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Introduction to Federal Draw Process
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Frequently Asked Questions & Helpful Hints

How should | handle an outstanding deposit entered in my business unit by someone that is not in
my department?

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

| 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 go to the following Navigation: Accounts
Receivable > Receivables Update > Posting Results-Pending Items > All ltems W/Detail. For more
information, there is an exercise entitled Review Posting Results-Pending Items in the Accounts
Receivable 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, request that the customer be changed back to active. Once
the customer is active again set your group to batch standard. Once the ARUPDATE process runs
overnight the pending group should post to the customer’s account.

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

The pending item errored as a duplicate because the pending item used in the group already exists.
The ARUPDATE process checks for duplicates when posting pending items to customer’s accounts.
Online A/R pending items result in Duplicate Item errors when the same Item ID, Line and Customer Id
are used on more than one A/R pending item group. To correct the error, follow the exercise in the
Accounts Receivable Manual entitled, Inquire and Fix Online A/R Pending Item that did not post due to
a “Duplicate Item” Error.

What do | do when | have an incorrect customer # when applying payment on a Federal Draw
deposit?

If an incorrect customer # was entered by the Treasurer’s Office, do not build the worksheet. Contact
the Treasurer’s Office @ TRE.CashMgmt@Vermont.Gov and they will correct the deposit using the
correct customer. Once the correction is made, continue processing the payment.
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TREASURER’S OFFICE
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Federal Draw Business Process

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

Policy 2 Fed Cash Mgmt.pdf

Process Flow:

Department requests Federal Funds, (initiates Federal Draw)

Department enters A/R Pending Item to a US Federal Agency customer on the same day as the
money is drawn (Origin ID: DRAW - Fed Draws)

The department informs the Treasurer’s Office of the Amount and Group ID for the draw
through an e-mail to TRE.CashMgmt@Vermont.Gov

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

The department should verify the next day to assure groups have posted without errors

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

The department completes the deposit by continuing with apply payment worksheet and posts
the deposit to the customer’s account

ARUPDATE runs overnight posting payment to the customer’s account

Steps for Un-Posting a Pending Group:

Example: Posted the wrong dollar amount or to the wrong customer, etc.

Pending Groups can only be unposted within the current open period or within the 1%t five
business days of the new month

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

The Group is unposted by Finops and the department is notified and given the Group # assigned
to the un-post group

The department notifies the Treasurer’s Office stating the original Pending Group # and the
Group # unposted. The department also lets the Treasurer’s office know if a new Group # is
entered, as well as the Un-Post Group #

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

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

Note: Do not enter the word NEXT in the Deposit ID field. Use the numbering scheme listed below.
Departments are to use the following numbering scheme:

e First 4 numbers are BU (no leading zero)

e Avariable (see below)

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

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

Deposit ID Variable Codes
e D = Depository Account Back Acct# XXXXXX0493 (Wire)

e F =Fed Fund Account Bank Acct# XXXXXX0451 (Federal Draw deposits are started at the
Treasurer’s office. Once the first step of the deposit is entered, it is the department’s
responsibility to Apply a Payment worksheet.)

e C = Office of Child Support-Incoming Account

e S =Credit Card Settlement Account Bank Acct# XXXXXX2039

e W = Credit Card Online Account Bank Acct# XXXXXX0519
Example:

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

The Deposit ID# used would be: 1110F030707A

For any questions, contact the State Treasurer’s Office at TRE.CashMgmt@Vermont.Gov
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Customer Pages and Descriptions

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

The General Info page displays:

General Info Bill To Options Ship To Options

Sold To Options Miscellanecus General Info

SetlD STATE Customer ID 1018 Genersl Info Links

*Status Active Level Regular -
*Date Added 07/2202014 | *Since |07/2202014 W “Type User 1 -
*Name 1 |Example Customer Name Change *Shert Hame |U. 5. Fish
Name 2
Currency Code |UJSD A Rate Type (CRRMT % |
oles
Ei||TG Customer Cerresp-}ndence Customer
Bill Te Selection Comespondence Selection
DShil}Tl} Customer Remit From Customer
Ship To Selection Remit From Selection
DSGI:I T Customer Corporate Customer
Sold To Selection Corporate Selection
DEIruker Customer DCGI‘ISG”ﬂEtiGI‘I Customer Consolidation Business Unit
Dlndirect Customer
Federal Attributes
DFederaI Customer Trading Partner Code Disbursing Office
Dﬂpprepriatien 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

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

Name 1 - Enter the customer's primary name. When a customer’s name changes, you can
enter the new name and still maintain a record of the previous name. When you overwrite
the value in the Name 1 field, the 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

Level - Defaults as regular accept default

Type - Defaults as User 1 accept default
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General Info || Bill To Options || Ship Te Opticns || Scld Te Options || Miscellanecus General Info

Setll STATE Customer I 1018 General Info Links

*Status Active - Lewel Regular

*Date Added 07/28/2014 |3y *Since (07/2302014

*Type ser i -

*Name 1 |Example Customer Mame Change > Short Hame L. 5. Fish

Name 2
Currency Code |USD a Rate Type |[CRRNT
Roles
EIiIITnCustnmer Currespnndence Customer

Bill To Selection Comespondence Selection

Remit From Customer
Remit From Selection

D Ship To Customer
Ship To Selection

I:‘ Sold To Customer Cnrpnrate Customer
Sold To Selection Corporate Selection
[Earoker customer [l consslidation Customer Consolidation Business Unit

DIndire-:tCusturner
Federal Attributes

DFederal Customer Trading Partner Code Disbursing Office

I:‘Apprnpriatinn Symbol Mot Required for Reimbursable Agreements

6. Currency Code - Enter USD

7. Rate Type - Enter CRRNT
8. 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

9. 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 | 2] & First ‘4 1of1 ‘% Last
Team Code Drefault Description
STATE a, 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

Address Locations Find | View All First ‘4" 1of1 "“® Last
.'. -—
*Location 1 EIiIITu D Primary DEIruker DF‘rimary
L D Ship To D Primary Dlndire-:t DF‘rimargr
Description |U.S. Fish and Wildlife Service
|:| Sold To |:|F'rimar§.r DCnrrespnndence Address
D RFID Enabled VAT Default WAT Service Treatment Setup

Address Details Find | View All First ‘4 1of1 "% Last
+ -
*Effective Date |10/22/2018 =5tatus Active -

Tax Code Language Code English -
Physical Nature - Where Performed -
Alternate Name 1 Alternate Name 2

Country |USA |Cy United States
Address 1 |11 Lincoln 5t
Address 2 View Phone Information
Address 3
City |[Essex Junction In City Limit
County Postal 05452
State (VT 4, Vermont &@

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

sstiD STATE CustomsrID 1016

Customer Bill To Options
“Effective Dats 11272018 [

Cumrsney Code USD

Responsibilities

Cradit Analyst| 5E5 Le ]
AR Spectalist o
BaNNg Sp=cianst Y

Billing Options
Darsct Inviodcing
[ f— Highway Fils
D Promipt for BEling Curmency
D Electronic Involcs

“Freight B Typ=  Sniooing -
Bl Typ= a
Baling Cycle kdantifiar [+
Involcs Form 5]
Bl By kientifisr a
AR Distrbution Cods i

Hiold Mumbsr of Daps

Cereralini || BMToOptions || Snip To Options || S0k To Options || Miscelianeous General int

Example Cusiomer Name Crange

Find | Wiew All First ‘4 1af1 & La=t
“status Acthe +][=]

Rats Typs CRANT

Coliector [Bes ]
B Inquiry Phons o

Banng suthorty [+

Billing Consolidation Data
Consolidation Key
Satin =

Customer I0

Blanket Purchase Orders
Biankst PO Numibsr
Start Data W)
End Dats &)

Order Management Options

D Purchass Order Reguired

I:l Disabls 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

Group Control Page

Group Control Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action
Group Unit 01110 ID NEXT
*Accounting Date [11/21/2018 |[]
*Group Type &} Currency

*Origin ID Q Control Q, *Format USD Q,

Control Totals Control Data

Control 0.00 *Count 0 *Received [11/21/2012 |[+] *Entered [11/21/2018 |5
Entered 0.00 Count 1 Posted
Difference 0.00 Count -1 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 Mot Posted
_EJJSave [=] Motify = Add #2 Update/Display

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

B nNPR

5. Format - Defaults as USD, accept default
Control Totals section:

6. Control - Enter total amount

7. Count - Enter how many lines (accounting lines)
Control Data section:

8. Received - Defaults with current date, accept default

9. Entered - Defaults with current date, accept default

10. Assign - Defaults with your UserID, accept default

11. User - Defaults with UserlD of the last person to change page.
Group Status section:

12,

13.

14.

15.

16.

Edit Status - Edited indicates that pending items have been edited. (Most online groups have this
status)

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 Contraol Pending ltem 1

Group Unit 01110

Pending ltem Entry

*Acctg Date
*Item ID
*Business Unit 01110
SubCust1
Amount
“Entry Type
Rate Type
Exchange Rate
ayment Terms
Terms
Disc Amt
Disc Amt 1

Reference Information
PO Ref
Order No
Contract

SPID
Item Creation/Update Details

Created On

Created By ETEST

Pending ltem 2 Pending ltem 3

Grou

1] *As Of Date

Line

a, *Customer

SubCust2

*Currency

r Reason

=i

I‘—'|§' Aftachments (0)

QL Due Date

Disc Date

Disc Date 1

PO Line

Document

LiC ID

1142172018 8:05AM

Accounting Entries

Q
Q

#| Revalue Flg

Group Action

= E

Last Modified On 11/2

Find | View Al First '4/ 1 of1
Sequence 1

*AR Dist Q
Due Days
Disc Days

Always Allow Discount

BOL
Line Item

Case No

2172018 8:05AM

Modified By ETEST

= Add

k

#7 Update/Display

Last

=]

ID field. These should be unique within each customer and business unit

Acctg Date and As of Date - Defaults in with the date from the previous page (Group Control). Do

Item ID - It is recommended that you create a set of sequential tracking numbers for the Item

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

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

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, Iltem ID,
and Sequence Number combination. If the system finds that entries do already exist, you are
likely to receive a processing error and the transaction will not post to customers account

[§ save || Motify
1.
not change these dates, accept defaults

2.

duplicate error for that line

proper Item ID line
3.
4
5. Amount - Enter dollar amount for that line
6

Federal Draw Process Manual - April 2019
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Business Unit - Defaults in from the Group Control Page

. Customer - Enter valid customer # or select from drop down list
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Group Contraol Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit 01110 Group ID NEXT
Pending ltem Entry Find | View Al First ‘&) 1of1 '}/ Last
*Acctg Date El *As Of Date El Sequence 1 F[=
*Item ID Line
*Business Unit 01110 &} *Customer Q
SubCust1 SubCust2
Amount *Currency Q
*Entry Type v Reason a, *AR Dist
Rate Type | Revalue Fig
Exchange Rate B Attachments (0)

Payment Terms

Terms Q, Due Date El Due Days
Disc Amt Disc Date El Disc Days
Disc Amt 1 Disc Date 1 E\] Always Allow Discount
Reference Information
PO Ref PO Line BOL
Order No Document Line Item
Contract LiC ID Case No
SPID
Item Creation/Update Details
Created On 11/21/2018 8:05AM Last Modified On 11/21/2018 8:05AM
Created By ETEST Modified By ETEST
_EJJ Save ||[Z] Mofify =5 Add 27 Update/Display

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

CR Credit Memo

GR Grants

RF Refund of Expenditure
WR Wire

CRGR GRREF

Reason - Select valid value (Selections are determined from the entry type that is chosen)
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 Confrol || Pending Item 1

Group Unit 01110
Accounting Entries
Item ID FEES102418
Bus. Unit 01110

Amount

Distribution Lines

ChartFields

Line GL Unit Ledger Grp

2 01110 ACTUALS

102 01110 ACTUALS
Lines 2 DR

[E)save ||[Eh Returnto Search

Accounting Entries Complste

Cumrency Details

Pending Item 2 Pending Item 3 || Accounting Entries Group Action
Group ID 4138
Find | View All First ‘& 1of2 ‘&' Last
Line Entry Type WR Reason WIRE
Customer ST012 SubCust1 SubCust2
500.00 Currency USD
Display Totals | Entry T g} .0.
Personalize | Find | View Al | 2 B First ‘4’ 1-20f2 ‘b Last
Additional Details Journal Reference Information Item Creation/Update Details
Ledger *Type Amount =Account Fund Dept Program
ACTUALS User v | -500.00 462500 Q. (63089 |Q [1110002000 |G
ACTUALS AR 500.00 110001 Q. 63089 1110002000
) >
500.00 Currency USD CR 500.00 Currency USD Net 0.000
[=] Notify = Add

1. Distribution Lines (scroll to see more fields):

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

e Project - If required enter valid value

o Affiliate - If required enter valid value

— 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.

Federal Draw Process Manual - April 2019

Page 16 of 57



Group Action Page

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

Group Unit 01110 Group ID NEXT

Entered 11/21/2018 Status Do Not Post

Group Actions Posting Action
Balance Action:| Do Not Post v OK
Delete Group
[§) save ||[=] Motify

Group Action

Accounting Entry Actions

Create Entries

=+ Add

J Update/Display

Group Action

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
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
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

Federal Draw Process Manual - April 2019
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Payment Worksheet and Descriptions

Payment Worksheet Selection

Payment Worksheet Selection

Deposit Unit 01110
Deposit ID EXAMPLE1
Deposit Status None Applied

Payment ID EXAMPLE1
Payment Amount 150.00 USD
Payment Status Identified

Customer Criteria
Customer Criteria Customer Reference
Customner Items v Customer ID|STOD2 aQ
Name Dept of Information & Innovation
Remit SetlD 01110
Corporate SetiD 01110

MICR ID Q

Reference Criteria

Reference Criteria
None v

Item Reference

Qual Code Reference

Restrict to
All Customers v | Q, Q,
Match Rule
Exact Match v
Detail Reference
Item Status
Item Inclusion Options
® All tems Deduction ltems Only

Exclude Collection ltems Exclude Deduction ltems

AWCH ksheet Action

Build Clear Created at

Worksheet Selection

5] save

Worksheet Application

[ Returnto Search | |tZ] Previous inList | |45 Nextin List [=] Netify || Refresh

Personalize | Find | View All | E First

To Reference

Items in Dispute Only

Payment Predictor

Find | View All First ‘&' 10of1 ‘¥ Last

Business Unit 01110 |Gy [+[=]

Remit From ID 57002
Corporate ID ST002

Link MICR

4 1of1 W Last

=

Advanced Inclusion Options

Exclude Dispute ltems

ltems 0

Worksheet Action

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

Federal Draw Process Manual - April 2019

Page 18 of 57



Payment Worksheet Application

Personalize | Find | View All | 2 | Bl

Payment Worksheet Application
Deposit Unit 01110 DepositlD EXAMPLE1 PaymentID EXAMPLE1 Payment Sequence 1 Payment Currency usoD
Payment Accounting Date 11/202013
Item Action Row Selection
Entry Type | Pay An ltem - Reason Q Choice | Select Range of ltems Range Go

Item Display Control Row Sorting

Display | All tems v Go k1 sort Al By|ltem v Go
Item List

Detail 1 || Detail2 || Detail3 || Details || Detais || Detailg

Remit tem Disc

View Detail seq Sel Pay Amt Cur Item ID i) Unit Customer Type Reason Disc Amt Service Purchase ID
ﬂ%ﬁ @ Q Q b o FTooz o Q Q
Add with Detail Revenus Distribution Letter of Credit ID
—

Balance

Amount 150.00 Remaining 150.00 Unearned 0.00

Selected 0.00 Discount 0.00 Earned 0.00

Adjusted 0.00 Write Off 0.00
=

Worksheet Selection Waorksheel Application Worksheet Action Attachments (0) View Audit Logs
[FlSave ||[Er ReturntoSearch |[#E] PreviousinList |[J5 NextinList |[{¥ Refresh

Tax Status.

Not Applicable

First &' 1of1 &) Last

Item Action section:

1. Entry Type - Defaults as “Pay An Item”, accept default

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

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

Balance section:

3.

Amount - This is the pay amount and is based on what was entered on the Pending Item 1 page

of the Pending Group. Accept default amount or if payment is partial, change the amount of the
item to the amount of payment, tab out of the field and a new line is added representing the
balance for that item

of Amount once all lines are selected

5. Adjusted - Totals any lines that are adjustments

Selected - Totals for each line selected. Net result the selected amount should equal the Total

Remaining - Total amount of payment. Amount decreases when selecting lines to apply

payment. Net result once you completed your worksheet the remaining amount should be zero

7. Discount - Not currently used by SOV

8.
9.

Write off - Totals

amount of write offs

Unearned - Not currently used by SOV

10. Earned - Not currently used by SOV
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Payment Worksheet Action

Payment Worksheet Action
Deposit Unit 01110 Deposit ID EXAMPLE1 Payment ID EXAMPLE1
Entered Date 11/20/2018 Status Do Not Post
Worksheet Action Posting Action Accounting Entry Action
Action:| Do Mot Post ¥
Worksheet Selection Worksheet Application Worksheet Action
[§lsave ||[2 Returnto Search |[+F PrevicusinList ||45 Nextin List [=] Notify

1. Worksheet Action

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

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

2. Posting Action

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

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

3. Accounting Entry Actions

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

Delete Entries - Deletes all accounting entries within the group
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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 dist. code of GR-AR and this
drives the accounting information that defaults when you create the accounting entries. In this
example the accounting entries that default are Account # 430000 and Fund # 22005.
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Enter a New Customer for a Federal Draw

Possible situations when this function is used: Create a Customer to allow the processing of
receivables (DRAWS). (Departments entering customers for Federal draws use the next Fed customer#
Ex: 1001 next # will be 1002.) To find next available Federal Customer # follow the navigation below.

WorkCenter navigation: Accounts Receivable WorkCenter > Links Pagelet > Customer Accounts >

General Information

Navigator Menu navigation: Customer Information > Customers > Customer Information > General

Information

The General Information page displays:

General Information

Enter any information you

Search Criteria

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

Find an Existing Value Add a New Value

SetiD|= »

STATE Q |

L]
c
[T

omer (U] begins with
Mame 1| begins with
Mame 2| begins with
Telephone| begins with
City | begins with

State| begins with
Postal Code| begins with

Search I Clear

Include History Correct History Case Sensitive

Limit the number of results to (up to 300). 300

= )
Basic Search & Save Search Criteria

1. SetlD - Defaults with STATE — Enter your Business Unit (Do not use the SetID of STATE)

2. Click Search
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A customer listing displays:

General Information
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a New Value
Search Criteria
SetiD|= v 01110 Q
Customer ID| begins with v QL
Mame 1| begins with »
Mame 2| begins with »
Telephone| begins with +
City| begins with
State| begins with =
Postal Code| begins with v
Include History Correct History Case Sensitive
Limit the number of results to (up to 300): [300
Search Clear | Basic Search IQE] Save Search Criteria
Search Results
View All First ‘&) 1700f70 &/ Last
Setld Customer ID MName 1 Name 2 Telephone City State Postal Code
01110 1001 U, & Treasury (blank) (blank)  Washington DC 20227
01110 1002 Agency of Digital Services (blank) (blank)  Montpelier VT 05602

The next available Federal customer # in this example is 1003. You are now ready to enter the next

customer #.

On the General Information Page — Click on the Add a New Value tab:

General Information

Eind an Existing Value Add a New Value

SetiDD11M10 |Gy

Customer ID{1003 QL

Add

3. SetlID - Defaults with STATE — Do not use STATE — Enter customer(s) under appropriate Business

Unit
4. Enter Customer ID - Enter next Fed ID customer #

5. Click Add
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The Customer General Info page displays:

General Info Bill To Options Ship To Options Sol To Options Miscellansous General Info
SetlD 01110 Customer ID 1003 General Info Links
*Status | Active v Cagy Srom Customer Lewel| Regular v
*Date Added [1024/2012 |3 *Since 10242018 &) *Type| User 1 v
I *Name 1 I =5hort Name
Name 2
I-Curranc;-‘ Code a I I Rate Type a I
Roles
Eill To Customer Comespondence Customer

8ill Te Selection
Ship To Customer
Ship To Selection
Sold To Customer
Sold Te Selection
Eroker Customer

4

Correspondence Selection

Remit From Customer
Remit From Selection
Corporate Customer
Corporats Selection
Consolidation Customer

Consolidation Business Unit

Indirect Customer

Federal Attributes

Federal Customer Trading Partner Code Disbursing Office

Appropriation Symbol Net Required for Reimbursable Agreements

Support Teams Personalize | Find | View Al | Y| E& First ‘& 1of1 ‘& Last

[Team Coda Default Description

a ¥

Name 1 - Enter customer name - Short Name will automatically display once you save

Currency Code - USD
Rate Type - CRRNT

Roles - Check the box beside Bill to Customer (Correspondence Customer, Remit from
Customer and Corporate Customer will automatically select)

© ®© N O

Support Teams section:

10. Team Code - Enter support team code or select a valid value by clicking on the Magnifying
Glass

11. Default - Select Default box

For the Federal Draw process, all other fields on this page are not currently used. Accept any defaults.
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Scroll to the Address Locations & Address Details section of the General Info page:

12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,

Address Locations Find | View All First ‘4’ 10f1 ‘b Last
F[=
*Lacation 1 M Bin To ™ primary [IBroker U erimary
o O Ship To O Primary indirect O Primary
Description|103 State Street [ sold To [ primary [ correspondence Address
CIRFID Enabled VAT Default VAT Service Treatment Setup
Address Details Find | View All First ‘4 10f1 (&' Last
[+][=]
“Effective Date [10/11/2018 *Status
Tax Code Language Code | English ~ |
Physical Nature ~ 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 Phane Information

Address 3

City |Montpelier Cin city Limit
5508-041 ] ]
County Postal 05609-0401 Complete address is required
State VT Q . .
Address1, City, State and Zip Code
General Info Links

[FlSave ||[=]Nofify ||=* Refresh (54 Add | Update/Display 22 Include History [» Correct History

Location - Accept the default of 1. Different #'s enable you to indicate an organization's
different address Example, one address to receive bills, another for shipping, a third for postal
deliveries. Each address has a different location #. Every customer’s role must have a primary
location, which the system uses on all pages that display a customer address. The primary
location, indicated by a 1, is the address that you use most often when you contact the
customer and may differ from the customer’s main address

Enter Description - Enter appropriate location description (Not Mandatory)
Select Bill To - Select the Bill To checkbox

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

Select Primary - Select the Primary checkbox

Effective Date - Leave as default (Current Date)

Status - Leave as default (Active)

Country - Leave as default (USA) or click on Magnifying Glass to change
Address 1 - Customer Street Address

Address 2 / Address 3 - Enter if applicable

Enter City, State, Postal - Enter city, state, and zip for the Customer
County - Leave Blank

Click on the Bill To Options tab
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The Bill to Options page displays:

Geraral Info || Bill To Options || Ship To Options || Sold To Options || Miscellanecus General info
SetiD 01110 Customer ID 1003 Examgils Tast Euslomes
Customer Bill To Options Find | View Al First ‘4 10f1 ‘& Last
I “Effective Date 0122018 |5 *Status [Active - I #[=
Currency Code USD Rate Type CRRNT
Responsibilities
Credit Analyst FM Q Collector Fi Q I
AR Specialist Q, Bill Inquiry Phone aQ
Billing Specialist Q, Billing Authority Q,
Billing Options Billing Consolidation Data
I Direct Invoicing Consolidation Key
[ ;Ft—deralumhwav File SetiD Q
(] prompt for Billing Currency a
[] Electronic Invoice Customer ID -
*Freight Bill T Shipping vl
eight B !‘P'El 2 g Blanket Purchase Orders
Bill Type Q
Blanket PO Number
Billing Cycle Identifier Q
Start Date B
Invoice Form Q,
End Date =
Bill By Identifier (%]
X Order Management Options
AR Distribution Code Q

[] purchase Order Required

Hold Number of Days -
L Disable Prices on Receipt

InterUnit Billing Immediate Payment Options
[l interunit Customer [] immediate Payment Required
GL Business Unit Q Deposit Percent
Reference Qualifier Code Q, Aging ID aQ,

25. Effective Date - Accept Current Date default

26. Status - Accept Active Default

27. Credit Analyst - Enter or select appropriate credit analyst
28. Collector - Enter or select appropriate collector

29. Click Save at the bottom of the page

Customer Add is Complete
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Enter Online Federal Draw Pending Item

Possible situations when this function is used: To create a pending item for a Federal Draw customer.

Work Center navigation: Accounts Receivable 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

Find an Existing Value Add a New Value

Group Unit 01110 |3
Group IDNEXT Q,

1. Group Unit - Leave as default or enter the appropriate business 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 Control Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action
Group Unit 01110 Group ID NEXT

*Accounting Date [01/22/2019 |5

*Group Type B Q  Biling Currency
*Origin ID DRAW Q. Fed Draws Control USD Q *Format USD
Control Totals Control Data
Control 1,500.00 *Count 1 *Received [11/22/2019 |5 *Entered D1/22/2019 |5
Entered 0.00 Count 1 Posted
Difference 1,500.00 Count 0 Assign ETEST Q User ETEST
Posted 0.00 Count 0
Group Status
Edit Status Edited Accounting Entries Not Balanced
Balanced Mo Posting Action Do Mot Post

Posting Status Mot Posted

[§] save | |[=] Notify =y Add 24 Update/Display

Accounting Date - Leave default of Current Date (never change)

Group Type - Enter or select type B (Billing)

Origin ID - Enter or select appropriate Origin ID = DRAW - Federal Draw Downs
. Control Currency - Enter USD
Format Currency - Accept default of USD

© 0 N o u A

. 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

Federal Draw Process Manual - April 2019 Page 28 of 57



The Pending Item 1 page displays:

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

Group Unit 01110 Group ID NEXT
Pending Item Entry Find | View All First ‘& 10f1 &/ Last
*Acctg Date 10/22/2018 El *As Of Date 10/22/2018 [#] Sequence 1 E
*Item 1D Line
*Business Unit 01110 &} *Customer Q
SubCust1 SubCust2
Amount *Currency
*Entry Type v Reason Q, *AR Dist Q
Rate Type ¥| Revalue Flg
Exchange Rate = Attachments (0)
Payment Terms
Terms &} Due Date [#] Due Days
Disc Amt Disc Date [#] Disc Days
Disc Amt 1 Disc Date 1 Eﬂ 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 10/22/2018 2:25FM Last Modified On 10/22/2018 3:25FM
Created By ETEST Modified By ETEST
_EJJ Save ||[=] Motify =+ Add 2 Update/Display

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

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

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

17. Customer - Enter appropriate Customer ID

18. Amount - Enter amount associated to Item

19. Entry Type - Enter GR (Grants) or WR (Wire)
20. Reason - Enter FEDGR (Grants) or WIRE (Wires)

21. AR Dist - Defaults in when you select Reason
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Group Control || Pending ltem 1 || Pending Item 2

Group Unit 01110 Group ID 4134

Pending Item Entry
*Acctg Date [01/22/2019 E.J
*ftem |D|1110F012219
*Business Unit 01110 Q,
SubCust1
Amount 1,500.00)
*Entry Type| GR. v
Rate Type
Exchange Rate 1.00000000 B
Payment Terms
Terms DUR Q
Disc Amt
Disc Amt 1

Reference Information
PO Ref
Order No
Contract

SPID
Item Creation/Update Details

Created On 01/22/2019 12:34PM

Created By ETEST

Pending ltem 3

Attachments (0)

Accounting Entries

*As Of Date 01/22/2019
Line 1
*Customer 1001
SubCust2
*Currency USD

Reason FEDGR Q,

#| Revalue Fig

View Audit Logs

Due Date
Disc Date
Disc Date 1

PO Line
Document
LciD

Group Action
Find | View All First &/ 10of1 &) Last
[+ Sequence 1
| Copy Line |
[s} Treasury
*AR Dist GR-AR Q
Due Days
Disc Days

L Always Allow Discount

BOL
Line Item

Case No

Last Modified On 01/22/2012 12:41PM

Modified By ETEST

Save ||[=] Motify E: Add 2 Update/Display
22. Click on the + icon to insert a new row
Group Control Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries
Group Unit 01110 Group ID 4134
Pending ltem Entry Find | View All First ‘4 20f2 &) Last
*Acctg Date [11/22/2019 = *As Of Date [11/22/2019 5 EHE
*Item ID [1110F012219 Line 2 Caopy Line
*Business Unit 01110 Q *Customer 1001 Q  Treasury
SubCust1 SubCust2
Amount *Currency USD
*Entry Type v Reason Q *AR Dist (s
Rate Type [#| Revalue Fig
Exchange Rate 100000000 B apachments o)
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 Licio Case No
SPID
Item Creation/Update Details
Created On 01/22/201% 12:43PM Last Modified On 01/22/201% 12:42PM
Created By ETEST Modified By ETEST
[=] Notify 5 Add || .5 Update/Display

23. Click Save
24. Click on the Group Action tab
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The Group Action page displays:

Group Control

Group Unit 01110

Entered 01/22/201%

Group Actions

Pending Item 1

Pending Item 2 Pending ltem 3

Group ID 4194

Status Do Mot Post

Posting Action

Accounting Entries

Group Action

Cash Drawer Receipt

Accounting Entry Actions

Balance Action:| Do Not Post v oK I

Create Entries |

Delete Group

[F] save ||[=] Notify

Delete Entries

=% Add 22 Update/Display

25. Click Create Entries

The Accounting Entries page displays:

Group Control Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries
Group Unit 01110 Group ID 4154
Accounting Entries Find | View All First (& {1of1 ‘&' Last
Item ID 1110F012219 Line Entry Type GR Reason FEDGR
Bus. Unit 01110 Customer 1001 SubCust1 SubCust2
Amount 1,500.00 Currency USD
Accounting Enfries Complete Display Totals | Entry v é? _0_
Distribution Lines Personalize | Find | View All | 1 [ First '4) 1-20f2 ‘&) Last
ChartFields Cumrency Details Additional Details Journal Reference Infermation Item Creation/Update Details
Line GL Unit Ledger Grp Ledger *Type Amount *Account Fund Dept Program
2 01110  ACTUALS ACTUALS User v | -1,500.00 430000 Q, 22005 |G, [1110004000 |Q
102 01110 ACTUALS ACTUALS AR 1,500.00 110001 22005 1110004000
) »
Lines 2 DR 1,500.00 Currency USD CR 1,500.0 Currency USD Net 0.000
&t Returnto Search || =] Notify E: Add

A Group ID number is assigned.

Note: 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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The Group Action page displays:

Group Control Pending Item 1 Pending Item 2 Pending ltem 3 Accounting Entries Group Action
Group Unit 01110 Group ID 4194
Entered 01/22/2019 Status Batch Standard Cash Drawer Receipt
Group Actions Posting Action Accounting Entry Actions
Balance | Action:| Batch Standard v oK |
Delete Group Delete Entries
5] Save | |[gh Return to Search [=] Notify Eh Add

32. Action - Select Batch Standard
33. Click OK
The Status changes from Do Not Post to Batch Standard

Note: Once pending item is set to Batch Standard the overnight batch process (ARUPDATE) runs and

posts group(s) to customer’s accounts.

Entering a Pending Group is Complete
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Review Posting Results - Pending Items

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

WorkCenter navigation: Accounts Receivable WorkCenter > Links Pagelet > Receivables Update >
Posting Results-Pending Items

Navigator Menu navigation: Accounts Receivable > Receivables Update > Posting Results-Pending Items

The All Items w/ Detail page displays:

P W NR
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All Items w/ Detail

Search Criteria

Find an Existing Value

Group Unit[= w| 01110
Group ID[ begins with \][35989
User ID[ begins with |
Assigned Operator D[ begins with v
Group T'-,.-pe
Origin 1D begins with |
Entered Date

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

LPHP

[z

Posting Status|=

v

[l case sensitive

Search Clear

Limit the number of results to (up to 300). |300

Basic Search .QZ"‘J Save Search Criteria

Group Unit - Leave as default or Enter Group Unit

Group ID - Enter Group ID

Enter any other known information to narrow your search

Click Search
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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 3999
Accounting Date 03/24/2017 Approved By
Group Type B Billing Currency
Origin ID DRAW Fed Draws Control USD Format USD
Totals Control Data
Control 15,606.00 *Count 1 Received 03/17/2017
Entered 15,606.00 Count 1 Entered 03/ 7
: . P 324/2017
Difference 0.00 Count 08ted 0 g
Assign
Posted 15,606.00 Count
User
Group Status
Edit Status Edited Accounting Entries Balanced
Balanced Yes Posting Action Do Not Post
Posting Status Complete
[@h Return to Search 1] Previous in List 4] Nextin List (=] Notify

Group Status:
o Edit Status = Edited
e Balanced = Yes
e Posting Status
— Complete (group posted to customer account with no errors)

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

e Accounting Entries = Balanced

e Posting Action = Do not Post (once a group posts to customer account the posting Action
changes from Batch Standard to Do not Post)

Review Posting Results - Pending Items is Complete
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Enter Federal Draw Deposit

*This portion is done by the Treasurer’s Office*

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

Note: For a Federal Draw the Regular Deposit is entered by the Treasurer’s Office once the money is received,
and the Treasurer’s Office confirms that a pending item was entered and posted in VISION by department.

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

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

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

Regular Deposit

Find an Existing Value || Add a New Value

Deposit Unit 01110 |Gy
Deposit 1D o}

Add

1. Business Unit - Enter appropriate business unit if a Business unit does not default
2. Deposit ID - Enter appropriate Deposit ID (example: 1110F0122219)
3. Click Add
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The Totals page displays:

N o v s

%

10.
11.
12.
13.

[§lsave | |[=] Notify | &% Refresh

Totals Payments
Unit 01110 DepositID TESTING_PP Delete Deposit
View Audit Logs
" D1/22/2019 |f3 —
Accounting Date celed &y Control Currency UsD
*Bank Code PECF3 Q
— PUB Peaple Format Currency USD
*Bank Account 0003 Q
; Rate Type CRRNT
*Deposit Type F Q. Fed Grants ” _
Exchange Rate 1.000 0 =
Control Totals Control Data
Control Total Amount 1.500.00 *Count Received 01/22/2019 [
Entered Total Amount 1,500.00 Count *Entered 01/22/2019
Difference Amount 0.00 Count Posted
Posted Total Amount 0.00 Count Assigned ETEST Q
Journalled Total Amount 0.00 Count User ETEST

|E+ Add P

Update/Display

Accounting Date - Accept current date default

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 - USD

Control Total Amount - Enter the total amount of the draw

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

Received - Date the money hit the bank

Entered - Accept current date default (field is grayed out)

Click on the Payments tab
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The Payments page displays:

Totals Payments
Unit 01110 DepositID TESTING_PP Date 01/22/2019 Balance Balanced
Payment Information Find | View All First ‘&' 10of1 & Last
Payment Seq |1 *Payment 1D |1110F012212 *Accounting Date 01/22/201% [5] —
Amount |1,500.00 Currency USD
Rate Type CRRNT Exchange Rate 1.00000000
¥ Payment Predictor Journal Directly Range of References
Payment Method | Check v Attachments (0)
Customer Information Find First ‘& 1of1 &' Last
Customer ID 1001 Q Business Unit/01110 Q, I [+][=]
Remit From 1001 Remit SetiD 01110
Name U. 3. Treasury
Corporate 1001 Corporate SetlD 01110
SubCust1 SubCust2
MICR ID Q Link MICR
Detail References Add Conversation -
Reference Information Personalize | Find | View Al | & | & First 4/ 10of1 &' Last
Qual Code Reference To Reference
el a Q &l =
I 5] Save Ia Notify I{_,“ Refresh I 54 Add 47 Update/Display
Totals | Payments

13. Payment ID - Enter for 1% pymt line (Treasurer’s Office uses the Item ID from the pending group)
14. Accounting Date - Defaults in from the totals page

15. Amount - Enter Amount for first payment line

16. Currency - Defaults in from the totals page

17. Payment Predictor - Defaults as checked. Note: This must remain checked if using Payment
Predictor functionality

18. Journal Directly - Not used for Customer deposits
19. Payment Method - Defaults as Check, accept default
20. Customer ID - Enter Cust ID

21. Business Unit - Enter your billing Business Unit

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

Note: If you need to Insert a New Row, click on the + icon at the TOP right of the page UNDER the
Payment Information section It is important to click the appropriate + icon to insert a row. This
page is divided into three sections and allows rows to be inserted in each section.

23. Click Save
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The deposit should now be Balanced:

Totals I Payments
|

Unit 01110 DepositID 1110F021518 Date 11/15/2012 Balance Balanced

Payment Information Find | View Al First ‘4 10of1 & Last
Payment Seq|1 *Payment ID [EXAMPLE *Accounting Date [11152018 |5 FH[=
Amount 200,000.00 Currency USD
Rate Type CRRNT Exchange Rate 1.00000000
Payment Predictor Journal Directly Range of References
Payment Method [ Check - Attachments (0) Apply Payment
View Audit Logs
Customer Information Find First ‘&' {of1 &' Last
Customer ID 1001 a Business Unit 01110 (&} #][=]
Remit From 1001 Remit SetlD 01110
Name U S Treasury
Corporate 1001 Corporate SetlD 01110
SubCust1 SubCust2
MICR ID aQ Link MICR
Detail References Add Conversation
Reference Information Personalize | Find | View Al | 20 | E& First ‘4 10f1 & Last
Qual Code Reference To Reference
1 aQ Q ] =]
[§)Save ||[=] Motify | i Refresh [E Add & Update/Display

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

Totals Payments
Unit 01110 Deposit ID 1110FD81518 Delete Deposit
View Audit Logs
Accounting Date —— 5 Control Currency USD
*Bank Code PECP3 QA pue Peocole :
ey ; Format Currency USD
*Bank Account 0003 Q
. = Rate Type CRRNT
Deposit Type F Q FedGrams oo EEE
Exchange Rate 1.00000000 [
Control Totals Control Data
Control Total Amount =Count 1 *Received 111152018 |[H)
Entered Total Amount Count 1 *Entered 11/15/2013
Difference Amount 0.00 Count 0 Posted
Posted Total Amount 0.00 Count 0 Assigned ETEST a,
Journalled Total Amount 0.00 Count 0 User ETEST
Gl Save ||[Z] Motify | |£% Refresh + Add || 7] Update/Display

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

Regular Customer Deposit is Complete

*Next step(s) are completed by departments. Each department is responsible for building a payment
worksheet, selecting items where the payment(s) are to be applied, and select Batch Standard to post
the deposit to the customer’s account. *
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Applying a Federal Draw Deposit Using Payment Predictor

Possible situations when this function is used: After the Treasurer’s Office enters the deposit for your
federal draw, you must apply the deposit to the customer’s account. 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.

To inquire if the Treasurer’s Office entered a deposit - Run the VT_MER_DEPOSITS_NOT_POSTED
Query. Once you have found the deposit you are ready to proceed with the next step, which is applying
the payment to the customer’s account.

Overview: 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 needs to be selected

For Federal Draw Deposits, the Business office will need to update the Deposit with reference
information that will be used to automatically select items to match to the payments.

Totals Payments

Unit 01110 DepositID TESTING_PP Date 01/22/2019 Balance Balanced
Payment Information Find | View Al First ‘4 qof1 & Last
Payment Seq 1 *Payment ID|1110F01221% *Accounting Date 01/22/2019 |5 HE
Amount |1,500.00 Currency USD
Rate Type CRRNT Exchange Rate 1.00000000
¥/ Payment Predictor Journal Directly Range of References
Payment Method | Check v Attachments (0)
View Audit Logs
Customer Information Find First & 1of1 & Last
Customer ID 1001 Q Business Unit 01110 Q =+ =]
Remit From 1001 Remit SetlD 01110

Name U. S Treasury

Corporate 1001 Corporate SetlD 01110
SubCust1 SubCust2
MICR ID =N Link MICR
Detail References Add Conversation
Reference Information Personalize | Find | View All | LY | & First '& 10of1 ‘&' Last
Qual Code Reference To Reference
1 a Q Bl =]
[Flsave =] Notify || Refresh =f Add | Update/Display

Totals | Payments

Reference Information section:
1. Qual Code - Defaults as “I” (Leave as is)

2. Reference - Enter the appropriate Item ID # be used when Running Payment Predictor. Using
the Magnifying Glass will limit your search if you are unsure of the Item ID

3. Click Save - You can now run Payment Predictor
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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 is displays, use Find an Existing Value if a run control is already

configured or click on the Add a New Value tab:

Request Payment Predictor

FEind an Existing Value Add a New Value

Run Control ID|Payment_Predictor

Add

4. Run Control ID — Enter a Run Control ID
5. Click Add

The Payment Predictor Run Control page displays:

Payment Predictor

Run Control ID Payment_Predictor Report Manager

Process Request Parameters

Process Monitor

Personalize | Find | View All | £ | E First ‘&' 10f1 ‘* Last

“Business Unit *Process Frequency Last Run On Process Instance
| oo Q +] [0
flsave ||[=] Notify [£h Add

| Update/Display

Enter run control parameters to process the selected deposits:
6. Business Unit - Enter Business Unit or select from the drop down
7. Process Frequency - Select Always
8. Click Run

The Process Scheduler Request page displays:

Process Scheduler Request

UserID ETEST Run Control ID Payment_Predictor

Server Name v
Recurrence v

Run Date |01/19/2019 3

Run Time [12:27-28PM Reset to Current Date/Time
Time Zone

Process List

Select Description

i PS/AR Payment Predictor

Process Name

OK Cancel

Process Type *Type *Format Distribution

ARPREDCT PSJob (None) V| [(None) ‘| Distribution

Help

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

Payment Predictor
Run Control ID Payment_Predictor Report Manager I Process Monitor I
Process Instance:9473265
Process Request Parameters Personalize | Find | View Al | £ | [ First ‘&' 10f1 ‘' Last
*Business Unit *Process Frequency Last Run On Process Instance
101110 Q =
|5 save =] Notify =% Add 2| Update/Display
10. Click on the Process Monitor link
The Process Request page displays:
Process List | Server List
View Process Request For
User ID[ETEST Q  Type v] [Last v 1 [Days v
Server A Name @, Instance From Instance To
Run Status v Distribution Status ¥ | ¥ save On Refresh
Process List Personalize | Find | View All l@\ ;E First ‘&' 1of1 ‘&' Last
Select Imstance Seq. Process Type Process Name User Run Date/Time Run Status E;:E'I;ution Details
9473316 PSJob ARPREDCT ETEST  01/22/201% 1:16:45PM EST Success Posted Details
Go back to Request Payment Predictor
[§] save ||=] Notify

11. Click Refresh until the ARPREDICT process has a Run Status = Success and Distribution Status =

Posted

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

process.
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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 Worksheet page displays:

Create Payment Worksheet

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

Find an existing payment

Search Criteria

Deposit Unit| = v 01110 Q
Deposit ID| begins with ¥ Q
Payment Si el = v
Q
v
User ID| b
Assigned Operator 10| b Q
Payment Predictor Method| begins with * Q
Accounting Date| = v

Case Sensitive
Limit the number of resuits to (up to 300): [300

Search Clear | Basic Search 19"“ Save Search Criteria

Search Results

View All
Deposit Unit Deposit ID Payment Sequence Payment Il Payment Amount Payment Currency Payment Status User ID  Assigned Gperator ID Payment Predictor Method Algorithm Group ID Algorithm Identifier
01110 10010919 1110010919A 15000 UsD Ident KJAQUISH KJAQUISH ITEM_REF (blank) (blank)
Lo I POV e o = e o R Lo
01110 1110FD12212 1500 1sD Applied ETEST  ETEST |TEM_REF #REFS ITEMREF
L8 5 misi) ToEm TR e LT S EIES) JULEIS)

12. Deposit Unit - Enter the deposit business unit to locate payment worksheets created by

payment predictor
13. Click Search

The Search Results display a list of payments which are not applied that match the search criteria.
Select a payment from the test data by clicking on the link displayed in the list.

The Payment Worksheet Selection page displays:

Payment Worksheet Selection
Deposit Unit 01110
Deposit ID TESTING_PP
Deposit Status Partially Applied

Customer Criteria
Customer Criteria Customer Reference
Customer ltems hd Customer 1D 1001
Name U. 8. Treasury
Remit SetiD 01110
Corporate SetlD 01110
MICR ID

Reference Criteria

Reference Criteria
Specific Value v

Item Reference

Qual Code Reference

Restrict to

All Customers v 1 1110F012219

Match Rule
Exact Match v
Detail Reference
Item Status
Item Inclusion Options
= All items Deduction Items Only
Exclude Collection ltems Exclude Deduction ltems
Worksheet Action
Created at
Worksheet Selection

(5 Save

Worksheet Application

[t Return to Search 5] Previousin List ||4F Nextin List [=] Notify

PaymentID 1110F01
Payment Amount 1,500.00 USD
Payment Status Applied

2219 Payment Predictor

Find | View All
Business Unit 01110 +[=
Remit From ID 1001

Corporate ID 1001

Link MICR

Personalize | Find | View Al | G| [E] First ‘&) 10of1 &/ Last

To Reference

Items in Dispute Only Advanced Inclusion Options

Exclude Dispute ltems

Items 0

% Refresh

First ‘& 10f1 &' Last

The Customer and invoice information from the Payment has been populated on the Worksheet

Selection page as note by the green highlights above.
14. Click the Worksheet Action link
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The Payment Worksheet Action page displays:

Payment Worksheet Action
Deposit Unit 01110

Entered Date 01/22/2019

Worksheet Action

Worksheet Selection

[5] save

[Er Return to Search

Deposit ID TESTING_PP

Status Batch Standard

Payment ID 1110F012212

Posting Action

Action:| Batch Standard v

Accounting Entry Action

oK

#5 Previous in List =

Worksheet Application

Next in List

Worksheet Action

[=7] 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 Apply a Federal
Draw Deposit to Customer Account Not Using Payment Predictor section of the Accounts Receivable

training manual.

Applying a Federal Draw Deposit Using Payment Predictor is Complete
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Apply a Federal Draw Deposit to Customer Account Not Using Payment Predictor

Possible situations when this function is used: After the Treasurer’s Office enters the deposit for your
federal draw, you must apply the deposit to the customer’s account by creating a payment worksheet
to complete the final step in the federal draw process.

To inquire if the Treasurer’s Office entered a deposit, there are three options:
1. Run VT_CASH_RECEIPT_JOURNAL Query selecting the criteria of “not posted”.

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

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

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

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

WorkCenter navigation: Accounts Receivable WorkCenter > Links Pagelet > Payments > Create
Payment Worksheet

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

The Create Payment Worksheet page displays:

Create Payment Worksheet

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

Find an existing payment

Search Criteria

Deposit Unit| = ¥ 01110 Q
Deposit ID| begins with ¥ Q

Payment Sequence| = v
Payment ID | begins with ¥ Q

Payment Status| = v

User ID| begins with ¥
Assigned Operator ID | begins with ¥ Q
Payment Predictor Method | begins with ¥
Accounting Date| = v B
Case Sensitive
Limit the number of results to (up to 300y 300

Search Clear | Basic Search |9 Save Search Criteria

1. Deposit Unit - Enter Deposit Unit or accept default
2. Deposit ID - Enter Deposit ID (if known, otherwise leave blank)

3. Click Search
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Search Results display:

Create Payment Worksheet

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

Search Criteria

Deposit Unit[= v 1110
Deposit ID[ begins with v

)

Paymen:

ence| = v

D[ begins with v
Payment Statu

User D[ begins wi

Assigned Operator ID| b
Payment Predictor Method| begins with v

5P

Accounting Date[= v

Case Sensitive
Limit the number of resuits to (up to 300): 300

Search Clear_| Basic Seartn " Save Search Criteria

Search Results

View Al First 0 1303 () Last
Deposit Unit Deposit ID Payment Sequence Payment D Payment Amount Payment Currency Payment Status User ID  Assigned Operator ID Payment Predictor Method Algorithm Group ID Algorithm Identifier Entered Date Accounting Date Bill To Customer
01110 2120052012 1 EXAMPLE B 25 UsD Ident DBROCHU DBROCHU (blank (blank (blank 120042018 12/04/2018  (blank

0110 EXAWPLE 1 EXAMPLE 25 UsD Ident ETEST  ETEST (blank) (blank) (blank) 12102018 121102018 (blank)

01110 TSAR27112618 1 UNPOST 45 usD Ident WTUCKER WTUCKER (blank) (blank) (blank) 1172612018 1112612018 (blank)

4. Click on the Deposit you want to post payment

The Payment Worksheet Selection page displays:

Payment Worksheet Selection
Deposit Unit 01110 Payment ID EXAMPLE Payment Predictor
DepositID EXAEFLE Payment Amount 2500 USD
1 Deposit Status MNone Applied || Payment Status Identified
Customer Criteria
- ) ) ) 3 1 b -
Customer Criteria Customer Reference Find | View All First of 1 Last
Customer ltems v ICustomerID ST025 Q Business Unit 01110 | Q ﬂjl
Name Judiciary
Remit SetlD 01110 Remit From ID ST025
Corporate SetiD 01110 Corporate ID ST025
MICR ID (&} Link MICI
Reference Criteria
Reference Criteria Item Reference Personalize | Find | View All | 5] First ‘&' 10f1 &' Last
None M
Qual Code Reference To Reference
Restrict to
All Customers v | Q Q. ﬂ j
Match Rule
Exact Match v
Detail Reference
Item Status
Item Inclusion Options
® All ltems Deduction Items Only Items in Dispute Only Advanced Inclusion Options
Exclude Collection ltems Exclude Deduction ltems Exclude Dispute ltems
Worksheet Actio
Build Clear Created at ltems 0
Worksheet Selection Worksheet Application Worksheet Action
[§)save ||[@" Returnto Search ||t Previousin List ||4=] Nextin List [=] Notify ||z Refresh

Deposit Status - Defaults None Applied

Customer Criteria - Populates as Customer Items

Customer ID - Defaults (verify that correct customer defaults)
Business Unit - Defaults (verify correct business unit defaults)
Reference Criteria - Accept defaults no intervention is required
All Items — defaults as selected accept default

5. Click Build under the Worksheet Action section of the page
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The Worksheet Application page displays:

Payment Worksheet Application

Deposit Unit 01110 Deposit ID EXAMPLE PaymentID EXAMPLE Payment Sequence 1 Payment Currency  USD
Payment Accounting Date 12/10/2013
Item Action Row Selection
Entry Type | Pay An Item A Reason Q Choice | Select Range of ltems v Range Ge
Item Display Control Row Sorting
Display [ All tems v Go E Sort All By | ltem v Go
Item List Personalize | Find | View All B
Detail1 || Detail2 | Detail3 | Detail4 | Detail 5 | Details
View Detail S sel Pay Amt Cur item ID T Customer  Type Reason Disc B Service Purchase!D  Tax Status
B i 23,10600 USD  FY1801110_ST@ @ [pi110 Ja [sTO28 Q a Q Not Applicable
Add with Detail

Revenue Distribution Add Conversation Letter of Credit ID

Balance

Amount 25.00 Remaining 25.00 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

[§)save || RetuntoSearch |[+F] PreviousinList |[JE] NextinList || Refresh

The Worksheet is comprised of all open items that exist on the customer’s account.
Item Action section:
e Entry Type - Defaults as Pay an Item, accept default
Item List section:
e This section shows all open items that exist for customer
Balance section:
=  Amount - Defaults amount of payment line selected

= Selected - Totals for each line selected. The selected amount should equal the Total of Amount
once all lines are selected

= Adjusted - Totals any lines that are adjustments

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

= Discount - Not currently used by SOV
= Write off - Totals amount of write offs
= Unearned - Not currently used by SOV
= Earned - Not currently used by SOV
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Select the item that you want to apply this payment to by checking the box to the left of the item:

Payment Worksheet Application
Deposit Unit 01110 Deposit ID EXAMPLE PaymentID EXAMPLE Payment Sequence 1 Payment Currency  USD
Payment Accounting Date 12/10/2013
Item Action Row Selection
Entry Type | Pay An ltem v Reason Q Choice | Select Range of Items Range Go
Item Display Control Row Sorting
Display | All ltems v Go ﬁ Sort All By | Item v Go
Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail E::"t Sel Pay Amt Cur Item ID Eﬁ:! Unit Customer Type Reason Disc R"i'i Service Purchase ID
B 2500 USD FYi501110_STQ a b0 e [TozE a Py la Q.
B 23,081.00 USD Fr1901110_STQ a b0 @ [sTozs =% Q Q
Ll i el Revenue Distribution Add Conversation Letter of Credit ID
Balance
Amount 2500 Remaining 0.00 Unearned 0.00
Selected 2500 Discount 0.00 Earned 0.00
Adjusted 0.00 Write Off 000
Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs
I
[§l save I-" Return to Search 1=] Previous in List 4 Nextin List % Refresh

Note: To apply a partial payment: Pending items total 23,106.00 and customer only paid 25.00. To
apply payment, in the pay amount field erase the amount. Example: 23,106.00 is the full amount of
the bill. Erase the amount and type in the amount of payment 25.00 click the refresh button and the

balance will drop down to a new line for future payment.

6. Click Save

In the Balance section - 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 of the

worksheet you need to have a balanced worksheet.

Click on the Worksheet Action link - The Worksheet Action page is displayed.

Payment Worksheet Action

Deposit Unit 01110 Deposit ID EXAMPLE

Entered Date 12/10/2018 |

Worksheet Action

Delete Worksheet

Worksheet Selection

1| Previous in List

[Fl5ave ||[Er Return to Search

Status Do Not Post |
Posting Action
Action:| Do Not Post v oK
Worksheet Application
5] Nextin List [=] Motify

Payment ID EXAMPLE

Accounting Entry Action

Create/Review Entries

Worksheet Action

Status - Defaults as Do Not Post

7. Click on the drop-down arrow in the Posting Action section of the page - select Batch Standard

8. Click OK
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Payment Worksheet Action
Deposit Unit 01110 Deposit ID EXAMPLE Payment ID EXAMPLE
Entered Date 12/10v/2013 I Status Batch Standard |
Worksheet Action Posting Action Accounting Entry Action
Delete Worksheet Action:| Batch Standard v QK
Worksheet Selection Worksheet Application Worksheet Action
[§l save ||[E Return to Search 15 Previousin List ||4F Nextin List [=] Notify

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

Apply Deposit to Customer Account is Complete
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Review Posting Results - Payments

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

WorkCenter Navigation: Accounts Receivable WorkCenter > Links pagelet > Receivables Update >
Posting Results-Payments

Navigator Menu navigation: Accounts Receivable > Receivables Update > Posting Results-Payments

The Item w/ Accounting Entries page displays:

Items w/ Accounting Entries
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
Deposit Unit| = v Q.
Deposit ID| begins with v Q
Payment ID| begins with v Q.
Group ID| begins with » Q
Group Type| begins with v
User ID| begins with Q.
Assigned Operator ID| begins with v Q
Entered Date| = v E‘j
Posting Status| == v v
Payment Type| = v v
Case Sensitive
Limit the number of results to (up to 300): |300
Search Clear | Basic Search Q‘-‘J Save Search Criteria
1. Deposit Unit - Leave as default or enter Deposit Unit
2. Deposit ID - Enter Deposit ID
3. Click Search
Search Results display:
Search Results
View All First ‘& 140f4 ‘&) Last
Deposit Unit Deposit ID Payment ID Group Unit Group ID Group Type User ID Assigned Operator ID Entered Date Posting Status Posted Date Payment Type
01110 000569 ) 11 01110 4079 P 10/31/2017 Complete 10/31/2017 Payment
01110 000569 01110 4078 P 10/31/2017 Complete 10/31/2017 Payment
01110 000569 il 01110 4076 P 10/31/2017 Complete 10/31/2017 Payment
01110 000569 0333062183 01110 4077 P 10/31/2017 Complete 10/31/2017 Payment

4. Click on the Payment you want to view
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The Payment Control page displays:

Payment Control Payment 1 Payment 2 Payment 3 Accounting Entries
Deposit Unit 01110 DepositID 000593A Payment ID 03420/365739
Accounting Date 03/23/2013 Approved By
Group Type P Payment Currency
OriginID PS AR PS AR Control Format USD
Payment Type Payment
Totals Control Data
Control -8,450.95 *Count 1 Received 03728
Entered Count 1 Entered
Difference Count 0 Posted 03
Assign
Posted -3,450.95 Count 1
User
Group Status
Edit Status Edited Accounting Entries Balanced
Balanced ¢ Posting Action Do Not Post
Posting Status Complete
o™ Return to Search 1] Previous in List d=] Nextin List (=] Notify

Note: If the deposit consists of 1 payment line when you click the search button it will display the
screen above. If you have a deposit with more than one payment line, you will get a search results
for each line.

e Edit Status = Edited
e Balanced = Yes

e Posting Status = Complete (The payment posted to customer account with no errors) or Error
(The payment is in error. Click on the payment 1 tab and click the error info button to find what
the error message is. To correct the error, navigate to Correct Posting Errors: Accounts
Receivable > Receivables Update > Correct Posting Errors > Payments)

e Accounting Entries = Balanced

e Posting Action = Do Not Post (once a payment posts to customer account the posting Action changes
from Batch Standard to Do not Post)

Review Posting Resupts - Payments is Complete
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Enter an Online Credit Pending Item

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

WorkCenter Navigation: Accounts Receivable 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

Find an Existing Yalue Add a New Value

Group Unit QL
Group 1D NEXT 3

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
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The Group Control page displays:

Group Control Pending ltem 1 Pending Item 2

Group Unit 01110

*Accounting Date |11/14/2018

*Group Type

2O

*Qrigin ID

Control Totals

Control 0.00
Entered 0.00
Difference 0.00
Posted 0.00

Group Status

Edit Status Edited
Balanced MNo
Posting Status Mot Posted

(5] Save ||=] Motify

Pending ltem 3 Accounting Entries Group Action

Group ID NEXT

*Count
Count
Count
Count

&

« JRPUPR

Currency
Control Q
Control Data
*Received 11/14/2018 |5
Posted
Assign ETEST Q

Accounting Entries Not Balanced
Posting Action Do Mot Post

*Format JSD

*Entered [11/14/2018 |[5]

User ETEST

|=+ Aad

a

#1 Update/Display

. Control Currency - Enter USD

© 0 N o u A

10. Entered Date - Leave default of Current Date

Group Type - Enter type B - Billing

Accounting Date - Leave default of Current Date

Origin ID - Enter Origin ID (DRAW) from list of valid values.

. Count - Enter Count (# of lines on pending item)

11. Received Date - Leave default of Current Date

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

Group Contraol Pending Item 1 Pending Item 2 Pending ltem 3 Accounting Entries
Group Unit 01110 Group ID NEXT
Pending Item Entry Find | View All First ‘& 10of1 &) Last
*Acctg Date [11/14/2018 El *As Of Date [11/14/2018 [#] Sequence 1 +[=]
*Item ID Line
*Business Unit 01110 a, *Customer Q
SubCust1 SubCust2
Amount *Currency
*Entry Type Reason a, *AR Dist &}
Rate Type ¥ Revalue Flg
Exchange Rate B Attachments (D)
Payment Terms
Terms &} Due Date [#] Due Days
Disc Amt Disc Date El Disc Days
Disc Amt 1 Disc Date 1 Bl 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 11/14/2018 9:03AM Last Modified On 11/14/2018 9:03AN
Created By ETEST Modified By ETEST
;JJ Save ||[=] Notify =5 Add 2 Update/Display

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

14. As of Date - Defaults from Group control — never change

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

17. Business Unit - Leave default value from Group Control

18. Customer - Enter appropriate Customer ID (once you tab out of field the customer short name

will appear to the right of the page)
19. Amount - Enter Credit Amount
20. Entry Type - Enter CRGR
21. Reason - Enter GRREF
22. AR Dist - Defaults in when you tab out of Reason field
23. Click on the Group Action tab
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The Group Action page displays:

Group Control Pending Item 1 Pending Item 2 Pending Item 3 A
Group Unit 01110 Group ID NEXT
Entered 11/14/2018 Status Do Not Post
Group Actions Posting Action
Balance Action:| Do Mot Post v

Delete Group

[§] save ||[=] Notify

ccounting Entries Group Action
Accounting Entry Actions
QK I Create Entries I

]
=

Add 27 Update/Display

24. Click 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.

Note: If you only have a few lines you can create the accounting entries by clicking on the Accounting
Entries tab instead of the Group Action Tab. For each line you will need to click on the % icon to
create accounting entries. For this example, the Create Entries button was selected.

The Accounting Entries page displays:

Group Conirol || Pending Item 1 Pending Item 2 || Pendingltem 3 || Accounting Entries Group Action
Group Unit 01110 Group ID 4192
Accounting Entries Find | View All First ‘& 1of1 &) Last
Item ID 1110CR0O10919 Line Entry Type CRGR Reason GRREF
Bus. Unit 01110 Customer 1003 SubCust1 SubCust2
Amount -100.00 Currency USD
Accounting Entries Complete Display Totals | Entry v 7 £
Distribution Lines Personalize | Find | View All | & B First ‘4 1-20f2 ‘b Last
ChartFields Cumrency Details Additional Details Journal Reference Information Iiem Creation/Update Delails
Line GL Unit Ledger Grp Ledger *“Type Amount Account Fund Dept Program
2 01110 ACTUALS ACTUALS User 100.00 430000 22005 1110004000
102 01110 ACTUALS ACTUALS AR -100.00 110001 22005 1110004000
3
Lines 2 DR 100.00 Currency USD CR 100.00 Currency USD Net 0.000
[§lSave ||[E Returnto Search 15| Previous in List [=] MNotify = Add

What defaults for accounting entries is determined by Entry Type and Reason that was chosen on the

Pending Item 1 page. The mandatory fields are Account,

Fund and Dept.

Note: It is very important that when entering a credit pending group against an original group that
you use the same accounting entries that were used on the original pending group.

25. Account - Leave as default or enter appropriate revenue account

26. Fund - Leave as default or enter appropriate fund

27. Dept - Leave as default of enter appropriate Department ID (Dept ID)

28. Program - Enter or select valid value if required
29. Class - Enter or select valid value if required
30. Project - Enter or select valid value if required
31. Click Save
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A new Group ID is assigned and chartfield information entered carries to the credit side of the entry:

Group Control Pending Item 1 Pending Item 2 Pending ltem 3 Accounting Entries Grou n

Group Unit 01110 Group ID 4192

Accounting Entries

Find | View All First ‘&' 1of1 ‘&' Last
ftem ID 1110CRO10919 Line Entry Type CRGR Reason GRREF
Bus. Unit 01110 Customer 1003 SubCust1 SubCust2
Amount -100.00 Currency USD
Accounting Entries Complete Display Totals | Entry v g @

Distribution Lines Personalize | Find | View All | 2 EH First ‘4 1-20f2 b/ Last

ChartFields Cumency Details Additional Details Journal Reference Information Item Creation/Update Details
Line GL Unit Ledger Grp Ledger *Type Amount Account Fund Dept Program
2 01110  ACTUALS ACTUALS User 100.00 430000 22005 1110004000
102 01110  ACTUALS ACTUALS AR -100.00 110001 22005 1110004000
»
Lines 2 DR 100.00 Currency USD CR 100.00 Currency USD Net 0.000
[Fl save ||[Gh Returnto Search 1= Previous in List Next in List [=] Notify 5} Add LIpr
32. Click the Group Action tab
The Group Action page displays:
Group Control Pending Item 1 Pending Item 2 Pending Item 3 Accounting Entries Group Action
Group Unit 01110 Group ID 4135
Entered 11/14/2013 Status Do Not Post Cash Drawer Receipt
Group Actions Posting Action Accounting Entry Actions
Balance Action:| Do Not Post v QK
Delete Group Delete Entries

[F] Save ||[Gr Return to Search [=] Notify

Eh Add Update/Display

Select the drop-down arrow for the Action: under the Posting Action section of page:
33. Select Batch Standard
34. Click OK
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Group Control || Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action
Group Unit 01110 Group ID 4138
Entered 11/14/2018 Status Batch Standard Cash Drawer Receipt
Group Actions Posting Action Accounting Entry Actions
Balance Action:| Batch Standard v OK
Delete Group Delete Entries
[§]save ||[Gh Returnto Search [=] Notify =} Add

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

Note: Entering a credit pending item does not automatically close out the pending item. Credit will
post to the customer’s account as an open item. To match both open items a maintenance worksheet
needs to be entered. See instructions for creating a maintenance worksheet starting on page 149 of
the Accounts Receivable Manual.

Enter an Online Credit Pending Item is Complete
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Additional Exercises, Reports & Queries

Accounts Receivable Manual - The following helpful exercises can be found in the Accounts
Receivable Manual:

= Maintain/Update Customer Name and/or Address

= Create a Maintenance Worksheet

= Enter Customer Deposit — Payment more than Item Balance
= Enter Customer Deposit — Payment less than Item Balance

= Enter Customer Deposit — No Reference ID, Multiple Open Pending Items/Invoices, Deposit
Dollar Amount does not Match any Open Balance

= Inquire and Fix Online A/R Pending Item that did not post due to a “Duplicate Item” Error
= Review Pending Items Groups Not Set To Post

= Review Pending Items Groups Set To Post

=  Review Payments Set To Post

= Review Item List

= Review Item Activity From a Group

= Review Item Activity From a Customer Payment

= Review Item Activity SummaryView/Update Item Details

= Customer Account Overview

= Customer Activity

Reports and Queries for Accounts Receivable and Federal Draw can be found in the Reporting
Manual(s) located at https://finance.vermont.gov/vision-module-support/accounts-receivable
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