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QUuICK REFERENCE GUIDE
Applying Payments On-Account

February 5, 2015
Apply Payments On-Account

This guide covers applying a payment “On Account” when a customer has not specified which Item the payment
should be applied to.

Steps to complete:

e Step 1: Access the Worksheet Selection page for the Deposit
e Step 2: Apply the Payment to the Customer Account on the Worksheet Application page

e Step 3: Select a Posting Action for the Worksheet on the Worksheet Action page
Step 1: Access the Worksheet Selection page for the Deposit
Begin by navigating to the Create Payment Worksheet page.

1. Navigation Links: Accounts Receivable, Payments, Apply Payments, Create Worksheet.
2. Accept the default Deposit Unit or enter a Deposit Unit.

3. Enter a Deposit ID or click on the Lookup icon to search for and select a Deposit ID.
Note: Other fields can be entered to narrow your search, if you don’t know the Deposit ID.

Favorites : Main Menu > Accounts Receivable > Payments > Apply Payments > Create Worksheet
- - - - -

Create Payment Worksheet

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

[~

Deposit Unit: = - G1001 Q
Deposit ID: begins with 132950133| a
Payment Sequence: = -

Payment ID: begins with QL
Payment Status: = - -
User ID: begins with

Assigned Operator |D: begins with Q,
Payment Predictor Method: begins with - a,
Accounting Date: = - [#]

Case Sensitive

Search Clear |Basic Search Save Search Criteria

4. Click on the Search button.
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5. If necessary, click on the link for the Deposit ID in the search results.

The Payment Worksheet Selection page displays with the customer reference information that was
entered when the deposit was created.

Favorites | Main Menu > Accounts Receivable > Payments » Apply Payments > Create Worksheet
- H - - - -

Payment Worksheet Selection

Deposit Unit: G1001 Payment ID: CK #9999 [/ Payment Predictor
Deposit ID: 132950133 Payment Amount: 750.00 USD
Deposit Status: Mone Applied Payment Status: |dentified

Customer Criteria

Customer Criteria: Customer Reference Find
Customer ltems M Customer ID: 0000000001 & Business Unit: Q F[=
SubCustomer 1: Q SubCustomer 2: Q
Name:
Remit SetiD: Remit From ID:
Corporate SetlD: Corporate ID:
MICR ID: & Lnkmicr
Reference Criteria
Reference Criteria: Item Reference Personalize | Find | View All | E | B First Kl 1071 O ast
Mone Qual Code Reference To Reference
Restrict to:
|L.IICL|st-3-‘1-'=rs v| | Q | Q =
Match Rule:
[ Exact Match -]

Detail Reference
ltem Status

Item Inclusion Options
@ All ltems (©) Deduction Items Only ©) Items in Dispute Only
Exclude Deduction ltems Exclude Collection Items Exclude Dispute Items

Worksheet Action

| Build | | Clear Created at: ltems: 0
Worksheet Selection Worksheet Application Worksheet Action

|B) save| & RetrntoSearch | [=] Notify | | Refresh |

Step 2: Apply the Payment to the Customer Account on the Worksheet Application page

Begin by navigating to the Payment Worksheet Application page.

1. Onthe Payment Worksheet Selection page, click on the Build button. The Payment Worksheet
Application page displays.
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Favorites Main Menu > Accounts Recewable > Payments > Apply Payments > Create Worksheet > Update Worksheet

£ New Window

Payment Worksheet Application

Deposit Unit: G1001  Deposit ID: 132950133 Payment ID: CK #9999 Payment Sequence: 1
Payment Accounting Date: 12/04/2014 Payment Currency: UsD

Item Action Row Selection

Entry Type: Pay An ltem *  Reason: G, Choice: Select Range of ltems ~  Range: . Go |

ftem Display Control

Display: All ltems - Go ﬁ Sort All By: Item - Go

Personaiize | Find | View 41| ¥ | 35 First K1 1.6 0 6 I Last

Detal 2 |( Detal3 | Detal4 '/ Detail5 |  Detail6
g;:; 2::“ Sel Pay Amt Cur Item ID Eﬁg Unit Customer Type Reason Disc Disc Amt
B B ([ 300.00, USD | [o0000223185 @, | 1)@ [G1001 |@ |[oooooooolq Q, Q| B =1
B |2 B | 30000 usD | [egoooo001 (@ [ 1)@ [G1001 @ |[ooooooooid Q Q| @ Bl =
B | 200.00 usD | [eg0000004 Q@ | 1)@ [G1001 @ | [oooooooolqy Q [ | Bl =
B 0 | 2,000.00/ USD | [oooooooos o [ 2@ [e1001 @ | [ooooooooiqy, Q, Q| @ ]l =
B 5 B ([ 750.00 USD | [egoooo010 (@ [ 1)@ [G1001 |@ |[ooooooooidy (s} Q| @ Bl [=]
B s B | 750.00) UsD | [esoooo022 (@, [ 1)@ [G1001 |@ |[ooooooooid Q, Q| B 1 =

| Add with Detail :Revenue Distribution Add Conversation Letter of Credit ID:

Amount: 750.00 Remaining: 750.00 Unearned: 0.00

Selected: 0.00 Discount: 0.00 Earned: 0.00

Adjusted: 0.00 Write Off: 0.00

Waorksheet Selection ‘Worksheet Application Worksheet Action Aftachments (0} View Auditl ogs

& save | | L\ Returnto Search | |, Refresh |

2. Click on the Add New Row Plus (+) icon. Note: The Add with Detail button is not used in Minnesota.

3. Atthe Add New Row dialog, accept “1” at the prompt verifying that you would like to add one row.

4. Click on the OK button. You are returned to the Payment Worksheet Application page on the new row.

state.mn.us needs some information

——
Erter number of rows to add:
Cancel |

5. Complete the row fields as described below.

Field Name Field Description

Pay Amt Enter the negative amount for the credit.

Entry Type Select “OA — On Account.”

Item ID After selecting the “OA” Entry Type, the system will automatically generate
a new Item ID; for example, “OA-49".

Reason Select a reason code. Generally, you will use the “OVRPY” (Overpayment).
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Favorites | Main Menu > Accounts Receivable > Payments > Apply Payments > Create Worksheet : Update Worksheet
) New window  [Ef Personalize

Payment Worksheet Application

Deposit Unit: G1001 Deposit 1D: 132950133 Payment 1D: CK #9999 Payment Sequence: 1
Payment Accounting Date: 12/04/2014  Payment Currency: usD
ftem Action Row Selection
Entry Type: Pay An ltem - Reason: Q Choice: Select Range of ltems - Range: I Go
Item Display Control Row Sorting
Display: All ltems > | Go | fm Sort All By: Iltem > | Go
' Detai2 | Detail3 ) Detai4 | Detai5 ' Detail6 |
View Remit Item B N Disc Conversion Amount -
Detail Seq Sel Pay Amt Cur Item ID Line Unit Customer Type Reason Disc Amt |Currency
B 1 20000, USD | [oo000223165Q, | 1@ [c1001 |@ | [oooooooce Q Q =
B 2 20000/ UsD | [egoooooo1 @ [ 1@ [e1001 |@ |[oooooooca Q Q [=
B 3 20000/ USD | [o20000004 @ [ 1@, [c1001 |@ |[ooooooocq Q Q El
2 4 300000 UsD = [osooooood |@ [ 2@, [G1o01 @ | [ooooooodq, Q Q =
B 5 75000, USD | [agoooooto @ [ 1@ [G1001 |@ | [oo00000CE, Q Q =
B s 75000/ UsD | |sgooooozz @ | 1@ [e1001 |@ | [oooooooce Q Q =
RN 75000 USD  (0AT1507 Q| @ [cto01 @ (ooooooocQ (oA @ [ovRPIQ [=]
Add with Detail | Revenue Distribution Add Conversation Letter of Credit ID:
Amount: 750.00 Remaining: 0.00 Unearned: 0.00
Selected: 000 Discount: 0.00 Earned: 0.00
Adjusted: 750.00 Write Off: 0.00
Worksheet Selection Waorksheet Application Worksheet Action Attachments (0) View Audit Logs

B ssve |\ RewmioSearch | Refresn |

6. Click on the Save button.

Step 3: Select a Posting Action for the Worksheet on the Worksheet Action page
Next, use the Worksheet Action page to set the transaction for posting.

1. Click on the Worksheet Action link.

Favorites - Main Menu > Accounts Receivable > Payments > Apply Payments » Create Worksheet > Update Worksheet > Finalize Worksheet

Payment Worksheet Action

Deposit Unit: G1001  DepositID: 132950133 Payment ID: CK #9999
Entered Date: 12/04/2014 Status: Batch Standard
Worksheet Action Posting Action Accounting Entry Action
' Delete Worksheet Action: Batch Standard  + | OK | Greate/Reyview Entries |

Belete.Payment-Group

Worksheet Selection Worksheet Application Worksheet Action

B save | | & RetuntoSearch | | Notify |

2. WARNING! Make sure to select “Batch Standard” for the Action.
3. Click on the OK button.
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4. Click on the Save button.

After the ARUpdate process picks up the payment, it will be posted to the customer’s account.

Favortes Main Menu > Accounts Recedsble » Customer Accounts » Customer Information »  Customer Activity
|‘_-‘—-'.'ca' Window __-{lﬂr_l',cr,l 28 Page mr‘(:.ﬂ
.:-ui = I Derect Joumal
set: (G1001 Q upic G1001 O, customer: 2000000001 Q,  HenneginC Levet: No Relafionship - Search
Acclg Date From: 120172014 [ Accta Date Toc 12042014 [
ety 1 Aty 2

Aoty 3 | Actviy 4 || Aty S

ALshy 6 TH
Accty Date e il Line Entry Type Entry Reason Entry Amiount Entry Corrency Lirit
121032014 ) 1PY -300.00 USD G001
12032014 g9 03 1PY -7E50.00 USD G100
12042014 DiT1507 00A OVRPY -750.00 USD G001
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