date 11/18/2018
Last ltem Amount -190.00

Payments Statements
Customer Balances (7
Balance -600.53
Past Due 500.53

Aged Date 05152002 Aging ID

Customer Aging 2

Aging Category

aQ

Display Currency

Customer AGR10

uso

Open Promises 0

Broken Promises 0

Q. AGR ARMS *Level No Relationship

Last Follow Up Letter Date

Last Statement Date 11/16/2018

Conversations.

High Balance

High Past Due

New Balance

-
Add Conversation Personalize Content
Balance -500.53 Primary Contact i)
Past Due -600.53 Contact Title
Contact Phone
Contact EMail
-500.53 Balance Date 04/17/2007
0.00 Past Due Date
]
Personalize | Find | View All | E‘l Q First ‘4 10f1 ‘& Last
Aging Amount Currency Aging Count

0.000

9. Click the Aging tab to view aging information for the outstanding balance

ltems || Aging IF'aymenls ISlalen:erE Conversations

On Account 0.00

Filter Fayment

Outstanding Payments

Payment Performance

2 [lpayments in Process

Prepayments 0.00

Deposit Deposit  Payment Accounting  Entered
Unit B 1D Method St Date Date
Totals
Total Payments o Amount
From Date 01/24/2019 |3 To Date |01/24/2019 |3 Search
Complete Payments 7
More Deposit  Deposit : Payment Payment
| Unit I} Cusnay Sequence  Fayment D Method
01183 000465 AGR10 3 WIRE-881 Ched:
01183 000485 AGR10 5 WIRE-882 Chedk
@ onss 916 AGR10 10 WIRE-1523 Check
B ones 968 AGR10 4 WIRE-1609 Ched:
@ onss 001142 AGR1D 43 WIRE-1801 Check
B otes 3 AGR10 2 00002259 Ched:
R ones 001807 AGR10 8 2541 Chedk
Totals
Payment Count 228 Total 14194548 USD

Personalize | Find | View All

Fiscal Year Accounting Period Weighted Average Days
0.000
Totals
Overall Weighted Average Days 0.00 Basis

[Dunapplied Payments

Credit Memos 0.0
Corars [ oirect Desits )
Fersonslize | Find | View all | 2]

Payment . Base Bank External
Amount -UTTENSY zse hmounl 0yrency  Account # Bank ID

0.000

Personalize | Find | View 100 || B Fist (& 17 9 * Last
Accounting Fayment Fayment Base

Amount  Currency Amount  Currency Code

11/01/2001 759.21 USD 759.31 USD
1110112001 580.00 USD 580.00 USD
01/14/2002 968.00 USD 98.00 UsSD
04/10/2002 252.80 USD 252.80 USD
05/08/2002 2402 USD 2402 USD
08/04/2002 117.08 USD 117.08 USD
08/17/2002 1.207.48 USD 1.207.46 USD
O E Fist @ 10f1 @ Last
Amount  Currency

0.000

0.000

First 4

Assigned

1eof1

b Last

10. Click the Payments tab to view payment history

11. Click the More Info icon next to a payment to view payment details
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The Item Activity from a Payment window opens:

Item Activity from a Payment
Help
ltem Activity From a Payment
Deposit Unit: D1183 Deposit I 000485
Acctg Date: 11/01/2001 Posted Date: 04/24/2002
Payment |D: WIRE-881 Payment Amount: -752.31 Currency: uso
*Display Amount Switch: Payment Amount -
ltem Activity Personalize | Find | view all| 2| B First ‘4 10of1 ‘% Last
Activity 1 || Activity 2 | [0
Unit Customer Name Group ID lemID Line  Type Reason Payment ID Payment o -oncy
Amount
01183 AGRID AGR ARMS 1341 £3000110 FY WIRE-881 -755.31 USD
Totals
Total 1 Total Amount 752.31  Currency: UsD
1
Cancel I
. .
12. Click Cancel to return to the Collections Workbench
ltems || Aging | Payments I Statements IC:-mer,su:-rs
On Account 0.00 Prepayments 0.00 Credit Memos  0.00
Filter Payment Q@ [ payments in Process [Elunapplied Payments [Floeats [T pirect Debits Search
Outstanding Payments Personalize | Find | View Al @] B} Fist @ 10f1 ® Last
Deposit Deposit  Payment Accounting  Entered Payment Hase Bank External )
Unit BTN D Method ~ St=tus . ate Amount  Currency Basehmount o oney  Accountd Bankip  Assigned
Totals
Total Payments 0 Amount 0.000
IFranatenTmzms W To Date |01/24/2019 |[ij) Search I
Complete Payments ' ? Personalize | Find | View all | 2] [& First ‘A 150f5 ‘& Last
More Deposit  Deposit . Payment Accounting Payment Payment Base
Info Unit D Customer Sequence  Fayment 1D Payment Method 5, Amount  Currency Amount Currency Code
R ome3 029201  AGRID 24 nzzna;'aaassss?%‘r:n“s’fg‘“F“"d 07/31/2018 190.00 USD 190.00 USD
R owes 028234  AGRID 1 nzzna.‘aaafm195‘:”"5":::‘“:“"’ 08/08/2018 1,388.93 USD 1,368.93 USD
[ o1sa 029314  AGR10 7 02200 uuuf-saas?r:z":‘ﬂ”"d 08/28/2018 120,00 USD 190,00 USD
2 oties 029314  AGRID 14 nzna.‘aaas-934s$‘r:nas"2’:‘°F“"d 08/28/2018 98.70 USD 9870 USD
R ones 029458 AGRID s nzzna.‘aaafsesaﬁ:n“;::‘°'=“"d 10/02/2018 180.00 USD 120,00 USD
Totals
Payment Count & Total 2037.83 USD
Payment Performance Personalize | Find | view Al | 2] & First ‘4 1of1 ‘% Last
Fiscal Year Accounting Period Weighted Average Days Amount Currency
0.000 0.000
Totals
Overall Weighted Average Days 0.00 Basis 0.000

13. Use the Date Range to narrow the results

14. Click on the Statements tab to view past statements
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The Statements page displays:

liems g | Payments || Statements

Statement History Dinnma Wetory G

Statement Number, a [ search Dunning Humber’ @ [ search
Statement Date W Dunning Date 5
Statements (2 Personalize | Find | View 1001 & Fist 4 180f201 + Last | || Letters # Perscnalize | Find | View AIIDD  First & 1of1 @ Last
Statement Statement Statement i ’
More Info | |t =me Eges Amount  Currency sty Email More Info funning DuAmng  rinted Business Unit Amount  Gurrency
6715 11/16/2018 ~410.53 USD B & B 0.000

6700 11/15(2018 -410.53 USD
8671 DSV1B/2018

6544 08/068/2018

8645 08/02/2018

B 8551 05/10/2018
B 8521 041212018 1.674.68 USD
B 6490 03(16/2018 3.520.67 USD

15. Click on the More Info icon to review statements
The Customer All Statements page displays:

Customer All Statements
Help
Review Statements
SetiD BGS Correspondence Customer AGR10 AGR ARMS
Statement Number 8715 Statement Date 11/18/2018
Subtotals by Currency and Locations Find | View All First ‘& 10of1 ‘& Last
Subtotal -410.53 USD Current Balance -800.53 USD
Converted Subtotal 0.000 Converted Current Balance 0.000
Location 1 Balance Forward 0.000
Type Open ltem
Details Personalize | Find | View Al | £ ] E& Fist ‘& 120f3 ' Last
Jtem ID P Item Statement Item E_!urrent Entry Unit Customer Short DR
Amount Amount Type 1D Name
1 ey ) i AGR1 AG
i — 25 -895.56 UsD -695.56 USD I 011632 AGR10 ARMS N
[p=zeere e ey vy [epre e ey wy T oy p ey Ea=lagees ﬂ K
o=t
items || Aging | Psyments || Statements
Statement History 2 T
Statement Humber o [ Search Dunning Number, [ Search
Statement Date W) Dunning Date )
Statements (2 Personalize | Find | View 100 | 0  First ‘4 180f201 * Last Letters Personaliza | Find [View ALIEY  First @ 10f1 & Last
Stal 5 E 2 =
More Info tatement o ment Amount Currency ~isab Email More Info ﬁjal':f B:&"‘"g Frinted Business Unit Amount  Currency
B 8715 11/18/2018 -410.52 USD o B 0.000
B 6700 11/15/2018 -410.53 USD
B 6671 09/18/2018 -695.56 USD
B 8844 D5/08/2018
B £845 D8/02/2018
B 8551 05/1
B 8521 04/1
B 5450 02/18/2018

16. Click Cancel to return to the Collections Workbench
17. Click the Statement Image icon to open a pdf image of the statement

NOTE: Only statements generated in VISION 9.2 will have the Statement Image icon, you will
not be able to view or print statements generated in VISION 8.8 in the Collections Workbench.
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The Statement opens in a new browser window:

=  + AuomaticZoom ¢

Statement Number: 6715
ORACLE STATEMENT Statement Date: 11182018
Account Number:
Send payment to:
AGR ARMS Middlesex,
116 STATE STREET FIRST FLOOR T,
MONTPELIER, United States

VT,
05620-2901,
United States

Due date Item IDandline | Ei T Amount Due Item Activif P Document Discount

Account: AGR10 AGR10 01163

07/01/2016 63080229 /0 Invoice
07/01/2016 63080229/ 0 Payment 02200/000547
07/01/2016 63080229/ 0 Payment 02200/000619
10i/01/2018 63089646 /0 Invoice
10/01/2018 63089882 / 0 Invoice

Total for AGR ARMS

Total for 01163

Statement Total USD -410.53

Future || 31-60 Total
0 2 3 5

0.00 | 285.03 2410530SD |

We appreciate your business. If you have questions about your account, please call Us THE # ON YOUR INVOICE.

items || Aging | Payments || Statements || Conversations
Statement History (2 Dunning History 7
Statement Number a, Search Dunning Number a Search
Statement Date' i Dunning Date’ H
Statements 2 Personalize | Find | View 100 | & First ‘&' 1-80f201 '+ Last Letters Personalize | Find | View All | £ First ‘& 10f1 & Last
Statement Statement Statement
More Info | Mtatemer Dok Amount  Currency iy Email Morelnfo pamnd  DUAMDS  printeg Business Unit Amount  Currency
B 6715 -410.53 USD B B 0.000
B 6700 11/15/2018 -410.53 USD
B 6671 09/18/2018 -695.56 USD
] 6644 08/06/2018 673.37 USD
B 6645 08/03/2018 673.37,USD
B 8551 05/10/2018 -307.24 USD
B 6521 04/12/2018 1,674.59 USD
B 6490 031161 3,520.67 USD

18. Print the statement by clicking on the Printer icon
19. Click on the Email icon to email a copy of the statement
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The Send Statement window opens:

Help
Collections Workbench
Send Statement
Email
Type email addresses in the To, CC, or BCC fields, using 3 semicolon as 8 separator
To eric.hoefel@vermont. gov 2
cc [
BCC vision.exptestw f@vermont.gov iA
Subject Copy of statement 6715 iA
Message Attached please find a copy of the statement. i
Send Email Cancel
Attach Statement
Statement Statement .
Attach Humber Date Filename
6715 1118/2018  BGSAGR10.pdf
20. Enter a valid email address
21. Click Send Email
The following Message displays:
Message
Email has been sent successfully (6150, 147)
Ok
ltems || Aging | Payments
Filter Conversaticns Add Conversation Update Contacts Promises Inquiry Conversations Repart
Conversations 7 Personalize | Find [iew All |2 | Bl Fist ¢ 1071 ' Last
Detail 1 | Detsil2 | [F=H
More Info Unit Cust 1D Created By  Desoription E""V“’S:"; Status :'“g'nb‘:I’EE Attachments Subject Ts::f“ RH;’"‘:::; E’:""“ Promise Promise Amount
01163 AGR10 SFULLER AR-72 adding conversation  11/18/2018 Cpen 1 N None

22. Click OK to return to the Collections Workbench
23. Click on the Conversations tab to view/add conversations
24. Click on the More Info link
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The Conversations window opens:

Conversations

Comments AR-72 adding conversation

Created On 111818 8:.07TAM

Cancel

Apply

Conversations | References | Attachments

Created By SFULLER

Last Modified On 11/18/18 8:08AM

Help
Conversations References Attachments
SetlD BGS Business Unit 01182 Customer AGR10 AGR ARMS
*Status Open - Description AR-72 adding conversaticn
Subject Sub-Topic
I:‘F'rumise of Payment
Review Follow Up Reference Totals
Date {1 Review Days Action Q Amount 0.00
User ID Done User 1D - [Cpone Currency|USD |
D Supervisor Review Letter Q Date Fromise Date
Created On 11/18/18 8:07:59AM Created By SFULLER Last Modified On 11/28/18 5:02PM Modified By SFULLER
Keywords
Keyword1 Q Keyword2 Q Keyword3 Q
I Add Conversation Entry I
Conversation Entries Find | View All Fist ‘4 1of1 ‘% Last
Contact ID
Email 1D Telephone Extension

Modified By SFULLER

25. Click Edit Entry to edit a Conversation Entry
26. Click Add Conversation Entry to add a new entry
27. Click OK to return to the Collections Workbench

items || Aging | Payments || Ststements || Conversations
Filter C Add C Update Contads
Conversations (7
Detail 1 | Detsil 2 | [T
Wore Info. Unit CustID Crested By  Description
M 01163 |AGR10 SFULLER AR-72 adding conversstion

Promises Inquiry

Conversation .
Date Statu

11/18/2018 Cpen

Conversalions Report

Personalize | Find | View all| 2] B

Number 5 Subject Amount Promise  Promise
of Entries  Atachments oleck Topic Referenced Date Status
1 N Nens

First 4

1of1 & Last

Promise Amount

28. Click on the Add Conversation link to start a new conversation
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Conversations

Conversations

SetlD BGS
*Status MNew

Subject|INQUIRIES

D Promise of Payment
Review

Date

User ID

Keywords

Keyword1

Conversation Entries

Contact In | 11988
Email 1D

Cancel

Beferences

Created On 01/24/19 12:40:36FM

Created On 01/24/19 12:40FM

D Supervisor Review

Comments Begjn a new conversation

Help
Attachments
Business Unit 01162 Customer AGR10 AGR ARMS
*Description | Training Test
@ AR CHANGES Sub-Topic Q
Follow Up Reference Totals
Rewview Days Action Q Amount 0.00
Done User ID a [ bone Currency |USD |
Letter Q Date Promise Date W
Created By EHOEFEL Last Modified On 01/24/19 12:40PM Modified By EHOEFEL
Q Keyword2 Q Keyword3 Q
Add Conversation Entry
Find | View All First ‘4 1of1 ‘& Last
Delete Entry Edit Entry
L DEMNIS FARKER
Telephone 802/828-0038 Extension
Created By EHOEFEL Last Modified On 01/24/19 12:40PM Modified By EHOEFEL

Apply

| References | Attachments

29. Click OK when done

A new conversation has been added:

Fayments

Filier Conversations

Conversations 7

Statements

Add Conversstion

Conversations

Update Contedts Promises Inquiry

Conversations Report

Personalize | Find |View All 0] B First

Detail 1 || Detail 2 | B
. . Conversation . Humber . Subject Amount Promise  Promise .
More Info Unit CustID Created By  Description Date Status of Entries  Atichments Subject Topic o B = Promise Amount
I M onex  acri EHOEFEL  Training Test 01/24/2019  New 1 N INQUIRIES Nene I
[ 01162 AGR10 SFULLER  AR-72 adding conversation  11/18/2018 Open 1 N None
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Creating a Maintenance Worksheet
Note: Run the VT_AR_OPEN_ITEMS_BU_AND_

CUST query to ensure items being matched in a

Maintenance Worksheet contain the same fund. If items with different funds are matched it causes
reconciliation issues at month end and could result in your Maintenance Worksheet being unposted

by Finance.

Items Aging Payments Statements Conversations
Status Open - GO Filter Items Account Overview
Row Selection ltem Action
Range R GO Select All Deselect All Choice: ...Select Action ~1 oo
ltem List % Personalize | Find | Vi b Last
Detail 1 || Detsil 2 | Detail 3 || Detsil 4 || Detsil 5 || Detsil & || Detsil 7 | Details | =0
rsji?_ Select Item Line Activities  Unit %’IHG”H Status Terms Bal
1 63080225 3201183 AGR10 Open DUR 8%
2 ga0e9ss2 101183 AGR10 Open CUR £
4| 1 3

Search Result Totals

Debits 1 Debit Amount
Credits 1 Credit Amount
Total 2 Total Amount
Selected 2 Selected Amount

Click on the Items tab

Select Create a Maintenance Workshee
Click GO

A W IN =

The Maintenance Worksheet window opens:

Select the items(s) to add to the worksheet

t from the drop-down menu in the Item Actions section

Maintenance Worksheet
Help
Worksheet Application Anchor Information
Unit 01182 Worksheet 1D 85208 Currency USD  Accounting Date 01/24/2019 RESNCoe Q
Item Action Row Selection Display Control
Entry Type Offset an ltem - Choice Select Range - Display All ltems = Go | B
Reason Range Go
Absalute Value Sof
Item List Personalize | Find | View All | £ ;i First 1-2of2 ‘b Last
Detail 1 || Detsil 2 || Detail 3 || Detail 2 | Detsil 5 || Detailg
bl S c Htem 1D L T Reas Unit Cust Service Purchase ID  Installment Number  Tax Status Amount selected
s | et e urrency em ine  Type eason i ustomer  Service Purchase nstallment Number  Tax Status Amount selecte
L5} = -695.58 UsD 63080229 MT & @ 01163 AGRID Mot Applicable + [=
M 2 & usD 83089882 MT a Q 01183 AGRID Not Applicable 4 =
e Group View Write-Cff Remaining Amaunt Revenue Distribution
Balance
Or cr Adj Net wo Ref
9503 -695. 000 -800.53 0.00 000
Wiorsheet Selection Worksheet Applicstion Worksheet Action Attachments [0} View Audit Logs
oK Cancel Apply £ Refresh

Collections Workbench 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
pending 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 ways to check for errors, Inquire on Groups
Not Set to Post or you could run a query VT_MER_GROUPS_NOT_POSTED.)

Online Pending Items with Duplicate Item Error

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Receivables Update >
Correct Online Item Error

Navigator Menu navigation: Accounts Receivable > Receivables Update > Correct Posting Errors >
Online Items

The Online Error Correction page displays:

Online ltems

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

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

*Group Unit 01110 Q,
Group 1D | begins with | | 4118
*Business Unit 01110
ustomer IU| begins with ~
Item 1D
tem Line
Sequence
Assigned Operator ID Q,
AR Update Error Code

~ Show fewer options

e ye

[CJCase Sensitive

Search Clear

1. Group Unit - Leave as default or enter the appropriate group unit

2. Group ID - Leave blank to search for all groups in error or enter appropriate Group ID
3. Business Unit - Enter Business Unit

4. Click Search

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.
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The Group Control page displays:

Group Contro- Pending ltem 2 Pending ltem 3 | Accounting Entries Group Action

Group Unit 01110 Group ID 4118 View Audit Logs

*Accounting Date 07/26/2018 |5

*Group Type B A Biling Currency
*Origin ID|[ON_AR [ Control USD Q, *Format|USD Q,
Control Totals Control Data
Control 100.00 *Count 1 *Received |07/26/2018 |5 *Entered |07/26/2018 |[5]
Entered 100.00 Count 1 Posted
Difference 0.00 Count 0 Assign TIARMIS |G User TJARVIS
Posted 0.00 Count 0

Group Status

Edit Status Edited Accounting Entries Balanced
Balanced Yes Posting Action Do Not Post
I Posting Status Errors I

[Flsave |[[Z° Retumto Search | |[&] Notify

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

The Group Control page displays, Posting Status = Errors.

5. Click on the Pending Item 1 tab
The Pending Item 1 page displays

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

Group Unit 01110 Group ID 4113
Pending Item Entry Find | View All First ‘&' 1of1 ‘&' Last
*Acctg Date |07/26/2018 Eﬂ *As Of Date |07/26/2018 E?J Sequence 1 *[=
*Item ID [FEES072618 Line 1 Copy Line
*Business Unit 01110 aQ *Customer [STO15 QLT Govemo
SubCust1 SubCust2
Amount 100.00 *Currency USD
*Entry Type Reason |WIRE Q “AR Dist\WR-AR Q
Rate Type Revalue Fig

Exchange Rate 1.00000000] lw_lv : e
Error Info Error Code [TDUP

Payment Terms

Terms DUR a, Due Date Due Days
Disc Amt Disc Date Disc Days
Disc Amt 1 Disc Date 1 [ Atways Allow Discount

Reference Information

PO Ref PO Line BOL

Order No Document Line Item

Contract Lcio Case No
SPID

Item Creation/Update Details

Created On 07/26/2018 8:51AM Last Modified On 07/26/2018 8:59AM

Created By TJARVIS Modified By TJARVIS

|i|save ||[ah Return to Search [=] Notify

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

6. Click Error Info
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The following message opens with a description of the error:

Message

Duplicate [tem. (6035,5)

Action: This pending item 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, or delete the duplicate entry on the Pending ltem 1 page

You are returned to the Pending Item 1 page:

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

Group Unit 01110 Group ID 4118

Pending Item Entry Find | View Al First ‘&' 10f1 ‘& Last

*Acctg Date 07/26/2018 B *As Of Date D7/26/2018 el Sequence 1 ﬂ j
*Item ID [FEES101614 x I Line 1 Copy Line
*Busi!m UERELY oy Tustomer |STO15 QLT Govemo
SubCust1 SubCust2
Amount 100.00 *Currency UsD
*Entry Type Reason [WIRE Q, *AR DistWR-AR a
Rate Type RevalueFIg
Exchange Rate 1.00000000, View Audit Logs Posted
Payment Terms
Terms DUR &} 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 LiCID Case No

SPID

Item Creation/Update Details

Created On 07/26/2018 8:51AM Last Modified On 10/16/2018 2:02PM

Created By TJARVIS Modified By ETEST

|E| Save I [G Return to Search | |[=] Notify

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

8. Change the Item ID to be unique and tab out of field
9. Click Save
10. Click on the Group Action tab

Accounts Receivable Manual - February 2024 Page 147 of 218



The Group Action page displays:

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

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

Group Unit 01110 Group ID 4118
Posting Status Do Mot Post
Group Actions Posting Action Accounting Entry Actions
Balance
Delete Group Batch Priority Delete Entries
Batch Standard
1l Save i Return to Search =] Notify

11. Click Batch Standard

Group Contral | Pending Item 1 | Pending Item 2 | Pending Item 3 | Accounting Entries | Group Action

Group Control Pending Item 1 Pending Item 2 Pending ltem 3 Accounting Entries Group Action
Group Unit 01110 Group ID 4118
IPosting Status Batch Standard I
Group Actions Posting Action Accounting Entry Actions
Balance Do Not Post
Delete Group Batch Priority Delete Entries
| Save i Return to Search =] Notify

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.

Inquire and Fix Unposted Online Pending Item with Duplicate item Error is Complete
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Create a Maintenance Worksheet

Possible situations when this function is used: When there are open debit and credit items on a
customer’s account that offset. In order to close these open items a maintenance worksheet is created
to match and close. If you have an open item created in error that has posted on the customer’s
account, an offsetting pending group is entered to correct the original error and the resulting open
item is used to close the original open receivable. ARUPDATE will run overnight to post the offsetting
group. Then a maintenance worksheet is created to match up the debit and credit in order to close
customers account (invoice).

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Receivables Maintenance >
Create Maintenance Worksheet

Navigator Menu navigation: Accounts Receivable > Receivables Maintenance > Maintenance
Worksheet > Create Worksheet

The Create Worksheet page displays, click on the Add a New Value button:

Create Worksheet

Add a New Value Q, Find an Existing Value|

Worksheet Business Unit |03545 Q,
Worksheet ID | NEXT

Add

1. Worksheet Business Unit - Leave as default or enter the appropriate business unit
2. Worksheet ID - Leave as default, NEXT
3. Click Add
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The Worksheet Selection page displays:

Worksheet Selection ‘Worksheet Matches

Remit SetiD DOC
Corporate SetiD DOC
MICR ID
Rate Type CRRNT a,

Reference Criteria
*Reference Criteria

[None vl Item Reference
*Restrict to Qual Code —
All Customers [v]
*Match Rule [}
Exact Match [v]
Anchor BU
a

Item Inclusion Options

® All tems ) Deduction Items Only

[ Exclude Collection Items ] Exclude Deduction Items

Worksheet Action
Clear Created Date/Time

Worksheet Selection Worksheet Application

(G save | |[=] Notify I « % Refresh I
1

Unit 03545 Worksheet ID NEXT
Customer Criteria
*Customer Criteria Customer Reference Find | View All First ‘&' 10f1 ‘&) Last
Customer ltems ~ =
| | | CustID AGREN Q Business Unit (03545 a, I #HE
ame Jose C. Agrela

Remit From ID AGREJ1
Corporate ID AGREJ1

Link MICR

Acctg Date|11/13/2018

Personalize | Find | View All | = | E First A

To Reference

a

O items in Dispute Only Advanced Inclusion Options

] Exclude Dispute Items

Number of items in worksheet

‘Worksheet Action

L4 Add

1]

Gl

1of1 ‘b Last

=+ =]

2| Update/Display

Customer Reference section:
4. CustID - Enter the appropriate Customer ID
5. Business Unit - Enter appropriate Business Unit

6. Click Refresh - Customer Name, etc will default into the Customer Reference section of the

page.
7. Click Build
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The Worksheet Application page displays listing all open items for this customer in BU 03545:

Worksheet Application Anchor Information
Unit 03545 Worksheet D 15352 Currency USD  Accounfing Date 1111312015 Haazon Code. a
Row Selection Display Control
Choice[SelectRange ] Dispay[llems | [ G | &
Range Go
Absohute Valus Sort
Ham List Parsonalize | Find [View A 1 B At 0 17067 % Last
Detail 1 | DetailZ || Detsil3 || Detaid || Detmils || Detaild
p—
‘View Detall Nh? %ol | Hem Eatanca Currency Mem ID Ling @ Type Reason Unit Cugiomer Service Purchass ID Ingtaliment Number Tax Statug Amount sslected
|=_3_‘ 1 i) 15.00{ USD SUP025000 MT aj ), 03545 AGREJ1 Mot Appcable =
B = O 15.00] USD SUPD25312 ay @ 03545 AGREN HE
B 3 O 15.00] USD SUPD25513 a @ (3545 AGREN Not Appbcable # =
|=_j 4 [} 15.00{ USD SUP025T22 aj Q, 03545 AGREJ1 Mot Applicable + =
B s O 16.00] USD SUPD25014 a @ (3545 AGREN No ble + =
[ O 15.00] USD SUPD2E107 a @ (3545 AGREN Not Applicable =
=] 7] fi5.00] uso SUPPO250BECR T fel ¢ 03545 AGREN Mot Appcable =] [=
=
e Group View Revenue Distribution
Ealance
DOr Cr Adj Net wo Ref
15.00 -15.00 .00 000 000 000
Worksheet Selection Warksheet Application Workshest Action Attachments {0) Viewe Audit Logs
7l Save W[5h Return to Search | |[=] Motify || Refresh

The Entry Type of Offset an Item defaults in under the Item Action section.

8. Select the box(s) to the left of the items to select the debit and offsetting credit items. The Net
must equal $O. The Entry Type of Offset an Item (MT) is automatically populated based on the
Item Action Entry Type selection in the upper right on the Worksheet Application page

9. Click Save

10. Click on the Worksheet Action link
The Worksheet Action page displays:

Worksheet Action
Unit 03545 Worksheet ID 15352 Accounting Date 117132018
Status Batch Standsrd

Worksheet Action

Delete YWorkshest

Woarksheet Selection

Posting Action

Action:| Batch Standard w| |

Accounting Entry Action

Worksheet Application

Warkshaat Action

5 Save = Return to Search = Mofify

11. Select Batch Standard from the Posting Action drop-down menu
12. Click OK

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, which is a daily Batch process that runs overnight.
Once ARUPDATE has run and the group is posted the customer’s account (item) will be closed.

Create a Maintenance Worksheet is Complete
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Create a Maintenance Worksheet to Write-Off an Item

Possible situations when this function is used: When there is an open item posted to a customer’s
account in the Accounts Receivable module that needs to be closed. For example, a receivable item has
been on the books for a long period of time and you do not expect to collect the money.

WorkCenter navigation: Accounts receivable WorkCenter > Links pagelet > Receivables Maintenance >
Create Maintenance Worksheet

Navigator Menu navigation: Accounts Receivable > Receivables Maintenance > Maintenance
Worksheet > Create Worksheet

The Create Worksheet page displays, click on the Add a New Value button:
Create Worksheet

Find an Existing Value
Add a New Value Q, Find an g

Worksheet Business Unit |)3545 Q
Worksheet ID | NEXT
Add

1. Worksheet Business Unit - Leave as default or enter the appropriate business unit
2. Worksheet ID - Leave as default NEXT
3. Click Add
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The Worksheet Selection page displays:

Worksheet Selection Worksheet Matches

Unit 03545 Worksheet ID NEXT
Customer Criteria
*Customer Criteria Customer Reference Find | View All First ‘&' 10f1 ‘% Last
Customer ltems e =
| | I Cust 1D AGREJ1 Q Business Unit (03545 Q, I HE

Name Jose C. Agrela
Remit SetiD DOC
Corporate SetlD DOC

Worksheet Action

Clear Created Date/Time

Worksheet Selection Worksheet Application

|5l Save ||[=] Motify I +% Refresh I

Remit From ID AGREJ1
Corporate ID AGREJ1

MICR 1D Link MICR
Rate Type CRRNT @ Acctg Date 11/13/2018 [l
Reference Criteria
*Reference Criteria
[None > Item Reference Personalize | Find | View All | 7| [ First ‘4’ 1of1 ‘b Last
“Restrict to Qual Code Reference To Reference
All Customers [v] i
*Match Rule Q Q [#[=]
Exact Match [v]
Anchor BU
(&}
Item Inclusion Options
® All items C Deduction items Only O items in Dispute Only Advanced Inclusion Options
[ Exclude Collection Items [JExclude Deduction Items [ Exclude Dispute Items

Number of items in worksheet 1]

Worksheet Action

5% Add | 5| Update/Display

4.

5
6.
7

Customer Reference section:

Cust ID - Enter the appropriate Customer ID

Business Unit - Enter appropriate Business Unit or accept default value

Click Refresh - Customer Name, etc. will default into the Customer Reference section of the

page.
Click Build
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The Worksheet Application page displays:

Worksheet Application Ay e )
Unit 03545  WorksheetID 15353 Currency USD  Accounting Date 111472018 Reason Code. Q
item Action Row Selection Display Control
ity Type A Dbt ] N T — F I ——
Reason a Range Go
Absohte Value Sort

Item List
Detail 1 | Detail2 || Detil2 || Detail 4 || Detal5 | Details
‘Visw Detall ::3 Sal  Hem Balancs Currency Hem 1D Line Typs Rsason Unit Customer Ssrvics Purchass D Instalimaent Numbsr

B N (m] 15.00) USD SUPDZ500O Q o 03545 AGREJ1

B 2 ] 15.00] USD 5UP25312 q o 03545 AGREJI

B 3 I =] 15.00] USD SUP025512 Wo | [BUF o 03545 IAGF’EJ1

|.=_j 4 O 15.00] USD SUPQ25722 Q Q) 03545 AGREJT

B s ] 500 USD SUPD25814 q @ 03545  AGREJ

B e O 15.00] USD SUP028107 Q @ 03545 AGREJ

B o7 ] -15.00] USD SUPPOZS00ECA qQ 03845 AGREJI

AT | e Revenue Distribution
Balance
Dr cr Adj Net wo Ref
0.000 0.000 0.000 0.000 15.00 0.000
Worksheat Selection Warksheat Application Attachments (0} View Audit Logs
Retum o Seareh | [Nty | [ Rafresh |

Personalize | Find | Viewsn | | B

Tax Status

Not Appiicable
Not Appiicable
Not Applicable
Not Applicable
Not Appicable
Not Applicable

Mot Applicabla

Amount ssisctan

First ‘& 170f7 * Last

+ e
I

9. Entry Type - Select Write-Off a Debit or Write-Off a Credit. For this exercise we are choosing

Write-Off a Debit

10. Select the box to the left of the item you are writing off to close. Type field is populated with a
value of WO setting the Entry Type to Write-off a Debit from the Item Action default

11. Reason Code - Enter the appropriate reason for the transaction. A value can be selected using

the Magnifying Glass
12. Click Save
13. Click on the Worksheet Action link
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The Worksheet Action page displays with a status of Submit to Workflow:

Worksheet Action
Unit 03545 Worksheet ID 15353
Status Do Mot Post
Worksheet Action Posting Action
Delete Worksheet Action:| Submit to Workflow vll 0K I
Waorksheet Selection Worksheet Application
=15ave ||[3* Retun to Search 1= Previous in List | Motify

Accounting Date 117142018

Accounting Entry Action

Creste/Review Enfries

Worksheet Action

Note: Worksheets that are used to write-off debit items of $1.00 or more require approval.
Submitting the worksheet for approval routes it to appropriate users with the authority to approve

write-off transactions for your Business Unit.

Note: Worksheets that are used to write-off debit items of 50.99 or less do not require approval.
Submitting the worksheet for approval will put the worksheet in Approved status.

14. Click OK - Worksheet is saved and submitted for approval
The Status changes from Submit to Workflow to Pending Approval:

Worksheet Action
Unit 03545 Worksheet ID 15353
Status Do Not Post
Worksheet Action Paosting Action
Action: Pending Approval
Waorksheet Selection Worksheet Application
il Save 5" Retunn te Search 1= Prewious in List = Mofify

Accounting Date 111142018

Accounting Entry Action

Creste/Review Enfries

Worksheet Action

15. Click the Worksheet Application link
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The Worksheet Application page displays:

Example: Under $1.00 Write-Off — no approval required

Service Purchase 1D

Insta)

Worksheet Application Anchor Information
Unit 03410 Worksheet ID 10375 Currency USD  Accounting Date 07/17/2019 Reason Code Q
Item Action Row Selection Display Control
Entry Type| Cffset an lfem M| Choice | Select Range v Display | All ltems
Reason o} Range Go
Absolute Value Sort
Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 || Detail 6
View Detail I?I?)qr Sel Iltem Balance Cumency ltem 1D Line Type Reason Unit Customer
B 1 vl 0.13 (USD HOS00731 WO Q, AUTO @, 03410 0471306
B o2 0.13 USD bl Q @ 03410 0471308
% 3 0.13 'USD HOS00761 (8 @ 03410 0471306
% 4 D.13 USD HOS00776 a, G, 03410 0471306
% 5 0.13 'USD HOS00792 a, Q03410 0471306
% 6 0.13 USD HOS00807 Q. Q, 03410 0471306
% 7 0.13 'USD HCS00822 Q Q, 03410 0471306
% ] 28348000 USD HOS01257 a, @, 03410 0471306
Add 'iien‘l Group View Revenue Distribution Approved

Example: Over $1.00 Write-Off — approval required

Worksheet Application Anchor Information
Unit 03545 WorksheetiD 15353 Cumency USD  Accounting Date 11/14/2018 Reason Code | e
ltem Action Row Selection Display Control
Entry Type[Ofisstanflem ] Choice[SelectRangs v Display[Alens V| G0 | &
Reason| &, Range| G |
[ Absclute Value Sort |
Item List Personalize | Find | Viewal | 2] B} Fist ¢ 1707 F Last
| Betail1 || Detail2 |[ Detai3 [ Detmil || Dewmis || Dewmil
‘Viawe Detail m %ol Hem Balanca Cumency HemID Lime  Type Rsason unit Customer  Sarvice Purchass D Inctaliment Number  Tax Status Amount selacted
B 1 SUP025080 AGREN Not Apgiicable #] =
B2 SUPD25312 AGREN Not Apglicable +=
3 SUPD25513 AGREJT Mot Applicable + =
(- SUPO25722 AGREI Not Apglicable #=l
B s SUPO25014 AGREN Hot Applicable 2=
B 8 SUP028107 [ Ta [ |@, 03545 AGREJT Mot Applicable +| =
B 7 SUPPD2500BCR [ la [ @, 03545 AGREJ Hot Applicable + =
AT ] Group view Revenue Distribution Pending Wiite-Of Approval o
Balance o
Dr Cr Adj Net wo Ref AR Write-Off Stage
000 000 000 000 1500 000 WS_BU=03545, WS_ID=15353:Pending
AR Writs-ON Pin
Worksheet Selection Worksheet Application Worksheet Action Aftachments {0) View Audit Logs- =
[El5ave ||[E" Retumto Search | [1[] PreviousinList | || NadinList |[[=INoify | [ Refresh |

16. Click on the Pending Write-Off Approval link — AR Write-Off Stage page opens
17. Click on the Multiple Approvers link in the pending section
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A list of the eligible approvers is displayed This list will be notified to approve the write-off transaction:

2 https:/ffintraining.erpv.. — *

Approver #1

Mame: Micole 5 Belknap ™

Empil 1D: a2

Department: 348001 M0

Supervisor ID: 37238

Telephaone:

Reports To Position Mumber:

Email ID:: vision_explestwii@vermont. gov
Approver #2

Mame: Linda Ladd

Empl 1D:

Department:

Supervisor ID:

Telephaone:

Reports To Position Number:

Email ID: vision_explestwii@vermont. gov
Approver #3

Mame: Lawson, Kristin L

Empl 1D: 18744

Department: 3480010

Supervisor [D: 37233 W

Telephone:

One individual on this list will select the transaction from their worklist and will approve the transaction.
After approval is completed you will be able to open the worksheet and set the Posting Action status to
Batch Standard. See the section Approve Maintenance Worksheet to Write-off an Item.

Note: Worksheets that are denied may be resubmitted after corrective action or explanation has
been provided. Denied worksheets are set to a Posting Action status of Submit to Workflow. To

resubmit navigate to the Worksheet Action page and select the OK button. See the section Deny
Maintenance Worksheet to Write-Off an Item.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Receivables Maintenance >
Finalize Maintenance Worksheet

Navigator Menu navigation: Accounts Receivable > Receivables Maintenance > Maintenance
Worksheet > Finalize Worksheet

The Finalize Worksheet page displays:

Finalize Worksheet

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

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

—

*Worksheet Business Unit [= + | 03545 Q
Worksheet ID 15353

A I %

~ Show fewer options

[[]Case Sensitive

Clear m BT

18. Business Unit - Enter business unit
19. Click Search
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The Worksheet Action page displays:

Norksheet Action
Unit 03545 Worksheet ID 15353 Accounting Date 111142013
Status Do Mot Post
Worksheet Action Posting Action Accounting Entry Action
Di=dete Worksheet Action:| Batch Standard b QK CreateReview Entries
Workshest Selection Worksheet Application Workshest Acfion
|5l Save A Return to S=anch t_| Previous in List =] Motify

The Posting Action defaults as Do not Post after the approval process is complete.
20. Change the Status from Do Not Post to Batch Standard
21. Click OK

The Write-off Maintenance Worksheet group is saved and set to post the next time the ARUPDATE

process runs. This process runs in a nightly batch process.
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Note: When selecting Write-Off a Credit as the Item Action default Entry Type the selected worksheet
line will default to Write-Off a Credit (WOC). Accept the default and continue your worksheet by
selecting the Credits to write-off.

Create a Maintenance Worksheet to Write-off an Item is Complete
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Approve Maintenance Worksheet to Write-Off an Item

Possible situations when this function is used: When there is an open item for $1 or more posted to a
customer’s account in the Accounts Receivable module that needs to be closed. For example, a
receivable item has been on the books for a long period of time and you do not expect to collect the
money. A department must have permission from the Commissioner of Finance and Management prior
to writing off an item of $1 or more.

Write-off transactions that are in the amount of S1 or more must be approved by Approvers with the
appropriate authority. The Write-off transaction is submitted for approval according to the Create a
Maintenance Worksheet to Write-Off an Item procedure described in the preceding section of this
document.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Other Links > Worklist
Navigator Menu navigation: Worklist > Worklist

For each write-off transaction, an approval task is routed to the Work List of each person eligible to
approve the transactions for the submitting department.

NOTE: The Worklist includes all transactions available for an approver to work, not only AR
Maintenance Write Off’s.

The navigation above opens the list of items requiring approval by the individual authorized to approve
the submitted transactions:

Worklist

Worklist for RHALLENB: Richard M Hallenbeck

Detail View Worklist Filters ~ Feed

Worklist [tems Personalize | Find | View All | &= | Q
From {Date From: Work ltem fg\ﬁ: By Priority Link

SCI-Randy . Approval Approval : e ' % i
Smith 12/110/2018 Routing Workflow 2-Medium /] ARMainfWriteOff. 21, STATE. 1901-01-05. N. 0. WS BU:02140 WS 1D:20369
Rachel 1112802018 Approval Approval VoucherApproval, 257, Voucher rovalDefault, 1901-01-04 N. 0

Piper Routing Workfiow = BUSINESS UNIT.02140 VOUCHER 1D:00268927 RDC.RA 0.A,

Rachel 111282018 Approval Approval VoucherApproval, 256, VioucherApprovalDefault, 1901-01-04, N. 0

Piper # Routing Workfiow ¥ BUSINESS UNIT.02140 VOUCHER |D:00268938 RDC-RA0A,

Rachel 11282018 Approval Approval VoucherApproval, 255, VoucherApprovalDefault, 1901-01-04, N. 0

Piper % Routing Workflow - BUSINESS UNIT:02140 VOUCHER [D:00268931 RDC.RAOA

Rhonda 5 112172018 Approval Approval Credit Invoice. 128, VTCredit Invoice Approval, 2018-01-11. N, 0

Camley ’ Routing Workfiow = BUSINESS UMNIT:02140 INVOICE: 76900 RDC:RA.0.A,

Labio k1ot 2 L i L anr aros Meieew anns cang

Maintenance worksheet approval items are listed in the Worklist with an Approval Process Name of
ARMaintWriteOff. The specific worksheet is identified by the worksheet Business Unit and Worksheet
ID (Example: BU 02140 WS ID 20369).

Note: The Work List can be sorted by clicking on a column heading. For example, to locate an
approval request from a specific individual click on From in the heading for the first column then
scroll through the list to find the individual’s request.

1. Click the Link identified by the Approval Process Name = ARMaintWriteOff and the BU and
Worksheet ID
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The Maintenance Worksheet requiring approval is opened at the Worksheet Application page:

Worksheet Application
Unit 02140  WorksheetID 20369 Currency USD  Accounting Date 12/10/2018 Reason Code Q
Item Action Row Selection Display Control
Entry Type [ Offset an Item v Choice[Select Range ] Display [All ltems V][ G | &
Reason aQ, Range Go
Absolute Value Sort
Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6

View Detail m Sel tem Balance Currency Item ID Line JType Reason nit C Service F D Install

E% 313.42| UsSD COBEIJA HIDTA Q3 WO Q |GRANT |Q Pp2140 1026

=i FEDO0906 NE HIDTA 04/16

|;—||§| O 3,598.14| USD UPDATED 1 Q Q02140 1026

E% 3 O 1,780.10{ USD REIMBURSEMENT- HIDTA Q4 1 Q Q02140 1026

FAER Group View Revenue Distribution Pending Write-Off Approval
Balance
Dr Cr Adj Net WO Ref
0.00 0.00 0.00 0.00 313.42 0.00
Worksheet Selection ‘Worksheet Application ‘Worksheet Action Attachments (0) View Audit Logs
Approval Comments
e
Approve I Deny
) save ||[0" Retunto Search ||[=] Notify ||&* Refresh

The write-off transaction is indicated by a Check in the Selection (Sel) column and an Entry Type of
WO (Write-off a Debit) and the Entry Reason selected by the VISION user that initiated the worksheet.

Additional details on the item selected for write-off can be viewed by clicking the

Detail column.

2. Click Approve
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The Worksheet Application page is saved and refreshed:

Worksheet Application
Unit 02140  WorksheetID 20369 Currency USD  Accounting Date 12/10/2018 Reason Code Q
Item Action Row Selection Display Control
Entry Type | Offset an ltem b Choice | Select Range V| Display | All ltems o Go
Reason Q, Range Go
Absolute Value Sort
Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail rsﬁ;: Sel Item Balance Currency Item ID Line Type Reason Unit Customer Service Purchase |
E% 1 313.42) USD COBIJAHIDTA Q3 WO Q, |GRANT |Q, 02140 1026
=h FEDOS06 ME HIDTA 04/16
2 O 3,598 14| USD UEDiED 1 a, Q, 02140 1026
% 3 | 1,780.10] USD REIMBURSEMENT- HIDTA Q4 1 a Q02140 1026
g lien Group View Revenue Distribution Approved Write-Off
Balance
Dr Cr Adj Net wo Ref
0.00 0.00 0.00 0.00 313.42 0.00
Worksheet Selection Worksheet Application Worksheet Action Attachments (0} View Audit Logs
|F Save | |2 Retumn to Search +=] Previous in List [=] Motify || &% Refrash

The Worksheet is approved and the Write-off Approval link is now labeled Approved Write-Off

3. Click on the Worksheet Action link

Note: If there is an error or issue with the write off, the approver can enter Approval Comments and
click on the Deny button. The worksheet is then routed back to the submitter where it can be deleted

and/or changes made and resubmitted.
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The Worksheet Action page displays:

Worksheet Action

Unit 02140 Worksheet ID 20369

Status Do Mot Post

Worksheet Action

Posting Action

Action:|Do Not Post ]

OK

Worksheet Selection

i seve )| B el o Searct ) [ Brevions i fisl,

Worksheet Application

= Notify

Accounting Date 12M10/2018

Accounting Entry Action

Create/Review Entries

Waorksheet Action

The Posting Action is set to Do Not Post. The Worksheet posting action can be set to Batch Standard by
the approver or can be returned to the originator of the write-off to set the Posting Action to Batch
Standard. Once the worksheet is set to Batch Standard it will post when the next ARUPDATE process is

executed.

Approve Maintenance Worksheet to Write-off an Item is Complete
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Deny Maintenance Worksheet to Write-Off an Iltem

Possible situations when this function is used: An Approver will deny a write-off transaction when
there is an error in a Maintenance Worksheet that is writing-off an open item for $S1 or more. For
example, the wrong receivable item was chosen for write-off in the worksheet.

Write-off transactions that are incorrect are returned to the VISION User who initiated the transaction.
WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Other Links > Worklist
Navigator Menu navigation: Worklist > Worklist

A Write-off transaction is submitted for approval according to the Create a Maintenance Worksheet to
Write-Off an Item procedure described in the preceding section of this document. Once submitted for
approval the worksheet is routed to the Work List of each person eligible to approve the transactions
for the submitting department.

The navigation above opens the list of items requiring approval by the individual authorized to approve
the submitted transaction.

NOTE: If applicable, the Worklist includes all transactions available for an approver to work, not only
AR Maintenance Write Off’s.

Worklist
Worklist for RHALLENB: Richard M Hallenbeck
Detail View Worklist Filters w Feed
Worklist ltems Personalize
From Work Item :‘g\":ﬁg By Priority Link
SCI-Randy s Approval Approval [Zvedum ] g g 3 . )
Smith 1211172018 Routing Workdlow 2-Medium ~ [JARMaintWriteOff, 22, STATE, 1901-01-05 N, 0. WS BU:02140 WS 1D:20370
Rachel 112802018 Approval Approval VoucherApproval 257, VoucherApprovalDefault, 1901-01-04 M. 0
Piper Routing Workflow = BUSINESS UNIT 02140 VOUCHER ID:00268927 RDC.RA 0.A
Rachel 112802018 Approval Approval VoucherApproval, 256, VoucherApprovalDefault, 1901-01-04, M. O
Piper ' Routing Workflow - BUSINESS UNIT:02140 VOUCHER ID-:00268938 RDC-RA 0.A
Rachel 11282018 Approval Approval VoucherApproval, 255 VoucherApprovalDefault_1901-01-04 N 0
Piper u Routing Workiflow - BUSINESS UNIT:02140 VOUCHER ID:00268931 RDC:RA QA
Rhonda S 11212018 Approval Approval Credit Inveice, 128, VT Credit Invoice Approval, 2018-01-11. N, 0.
Camley % Routing Workflow = BUSINESS UNIT:.02140 INVOICE:76900 RDC.RA.0.A

Maintenance worksheet approval items are listed in the Worklist with an Approval Process Name of
ARMaintWriteOff. The specific worksheet is identified by the worksheet Business Unit and Worksheet
ID (Example: BU 02140 WS ID 20370).

Note: The Work List can be sorted by clicking on a column heading. For example, to locate an
approval request from a specific individual click on From in the heading for the first column then
scroll through the list to find the individual’s request.

1. Click the Link identified by the Approval Process Name = ARMaintWriteOff and the BU and
Worksheet ID
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The Maintenance Worksheet requiring approval is opened at the Worksheet Application page:

Worksheet Application
Unit 02140  WorksheetID 20370 Currency USD  Accounting Date 12/11/2018 Reason Code &
Item Action Row Selection Display Control
Entry Type | Offset an ltem R Choice|SeIec1 Range V| Display | All ltems o Go | ﬁ
Reason Q. Range " Go
Absolute Value Sort
Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail 'sﬁ:: Sel Item Balance Currency Item 1D Line | Type Reason Unit Customer Service Purchase ID
% 1 313.42| USD COBIJA HIDTA Q3 WO Q, |GRANT |C.f 02140 1026
=h FEDO90G NE HIDTA 04/16
L—|'§| 2 O 3,598.14) USD UPDATED 1 aQ, G, 02140 1026
% 3 O 1,780.10{ USD REIMBURSEMENT- HIDTA Q4 1 Q G, 02140 1026
it Group View Revenue Distribution Pending Write-Off Approval
Balance
Dr Cr Adj Net wo Ref
0.00 0.00 0.00 0.00 31342 0.00
Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs
Approval Comments
BN
Approve Deny
__..'i Save ||[ah Return to Search [¥] Notify ||+ Refresh

The write-off transaction is indicated by a Check in the Selection (Sel) column and an Entry Type of
WO (Write-off a Debit) and the Entry Reason selected by the VISION user that initiated the worksheet.

[Eh

Additional details on the item selected for write-off can be viewed by clicking the “= iconin the View
Detail column.

2. Enter a Comment in the Approval Comments box that includes information about why the
write off transaction is being denied. Approval Comments are required to deny a worksheet

3. Click Deny to return the write off transaction to the VISION User who submitted the write-off
request
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The Worksheet is saved with an approval status of Denied:

Worksheet Application B
Unit 02140  WorksheetID 20370 Currency USD  Accounting Date 12/11/2018 Reason Code Q
Item Action Row Selection Display Control
Entry Type Choice [Select Range V] Display k-
Reason aQ, Range o
Absolute Value Sort
Item List
Detail 1 || Detail2 | Detail3 | Detail4 || Detail5 | Detail
View Detail m Sel Item Balance Currency Item ID Line Type Reason Unit Customer Service Purchase 1D Ing
% 1 313.42| USD COBIJAHIDTA Q3 WO Q |GRANT |Q, 02140 1026
=i FEDO0906 NE HIDTA 04/16
|;—|'§| 2 O 3,598.14) USD UPDATED 1 Q QL 02140 1026
% 3 O 1,780.10) USD REIMBURSEMENT- HIDTA Q4 1 a, Q02140 1026
et Group View Revenue Distribution
Balance
Dr Cr Adj Net Wwo Ref
0.00 0.00 0.00 0.00 313.42 0.00
Worksheet Selection ‘Worksheet Application ‘Worksheet Action Attachments (0) View Audit Logs
|5l Save ||[2" Return to Search [=] Notify || &% Refresh )
The approval link is changed to Denied Write-Off
4. Click on the Denied Write-Off link
A pop-up window displays the write-off status:
Help
AR Write-Off Stage
WS_BU=02140, WS_ID=2037(*Denied (2 View/Hide Comments
AR Write-Off Path
Denied

Richard M Hallenbeck
VT AR Approval Userlist
1211118 - .22 AM

@
Comments

Close

5. Click on the View/Hide Comments link to see the comments
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The Comments box expands:

AR Write-Off Stage

AR Write-Off Path

Denied

Richard M Hallenbeck
@ VT AR Approval Userlist
121118 - 822 AM

WS_BU=02140, WS_ID=20370:Denied G View/Hide Commens

Help

Comments

Flease select item id

Richard M Hallenbeck at 12/11/18 - 8:22 AM

REIMBURSEMENT- HIDTA Q4 for

$1,780.10 for the write-off transaction.

Close

The instructions entered are available for review in the expanded comments section by the VISION

User who submitted the write-off request.

6. Click Close

You are returned to the Worksheet Application page:

Worksheet Application Anchor Information
Unit 02140  WorksheetID 20370 Currency USD  Accounting Date 12/11/2018 Reason Code Q
Item Action Row Selection Display Control
Entry Type | Ofiset an ltem ~ Chnice| Select Range v| Display | All ltems v Go | ﬁ
Reason Q Range Go
Absolute Value Sort
Item List
Detail 1 Detail 2 || Detail3 || Detail4 || Detail5 | Detail 6
View Detail 'sﬁ:: Sel Item Balance Currency Item ID Line Type Reazon Unit Customer Service Purchase ID
B 1 313.42 USD COBIJAHIDTA Q3 wo Q |GRANT |Q 02140 1026
= FEDO906 NE HIDTA 04/16
B 2 | 3,508.14) USD UPDATED 1 Q Q02140 1026
E% 3 | 1,780.10) USD REIMBURSEMENT- HIDTA Q4 1 Q Q. 02140 1026
Add ltem Group View Revenue Distribution
Balance
Dr Cr Adj Net Wo Ref
0.00 0.00 0.00 0.00 313.42 0.00
Worksheet Selection ‘Worksheet Application I ‘Worksheet Action I Attachments (0) View Audit Logs
|7l Save ||[&" Return to Search [=] Motify || 2% Refresh )

7. Click on the Worksheet Action link
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The Worksheet Action page displays:

orksheet Action
Unit 02140 Worksheet ID 20370

Status Do Not Post

Worksheet Action Posting Action

el Workshest Acton: Submitlo Workdow <

Worksheet Selection Worksheet Application

[l save ||[2" Return to Search =] Motify

Accounting Date 1211172018

Accounting Entry Action

Create/Review Entries

Worksheet Action

The worksheet Posting Action is set to Submit to Workflow and is now available to the originating
VISION User. Based on the approvers comments, the originating user will either correct the worksheet
and resubmit it or delete the worksheet if it is not valid (Delete Worksheet button).

Deny Maintenance Worksheet to Write-off an Item is Complete
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Delete a Maintenance Worksheet That Has Not Posted

Possible situations when this function is used: Maintenance worksheets are created whenever the
Build button is selected, even if the worksheet has not been saved or set to post. The maintenance
worksheet will need to be deleted if it is not used in the current month.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Receivables Maintenance >
Finalize Maintenance Worksheet

Navigator Menu navigation: Accounts Receivable > Receivables Maintenance > Maintenance
Worksheet > Finalize Worksheet

The Finalize Worksheet page displays:

Finalize Worksheet

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

‘T Recent Searches |Ch-:>cse from recent searches ~ | /’ [ Saved Searches

Choose from saved searches hl | Vd
*Worksheet Business Unit 03545 Q.
Worksheet ID 13525
User 1D beqins wih » Q

A Show fewer options

[CJCcase Sensitive

1. Worksheet Business Unit - Leave as default or enter the appropriate business unit
2. Worksheet ID - Enter the appropriate Worksheet ID
3. Click Search

The Worksheet Action page displays:

Worksheet Action
Unit 03545 Worksheet ID 15352 Accounting Date 111132013
Hatus Do Mot Post
==
Worksheet Action Posting Action Accounting Entry Action
I ........... Delete Worksheet I _q.:ﬁon;__]n Mot Post e oK Create/Review Entries
Workshest Selection Workshest Application Workshest Acfion
| Save | it Return to Search =] Motify

Posting Action is set to Do not Post, Batch Standard or Approved. If you need to review your
worksheet prior to deleting, click Worksheet Selection or Worksheet Application links.
4. Click Delete Worksheet
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You will receive the following Message:

5. Click Yes

Meszzage

Delete worksheet 03545, 15352 Are you swre? (B050,33)

Are you swre that you want the current workshest to be deleted?

M

You are returned to the Finalize Worksheet search page:

Finalize Worksheet

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

Find an Existing Value

Search Criteria

Yiorksheet Business Unit fz545 x [
Worksheet 1D 16352
User D Q

O case Sensitive
Limit the number of results to (up to 300): (300

Search Clear | Basic Search _J"J Sawe Search Criteria

Mo matching values were found.

To confirm that the Maintenance Worksheet has been deleted, do a search for the Worksheet ID that

was deleted.

6. Worksheet Business Unit - Enter the appropriate worksheet business unit

7. Worksheet ID - Enter appropriate Worksheet ID

8. Click Search

You will receive the message “No matching values were found.”

Delete a Maintenance Worksheet that has Not Posted is Complete
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Enter Customer Conversation

Possible situations when this function is used: Enter details for a conversation, including review
information, keywords. Any time a change is made to a Customer in the Accounts Receivable module a
Conversation can be entered for future reference. You can review a conversation with a customer
contact and define actions to be taken based on that conversation, or you can add additional
conversation information for an existing customer.

You can also review information for any conversation that has been entered or enter a conversation at
any time. You can enter up to three keywords for each conversation if you want to use the
Conversation by Keyword page to locate conversations with a certain keyword.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Customer Interactions >
View/Update Conversations

Navigator Menu navigation: Customers > Conversations > Update Conversations

The Update Conversations page displays, click on the Add a New Value button:

View/Update Conversations

Add a New Value C, Find an Existing Valuel

*SetlD [p1110  |Q

*Business Unit 01110 |q

*Customer ID [ST003 Q
Add

Set ID - Leave as default or enter the appropriate set ID
Business Unit - Enter the appropriate business unit
Customer ID - Enter appropriate Customer ID

Click Add

ol A -
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The Conversations page displays:

Conversations | References || Attachments
SUD Ol Business Unit 01110 Customer ST0OD3 Finance and Management

“Status I Description Bill discrepancy I

Subject Sub-Topic
[ Promise of Payment
Review Follow Up Reference Totals

Date [5] Review Days Action Q Amount 0.00/
User ID Done User 1D Q Cpone Currency |USD |Q
[] supervisor Review Letter Q Date Promise Date [
Created On 10/16/18 2:40:46PM Created By ETEST Last Modified On 10/16/18 2:54PM Modified By ETEST

Keywords

Keyword1 ADJUST a I Keyword2 a, Keyword3 a

Add Conversation Entry
Conversation Entries Find | View All First ‘&' 10of1 ‘& Last
Delete Entry Edit Entry
Contact ID
S Latertans —ansior
Comments |Customer sent an additional $50 payment which exceeded the balance amount due. HID
Created On 10/16/18 2:40PM Created By ETEST Last Modified On 10/16/18 2:54PM Modified By ETEST
Notify + Next tab |+ Add 2| Update/Display
Conversations | References | Attachments

5. Status - Defaults as NEW, accept default

6. Description - Enter a brief description

7. Keyword1 - Enter appropriate and valid keyword for conversation not a mandatory field.
the magnifying glass for keyword lookup

8. Comments - Enter detailed description for the conversation

9. Click Save

10. Status - Change from NEW to OPEN

Values are:

Use

Closed: Select when customer account is closed. This status is informational only. You

can change a closed conversation

New: The system automatically assigns this when you create a new conversation,

before anyone reviews or responds to it

Open: Select when you review or respond to a new conversation
11. Click Save

Entering a Customer Conversation 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 customers by business unit and are intended to be
sent to customers monthly as a collection tool.

Navigator Menu navigation: Accounts Receivable > Customer Interactions > Statements > Create
Customer Statements

The Create Customer Statements page displays, click on the Add a New Value button:
Create Customer Statements

Find an Existing Value
Add a New Value Q Z

*Run Control ID | STATEMENTS
Add

1. Run Control ID - Enter a unique Run Control ID

2. Click Add
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The Statements Parameters page displays:

Statements Parameters Curmrency to Convert

Run Control ID STATEMENTS Report Manager Process Monito

Language | English v

Report Request Parameters

¥ Open ltem
As of Date [12/07/2018 |[{
o Usewstom Date Open Item Include Drafts
Unit[01106 |Q  ADSTelecommunications/VOIP Balance Forward

Balance Forward Re-run
SetlDBGS  |Q  Building & General Services

Customer SA1 Q SA ADDISON COUNTY
Correspondence Customer % Q
Statement Group | All Statement Groups v

Balance Forward Due Date 12/07/2018

Gl save ||[&F Return to Search Previous in List | [4E] Nextin List | [ Notify b Add
3. As of Date - Enter appropriate As of Date
4. Unit - Enter appropriate Business Unit
5. SetID - Enter appropriate Set ID = Business Unit, with the exception of BGS and DOC
6. Customer - Leave blank for all % will default OR enter appropriate customer ID
7. Correspondence Customer - Leave blank for all % will default
8. Statement Group - Select All Statement Groups
9. Balance Forward Due Date - When deselect Balance Forward date is not available

10. Open Item - Select

11. Balance Forward - Deselect

12. Click Run

The Process Scheduler Request window opens:

Process Scheduler Request

Help
User ID EHOEFEL Run Control ID STATEMENTS
Server Name | v | Run Date | 01/24/2024 ]
Recurrence | v | Run Time | 9:35:434M Reset to Current Date/Time
Time Zone 2

Process List

Select Description Process Name Process Type *Type *Format Distribution
PS/AR Statements -Preprocessor ARSTMT PSJob [(Mone) s ][(Mone) s | Distribution
O PS/AR Statements STATEMNT PSJob [(Mone) s ][(Mone) | Distribution
O Statement Print with Bursfing VT_STPRT PSJob [(Mone) s ][iMone) s ] Distribution

13. Select the box next to ARSTMT application engine
14. Click OK
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You are returned to the Statement Parameters page:

Statements Parameters || Curmrency to Convert

Run Control ID STATEMENTS
Language Eﬂglish x

Report Request Parameters

As of Date [12/07/2018 |5

Use System Date

Report Manager | Process Monitar] £

Process Instance: 9472047

¥ Open ltem
Open Item Include Drafts

Unit 01106 |Q  ADSTelecommunications/VOIP Balance Forward
Balance Forward Re-run
SetlD BGS | Building & General Services
Customer SAT Q SA ADDISON COUNTY
Correspondence Customer % Q
Statement Group | All Statement Groups v
Balance Forward Due Date 12/07/2018
[F] Save ||[@h Return to Search Previous in List 4 | Mextin List [=] Notify Ek Add
15. Click on the Process Monitor link
. .
The Process List page displays:

Process List Server List
View Process Requests

UseriD [EHOEFEL Q] Type | v [ Lot “ 0] [nes v

Server | "‘ Name ‘ Q | Instance ‘ ‘ Range

Run Status ‘ "‘ Distribution Status ‘ "| Save On Refresh Report Manager

~ Process List
5 | Q | View Al
Select | Instance Seq. Run Control ID Process Type Process Name | User Run Date/Time Run Status Ig:::[li:ulion Details Actions
12437150 STATEMENTS PSJob ARSTMT EHOEFEL 01/18/2024 10:36:33AM EST Success Posted Details W Actions

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

 Process List
= | Q ‘ View All
Select  Instance Seq. Run Control ID Process Type Process Name User Run Date/Time Run Status Ig:::lrjils:ulion Details Actions
12437150 STATEMENTS PSJob ARSTMT EHOEFEL 01/18/2024 10:36:33AM EST Success Posted Details v Actions
Go back to Create Customer Statements
Notify

17. Click on the Go back to Create Customer Statements link (bottom left of page)

You are returned to the Statement Parameters page.
To Print Statement:

Navigator Menu navigation: Accounts Receivable > Customer Interactions > Statements > Print

Statements

18. Click on the Find an Existing Value tab use the same run control as used for running the

Statement Process
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By using the same run control as the Statement process the Statement Number will automatically
populate on the page:

Statement Print

Run Control ID STATEMENTS

Report Request Parameters
Statement Number 6733Q,

Customer ID SA1

Q

Delete After Print

=
|l Save

[&h Return to Search Previous in List || 45

Language | English T

Next in List [=] Notify

Report Manager Process Monitor i

19. Click Run

Message

I OK I Cancel

Warning — Please process this request immediately. Failure to do so may result in the loss of data. (§000,764)

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

You may receive the following Message:

20. Click OK
Process Scheduler Request
Help
UserID ETEST Run Control ID STATEMENTS
Server Name r Run Date [12/12/2015 [
Recurrence v Run Time [8:23:53AM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
PS/AR Statements Print ARSTPRT PSJob (None) ¥ |[{None) ¥ | Distribution
I L4 Customer Statement Print ARX32000 Bl Publisher Web v || PDF ¥ | Distribution I
XMLP BalanceForward Statement ARX32001 Bl Publisher Web v || PDF ¥ | Distribution
XMLP Draft Customer Statement ARX32002 Bl Publisher Web v || PDF ¥ | Distribution
Customer Stmt Print wiAgiro ARX32A00 Bl Publisher Web v || PDF ¥ | Distribution
Balance Forward Stmt P w/Agiro ARX32A01 Bl Publisher Web v || PDF v | Distribution
XMLP Statment Bursting Program AR_STMTS_XML  Application Engine | Web v |[TXT ¥ | Distribution
OK Cancel

The Process Scheduler Request page displays:
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21. Select the box for Customer Statement Print
22. Click OK
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You are returned to the Statement Print Parameters page:

Statement Print

Run Control ID STATEMENTS

Language | English v |

Report Request Parameters

Statement Number 6739Q
Customer ID |SA1

Q

Delete After Print

Report Manager] Process Monitor

Process Instance: 9472052

Run

[ Save | [2P Return to Search Previous in List 4] Mextin List =] Notify E} Add lay
23. Click on the Process Monitor link
The Process Monitor page displays:
Process List Server List
View Process Requests
User ID ‘EHOEFEL Q| Type ‘ V| | Last v‘ ‘ 1‘ | Days v‘
Server ‘ “‘ Name ‘ Q ‘ Instance ‘ ‘ Range
Run Status | “‘ Distribution Status ‘ “‘ Save On Refresh Report Manager
Vﬂccf List
| EIEY | | ViewAl
Select Instance  Seq. Run Control ID Process Type z’a‘:ﬁ:ss User Run Date/Time Run Status g{;:ﬂg““"“ Details | Actions
12437262 STATEMENTS 51 Publisher ARX32000  EHOEFEL  01/24/2024 9:42:02AM EST Success Posted Details v Actions
24. Click Refresh until Run Status = Success and Distribution Status = Posted
Go back to Print Statements
25. Click on the Go back to Print Statements link (bottom left of page)
You are returned to the Statement Print page:
Statement Print
Run Control ID STATEMENTS i

Language | English v

Report Request Parameters

Statement Number 6739Q)
Customer ID SA1 Q
Delete After Print
|5 Save | |[2P Return to Search Previous in List | |40 Nextin List =] Notify

Report Manager Process Monitor

Ch Add F Upd

26. Click on the Report Manager link
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The Report Monitor page displays, click on the Administration tab:

List Explorer | Administration I Archives

View Reports For

hd Last hd
Userip |EHOEFEL | | | |
v | v| instance | | to |
Status —  Folder
Report List
sl
Report Prcs o Request
Select ID Instance  Description Date/Time
- _ 0112412024
0 5514241 12437362 | ARX32000S - ARX32000S. pdf g1ia202s

Format Status

Acrobat

- pah) Posted

Refresh

Wiew All

Details

Details

27. Click on the link for the appropriate report.

The 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 is used to view groups that are in error or have
not yet been set to post.

Navigator Menu navigation: Accounts Receivable > Pending Items > Review Items > Groups Not Set To

Post

The Groups Not Set To Post page displays:

4.
5.

Groups Not Set To Post

Business Unit p1110 | Q *Posting Status [Never Posted And Error Groups v|

User [ETEST a *Balance Status [In And Out Of Balance Groups v I Search I

Business Unit - Leave as default or enter the appropriate business unit

User - Leave as default or erase name and leave blank (by leaving field blank you will get all
users who enter under the Business Unit.

Posting Status - Leave as default or select valid value from drop down
Balance Status - Leave as default or select valid values from drop down

Click Search

The Groups Not Set to Post page displays with a listing of groups

Groups Not Set To Post

Business Unit| 01110 | Q *Posting Status | Mever Posted And Emor Groups V|
User Q *Balance Status | In And Out Of Balance Groups v|
*Group Amount Switch |To Be Posted hd
Groups Not Set to Post Personalize | Find | View All | 1| E First ‘&' 1of1 &) Last
Item DH  Group 1D Type Origin ID .S:fecunting Pssigned To Be Posted Currency
B | 4110 B OMN_AR 07/30/2018 1 FJARVIS 1,000.00 USD
Totals
Total 1 Total Amount 1,000.00 Currency USD

Post Status Column shows the post status of the group, which will state “not posted” or “error”.

6.

Click on the Show Item Detail icon to access the group to complete and set to post
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The Group Control page displays:

Group Contml] Group Action I
Group Unit 01110 Group ID 4119 View Audit Logs
*Accounting Date 07/20/2018 |[3)
“Group Type B A giling Currency
*Origin ID|[ON_AR G oNL AR Control USD a, *Format USD 5§
Control Totals Control Data
Control 1,000.00 *Count 2 *Received 07/20/2018 |[H] *Entered 07/30/2018 |[5]
Entered 1.000.00 Count 2 Posted
Difference 0.00 Count 0 Assign TIARVIS  |Q User TJARVIS
Posted 0.00 Count 0
Group Status
Edit Status Edited Accounting Entries Balanced
Balanced Mo Posting Action Do Mot Post
Posting Status Not Posted
[F]save ||[Eh Returnto Search | |[=] Notify
7. Click on the Group Action tab
The Group Action page displays:
Group Control Group Action

Group Unit 01110

Group Actions

Group ID 4119

Posting Status Do Mot Post

Posting Action

Balance

Delete Group

ol Save ||[dh Return to Search

Batch Priority

Baich Standard

= Notify

8. Click Batch Standard

Group Control Group Action

Group Unit 01110

Group ID 4119

I Posting Status Batch Standard I

Group Actions
Balance

Delete Group

2" Return to Search

5l save

Posting Action
Do Mot Post

Batch Priority

=] Notify

Posting Status changes from Do not Post to 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

Accounts Receivable Manual - February 2024

Page 180 of 218



Review Pending Items Groups Set To Post

Possible situations when this function is used: Review Pending Items Group Set to Post allows you to

view groups that the post action is Batch Standard ready for posting. ARUPDATE will
post the groups to the customer’s account.

run overnight and

Navigator Menu navigation: Accounts Receivable > Pending Items > Review Items > Groups Set To Post

The Groups Set To Post page displays:

Groups Set To Post

Business Unit 01110 | User

Search

vl |

*Post Action | Batch Priority and Standard

1. Business Unit - Leave as default or enter the appropriate business unit

2. User - Leave as default or erase name and leave blank (by leaving field blank you will get all
users who enter under the Business Unit

3. Posting Action - Leave as default or select valid value from drop down

4. Click Search

The Groups Set To Post page displays all groups set to post:

Groups Set To Post
Business Unit 01110 | Q User
*Post Action | Baich Priority and Standard v| ]
*Group Amount Switch | To Be Posted V|

Group Set to Post Personalize | Find | View All | = | @ First '&' 1-30f3 '/ Last
Group 1D Action Assigned Type gg;:;:unling Origin 1D To Be Posted Currency
4118 Batch Standard TJARVIS B 07/26/2018 ON_AR 100.00 USD
4119 Batch Standard TJARVIS B 07/30/2018 ON_AR 1,000.000USD
4135 Batch Standard ETEST B 10/15/2018 ON_AR -35.00 USD

Totals

Total 3 Total Amount 1,065.00 Currency USD

| Notify

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 the post action is Batch Standard ready for posting. ARUPDATE will run overnight and post the
groups to the customer’s account.

WorkCenter navigation: Accounts Receivable WorkCenter > My Work pagelet > Payments > Payments
to Post

The Payments to Post page displays:

Payments to Post
“  Refine Filter Criteria

Payments to Post Personalize | Find | View All | L,;_B*.l First ‘4 1-100f19 '}/ Last
Detail 1 Detail 2 || Detail3 || Detail 4

Deposit Payment Posting

Unit Deposit 1D Payment ID Payment Amount Currency Status Action Assigned
[ 01108 004627 01260/00073006 17,849.04 USD Applied WV Batch Standard CNILES
[ o177 022719 08100/678395 54017 USD Applied W Batch Standard JBURNS

These payments will be picked up in the next ARUPDATE batch process which runs overnight and post
to the customer account.

Review Payments Set to Post is Complete
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Review Posting Results-Pending Items

Possible situations when this function is used: Review Posting Results-Pending Items is used to check

status of pending items once ARUPDATE runs overnight.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Receivables Update >

Posting Results-Pending Items

Navigator Menu navigation: Accounts Receivable > Receivables Update > Posting Results-Pending Item

> All Items w/Detail

The All Items w/ Detail page displays:

All Items w/ Detail

Find an Existing Value
Search Criteria

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

& Recent Searches | Choose from recent searches

v|# [ Saved Searches |Choose from saved searches v|

*Group Unit 01110
Group ID
User D
Assigned Operator ID | begins with v
Group Type
Origin 1D
Entered Date

pPPPS

=

Posting Status | = M

~ Show fewer options

(] Case Sensitive

1. Group Unit - Leave as default or enter the appropriate group unit

2. Group ID - Enter appropriate group id or leave blank and search on all groups

3. Click Search

Search Results will display:

Search Results

Assigned Operator Group
[u]

‘U3|r1?tup Group ID User 1D

01110 1014 VSTROERI VSTROERI
01110 1040 VSTROERI VSTROERI
01110 1078 VSTROERI VSTROERI

Only the first 100 results of a possible 1699 can be displayed. Group Unit "01110"

View All |

Posting
Status

Complete
Complete

Complete

First (4 1-100f 100 (» Last

Posted Date

02/2372007 ?
0611372007 2
08/30/2007 ?

4. Click on the Group ID link you want to view
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The Group Control page displays:

Group Control Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries
Group Unit 01110 Group ID 2260
Accounting Date 03/14/2011 Approved By
Group Type B Billing UL
Origin ID WIRE Wire Control USD Format USD
Totals Control Data
Control 11,662.00 *Count 1 Received 03/14/2011
Entered 11,662.00 Count 1 Entered 03/14/2011
Difference 0.00 Count 0 Posted 03/15/2011
Assign RMCCUEN2
Posted 11,662.00 Count 1 User RMCCUEN?
Group Status
Edit Status Edited Accounting Entries Balanced
Balanced Y&S Posting Action Do Nof Post
Posting Status Complete

(5" Returnto Search

U HEs L bt et

Bl S

Group Status section:
e Edit Status = Edited
e Balanced = Yes

e Posting Status =

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

e 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, navigate to Correct Posting Errors segment of

manual.)

e Accounting Entries = Balanced

e Posting Action = Do not Post (once a group posts to customer account the posting Action

changes from Batch Standard to Do not Post)
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Review Posting Results-Payments

Possible situations when this function is used: Review Posting Results-Payments can be used to check
the status of payments once ARUPDATE runs overnight.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Receivables Update >
Posting Results-Payments

Navigator Menu navigation: Accounts Receivable > Receivables Update> Posting Results-Payments>
Item w/ Accounting Entries

The Item with Accounting Entries page displays:

Items wi Accounting Entries

Find an Existing Value

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

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

*Deposit Unit (=« 01110

Deposit ID 00005
L
Group ID
Group Type
User D
Assigned Operator ID

Entered Date

Posting Status [= v| | v

mop ~Asp

Payment Type [ = v| | v
# Show fewer options

[ Case Sensitive

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

1. Deposit Unit - Leave as default or enter the appropriate deposit unit
2. Deposit ID - Enter appropriate deposit ID
3. Click Search
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The Payment Control page displays:

Payment Control Payment 1

Deposit Unit 01110

Payment 2 Payment 3

Deposit ID 000005

Accounting Date 06/17/2003 Approved By
Group Type P Payment
Origin ID PS_AR PS_AR
Payment Type Payment
Totals
Control -214.00 *Count
Entered -214.00 Count
Difference 0.00 Count
Posted -214.00 Count

Accounting Entri

es

Payment ID

Currency

Control

Control Data

Received
Entered
Posted
Assign
User

263 01270

06/17/2003
08/17/2003
06/17/2003
KPEARSON
KPEARSON

Format USD

Group Status

Edit Status Edited

Balanced Y&s
Posting Status Complete

Accounting Entries
Posting Action

Balanced
Do Mot Post

,—“'-« Return to Search =] Previousin List | |45] Mextin List

[=] Motify

Group Status section:

e Edit Status = Edited

Balanced = Yes

Posting Status =

— Complete (payment posted to customer account with no errors.)

— Error (payment s 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
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Accounting Entries = Balanced

Review Posting Results-Payments is Complete

Posting Action = Do not Post (once a payment posts to customer account the posting Action
changes from Batch Standard to Do not Post)
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Review Item List

Possible situations when this function is used: Review Item information in several statuses.

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Iltem Information > Item List

The Item List page displays:

Item List Advanced Search

SetiD 01110 |Gy Unit 01110 |Q Customer |ST001 Q. Agency of Administr *Level [No Relatienship v
ation
*Status Advanced Search
Add Conversation Display Currency
Row Selection Item Action
Range GO Select All Deselect All \Se ect Action... ~ GO

Search Result Totals

4 Refresh

Debits Debit Amount Currency
Credits Credit Amount Currency
Total Total Amount Currency
Selected Currency
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SetID - Enter valid value or select value “4
Unit - Enter valid value or select value “4
Customer - Enter valid value or select value
Level - Leave default value

Status - Defaults as Open - Depending on what information you are looking for choose a valid
value from the drop-down menu: All, Closed, Collection, Deduction, Dispute, Doubtful, Last Conv,
and Past due

Click Search
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The Item List page displays:

O agency of Administr L@Vl No Relafionship v

Select Action... v

Item List || Advanced Search
SetiD 01110 |Q unit 01110 |@ Customer ST001
alion
“Status [ "Seach 1 Advanced Search
Add Conversation Account Overview
Row Selection Item Action
Range 6o Select Al Deselect All
Item List
Detail 1 Detail 2 || Detail3 || Detail4 || Detail5 || Detail §
:‘;‘: Select Item Line Activities Unit CustomerD  Stafus
1 [l 201110 STOD1 Closed
2 O 201110 STOD1 Closed
3 O ADMINDG3005#2 201110 STODY Closed
4 O FEES 1 201110 sTO0D1 Closed
5 O FEESD81018 1 201110 sTOD1 Closed
| E‘SEE%‘;SL% 1 201110 STODA Closed
7 O FY04 DEVELOPMENT 201110  STOD1 Closed
8 O FY05 DEVELOPMENT 1 201110 STOD1 Closed
Search Result Totals
Debits 23 Debit Amount
Credits Credit Amount
Total 23 Total Amount
Selected
& Reffesh |

G0
Personalize | Find | View Al | &2 | B ormt 0oz Lagt
Entry Enfry Days Item
flem= Type Reason e Late Balance G
DUR WR WIRE 06/28/2002 usD
DUR WR WIRE 08/03/2005 7 usD
DUR CR CRED 08/09/2005 1 usD
DUR WR WIRE 07130120128 UsD
DUR WR WIRE 08M0/2018 usD
DUR WR WIRE 09/15/2008 23 usD
DUR WR WIRE 08/29/2003 14 usD
DUR WR WIRE 10/31/2004 22 usD

Currency USD
Currency USD

Currency USD

Currency

7. Click on any of the hyperlinks to drill down to a new page. A component page will display

The Item Maintenance page displays:

ltem Maintenance

Detail 1 || Item Activity

Unit 01110
ftem ID ADMINDB3005

Accounting Date 08/03/2005
Entry Type WR

Entry Reason WIRE
AR Dist Info WR-AR

Discount Options
Due Date D8/03/2005 £
Terms DUR Q
Discount Amount 0.00
Discount Amount 1
DAIways Allow Discount
As Of Date 08/03/2005 ]

Payment/Draft Options
Payment Method | Check

Draft Type

Direct Debit Profile ID

/Update Details
Created On D6/11/2018 3:58PM
Created By PPLSFT

Split

0K Cancel Apply

Customer [ST01:

Line

Balance

Due Days
Discount Days
Date

Date 1

Agency of Administration

Days Late 7

0.00 UsD

Status Closed

Billing Unit
Original Amount

Customer Relations

Posted 03/10/2005

Preapproved?
Create Document?

One Item per Draft?

Add Conversation

[ pispute Reason
Dispute Amount;
[ Deduction Reason
Doubtful
O cottection Code
Analyst|FM
Collector FM
Sales Person FM

AR Specialist

Other Options

[JRrevaluation Flag

Last Modified On 08/11/2018 3:58PM

Modified By PPLSFT

69555 USD
Q Date [5)
Q Date [
Q Date [
QM
@ Agency of Administration

Accounting

QA
Q

¥ Available for Netting

View Audit Logs
£ Refresh

8. Click on the Customer link to drill down to the customer address
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The customer General Info page displays in a new window:

General Infb Bill To dpiions |

SetiD 01110

*Date Added DB/253/2
*Name 1 [Agency
Name 2

Currency Code |USD

Roles
M1 Bill To Customer
Bill To Selection

O Ship To Customer
Ship To Selection

[]sold To Customer
Sold To Selection

[ Broker Customer
[indirect Customer

Federal Attributes

[IFederal Customer

Ship To Options

Customer ID ST001

o TR—")

002 |5

af AUITIII"IISII'QI_\OI"I

a

Sold To Options

Miscellaneous General Info

*Since 06/28/2002

e

Rate Type|CRRNT

Q

] Correspondence Customer
Correspondence Selection

Remit From Customer
Remit From Selection

Corporate Customer
Corporate Selection

[Jconsolidation Customer

Trading Partner Code

DAppropn‘alion Symbol Not Required for Reimbursable Agreements

General Info Links

Level _Regular hd
Type[Use i V]

*Short Name |Admin

Consolidation Business Unit

Disbursing Office

Support Teams Personalize | Find | View All | 2] B First ‘& 1of1 & Last
Team Code Default Description
a, ] FM |
Find | View All First ‘&' 10f1 & Last
E (=]
*Location 1 M Bill To M primary [ Broker Ol primary
L, [ ship To [ Primary indirect primary
Description|109 State Street [ sotd To | Primary (] Correspondence Address
I RFID Enabled VAT Default WAT Service Treatment Setup
Address Details Find | View Al First ‘& 1of1 ‘&' Last
FHE
“Effective Date [06/29/2002 *Status
Tax Code | anouane Code[Enalish vl
9. Close the window to return to the to the Item list page
The Item List search page displays:
Item List Advanced Search
SetlD 01110 |Q Unit 01110 |Q Customer |ST001 Q agency of Administr  -€Ve![No Relationship v
ation
*Status Search Advanced Search
Add Conversation Display Currency
Row Selection Item Action
Range GO Select All Deselect All | Select Action.. ~ GO
Search Result Totals
Debits Debit Amount Currency
Credits Credit Amount Currency
Total Total Amount Currency
Selected Currency
+ Refresh
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Run Search again, and the list will provide results as follows:

Item List Advanced Search
SetiD[01110 |Q unit[01110|@ Customer ST001 O, agency of Administy -eVel
ation
*Status Search Advanced Search
Add Conversation Account Overview
Row Selection Item Action
Range [1-3] x GO Select All Deselect Al [Select Action... V] GO
Item List Personalize | Find | View Al | (2] H First ‘&' 180f23 '»' Last
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
e Select  Item Line  Activiies Unit CustomerID  Status Terms TE;';";’ S S ot o G
1 O 1 201110 STODM Closed DUR WR WIRE 06/28/2002 usD
2 O ADMINOB3005 201110 STOM Closed DUR WR WIRE 081032005 7 usD
3 O ADMINDB3005%#2 201110 STOM Closed DUR CR CRED 08109/2005 1 usD
4 O FEES 1 201110 STODM Closed DUR WR WIRE 07/30/2013 uso
5 O FEES031018 1 201110 STOD1 Closed DUR WR WIRE 081072018 uso
6 O EE@E%;“NS'\IE%N[ 1 201110 STOD1 Closed DUR WR WIRE 09/15/2008 23 usD
7| O FYD4 DEVELOPMENT 201110 STOM Closed DUR WR WIRE 08r29/2003 14 usD
8 O FY05 DEVELOPMENT 1 201110 STODH Closed DUR WR WIRE 10/31/2004 22 usD
Search Result Totals
Debits 23 Debit Amount Currency USD
Credits Credit Amount Currency USD
Total 23 Total Amount Currency USD
Selected Currency
< Refresn_|

Item list page is displayed. To look at activity for more than one item at a time you can select a range of

lines: for example:
10. Range - Enter 1-3
11. Click GO
The Item List page displays with lines 1-3 selected:

Item List || Advanced Search
SetiD01110 | @ Unit01110 |@ Customer [STO01 Q, agency of Adminisir Level
ation
*Status Search Advanced Search
Add Conversation Account Overview
Row Selection Item Action
Range [ I Select All Deselect All I [Select Action... v GO
Item List Personalize | Find | View Al | 3] & First &' 1-80f23 ‘&) Last
Detail 1 Detail 2 Detail 3 Detail 4 Detail & Detail §
:‘;‘: Select  ltem ine Activities Unit CustomerID  Status Terms _f;‘:: ::;';’Gn Due E:a’: Bah:"oe Cur
1 [} 1 201110 STO01 Closed DUR WR WIRE 06/28/2002 usD
2 ADMINOB3005 201110 ST001 Closed DUR WR WIRE 08/03/2005 7 usD
3 [} ADMINOG3005%#2 201110 ST001 Closed DUR CR CRED 08/09/2005 1 usD
4 [} ?ES 1 201110 ST001 Closed DUR WR WIRE 07/30/2018 usD
5 O FEES021018 1 201110 8T001 Closed DUR WR WIRE 08/10/2018 usD
(i} a E\é\z"gE%:‘:ilEoNg 1 201110 ST001 Closed DUR WR WIRE 09/15/2008 23 usD
7 (] FY04 DEVELOPMENT 201110 ST001 Closed DUR WR WIRE 08/29/2003 14 usD
8 O FY05 DEVELOPMENT 1 201110 ST001 Closed DUR WR WIRE 10/31/2004 22 usD
Search Result Totals
Debits 23 Debit Amount Currency USD
Credits Credit Amount Currency USD
Total 23 Total Amount Currency USD
Selected 3 Selected Amount 0.00 Currency USD
2 Refresh_|

12. Click Select All to select all lines

13. Click Deselect All to deselect all lines
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To view the activity for selected lines:

Item List ﬂﬂ'."anced Search
SetiD|01110 | @ Unit[01110 | Q Customer [STO01 Q. Agency of Administr -€V€l | No Relationship v
ation
*Status Search Advanced Search
Add Conversation Account Overview
Row Selection Item Action
Range G0 Select Al Deselect Al View ltems and ltem Activity |3 GO
ltem List Personalize | Find | View All | (U] B First ‘&' 180f23 b/ Last
Detail 1 Detail 2 || Detail 3 Detail4 || Detail5 || Detail &
Seq s LT : Entry Entry Days ltem
Nbr Select Item Line Activities Unit Customer ID Status Terms Type Redsion Due ik Balarie Cur
1 | 1 201110 ST001 Closed DUR WR WIRE 06/28/2002 usb
2 W ADMINDG3005 201110 STOD01 Closed DUR WR WIRE 08/03/2005 usb
3 %] ADMINDG3005%#2 201110 STO01 Closed DUR CR CRED 08/09/2005 usb
14. Item Action - Select View Items and Item Activity
15. Click GO
The Selected Items page displays:
Selected ltems ]
Help
Item Find First ‘&' 10f3 '‘»' Last
Unit 01110 Customer STOO01 Agency of Administration
Days Late 4 Due Date 06/25/2002 item ID 1
Item Balance 0.00 UsD Terms DUR
As Of Date 06/28/2002
Purchase Order SubCustomer 1
Bill of Lading SubCustomer 2
Letter of Credit ID Order No
Item Activity Find | View Al First ‘& 10f2 ‘»' Last
Sequence 1 Posted Date 07/02/2002 Accounting Date 06/28/2002
Amount 923.00 USD Entry Type WR Entry Reason WIRE
Document
Group Unit 01110 Group ID 3 Origin ID WIRE
OK Cancel Refresh
16. Click on the View All link
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The page expands to display all three lines:

Selected Items

ltem

Unit 01110

Days Late 4
Item Balance

Purchase Order
Bill of Lading
Letter of Credit ID

ltem Activity

Sequence 1

Amount

Group Unit 01110

Sequence 2

Amount

Group Unit 01110
Deposit Unit 01110

Unit 01110

Days Late 7
Iltem Balance

Purchase Order

Bill of Lading

Letter of Credit ID
ltem Activity

Sequence 1

Amount

Due Date 06/28/2002

0.00 USD

Posted Date 07/02/2002
92300 USD

Group ID 3

Posted Date 07/02/2002
492300 USD

Group ID 95
Deposit ID 2002

Due Date 05/03/2005
0.00 UsD

Posted Date 08/03/2005
695.55 USD

Customer
Item ID

8T001
1

Terms

As Of Date
SubCustomer 1
SubCustomer 2

Order No

Accounting Date
Entry Type
Document

Origin 1D

Accounting Date
Entry Type
Document
Origin 1D
Payment |D

DUR
06/28/2002

06/28/2002
WR

WIRE

06/28/2002

PY

PS_AR

Find | View 1 First ‘4 130f3

Agency of Administration

Find | View 1 First & 120f2

Entry Reason WIRE

Entry Reason

Customer
Item 1D

STO01
ADMINDE3005

Agency of Administration

Terms

As Of Date
SubCustomer 1
SubCustomer 2

Order No

Accounting Date

Entry Type

DUR
08/03/2005

08/02/2005
WR

Find | First &' 1-20f2

Entry Reason WIRE

L Last

b/ Last

b Last

Help

W

Using the scroll bar will allow you to view all three items that were selected. 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:
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Selected ltems

Help
ltem Find | View 1 First ‘4 1-30f3 & Last
Unit 01110 Customer STOO1 Agency of Administration
Days Late 4 Due Date 06/23/2002 ltem ID 1
Item Balance 0.00 usD Terms DUR
As Of Date 06/28/2002
Purchase Order SubCustomer 1
Bill of Lading SubCustomer 2
Letter of Credit 1D Order No
Item Activity Find | View 1 First ‘&' 1-20f2 &) Last
Sequence 1 Posted Date 07/02/2002 Accounting Date 06/22/2002
Amount 923.00 uUsD Entry Type WR Entry Reason WIRE
Document
Group Unit 01110 Group ID 3 Origin ID WIRE
Sequence 2 Posted Date 07/02/2002 Accounting Date 06/25/2002
Amount 092300 UsSD Entry Type PY Entry Reason
Document
Group Unit 01110 Group ID 85 Onigin ID PS_AR
Deposit Unit 01110 Deposit ID 2002 Payment ID 1
Unit 01110 Customer STOD1 Agency of Administration
Days Late 7 Due Date 08/03/2005 item ID ADMINOG3005
Item Balance 0.00 USD Terms DUR
As Of Date 08/03/2005
Purchase Order SubCustomer 1
Bill of Lading SubCustomer 2
1.4 Cancel Refresh

This page shows the pending group as well as the payment including deposit #. To go back to the Item

List page:

17. Click OK at the bottom of the page
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The Item List page displays:

Item List Advanced Search
SetiD 01110 |G Unit 01110 |Q Customer |ST001
*Status Search
Add Conversation
Row Selection
Range GO Select All Ceselect All
Item List
Detail 1 Detail 2 || Detail 3 Detail 4 Detail 5 || Detail §
:Z? Select  Item Line Activities Unit
1 O 1 201110
2 O ADMINDG3005 201110
3 O ADMINDE2005#2 201110
4 O FEES 1 201110
5 1 FEES081018 1 201110
;
'R ;
7| O FY04 DEVELOPMENT 201110
8 O FY05 DEVELOPMENT 1 201110
Search Result Totals
Debits 23 Debit Amount
Credits Credit Amount
Total 23 Total Amount
Selected
| =2 Refresh

Q Agency of Administ ~-8Yé! [No Relationship it

ation

Advanced Search

Account Overview
Item Action

[View Items and Item Activity

~| GO

Customer ID Status Terms: 5;';2’
STODH Closed DUR WR
STOM Closed DUR WR
STODM Closed DUR CR
STOD1 Closed DUR WR
STOD1 Closed DUR WR
STOD1 Closed DUR WR
STOD1 Closed DUR WR
STO0M Closed DUR WR

Currency USD
Currency USD

Currency USD

Currency

Personalize | Find | View All | IE'I Q

Remon D8 i
WIRE 06/23/2002

WIRE 08/03/2005 7
CRED 08/09/2005 1
WIRE 07/30/2018

WIRE 08/10/2018

WIRE 08/15/2008 23
WIRE 08/29/2003 14
WIRE 10/31/2004 22

First

Hem
Balance

4

1-80f23 '»' Last

usoD
usD
usD
usD
usD

usp

usD

usD

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.

Review Item List is Complete

Accounts Receivable Manual - February 2024

Page 194 of 218



Review Item Activity from a Group

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

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Item Information > Item
Activity From a Group

The Item Activity From a Group page displays:
Item Activity From a Group

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

'T) Recent Searches [ Choose from recent searches w | /[ Saved Searches | Choose from saved searches w | Vi

*Group Unit 01110
Group ID
*Business Unit 01110
Customer ID ST001
Posted Date
Group Type

# Show fewer options

EOLPP

Group Unit - Accept Default or enter/select Valid value “
Group ID - Enter Group # or leave Blank

Business Unit - Accept Default or enter/select Valid value Q
Customer ID - Enter/select Valid value “X or leave Blank

Posted Date - Enter Valid Value or leave blank

o v s w NP

Group Type - Leave blank (B - Billing)
7. Click Search

The Search Results display:
Search Results

31 results Group Unit "01110", Business Unit "01110" +1 more

View All | (3] First (4) 1-100f 31 (» Last

Group Unit Group 1D Business Unit Customer ID Posted Date Group Type

01110 1082 01110 ST001 091272007 ] >
01110 1344 01110 STOMNM 09162003 B >
01110 1629 01110 ST001 11/25/2009 ] >

8. Click on the link to the group you want to view
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The Item Activity From A Group page displays:

ltem Activity From A Group
Group Unit 01110 Posted Date 11/25/2009
Group ID 1628
*Display Customer Switch v *Display Amount Switch
Item Activities Personalize | Find | View All | @] E First ‘&' 1of1 ‘&' Last
Unit Customer ID tem 1D ltem Line Entry Type Reason Entry Currency
VISION i
101110 STO01 DEVELOPMENT WR WIRE 332.00 USD
Total Items. 1 Group Amount 332.00 Currency USD
|&h Return to Search 1| Previous in List 4| Nextin List %] Notify
9. Display Customer Switch - Select Customer Name
The page displays customer name instead of customer ID:
Item Activity From A Group
Group Unit 01110 Posted Date 11/25/2009
Group ID 1625
Item Activities Personalize | Find | View Al | B [ First ‘&' 10of1 &' Last

Unit Customer Name Hem 1D Iem Line Entry Type Reason Entry Currency
2 : VISION E
101110  Agency of Administration DEVELOPMENT WR WIRE 332,00 USD
Total ltems 1 Group Amount 33200 Currency USD
(@™ Return to Search +=] Previousin List ||4Z] Nextin List [%] Notify

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 applied to the customer’s
account after the Receivable Update process (ARUPDATE) processed the payment. Once the payment
has been posted, you cannot return to the payment worksheet to view how it was applied.

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Item Information > Item

Activity From a Payment

The Item Activity From a Payment page displays:

Item Activity From a Payment

Find an Existing Value

Search Criteria

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

D Recent Searches | Choose from recent searches

v # [ Saved Searches [Choose from saved searches

*Deposit L'lit 01110
Deposit ID
Payment Sequence
Payment ID
*Business Unit 01110
Customer ID STO01
Posted Date[= |

Vi

BOPPLLPLP

Payment Type [= v| |

v]

A Show fewer options

[ Save Search

® N O U AW N

Click Search
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Deposit Unit - Accept Default or enter/Select Valid value
Deposit ID - Enter Group # or leave Blank

Payment ID - Enter valid value 2 or leave Blank

Business Unit - Accept Default or enter/Select Valid value Q
Customer ID - Enter/Select Valid value “* or leave Blank
Posted Date - Enter Valid Value or leave blank

Payment Type - Select value from dropdown menu or leave Blank
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The Search Results display:

Search Results
22 results Deposit Unit "01110", Business Unit "01110" +1 more
View All | (2 First (4) 1-100f 22 (» Last
Bﬁﬁmit Depaosit 1D Ezgweer?c:& Payment ID Eﬁ;iness Customer ID  Posted Date _Ilf:g;n&nt
01110 000039 1 01100 368 01110 ST001 09/12/2003 Payment >
01110 000039 2 01100 369 01110 ST001 09/12/2003 Payment >
01110 000076 1 01100 515 01110 ST001 11/22/2004 Payment >
01110 000127 101100/660 01110 ST001 11/18/2005 Payment >
01110 000181 101100/818 01110 ST001 10/11/2006 Payment >
01110 000221 101100/954 01110 ST001 10/24/2007 Payment >
9. Click on the link to the group you want to view
The Item Activity From a Payment page displays:

ltem Activity From a Payment

Deposit Unit: 01110 Deposit ID: 000581

Acctg Date: 1200172017 Posted Date: 12101/2017

Payment ID: 01100/23886 Payment Amount: -1,625.83 Currency: uso

*Display Amount Switch: v

Item Activity Personalize | Find | View All | @] E First ‘& 10f1 &/ Last

Activity 1 || Activity 2

|gh Return to Search 4| Previous in List 4| Mextin List [=] Notify

Unit Customer Name Group ID Item 1D Line Type Reason Payment ID Payment Amount Currency
o : FY18 VISION
01110  STOO1 Agency of Administration 4094 DEVELORMENT PY 01100728886 -1,62583 USD
Totals
Total: 1 Total Amount: -1,625.83  Currency: usD

Review Item Activity From a Payment is 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.

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Item Information > Item
Activity Summary

The Item Activity Summary page displays:

ltem Activity Summary

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

D) Recent Searches | Choose from recent searches

v # [ Saved Searches [Choose from saved searches

v|/

*Business Unit 01110
Customer ID ST001
Item 1D
ftemline[= +]

felye]

Item Status = v |

Credit Analyst

Collector

Purchase Order Reference
Document ID

Bill of Lading

Contract

. Show fewer options

[ Case Sensitive

Search Clear

felyelye]

At least one other field besides the Business Unit needs information in it.

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

8. Click Search
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Business Unit - Accept Default or enter/select Valid value Q

. Customer ID - Enter/select Valid value “* or leave Blank

Item ID - Enter valid item ID or leave blank

Item Line - Enter Valid Item Line # or leave blank

Item Status - Choose either Open or close from drop down or leave blank
. Credit Analyst - Select valid value “* or leave blank

Collector - Select valid value < or leave blank
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The Search Results display:

Search Results
27 results  Business Unit "01110", Customer ID "ST001"
View All | {2 First (4) 110 of 27 (». Last
B It It Cred RISChEe Bill of
Uﬁime“ Customer ID  tem 1D L?nn; S?:;us A:ealgldtet Collector g;?ee[rence Document 1D L;d;g Contract
01110 5T001 1 0 Closed  FM FM (blank) (blank) (blank)  (blank) >
01110 STO0M ADMINOG3005 0 Clozed FM FM {blank) (blank) (blank) {blank) >
01110 ST001 ADMINOG3005%2 0 Closed  FM FM (blank) (blank) (blank)  (blank) b
01110 5T001 E\E\%Ei%g'hs&# 1Closed  FM FM (blank) (blank) (blank)  (blank) >
01110 STO0M FY04 DEVELOPMENT 0 Clozed FM FM {blank) (blank) {blank) {blank) >
9. Click on the Item ID you want to view
The Item Activity Summary page displays:

ltem Activity Summary

Unit: 01110 Customer: Agency of Adminisiration

item ID: FY18 VISION Line: Days Late: 44 Status: Closed

DEVELOPMENT
ltem Activity Find | View All First ‘&' 1-20f2 &/ Last
Item Balance 0.00 UsSD
*Display Amount Switch [ Entry ~|
Seq Entry Type Reason Document ID Accounting Date Balance Currency Posted
1 WR WIRE 100182017 1,625.83 usD 100182017
2 PY 12012017 -1,625.83 usD 12012017
3" Return to Search ] Previousin List ||y Nextin List [=7] Notify

Review 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.

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Item Information >
View/Update Item Details

The View/Update Item Details page displays:

View/Update Item Details

Find an Existing Value

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

‘D) Recent Searches [ Choose from recent searches v # ] Saved Searches [Choose from saved searches ~] Z

*Business Unit 01110
Customer ID STO01
tom 1D
ltem Line
tem Status [= v v
Credit Analyst
Collector [begins with + |
Purchase Order Reference
Document ID
Bill of Lading
Contract | begins with w | Q

# Show fewer options

P L

L LpL

(] Case Sensitive

At least one other field besides the Business Unit needs information in it.

Enter information in the following fields. The more fields you fill in reduces the return data.
1. Business Unit - Accept Default or enter/select Valid value Q
2. Customer ID - Enter Customer # or select Valid Value .
3. ItemID - Enter Item ID or leave Blank
4. Item Line - Enter Line # or leave Blank
5. Item Status - Enter/select Status or leave Blank
6. Credit Analyst - Enter/select or leave Blank
7. Collector - Enter/select or leave Blank
The rest of the fields are not used at this time.

8. Click Search

Accounts Receivable Manual - February 2024 Page 201 of 218



The Search Results display:

Direct Debit Profile 1D

Item Creation/Update Details

Created On 03/10/2013 12:43PM

Created By TJARVIS

Split

 Return to Search

'rd Previousin List ||45] Nextin List

Detail 1| ltem Activity

Create Document?

One Item per Draft?

Add Conversation

(=] Notify

e Reireshﬁ

Revaluation Flag

Last Modified On 05/15/20158 11:38AM

Modified By DBROCHU

Search Results
27 results Business Unit "01110", Customer ID "ST0O01"
View All | (21 First (4) 1-10 of 27 (». Last
Busiesa Customer ID  ltem ID I=r e Credst Collector g%:pase Document 1D Ello Contract
Unit Line Status Analyst Ererene Lading
01110 ST 1 0 Closed FM FM {blank) {blank) {blank) {blank) >
01110 ST001 ADMINOB3005 D Closed  FM FM (blank) (blank) (blank)  (plank) >
01110 ST001 ADMINOG300582 0 Closed  FM FM (blank) (blank) (blank)  (blank) >
» FY 2009 VISION . ; , . P e A
01110 STO01 DEVELOPMENT Closed FM FM {blank) {blank) {blank) {blank) >
01110 ST001 Fy04 DEVELOPMENT 0 Closed FM FM {blank) {blank) {blank) {blank) >
9. Click on the Item you want to view/update
The Detail 1 page displays:
Detail 1 Item Acfivity
Unit 01110
item Ip FEES081018 Line 1 Days Late Status Closed
Accounting Date 03/10/2018 Balance 0.00 USD Billing Unit
Entry Type WR Original Amount 225.00 USD
Entry Reason WIRE
AR Dist Info WR-AR
Discount Options Customer Relations
Due Date |D3/10/2013 | Due Days [ pispute Reason @, Date [#)
Terms DUR Q Discount Days Dispute Amount Dispute
Discount Amount 0.00 Date [ Deduction Reason aQ Date [5
Discount Amount 1 Date 1 Doubtful
[] Aiways Allow Discount [ collection Code Q Date &
As Of Date 08/10/20128 [s1] Posted 08/15/2018 Analyst|FM Ql
Collector |[FM Q) Agency of Administration,
Payment/Draft Options Accounting
= Sales Person FM =8 BT
Payment Method Check ﬂ
AR Specialist Q.
Draft Type Preapproved? .
Other Options

Available for Netting

View Audit Logs

The Detail 1 tab is the only page that you can make a change to an item. The fields that you can change
are: Analyst, Collector and Sales Person.

10. Click Save once edits are complete

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.

WorkCenter navigation: Accounts Receivable WorkCenter > Links pagelet > Customer Accounts >

Account Overview

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Customer Information >

Account Overview

The Account Overview page displays:

Balances Profile Customer Action

SetiD 01110 |Q Unit 01110 |G Customer |ST001

Customer Trend 1 Customer Trend 2

Balances | Profile | Customer Action | Customer Trend 1 | Customer Trend 2 | Customer Trend 3

Customer Trend 3

Q *Level| No Relationship v| I Search I

SetID - Enter the appropriate SetID

1.
2. Unit - Enter the appropriate business unit
3.

Customer - Select valid value from drop down or enter valid customer

4. Click Search
The Balances page displays:

Q

01110
SetlD
Add Conversation

Most Recent Activity

Item 1D
IltemID:  FY23_01110_ST001
Payment: 01100/00033325

Pay History Days:

Credit Limit

Balance:

Past Due

Deductions:
Disputed:

Doubtful
Collections.
Supplier Balance:
Draft Amount:
High Balance YTD
Sales YTD:

Last Year Sales:

View Adjusted Balance

Aged Date 01/10/2006

Summary Aging (7

Aging Chart

Balances Profile Customer Action Customer Trend 1 Customer Trend 2

0it10 @

Unit Customer

Date
1013172022
03/16/2023

Count Amount

0.00
0.00

0.00

o o

0.00

0.00
0.00
0.00
0.00
0.00
0.00

o = o o o o

1,295.00
0.00
0.00

Pay Balance by Credit Card

Aging ID

ST001

Amount
1,205.00
1,295.00

Currency

uso

uso
uspD

uspD
uso
uso
uspD
uso
uso
usD
uso
ushD

Find | View All First (4) 1of1 (b Last

Customer Trend 3

Q, ADM-Agency of Ad *Level| No Relationship ~ Search

ministration

Currency
usp
usb

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.

5. Click on the Item ID link for the most recent activity
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The Item Maintenance page displays with 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:

Item Maintenance

Unit 01110 Customer ST001
Item ID FY23_01110_ST001 Line 1
Accounting Date 10/31/2022 Balance
Entry Type WR
Entry Reason WIRE
AR Dist Info WR-AR
Discount Options
Due Date|10/31/2022 ] Due Days
Terms |DUR Q Discount Days
Discount Amount | 0.00 Date
Discount Amount 1 Date 1
[ always Allow Discount
As Of Date|10/31/2022 El Posted 03/16/2023
Payment/Draft Options
Payment Method Check b
Draft Type Preapproved?

Direct Debit Profile ID Create Document?

One Item per Draft?

Item Creation/Update Details

Created On 10/31/2022 212AM

Created By SGREAVES

Split Add Conversation
OK Apply

Detail 1| Detail 2 | Detail 3 | tem Activity | ltem Accounting Entries | ltem Audit History

Cancel

Detail 1 Detail 2 Detail 3 item Accounfing Entries tern Audit History

Days Late 138 Status Closed

0.00 USD Billing Unit

Original Amount

Customer Relations

[ pispute Reason
Dispute Amount
[ peduction Reason
Doubtful
O collection Code
Analyst| FM
Collector|FM
Sales Person|FM
AR Specialist

Other Options
Revaluation Flag

Last Modified On 02/16/2023 9:33PM

Modified By BATCH

Hel

1,295.00 USD
[} Date =
Dispute
a Date =
a Date EI
QM
Q Agency of Administration.
Accounfing
A M
[¢}

B Available for Netting

View Audit Logs

¥ Refresh

Note: If you wanted to navigate directly to this page you could use the following navigation:
Accounts Receivable > Customer Accounts > Item Information > View/Update Item Details. For
detailed instructions for this component page see View/Update Item Details.

6. Click on the Item Activity tab
The Item Activity page displays:

ltem Maintenance
Held
Detail 1 Detail 2 Detail 3 Item Activity Item Accounting Entries tem Audit History
Unit: 01110 Customer:  ST0O1 ADM-Agency of Administration
Item ID: FY¥23_01110_ST001 Line: Days Late: 136 Status: Closed
Balance 0.00 USD
Item Activities Find | View Al First (4) 1-20f2 (1) Last
Sequence 1 Accounting Date 10/31/2022 Posted Date 10/31/2022
Entry Type WR Reason WIRE Worksheet Reason Voucher ID
Document Amount 1,205.00 usD
Group Unit 01110 Group ID 5012 Billing
Sequence 2 Accounting Date 03/16/2023 Posted Date 03/16/2023
Entry Type FY Reason Worksheet Reason Voucher ID
Document Amount -1,295.00 usD
Group Unit 01110 Group ID 5088 Payment
Deposit Unit 01110 DepositID 000772 PaymentID § 01100/00033325
Split Add Conversation View Audit Logs
oK Cancel Apply ¥ Refresh
Detail 1| Detail 2 | Detail 3 | Item Activity | ltem Acceunting Entries | tem Audit History
Displays the most recent payment for the customer, the payment date, and amount.
7. Click on the Payment ID link to view a list of items paid by the payment
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The Item Activity from Payment page displays:

Item Activity From Payment
Item Activity From Payment
Deposit Unit: 01110 Deposit 1D: 000778
Acctg Date: 03/16/2023 Posted Date: 03/16/2023
Payment ID: 01100/00033325 Payment Amount: -1,295.00 Currency: usD
*Display Amount Switch: [ Payment Amount v
Item Activity Personalize | Find | View All | (2] Q First (4) 10f1 () Last
Activity 1 Activity 2
Unit Customer Name Group 1D ltem 1D Line Type Reason Payment ID Payment Amount Currency
01110 STOD1 ADM-Agency of 5028 FY23_01110_ST001 1PY 01100/00033325 -1,205.00 USD
Administration
Totals
Total: 1 Total Amount: -1,295.00 Currency: uUsD
[@ Returnte Search || [=] Notify

Note: To navigate directly to this page use the following navigation: Accounts Receivable > Customer
Accounts > Item Information > Item Activity from a Payment

Customer Account Overview is Complete
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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.

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Customer Information >

Customer Activity

The Customer Activity page displays:

Item Activity | Direct Journal

SetiD 01110 |Q Unit[01110 |Q Customer STO01

Acctg Date From 31)

Q Level | No Relationship

Acctg Date To

v |I Search I

i

. SetID - Enter valid value or select value “&

Unit - Enter valid value or select value “&

Customer - Enter valid value or select value &

Acctg Date From - Enter from date

ui A W N BB

. Acctg Date To - Enter To date
6. Click Search
The Search Results display:

i

First ‘4 1-460f46 '} Last

Unit

01110

01110

01110

01110

01110

01110

01110

01110

01110

01110

Item Activity Direct Journal
setiD[01110 Q) Unit|01110 | Customer |ST001 Q Level [ No Relationship
Acctg Date From 31 Acctg Date To

Item Activity Personalize | Find | View All | £ | 2]

Activity 1 Activity 2 Activity 3 Activity 4 Activity 5 Activity 6 [DI
Acctg Date Item ID Line Entry Type Entry Reason Entry Amount Entry Currency
06/28/2002 1 0PY -923.00 USD
06/28/2002 1 0WR WIRE 923.00USD
05/20/2003 HRMS/VISION DEV 1WR WIRE 929.00 USD
08/29/2003 I FY04 DEVELOPMENT I 0WR WIRE 1,819.00 USD
09/12/2003 FY04 DEVELOPMENT 0PY -1,819.00 USD
09/12/2003 HRMS/VISION DEV 1PY -929.00 USD
10/31/2004 FY05 DEVELOPMENT 1WR WIRE 711.00 USD
11/22/2004 FY05 DEVELOPMENT 1PY -711.00 USD
08/03/2005 ADMINOG3005 0WR WIRE 695.55 USD
08/09/2005 ADMIND63005#2 0CR CRED -695.55 USD
08/10/2005 ADMINOG3005 0MT -695.55 USD

01110

Search

Activity 1 and 2 tabs allow you to drill down to item details by clicking on the links under the Item ID

Column.

To navigate directly to this page, use the following navigation: Accounts Receivable > Customer

Accounts > Item Information > View/Update Item Details

Accounts Receivable Manual - February 2024

Page 206 of 218




ltem Maintenance

Detail 1 Item Activity
Unit 01110 Customer ST001
ftem ID FY04 DEVELOPMENT Line
Accounting Date 08/23/2003 Balance
Entry Type WR
Entry Reason WIRE
AR Dist Info WR-AR
Discount Options
Due Date |08/23/2003 3} Due Days
Terms DUR (=} Discount Days
Discount Amount 0.00 Date
Discount Amount 1 Date 1

DA\ways Allow Discount

As Of Date 08/29/2002 [5) Posted 09/12/2003

Payment/Draft Options
Payment Method | Check

Draft Type Preapproved?

Direct Debit Profile ID Create Document?

One Item per Draft?
Item Creation/Update Details

Created On 06/11/2018 3:58PM

Created By PPLSFT

Agency of Administration

Days Late 14 Status Closed
0.00 USD Billing Unit
Original Amount 1,819.00 USD
Customer Relations
[ pispute Reason a Date El
Dispute Amount
[] eduction Reason Q Date El
Doubtful
[ collection Code Q Date El
Analyst|FM aQ Fm
Collector |FM Q. Agency of Administration,
Sales Person [FM @ pcounting
AR Specialist. Q,

Other Options

[ Revaluation Flag [ Available for Netting

Last Modified On 06/11/2018 3:58PM

Modified By PPLSFT

1 Split Add Conversation View Audit Logs
OK Cancel Apply # Refresh
6. Click Cancel or OK to return to the Item Activity page
The Item Activity page displays:
Item Activity || Direct Journal |
SetlD 01110 |Q Unit|01110 |Q Customer |STOD1 Q Level [Na Relationship wv| | Search
Acctg Date From {E] Acctg Date To El
Item Activi Personalize | Find | View All | 22| = First ‘& 1-460f46 &’ Last
Activity 1 | Activity 2 ZI Activity 3 || Activity 4 || Activity 5 || Activity 6 |
Acctg Date tem 1D Line Entry Type Entry Reason Entry Amount Entry Currency Unit
06/28/2002 1 0Py -623.00 USD 01110 o)
06/28/2002 1 0WR WIRE 92300 USD 01110
05/20/2003 HRMSMISION DEV 1WR WIRE 929,00 USD 01110
08/29/2003 0WR WIRE 1,819.00USD 01110
09M2/2003 FY04 DEVELOPMENT opY -1,819.00 USD 01110
09/12/2003 HRMSMISION DEV 1PY -329.00 USD 01110
10/31/2004 FY05 DEVELOPMENT 1WR WIRE 711.00USD 01110
117222004 FY05 DEVELOPMENT 1PY -711.00USD 01110
08/03/2005 ADMINDG2005 0WR WIRE £05.55 USD 01110
08/09/2005 ADMINDG3005#2 0CR CRED -695.55 USD 01110
08/10/2005 ADMINDB3005 oMT -695.55 USD 01110
08/10/2005 ADMINDG3005#2 oMT 69555 USD 01110
10/30/2005 FY06 DEVELOPMENT 1WR WIRE 204,00 USD 01110
10/30/2005 FY06 DEVELOPMENT 1WR WIRE -204.00 USD 01110
10/30/2005 FY2006 DEVELOPMENT 1WR WIRE 204,00 USD 01110 ¥
Item Activity | Direct Journal
7. Click on the Activity 2 tab
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The Activity 2 page displays:

ftem Activity Direct Journal
setiD[01110 |Q Unit[01110 | Customer | STOD1 Q Level [No Relationship v Search
Acctg Date From ) Acctg Date To N
Item Activity Personalize | Find | View All | @i E First ‘4 1-460f46 ‘& Last
Activity 1 || Activity 2 || Activity 3 || Activity4 | Activity 5 || Activity 6
Acctg Date Jitem ID Customer Activities Posted Date As Of Date Group Type Origin ID Group Unit Group ID Sub Group ID
06/28/2002 §1 STODA 2 07/02/2002 06/28/2002 P PS_AR 01110 95 R
06/28/2002 §1 STOD1 107/02/2002 06/28/2002 B WIRE 01110 3
05/20/2003 §HRMSNISION DEV STOD1 105/21/2003 0572002003 B WIRE 01110 187
08/29/2003 §FY04 DEVELOPMENT STOD1 108/29/2003 08/29/2003 B WIRE 01110 299
09/12/2003 §FY04 DEVELOPMENT STODA 209/12/2003 09/12/2003 P PS_AR 01110 332
09/12/2003 JHRMSANISION DEV STOD1 209M2/2003 09/12/2003 P PS_AR 01110 3
10/31/2004 §FY05 DEVELOPMENT STOD1 110/27/2004 10/31/2004 B WIRE 01110 416
11/22/2004 §FY05 DEVELOPMENT STOD1 21112212004 11/22/2004 P PS_AR 01110 434
08/03/2005 JADMINDG3005 STOD1 108/03/2005 08/03/2005 B WIRE 01110 G647
08/09/2005 JADMINDG3005#2 STOD1 108/09/2005 08092005 B WIRE D1110 G493
08/10/2005 JADMINDG3005 STOD1 208M0/2005 08110/2005 M PS_AR 01110 G50
08/10/2005 JADMINDG3005#2 STOD1 208M0/2005 08M10/2005 M PS_AR D1110 G50
10/30/2005 §FY06 DEVELOPMENT STOD1 110/30/2005 10/30/2005 B WIRE 01110 G694
10/30/2005 §FY06 DEVELOPMENT STOD1 210/30/2005 10/30/2005 U WIRE D1110 704
10/30/2005 §FY2006 DEVELOPMENT STOD1 110/30/2005 10/30/2005 B WIRE 01110 705 Y
Item Activity | Direct Journal

This page displays more information/columns. Depending on the information you are looking for
determines which tab you would use.
The Activity 2 tab allows you to drill down by clicking on the links under the Item ID Column.

To navigate directly to this page, use the following navigation: Accounts Receivable > Customer
Accounts > Item Information > View/Update Item Details

Activity 3 — 6 tabs:

Pages have various columns that display. All Activity tabs consist of the Item ID column that you can
drill down to component page Navigation: 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.

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Customer Information >
Payments

The Customer Payments page displays:

i A W N B

6.

Add Conversation

Customer Payments

SetiD| 01110 |G,

From Date 07/02/2008 |[51

Unit[D1110 |Q

To Date |10/22/2018  |[5]]

Customer ST0OD1 Q Agency of Administr

ation

SetID - Enter valid value or select value <.

Unit - Enter valid value or select value

Customer - Enter valid value or select value “.

From Date - Enter from date

To Date - Enter To date

Click Search

The Search Results display:

Customer Payments
setip[p1110 |Q

Add Conversation

From Date 07/02/2003

Past Due:

El

Unit 01110 |G Customer |STO01

To Date |10/22/2013 |[&

0.00 USD

Balance:

*Display Amount Switch

Payment Details

More Info
1
2 B
3 =
4 B
5 B
6 B
7 B

Totals

Unit

01110

01110

01110

01110

01110

01110

01110

Deposit 1D
000581
000550
000514
000476
000431
000389

000371

Payment Count

Seq Payment ID

301100/28386

10110023344

1VISION
1VISION
1VISION
4VISION

1VISION

10 Total

Q. Agency of Administr Search

ation

0.00 usD

Personalize | Find | View All | @l Q First ‘4 1-7 of 10

Acctg Date Entry Currency
1210172017 -1,625.83 USD
1211472016 -1,626.00 USD
01/12/2016 -2,585.62 USD
041772015 -2,432.00 USD
02/26/2014 -286.00 USD
0372872013 -414.00 USD
03/30/2012 -804.00 USD
-10,876.45 usD

b Last

7. Click on @ to open a new page showing you the payment information
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The Item Activity From a Payment page displays:

First ‘&' 10f1 & Last

Payment Amount Currency

ltem Activity From a Payment
Deposit Unit: 01110 Deposit ID: 000581
Acctg Date: 12/01/2017 Posted Date: 200172017
Payment ID: 01100723586 Payment Amount: -1,625.83 Currency: usD
*Display Amount Switch: [Payment Amount had
Item Activity Personalize | Find | View All | (] [
Activity 1 Activity 2
Unit Customer Name Group 1D Item ID Line Type Reason Payment ID
. _ [ FY18 VISION I
01110 STOD1 Agency of Administration 4004 DEVELOPMENT P 01100723286
Totals
Total: 1 Total Amount: -1625.23 Currency: usD
i Return to Search =] Notify

To navigate directly to this page, use the following navigation: Accounts Receivable > Customer

Accounts > Item Information > Item Activity From a Payment

Review Customer Payments 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.

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Customer Information >
Customer Aging

The Customer Aging search page displays:

Customer Aging
SetiD|D1110 |Q Unit/01110 |Q Customer ST0D1 Q *Level | No Relationship v| I Search I

1. SetlD - Enter valid value or select value “4
2. Unit- Enter valid value or select value <
3. Customer - Enter valid value or select value <
4. Click Search
The Customer Aging page displays:

Customer Aging

SetlD 01110 Q@ Unit 01110 |Q Customer ST001 & Fin ops “Level [ No Relationship v

Add Conversation

Aging Information

Aged Date 01/10/2006 Aging ID New Balance
Customer Balances
Balance 1,156.000 High Balance 2,748.000 Balance Date 08/28/2003
1.156.000 High Past Due 929000 PastDue Date 09/03/2003
Customer Aging 7 Personalize | Find | View All | £ | B First ‘& 10of1 ‘& Last

Aging Category Amount Currency Aging Count

5. Click on the Past Due link
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The Item List page displays:

Customer ltem Inquiry

Item List Advanced Search

SetiD|01110 | Q Unit 01110 | Q Customer ST001 Q Fin Ops “Level | No Relationship v
~Status Search Advanced Search

Add Conversation Account Overview

Row Selection Item Action
Range GO Select All Deselect All |Selec1 Action v GO
Item List Personalize | Find | View All | &% | = First ‘4 1.30f3 ‘* Last
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6 Eﬁ'\
f‘:‘? Select  ltem Line Activities Unit CustomerID  Status Terms %‘;2’ E:‘alzon Due E:tyes Bal;}fc"; Cur
1 i FY1801110_ST001 101110 ST001 Open DUR WR WIRE 10/05/2018 113 1,266.00 USD
2 O 0QA-33507 101110 ST001 Open OA OA 11/19/2018 68 -10.00 USD
3 ™ 0A-33510 101110 ST001 Open oA OA 01/08/2019 18 -100.00 USD
Search Result Totals
Debits 1 Debit Amount 1,266.00 Currency USD
Credits 2 Credit Amount -110.00 Currency USD
Total 3 Total Amount 1,156 00 Currency USD

Selected Currency

Cancel I

Note: To navigate directly to this page, use the following navigation: Accounts Receivable >
Customer Accounts > Item Information > Item List

6. Click Cancel to return to the Customer Aging page

Review Customer Aging is Complete
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Review Customer History

Possible situations when this function is used: View both user-defined history and system-defined
history. The system stores customer history based on the fiscal years and periods.

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Customer Information >

Customer History

The History search page displays:

History

SetiD|p1110 |

Add Conversation

History ID &}

Unit| 01110 | Customer |STOD1 Q, Agency of Administr
ation
e .

. SetID - Enter valid value or select value “.

. Unit - Enter valid value or select value “&

. History ID - Leave as blank (not currently used by SOV)

1
2
3. Customer - Enter valid value or select value “
4
5

. History - Select value of All or Most Recent

6. Click Search
The History page displays:

History
SetlD 01110 |Q

Add Conversation

Unit 01110 |Q

Customer ST001 Q Fin Ops

History ID Q *History | All v
Balance: 1,156.00 usD Aged 01/10/2008
Past Due: 1,156.00 usD Posted 01/22/2019
Customer History Personalize | Find | View All | L | E First ‘4 120f6 Last

Year Period History ID Description Days Amount Currency Count

2004 3 CURRENTDUE Current Due 0.00 1,819.00 USD 1
2019 7 HI_BAL_AMT High Balance Amount 0.00 1,156.00 USD 1

7. Click on the Balance or Past Due links to drill down to a new page
Review Customer History 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.

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Customer Information >

Customer Pending Items
The Outstanding Customer Items search page displays:

Outstanding Customer Iltems

SetiD|01110  |Q Unit 01110 | Q Customer |STOO1 QU Agency of Administr

ation
Add Conversation
1. SetID - Enter valid value or select value “
2. Unit - Enter valid value or select value 4
3. Customer - Enter valid value or select value
4. Click Search
The Outstanding Customer Items page displays:
Outstanding Customer ltems
SetiD[01110 |Q Unit|01110 |@,  Customer|ST001 @, Agency of Administr Search
ation
Add Conversation
Balance: 000 USD Last Posted Amount: 22500 USD
Past Due: 0.00 UsD Last Posted Item: FEESD21013 08/10/2018
*Display Amount Switch
Qutstanding ltems Personalize | Find | View All | [E E_B." First ‘&) 10f1 &) Last
Unit Group 1D Item ID Entry Type Reason Acctg Date Amount Currency
1
Totals
Total Items 0

Clicking on any of the hyperlinks will allow you to drill down to a new page. For this example:
5. Click on the Show Item Detail link
The following Message may open:

Message

Mo Item history available, cannot drill-down (6060, 160)

Item is pending and not on the Item record, therefore the drill-down cannot be performed.

This customer has no outstanding items.
6. 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.

Navigator Menu navigation: Accounts Receivable > Customer Accounts > Customer Information >
Outstanding Payments

The Outstanding Customer Payments search page displays:

Outstanding Customer Payments

SetiD (01110 |Q Unit 01110 |Q Customer |5T001 Q Agency of Administr
ation

Add Conversation

*Payment State [All Qutstanding Payments v

SetID - Enter valid value or select value “&

. Unit - Enter valid value or select value “&

Customer - Enter valid value or select value “4

P W N R

. Payment State - Select valid Value “&
e All Outstanding payments
e Payments In Process Only
e Unapplied Payments Only
5. Click Search
The Outstanding Customer Payments page displays:

Outstanding Customer Payments
SetiD|01110 |Q Unit[01110 |Q Customer [STOD1 &, Agency of Administr
ation
Add Conversation
*Payment State | All Qutstanding Payments v
0.00 USD Last Posted Amount: 1,625.83 USD
Past Due: 0.00 USD Last Posted Payment: 01100/23586 Date 12/01/2017
*Display Amount Switch
Outstanding Payments Personalize | Find | View All | @: E_ﬁj First ‘& 1of1 ‘&' Last
Unit Deposit ID Payment ID Status Acctg Date Amount Currency
1
Totals
Total Payments a Amount 0.000

6. Click on the Balance link
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The Item List page displays:

Customer ltem Inquiry

Help
Item List Advanced Search

SetiD p1110 @ Unit[01110 |Q Customer ST001 Q. Agency of Administr -€Vel [No Relationship ~

ation
*Status Search Advanced Search

Add Conversation

Row Selection Item Action

Range [clo] Select All Deselect All |Se\a-:: Action... W GO

Search Result Totals

Debits
Credits
Total

Selected Currency

Cancel

I #* Refresh I

7. Click Cancel to return to the Outstanding Payments page or click Refresh if any of the field
selections are changed

To navigate directly to this page use the following navigation: Accounts Receivable > Customer
Accounts > Item Information > Item List

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.
Navigator Menu navigation: Accounts Receivable > Customer Accounts > Customer Information >

Payment History
The Customer Payment History search page displays:

Customer Payment History
SetlD [D1110 | Q Unit 01110 | Q Customer |STOD1 &}

1. SetlD - Enter valid value or select value “&
2. Unit - Enter valid value or select value <.
3. Customer - Enter valid value or select value <
4. Click Search
The Customer Payment History page displays:

Customer Payment History
SetiD|01110 | Q Unit 01110 |G Customer |ST001 Q. Agency of Administr
ation
Add Conversation
Customer Information
Customer ID Numbers Year-to-date Sales 0.00 UsD
&l it 0.00 Date Last Year Sales 0.00 usD
000  USD High Balance 274200 USD Balance Date 0S/20/2003
Past Due: 0.00 usD High Past Due 92000 USD Past Due Date 09/03/2003
Payment Performance Personalize | Find | View All | i First ‘&) 10of1 &) Last
Fiscal Year Period Weighted Average Days Amount Currency
0.000 0.000
Totals
Overall Weighted Average Days 0.00 Total: 0.000
5. Click on the Balance link
The Item List page displays:
Customer ltem Inquiry
Help
Item List || Advanced Search
SetiD p1110_|Q Unit 01110 |Q Customer |STOD1 @ Agency of Administr Vel
ation
*Status[Open | Search Advanced Search
Add Conversation
Row Selection Item Action
Range (c]e) Select All Deselect All |Sele:: Action... ~ GO
Search Result Totals
Debits
Credits
Total
Selected Currency
Cancel I = Refresh I

6. Click Cancel to return to the Outstanding Payments page or click Refresh if any of the field

selections are changed

To navigate directly to this page. use the following navigation: Accounts Receivable > Customer

Accounts > Item Information > Item List

Review Payment History is Complete
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Reports and Queries

Reports and Queries for Accounts Receivable can be found in the Reporting Manual(s) located at
https://finance.vermont.gov/vision-module-support/accounts-receivable.
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