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Accounts Receivable Advanced
Course Overview

The AR-BI3 — Accounts Receivable Advanced User Guide covers entering deposits for miscellaneous cash
receipts (direct journals) and entering deposits for accounts receivable billings (AR Items), as well as managing,
processing, and analyzing receivables in the SWIFT system.

Billing and Accounts Receivable Modules

The Billing (BI) and Accounts Receivable (AR) modules work together to create a process for:

e Creating outgoing bills
e Matching payments to invoices
e Handling and applying payments correctly

When you bill a customer, you create an invoice in Billing and send the invoice to the customer. After you receive
payment from the customer, the deposit is entered and the payment is applied to the invoice in Accounts
Receivable. Customers include other state agencies, individuals, organizations, and companies. Bills can be
created for goods and services, fines, or taxes.

Step 3: Customer pays
invoice

Step 1. Step 2: : Step6: AR
Billii)n Invoi'::e is 4 Step:hAR Step > AR a Iie: ment
> | meTey creates i oo

creates sent to ) payment & record tothe
7 s g o < 5 payment entry 2
invoice Customer = invoice right account

When you create a bill in SWIFT billing it is referred to as an “invoice”. Each invoice has a unique Invoice ID. The
terms bill and invoice are interchangeable.

After an invoice is created, it will need to go through the Single Action Invoice process successfully. This is a
Billing module process which prints the invoices, budget checks, loads general ledger entries, and creates AR
pending items. Next, the ARUpdate process moves the invoice into AR as an open “ltem” on the customer’s
account. An “ltem” in AR is the same as an “Invoice” in the Billing Module and the Invoice ID and Item ID will be
the same number.
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Deposit Entry

Deposits are created in AR for miscellaneous cash receipts (direct journals) and payments for AR Items.

When deposits for direct journals are entered, accounting entries must be created, and the transaction must be
budget checked. The transaction will be posted to the general ledger in the nightly batch. If errors are discovered

after the direct journal cash receipt is successfully budget checked, corrections will need to be made by entering a
correcting deposit.

Direct Journal Deposit Process

Regular Depaosit fo
Create Direct Journal
Deposits

Create Accounting Budget Check and
Entries Verify Deposits

Correct Emrors,
process Returned
ltemns, etc.

Nightly Batch posts to Revenue Budgets
GL Updated

When deposits for AR Items (invoices) are entered, the Payment Predictor process matches AR Item payments to
invoices and the ARUpdate process updates customer balances, customer history, and item balances. These
processes run automatically several times a day. If there isn’t enough information provided in the deposit to match
the payment to the invoice, you will need to manually apply the payment. Queries can be run to check for errors
and work to be done. Deposits for AR Items can be made using the Regular or Express Deposit methods.

AR Item Deposits & Applying Payments

Pay Predictor Process

Regular D it
egular Liepost {Matches Payments to

Run Queries to check

ltems) for Work to be Done
ARUpdate Process

{Updates Customer

Express Deposit Balances)

Manually Apply
Payment Worksheet
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Performing AR Customer Account Maintenance

Worksheets are processed in AR to apply credits and “on account” payments, to process refunds and write-offs,
and to transfer items to other customers. AR Items can also be updated to place them in dispute or collections.

Performing AR Maintenance

IMaintenance Worksheets to

Apply Credits/On Account - _
(Offsets), Refunds, and TR E InE

Write-offs

Update ltem Details to place
ltem in Dispute, Collections

The AR module includes features that can be used to manage customer collections. The Aging process runs
nightly and updates the age of your outstanding AR Items. Customer Statements can be created using the
Statements process. Overdue charges can be posted to a customer’s account using the Overdue Charges
process. The Dunning Letter process is used to create late notices to alert customers of overdue items. When
creating Customer Statements, the overdue charges will be included.

Managing Customer Collections

Run the Aging Create Customer

Review Send
Process Statements

Statements Statements

Run the Aging,
Overdue Charging,
ARUpdate

Create Dunning View Dunning
Letters Send Letters Status/History

Run Collections Sendto
Query Collections
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The Accounts Receivable Advanced module will cover the following lessons:

e Direct Journal Deposits

e AR Item Deposits

e Applying Payments

e Performing AR Account Maintenance
e Managing the AR Integration Process

e Managing Customer Collections
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Lesson 1: Direct Journal Deposits for Miscellaneous Cash
Receipts

Lesson Overview

This lesson covers entering and correcting Direct Journal deposits for miscellaneous cash receipts in the
Accounts Receivable Module (“AR”"). Direct Journal deposits are not posted to a customer’s account.

All money coming into the State of Minnesota must be accounted for, especially checks and cash for which the
State has not billed. Creating a Direct Journal deposit begins the process of posting miscellaneous cash receipts
to the General Ledger. After creating a Direct Journal deposit entry, you will need to create accounting entries for
the payments.

You will enter Direct Journal deposits using the Regular Deposit page. You are not able to use the Express
Deposit page for creating a Direct Journal because the Express Deposit feature requires an open AR item to be
applied to the payment you are entering.

Wire or Electronic Fund Transfer (EFT) deposits are received by the Treasurer’s Division of MMB first from the
bank. To record these receipts, you will partially enter the direct journal deposit, making sure to use the “W” (Wire)
deposit type. When the “wire” deposit type is used, the transaction is routed through workflow to the Treasurer for
approval. After the transaction is approved, you will complete the deposit as you would normally.

While entering Accounting Entries for direct journal deposits, you may receive messages indicating that budget
checking errors exist and instructing you to check the budget exception page to view the errors. Budget Check
errors must be resolved.

If errors are discovered after the direct journal cash receipt is successfully budget checked, corrections will need
to be made by entering another deposit. For example, you may learn that the funds went into the wrong account
or budget period. A reversing deposit or a “zero dollar” deposit may be entered to fix the error, depending on the
situation. A zero dollar deposit reverses the movement of funds into the mistaken account or budget period and
puts it in the correct one. That means that all zero dollar deposits must have a minimum of two payments - one to
reverse the error and one to correct it.

Direct Journal Deposit Process

Regular Depaosit fo
Create Direct Journal
Deposits

Create Accounting Budget Check and
Entries Verify Deposits

Correct Emrors,
process Returned
ltemns, etc.

Nightly Batch posts to Revenue Budgets
GL Updated
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This lesson also covers how to process a Returned Item (returned check) for a Direct Journal deposit when you
have been notified of the Returned Item by Minnesota Management & Budget (MMB). The process is similar to
the zero dollar deposit process except that the Deposit Type is “N” for NSF instead of “C” for Cash Receipt.

You'll also learn how to verify that a deposit is finished by checking the All Deposits page or running the Payment
Detail report.

After completing this lesson, you should be able to:

Create a Direct Journal Deposit

Create a Wire Deposit for EFT

Correct Direct Journal Budget Errors

Reverse a Direct Journal Deposit

Correct a Direct Journal Deposit by Creating a Zero Dollar Deposit
Process a Returned Item for a Direct Journal — MMB Notification
Verify Deposits

Run the Payment Detail Report
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Creating a Direct Journal Deposit

Topic Overview

All money coming into the State of Minnesota must be accounted for, especially checks and cash for which the
State has not billed. Creating a Direct Journal deposit begins the process of posting miscellaneous cash receipts
to the General Ledger. After creating a Direct Journal Deposit entry, you will need to create accounting entries for
the payments.

You will use the Regular Deposit page to enter Direct Journal Deposits. You are not able to use the Express
Deposit page for creating a Direct Journal because the Express Deposit option requires an open AR item (billing
invoice) to be applied to the payment you are entering.

After completing this topic, you should be able to:

e Create a Direct Journal Deposit Entry

Released October 31, 2016 (Version # 5)
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Process Steps

Create Direct Journal Deposit Entry

This topic covers creating a Direct Journal Deposit Entry for miscellaneous cash receipts.

Steps to complete:

e Step 1. Complete the Overall Deposit Information on the Totals tab

e Step 2: Record the Payments that make up the Deposit on the Payments tab
e Step 3: Make Sure that the Deposit is Balanced

e Step 4: Create Accounting Entries for the Direct Journal Deposit

Step 1: Complete the Overall Deposit Information on the Totals tab
Begin by navigating to the Create A Regular Deposit Entry page.

1. Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.

2. Onthe Regular Deposit page, click on the Add a New Value tab to begin creating the new deposit.
3. Accept the default Deposit Unit or enter the Deposit Unit. This is a required field.
4

Accept the default of “NEXT” in the Deposit ID field and SWIFT will automatically assign the next number
available after you save the deposit. You can also enter your own.

5. Click the Add button and the Totals page displays. This page is used to enter information and control
totals for the deposit. Complete the fields as described below.

Fa\fnvrites Main l\-'lenu » Accountsgecei\'able ¥ Payn:ents > Online F@yments > Regular Deposit
i
) Payments

Unit: G1001 Deposit ID: MEXT Mane Applied

*Accounting Date: p1r0gi2015 |5 Control Currency: Ush Q

*Bank Code: Usi02 QA |NTERSTATE Format Currency:

*Bank Account: RH Q Rate Type:

*Deposit Type: C Q CR Exchange Rate: Fl%

MIDAS Location G10000RH G STPAUL-FINANCE DEPT

Control Total Amount: 725.00 *Count: 2 *Received: 01/09/2015 [

Entered Total Amount: 0.00 Count: 1 *Entered: 01/09/2015 [5]

Difference Amount: 72500 Count: 1 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: TEST_TRM &'}

Journalled Total Amount: 0.00 Count: 0 || User TEST_TRN

B save [Z] Notify i Refresh Es Add Update/Display
Totals | Payments
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Field Name

Field Description

*Accounting Date

Defaults to the current date and should not be changed. The Accounting
Date represents the accounting period that the transaction will post to in the
General Ledger.

Exception: Deposit entries processed between July 1 and the system hard
close. The Accounting Date must be changed to facilitate accurate fiscal
year end reporting. For example, If you receive a check and deposit it at the
bank on June 30, but do not enter it into the system until July 1, dates will
be as follows: Account Date — June 30, Entry Date — July 1, Received Date
—June 30.

*Bank Code

Enter the Bank Code. The Bank Code will be determined by each agency.
The description will most likely be a specific bank name. The Bank Code
and Bank Account fields represent the actual bank account where the
money is deposited.

*Bank Account

Enter the Bank Account. The Bank Account will be determined by each
agency. The description will most likely be a specific bank name. The Bank
Code and Bank Account fields represent the actual bank account where the
money is deposited.

*Deposit Type

Accept the default Deposit Type of “C” for Cash Receipt. The “NSF” and
“Wire - Electronic Funds Transfer” options will be discussed in those
specific topics.

*MIDAS Location

Enter the MIDAS Location (the bank location). The treasury account where
the money is being deposited. Agencies will determine their MIDAS
Location. If you are unsure of which MIDAS Location to use, check with
your supervisor. Like all bank account information, it is important that this
information is correct.

*Control Currency

Always select the Control Currency code “USD”, U.S. Dollars. Be sure to
enter it here. If you don't, you will have to do it later for each line.

*Control Total
Amount

Enter the sum of the deposit. The amount must reconcile to the bank
deposit slip.

*Count

The number of payments making up the deposit. Direct Journal deposits
can be made up of cash receipts like checks, money orders, and/or
currency.

Note: You do not have to consider multiple checks, multiple money orders,
etc., as separate payments. You may total the checks and money orders
and add the total as one payment line. Your agency may require that you
enter each payment separately. Check with your supervisor to find out what
process your agency follows.

Other Control Totals
(display only)

Other Control Total fields display after further action with the deposit. For

example, the Difference Amount would show a number if the total deposit
amount doesn't balance with the payments entered in the next step on the
Payments tab.
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Field Name Field Description

*Received Accept the default current date or enter a different date. The date on which
the receipt is deposited (“received”) at the bank; date must be changed if
necessary.

*Entered Defaults to current date and must not be changed. This is the date that the
receipt was actually input into SWIFT.

Assigned Accept the default User ID (the person entering the receipt) or select a
different User ID. This is the person in charge of monitoring the deposit
progress through SWIFT. You might want to change this to someone else’s
name if you're going on vacation and someone else needs to monitor.

User Displays the User ID of the person creating the deposit.

(display only)

Fa\.rnvrites Main‘r'Wenu 3 Accountsfecei‘.fable 3 Pa\,rnlents > Online Pva\,rments > Regular Deposit
N
) Payments

Unit: G1001 Deposit ID: MNEXT Mone Applied

*Accounting Date: p1r09i2015 [ Control Currency: usb Q

*Bank Code: us002 Q. INTERSTATE Format Currency:

*Bank Account: RH Q Rate Type:

*Deposit Type: cC Q CR Exchange Rate: Fl%

MIDAS Location G10000RH Q,  STPAUL-FINANCE DEPT

Control Total Amount: 725.00 *Count: *Received: 01/0912015 [5]

Entered Total Amount: 0.00 Count: “Entered: 01/09/2015 [5]

Difference Amount: 72500 Count: Posted:

Posted Total Amount: 0.00 Count: Assigned: TEST_TRM Q

Journalled Total Amount: 0.00 Count: User. TEST_TRN

[ save [Z] Notify i Refresh Er Add Update/Display
Totals | Payments

Step 2: Record the Payments that make up the Deposit on the Payments tab

Next, you'll record the payments that make up the deposit on the Payments tab.

1. Click on the Payments tab and enter the fields as described below.

Field Name Field Description
Balance Displays the status of the deposit. When the Amount total and number of
(Display only) entered payments on the Payments page equals the Control Amount and

Count on the Totals page, the status changes from "Not Balanced" to
"Balanced".
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Field Name

Field Description

Payment Seq

Displays the sequence number for each payment. When you enter a

(Display only) Payment ID, SWIFT assigns the next sequence number to the payment to
allow the order in which payments are entered to be tracked.
*Payment ID

Enter a Payment ID field to identify a payment. You can enter a check
number or any other identifier. This field is alphanumeric.

*Accounting Date

The Accounting Date field displays the accounting date entered on the
Totals page. Do not change this date.

*Amount

Enter the amount of the dollars included in the individual or compiled
payment.

Payment Predictor

Uncheck the Payment Predictor option. The Payment Predictor option is not
used with Direct Journal Deposits.

*Journal Directly

Select the Journal Directly option to show that this is a Direct Journal entry
containing miscellaneous cash receipts.

Range of References

State of Minnesota does not use.

Favgi:e; Hiﬂ_Mel‘ll.l » Mcﬂunul‘-‘,ecenfanh > Pavrgenzs

Totals

Unit: G1001 Deposit I0:

Payment Seq:

Amount: p2.00
Rate Type:
Payment Predictor

Payment Method: Chack bl

Customer ID: Q,

Remit From:

Name:

Corporate:

SubCust1:

MICR ID: a
Diatail Refarences

Qual Code Reference

1 Q

@ Seve | [ Nofity | Refesh

Totals | Payments

» Onine Pjvmen(s » Regubr Depost

& New Window  [& Perso

MNEXT Date: 01092015 Balance: Mot Balanced

*Payment i CK #1256 *Accounting Date: 01/09:2015 [v] £3
Currency:

Exchange Rate:

Aftachmants ()

Business Unit: Q

Remit Setil;

Comporate Setl:

SubCust2:

Link MICR

To Reference

a &=

[Fe Agd 7 UpdsteDapiy

WARNING! The Customer Information and Reference Information sections are not used for Direct Journal

deposits. If you deposit an AR Item as

Released October 31, 2016 (Version # 5)
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e If you have received a check from an entity and you are unsure whether the amount should be entered as
a direct journal or should be deposited as an AR Item, you can verify whether the entity is a customer
using the General Information search page in the Customers module.

Navigate to Customers, Customer Information, General Information, and use the search fields to search
for the entity.

Favorites | Main Menu > Customers > Customer Information > General Information
- - - -

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

) Add a New Value

|

SetlD: = - G1001 Q,
Customer ID: begins with [}
Name 1: contains = Hennepin County

Name 2: begins with «

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

[[inciude History [Tl Correct History [ Case Sensitive

Search Clear |Basic Search Save Search Criteria

Search Results
Miew All First [q] 10of1 [§] Last

SetlD Customer ID Hame 1 Hame 2 Telephone City State Postal Code
G1001/0000000001 Hennepin County Research, Planning & Dev (plank) 348-4466 Minneapolis MM 55487-0238

2. Click on the Payment Information section Plus (+) button every time you need to add another payment
to the deposit and complete the information as described above.
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Favo_rites Main_Menu > Accounufeceivab\e > Payrgent's > Online Pvayrnenis > Regular Deposit

LEI Mew Window E‘) Pers

Detail References
Reference Information

Unit: 31001 Deposit ID: MNEXT Date: 01/09/2015 Balance: Balanced

Payment Information Find | View 1 Frst K 1-20f2 I Lost
Payment Seq: *payment ID: CK# 1256 *Accounting Date: 01/09/2015 [+ =
Amount: 625.00 Currency:

Rate Type: Exchange Rate: 00

Payment Predictor Journal Directly Range of References
Payment Method: Check - Attachments (0)
=

Customer ID: l:l Business Unit: \:I

Remit From: Remit SetiD:

Hame:

Corporate: Corporate SetlD:

SubCust1: l:l SubCust2: \:I

MICR 1D: |:| Link MICR

Personalize | Find | iew 21 | B | &

i

First 1 1 0f 1 I Last

Qual Code Reference To Reference
1 =
Payment Seq: ~Payment ID: CK# 4598 *Accounting Date: 01092015 |[5 &=l
Amount: 100.00 currency:
Rate Type: Exchange Rate: 0 00
Payment Predictor Journal Directly Range of References
Payment Method: Check - Attachments (0)

e Use the Payment Information section Arrows to move between the payments.

e If you need to delete a payment from the deposit, use the Payment Information section Arrows to
navigate to the payment that must be deleted and click the Minus (-) button.

3. After entering all of the payments, click on the Save button.
Note: If you accepted the default of “NEXT”, the Deposit ID changed from “NEXT” to a unique number
after saving the information.

Step 3: Make sure that the Deposit is Balanced

1. After saving the deposit, check to make sure that the deposit is balanced. The Balance field in the deposit
header should indicate: “Balanced”.

iFam_rm Man Menu > Accounts Recehable » Payments > Onine Payments » Regular Depost

| & New Window [ Persor

|

G1001
First A |-?r-l'i‘n Last
FE

Deposit I0:

Unit: 132950131 Date: 010912015

Fif | Vi

01092015 (i}

CK #1256

Payment Seq: *Payment ID: *Accounting Date:
Amount: 525.00 Currency:
Rate Type: F Exchange Rate:
T Payment Predictor [#] Journal Directly [7IRange of References
Payment Method: Check > Aftachmants (0} Vigw Audit Logs

Released October 31, 2016 (Version # 5)

Page 13



ﬁ!f" 4) State of Minnesota
: l -I'
é? ﬁ Statewics Inwral-u Financial Toois

AR-BI3 Accounts Receivable Advanced User Guide

e If the Deposit is not balanced, you must review the information entered on the Totals and Payments
tabs, and make the necessary adjustments before proceeding to the next steps.

Step 4: Create Accounting Entries for the Direct Journal Deposit

Once you have recorded a Direct Journal deposit of miscellaneous cash receipts, you must create accounting
entries for the deposit.

Begin by navigating to the Create Accounting Entries page.

1. From the Regular Deposit page for the deposit, click on Payments, Direct Journal Payments, Create
Accounting Entries. The Create Accounting Entries search page displays with the Deposit ID supplied.

2. Click the Search button.

3. If the deposit has more than one payment line, select one of the lines in the Search Results list. The
Accounting Entries page appears. Basic information from the deposit entry displays in the header area.

Favorites | Main Menu : Accounts Receivable » Payments > Direct Journal Payments > Create Accounting Entrias
70 New Windaow
}  Deposit Control
Unit: G1001 Deposit 1D: 132950131 Payment: CK #1256 Seq 1
Amount: 62500 USD # =
Complete Entry Event: Q
Budget Status:
i Currency Details Budget Journal Reference Information
Tty *GL Unit Speed Type Line Amount Currency *Account Fund Fin DeptiD e Sub Acct PC Bus Unit Project
Sequence Cost
1 1|MMNO01 &} Speed Type usD Q, &} &} &} Q Q,

4 m 3
Lines: 0 Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Het: 0.000
E) Save | (L Return to Search +E MextinList | [=] Motify = i Refresh

Accounting Entries | Deposit Control

4. Enter the Primary Journal Line ChartFields and supply appropriate reference Information.

Field Name Field Description

*GL Unit There's only one Business Unit for the General Ledger for MN: MNOO1.
(Statewide)

Speed Type If using a Speed Type to enter the ChartFields, click on the Speed Type
(Agency defined) button and the Speed Type key field appears. Enter the Speed Type code

or use the Speed Type Key Lookup to search for and select the code.

Speed Types simplify the process of generating ChartField entries and
ensure consistency and accuracy of recording miscellaneous cash receipts.
They are set up for your agency and when entered will automatically
populate the valid combination of ChartFields.

Released October 31, 2016 (Version # 5)
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Field Name

Field Description

*Line Amount

When creating accounting lines, the positive or negative status of the line is
always the opposite of the Deposit Amount.

Enter the Line Amount with the opposite sign of the Deposit amount.

*Account
(Statewide)

If you selected a Speed Type, the Account field may populate automatically.
You can also enter it manually or click on the Lookup icon to select an
Account.

The Account code classifies the nature of a transaction. The values in this
field determine whether it is an asset, liability, equity, revenue or
expenditure.

The field length is 6 digits. In general, these should either be expense
(4xxxxx) or revenue (5 or 6xxxxx) accounts.

*Fund
(Statewide)

If you selected a Speed Type, the Fund field may populate automatically.
You can also enter it manually or click on the Lookup icon to select a Fund.

Fund is the building block of Government Accounting. All transactions in the
system must have a valid Fund. Fund examples include: 1000 (General
Fund; 2000 (Restricted Misc. Special Revenue); 3000 (Federal).

The field length is 4 digits.

*Fin Dept ID
(Statewide)

If you selected a Speed Type, the Fin Dept ID field may populate
automatically. You can also enter it manually or click on the Lookup icon to
select a Fin Dept ID.

The Fin Dept ID (Financial Department Identifier, also called Department
ID) represents the organizational function to which revenues and other
activities must be applied. Combined with other ChartField values,
Department IDs form the basis of department budgets that track revenues
and expenditures.

The field length is 8 alpha-numeric characters.

Statewide Cost
(Statewide)

If you selected a Speed Type, the Statewide Cost field may populate
automatically. You can also enter it manually or click on the Lookup icon to
select a Statewide Cost.

Statewide Cost is used for costs associated with disaster relief. Typically,
there will be a SWIFT communication instructing agencies when a code
should be used.

Sub Acct
(Statewide)

If you selected a Speed Type, the Sub Acct field may populate
automatically. You can also enter it manually or click on the Lookup icon to
select a Sub Acct.

A Sub Acct is a small segment of an account that an agency may choose to
funnel funds into.
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Field Name Field Description
PC Bus Unit If you selected a Speed Type, the PC Bus Unit field may populate
(Projects/Grants, automatically. You can also enter it manually or click on the Lookup icon to

Agency-defined)

select a PC Bus Unit.

The PC Bus Unit is a required field if using Project coding and is set up by
the agency. This field should only be entered if Project Coding applies.

Project

(Project/Grants,
Agency-defined)

If you selected a Speed Type, the Project field may populate automatically.
You can also enter it manually or click on the Lookup icon to select a
Project.

Project IDs are defined by your agency. They are used to track project and
grant transactions. The field length is 15 alpha-numeric characters.

Activity
(Project/Grants,
Agency-defined)

If you selected a Speed Type, the Activity field may populate automatically.
You can also enter it manually or click on the Lookup icon to select an
Activity.

The Activity is a required field if using Project coding and is set up by the
agency. It is used to track a specific task within a Project. This field should
only be entered if Project Coding applies.

Source Type If you selected a Speed Type, the Source Type field may populate

(Agency Defined) automatically. You can also enter it manually or click on the Lookup icon to
select a Source Type.
The Source Type is a required field if using Project coding and is set up by
the agency. This field should only be entered if Project coding applies.

Category If you selected a Speed Type, the Category field may populate

(Agency Defined) automatically. You can also enter it manually or click on the Lookup icon to
select a Category.
Categories are a tier of revenue or costs that agencies track. Also a project
costing ChartField. Agencies define these.

Subcategory If you selected a Speed Type, the Subcategory field may populate

(Agency Defined) automatically. You can also enter it manually or click on the Lookup icon to

select a Subcategory.

Subcategories are a smaller breakdown of the class of transaction.
Agencies define these. It is also a project costing ChartField.

Agency Cost 1
Agency Cost 2
(Agency-defined)

If you selected a Speed Type, the Agency Cost fields may populate
automatically. You can also enter them manually or click on the Lookup
icon to select an Agency Cost 1 and/or an Agency Cost 2.

Agency Cost 1 and Agency Cost 2 are agency specific fields and will be
used at the agency's discretion.
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Field Name Field Description
*Approp ID If you selected a Speed Type, the Approp ID field may populate
(Statewide) automatically. You can also enter it manually or click on the Lookup icon to

select an Approp ID.

The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT.

The Approp ID is a 7-character alphanumeric identifier.

Affil (Not Used)

This is not an entry field in Minnesota.

Fund Affil (Not Used)

This is not an entry field in Minnesota.

Status Status displays where the accounting entries are in the set up process.
(Display only) Options viewed in the column include:
-- Not Edited: entries have not been saved.
-- Errors: entries attempted to be saved but prevented because of errors.
You must first resolve errors before a save is completed.
-- Complete: you created valid accounting entries.
Type Type initially displays “User”. After you generate your cash entries by
(Display only) clicking on the Create button (Lightning Bolt), the Type displays “CASH”.

Accounting Entries Deposit Control

Unit: G1001 Deposit ID:
Amount: 625.00 USD
[ complete Entry Event:

Budget Status:

Favarites Main Menu > Accounts Receivable : Payments » Direct Journal Payments > Create Accounting Entries

Currency Details Budget Journal Reference Information

2 Mew Window

132950131 Payment: CK# 1256 Seq: 1
# H
Q,

Personalize | Find | View Al | B | 3 First K8 4 o5 4 IV Lot

Accounting Entries | Depaosit Control

—— *GL Unit EREEILEE Line Amount Currency *Account Fund Fin DeptiD Sl Sub Acet PC Bus Unit  Project
Sequence Key Cost
1 1|I'v1NUU1 Q |G1UELDEQ | -625.00, USD 513304 Q |5200C, |G103761(C I_Q Q, Q, Q)
4 1 ] +
Lines: 0 Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Het: 0.000

ﬁ Save | ,Q Return to Search | .1‘|§| PreviousinList:|

VE Mextinlist| [] Notify | | Refresh |

5. Click on the Currency Details tab and enter a description of the journal line in the Line Descr field.

ChartFields

Budget

1of1 DL ast

Journal Reference Information

Line Descr

1|Combined Charities

[+ [=]
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6. Optionally, click on the Budget tab and enter a Budget Date. The Budget Date defaults to the current
date. You would change this date if you are depositing the amount to a different budget period than what
you are currently in.

7. Optionally, click on the Journal Reference Information tab and enter an additional description for the
distribution line.

8. If there is more than one Distribution Line for the payment, click on the Plus (+) button and enter the line
as described above.

e The sum of the Distribution Lines must equal the Payment Amount.
e The Minus (-) button can be used to delete a Distribution Line.

9. After you have entered the Distribution Line(s) for the payment, click on the Save button.

10. Generate the offset cash entry by clicking on the Create (Lightning Bolt) icon. The offset entry records
the cash as a positive amount in the appropriate Account 100001 and offsets the revenue line.

Note: The Delete icon displays next to the Create icon. It can be used to remove the offset entry.
Fa\rc;r'rtes Mainvl\-'lenu > Accountsgece'rvable > Payrgents » Direct Joumval Payments » Create Accounting Entries

Accounting Entries Deposit Control

Unit: G1001 Deposit ID: 132950131 Payment: CK #1256 Seq: 1
Amount: £25.00 USD |
[l complete Entry Event: Q

Budget Status:

Currency Details Budget Journal Reference Information

B New Windoy

o2
Personalize | Find | View 21| Lﬂ-| B First 4 1-20f 2 0 Last

Distribution - . . W Sub - .
Sequence GL Unit Speed Type Line Amount Currency Account Fund Fin DeptiD Cost Acct PC Bus Unit Project Ac
1 1 MMO0A Speed Type -625.00USD 513304 5200 G1037610
2 201 MNO01 Speed Type 625.00USD 100001 5200 G1037610
4 1 ] +
Total
Lines: 2 Total Debits: 625.00 Currency: USD Total Credits: 625.00 Currency: USD HNet: 0.00
B save | [ ReturntoSearch | [+E Frevious i List | [¥E Nextinbist | |1 Notify | |2 Refresh |

Accounting Entries | Deposit Control

e If you receive the below error message indicating that the credits do not equal the payment amount,
you most likely forgot to enter the revenue line as an opposite amount to that of the deposit. You'll
need to click on the OK button and fix the error before proceeding to the next step.

Credits do not equal the payment amount. (5040,712)

The revenue lines must offset the payment amount befare you can create the cash line.
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11. After you have entered all of your accounting lines and generated your offset cash line, click on the
Complete checkbox.
Note: The Entry Event field is not used in Minnesota.

12. Click on the Save button. The Delete icon becomes the Budget Check icon (Magnifying Glass). You
must always click the Save button after checking the Complete checkbox.

13. Click on the Budget Check icon.

If the Budget Check is successful you may proceed to the next step. Notice that the Budget
Status indicator below the Complete checkbox will display “Valid”. The Budget tab also displays
the budget status, along with the date the budget check occurred unless a Budget Date had been
entered manually prior to the check.

Note: When a direct journal deposit has the Complete box checked and greyed out with a Budget
Status of “Valid”, it can no longer be changed or deleted.

Favorites | Main Menu > Accounts Receivable > Payments : Direct Journal Payments > Create Accounting Entries
7 New Window
\  Deposit Control
Unit: G1001 Deposit ID: 132950131 Payment: CK #1256 Seq: 1
Amount: 625.00 UsSD
Complete Entry Event: Q
Budget Status: Valid
" Currency Details Budget Journal Reference Information
Distribution . . . SW Sub . . -
SrrreTes GL Unit Line Amount Currency Account Fund Fin DeptiD Cost Acct PC Bus Unit Project Activity
1 1 MNOOA -625.00USD 513304 5200 G1037610
2 201 MNO01 25.00UsSD 100001 5200 G1037610
4 nm 3
Lines: 2 Total Debits: 625.00 Currency: USD Total Credits: 625.00 Currency: USD Net: 0.00
[E) Save | L Return to Search +E| MextinList [=] Motify = L Refresh
Accounting Entries | Deposit Control

If the Budget Check was not successful, you will receive the below error message indicating that
budget checking errors were logged for this document and requiring you to check the budget
exception page to view them. After clicking on the OK button, the Budget Status indicator will
display “Error”. Refer to the “Correcting Direct Journal Budget Errors” topic for the procedure to fix
the error.

Budget Checking Errors Exist (18021,91)

Budget checking errors were logged for this document. Please check the budget exception page to view them.

14. If there was more than one deposit payment, click on the Next in List button and process the remaining
line(s) as described previously in this topic.
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Favortes  Main Menu > Accounts Recevable > Payments > Direct Joumal Payments > Create Accounting Entries
L7T May

Accounting Enfries | [ EEIRGTL
Unit: G1001 Deposit ID: 132950167 Maone Applied View Audit Logs
Accounting Date: 05042016 Control Currency: usD
Bank Code: Uson2 INTERSTATE Format Currency: uso
Bank Account; RH Rate Type; CRRMNT
Deposit Type: c CR Exchange Rate: 1.00000000 .=l=1
MIDAS Location G10000RH STPAUL-FINAMCE DEPT

Control Totals "W control Data
Control Total Amount: 1,625.00 Count: 2 Received: 0504/2016
Entered Total Amount: 1,625.00 Count: 2 Entered: 05/04/2016
Difference Amount: 0.000 Count: 0 Posted:
Posted Total Amount: 0.00 Count: 0 Assigned: 00E37208
Journalied Total Amount: 525.00 Count: 1 User: D0G37298

L Return to Search <[5 4E] Hextinlist  |[=] Motify | | Refresh
Accounting Enfries | Deposit Control

Note

e The accounting entries that you entered will be applied to the General Ledger in the overnight batch
process.

e You can verify that all entries for the direct journal deposit have been completed by navigating to the
All Deposits page for the deposit. Refer to the “Verifying Deposits are Complete” topic for instructions.

e When a direct journal deposit has the Complete box checked and greyed out with a Budget Status of
“Valid”, it can no longer be changed or deleted. Refer to the “Reversing A Direct Journal Deposit” and
“Correcting a Direct Journal Deposit by Creating a Zero Dollar Deposit” topics.

e There are many SWIFT Inquiries that can be used to identify deposits that failed budget check and
still need work. These inquiries should be run on a regular basis. Refer to the “SWIFT Inquiries for
Clean-Up and Review" topic for assistance.

Having completed this topic, you should now be able to:

e Create a Direct Journal Deposit
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Creating a Wire Deposit for a Direct Journal

Topic Overview

Wire deposits are received by the Treasurer’s Division of MMB (Treasurer) first from the bank. To record these
receipts, you will partially enter a regular deposit for the direct journal, making sure to use the “W” (Wire) deposit
type. When the “wire” deposit type is used, the transaction is routed through workflow to the Treasurer for
approval. After the wire deposit has been approved, you will need to go back to the deposit and edit the
Payments tab by unchecking the “Payment Predictor” option and checking the “Journal Directly” option. You will
then complete the Accounting Entries for the deposit as you would normally.

If you need to process a wire deposit for an AR Item, refer to the “Creating a Wire Deposit for an AR Item” topic.

After completing this topic, you should be able to:

e Process a wire deposit for a direct journal

Released October 31, 2016 (Version # 5)
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Process Steps

Create a Wire Deposit for a Direct Journal

This topic covers how to enter a wire deposit that has been received by the Treasurer first from the bank.
Steps to complete:

e Step 1: Partially Complete the Regular Deposit Entry pages
e Step 2: Monitor the Approval Workflow

e Step 3: Complete the Deposit
Step 1: Partially Complete the Regular Deposit Entry pages

First you will partially complete the Regular Deposit Entry pages. Begin by navigating to the Regular Deposit
page.

1. Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.

2. Onthe Regular Deposit page, click on the Add a New Value tab to begin creating the new deposit.
3. Accept the default Deposit Unit or enter the Deposit Unit. This is a required field.
4

Accept the default of “NEXT” in the Deposit ID field and SWIFT will automatically assign the next number
available after you save the deposit. You can also enter your own.

o

Click the Add button and the Totals page displays.

6. Complete the Totals tab fields as you would normally, making sure to select “W” for the Deposit Type.
The “W” will trigger an automatic workflow to the Treasurer for approval after you save.

Favorites : Main Menu > Accounts Receivable > Payments : Online Payments : Regular Deposit
&
| Payments

Unit: G1001 Deposit ID: MEXT Mone Applied

*Accounting Date: 11125/2014 5 Control Currency: USD Q

*Bank Code: us001 QA usBANK Format Currency:

*Bank Account: WF Q Rate Type:

*Deposit Type: w Q EFr Exchange Rate: )

MIDAS Location G10000WF @ STPAUL-FINANCE DEPT

Control Total Amount: 100.00) *Count: 1 *Received: 1112512014 |5

Entered Total Amount: 100.00 Count: 1 *Entered: 1112512014 |5

Difference Amount: 0.00 Count: 0 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: TEST_TRN &}

Journalled Total Amount: 0.00 Count: 0| | User TEST_TRN

B save |[=] Notify | s Refresh Er Add Update/Display
Totals | Payments
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7. Enter the applicable payment amounts for each line on the Payments tab.

Note: You should not select the Journal Directly option at this point. (This option should not be available
for editing.)

Favorites | Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposit
E - - - -

& new Window & Perso

Unit: G1001 Deposit ID: MNEXT Date: 1142512014 Balance:

Balanced

Payment Information Find | View All First B 1071 D Last
Payment Seq: 1 *Payment ID: WIRE DEPOSIT *Accounting Date: 1112502014 E‘J EI
Amount: 100.00 Currency: usp

Rate Type: CRRNT Exchange Rate: 1.00

Payment Predictor Journal Directly Range of References

Payment Method: Check - Aftachments (0)

Customer ID: Q Business Unit: Q =
Remit From: Remit SetlD:

Name;
Corporate: Corporate SetiD:

SubCust1: SubCust2:
MICR ID: Q Link MICR

Detail References

Reference Information personalize | Find | iew 2l | BV | B Fist £ 4 or 1 O Last

Qual Code Reference To Reference
1 Q | a =

B save | =] Notify | | Refresh Er Add Update/Display
Totals | Payments

8. WARNING! Do not save the deposit until you are sure that the information is correct. You cannot make
changes to the deposit after you save. After verifying the deposit, click on the Save button. The Totals
tab displays “In Workflow” in the Deposit header. You will not be able to change anything at this point.

e When a deposit is in workflow, it should NOT be deleted under any circumstance, as this creates
issues with the workflow.

Fa\rg'rtes MainvMenu 5 AccountszeceivabIe 5 Payrgents » Online Pvayments » Regular Deposit

g
':Ea Payments

Unit:  G1001 Deposit ID: 132950133 In Workflow View Audit Logs ___ZLoo il

*Accounting Date: 11/25/2014 ] Control Currency: W Q

*Bank Code: usoot & usBanK Format Currency: UsD Q

*Bank Account: WF Q Rate Type: CRRNT

“Deposit Type: W & EfT Exchange Rate: B
MIDAS Location G10000WF|Q,  STPAUL-FINANCE DEPT

Control Total Amount: ’W *Count: |—1 *Received: ’W El

Entered Total Amount: 400.00 Count: 1 *Entered: ’W Ei;l

Difference Amount: 0.00 Count: 0 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: |TE ST_TRN Qa,

Journalled Total Amount: 0.00 Count: 0 User: TEST_TRNM

B save | [=] Notify | | Refresh | E: Add | UpdatelDisplay |

Totals | Payments
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Step 2: Monitor the Approval Workflow

The next step is for the Treasurer to approve the deposit. After it has been approved your deposit will have a
“Complete” status. At this point you will be able finish processing the deposit. If the deposit is not approved, you'll
need to work with the Treasurer to resolve the issues.

There are a few ways to check for approval:

e Check your Workflow list. After the transaction is approved, it will appear in your workflow, indicating
“Transaction Approved.”

Favorites  Man Menu Worklst Workdst

2l Pers
Worklist
Worklist for TEST_TRM: Test Trainer ID
Datail View Worklist Filters: - Fead

-

= ] Ve Ls :n...J 4

From Date From  Work ftem Worked By Activity Priority
FIENGE L ARchalls 112572014 et Aruon Approval Workflow 3L ow Mark Worked

5 " Approved

e Navigate to the Deposit and check to see if the status is “Complete” in the header of the Totals tab.
(Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.)

¢ Run the following Query: M_AR_GBL_DEPOSITS_IN_WORKFLOW. This query will provide a list of
deposits in workflow. If the deposit is not in the results from the query, then it has been approved.

M_AR_GBL_DEPOSITS_IN_WORKFLOW- Deposits that need approval

Download results in:  Excel SpreadSheet CSVTextFile xMLFile (5 kb)

View Al F\ratﬂ1—14 uf14hLaat

Unit Deposit ID Deposit Type Bank  Account MIDAS Loc Control Total Amt Acctg Date Received Entered User Deposit Status
1 G1001 1014 w usoo1  Wr G10000WF 293060.720 07/01/2013 07/01/2013  07/01/2013 00238850  InWorkflow
2 G1001 1071 W Usoot  WF G10000WF 831247.780 08/01/2013 08/01/2013  08/01/2013 00238950  In'Workflow
3 G1001 1107 w uson1  Wr G10000WF 71550.500 08M5/2013 08/M15/2013  08M52013 00238950  InWorkflow
4  G1001 1159 w Us001  WF G10000WF 107790.450 09/16/2013 09/16/2013  09/16/2013 00238950  In'Workflow
5 G1001 1182 w usoo1  Wr G10000WF 31570.060 10/01/2013 10/01/2013  10/01/2013 00238950  InWorkflow

Step 3: Complete the Deposit

After the wire deposit has been approved, you will need to go back to the deposit and edit the Payments tab by
unchecking the “Payment Predictor” option and checking the “Journal Directly” option. You will then complete the
Accounting Entries for the deposit as you would normally. For assistance, refer to the “Creating a Direct Journal

Deposit Entry”.
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Correcting Direct Journal Budget Errors

Topic Overview

While entering Accounting Entries for direct journal deposits, you may receive the below message indicating that
budget checking errors exist and instructing you to check the budget exception page to view the errors.

Budget Checking Errors Exist (18021,91)

Budget checking errors were logged for this document. Please check the budget exception page to view them.

This topic covers the steps to resolve budget errors for direct journal deposits.
After completing this topic, you should be able to:

e Correct Budget Check Errors for Direct Journal Deposits
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Process Steps

Correct Direct Journal Deposit Budget Errors

This topic covers how to correct budget errors that occur while entering the Accounting Entries page information
before the transaction posted.

Steps to complete:

e Step 1: View the Budget Check Error Message

e Step 2: Correct the Error on the Create Accounting Entries Page, if Possible

e Step 3: View more Error Information from the Modify Accounting Entries page
e Step 4: Uncheck the Complete Box from the Modify Accounting Entries page

e Step 5: Correct the Budget Check Error on the Create Accounting Entries page

Step 1: View the Budget Check Error Message
After clicking on the Budget Check icon on the Accounting Entries page, you may receive the below message

indicating that budget checking errors exist and instructing you to check the budget exception page to view the
errors.

Budget Checking Errors Exist (18021,91)

Budget checking errors were logged for this document. Please check the budget exception page to view them.

1. Click on the OK button.
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Step 2: Correct the Error on the Create Accounting Entries Page, if Possible

Review the accounting entries. If you determine that you entered a typo while creating the accounting entries, you
can fix the error without leaving Create Accounting Entries page.

a H w0 D oPE

Uncheck the Complete box.

Click on the Save button.

Delete the Offset Cash Entry line by clicking on the red “ X" next to the Lightning Bolt icon.
Enter the correct ChartFields.

Reprocess the accounting entries as you would normally (create the offset cash entry, check the
Complete box, save, and budget check).

Step 3: View more Error Information from the Modify Accounting Entries page

If you are not able to determine the cause of the error from the Create Accounting Entries page, you'll need to
navigate to the Modify Accounting Entries page to view more information about the error.

1. Navigation Links: Accounts Receivable, Payments, Direct Journal Payments, Modify Accounting Entries.
2. If you navigated to the Modify Accounting Entries page directly from the Accounting Entries page for the
deposit, the Directly Journalled Payments tab for the Deposit displays. If not, you'll need to search for
and select the deposit from the search results.
Fa\.rovr'rtes MainvMenu b Accountsgecei\.rable b Pavrgents » DirectJUurnvaI Payments » Modify Accounting Entries
) 5] New Window ,_,/ Personalize Pag
\ " Deposit Control
Unit: G1001 Deposit 1D: 132950129 Payment: CHARITIES Seq: 9
Amount: 5p0.0p  Currency: usD &
Base: 50000 Currency: UsD
[¥| Complete Budget Status: Error
=0k 4] 0

Currency Details Budget Journal Reference Information

2:::]:::2:” GL Unit Debit Amount Credit Amount Line Amount (F:our:-iagnnw Account Elgéi Fin DeptlD gt;;f\(';if:g]
1/MMO0A -500.00 USD 512606 2000 G1037110

201 MO0 500.00 USD 100001 2000 G1037110
] 11 F
Lines: 2 Total Debits: 500.00 Currency: USD Total Credits: 500.00 Currency: USD HNet: 0.00
B save S\ Returnto Search | |[[Z] Notify

Diractly Journalled Payments | Deposit Control

3.

Click on the Budget Check Options icon (the magnifying glass with the red “X”, indicating that there is a
budget error).
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4. At the Commitment Control page, click on the “Go to Transaction Exceptions” hyperlink. The Misc.
Payment Exceptions page displays.

Favorites = Main Menu > Accounts Receivable » Payments > Direct Journal Payments > Modify Accounting Entries

Commitment Control

Commitment Control Details

Source Transaction Type: Miscellaneous Payment
Budget Checking Header Status: Errorin Budget Check
Commitment Control Amount Type: Actuals, Recognize and Collect
Commitment Control Tran 1D: 0025655734

Commitment Control Tran Date: 1210312014

[] override Transaction

~ Budget Check g

Goto Transaction Exceptions Go To Activity Log

OK Il Cancel |

5. Onthe Budget Override tab, view the Exception column information.

Fa\.rtlr'rtes Mainvl'v'lenu b Accountsﬁece'rvable b Payrgents 3 Direct]ourrlalpayments > Modify Accounting Entries > Direct Journal

&0 New Window [ Personalizg
Misc. Payment Exceptions Line Exceptions

Deposit Unit: 51001 Deposit ID: 132950129 & Payment Sequence: 1
*Exception Type: Error - | |override Transaction 0 ﬂﬁ LT‘Q
100 [ more Budgets Exist

Maximum Rows:
Search | Advanced Budget Criteria

Budgets with Exceptions Personalize | Find | View 41 [ B | B8 Firet B 4 o1 1 L Last
G ( Budget Chartfields | [TV
Details Business Unit Ledger Group Exception More Detail OBV:(;;:: Transfer
1 @\ MMNO0A KK_REVEMNUE Mo Budget Exists More Detail O GoTo E|
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In this example, “No Budget Exists” is displayed. You will need to do some research to determine the
problem. This may include contacting staff in your agency such as a budget coordinator. This error
message most often indicates:

Issue

Resolution

Budget has not been set up

In this case, after the revenue budget is set up by staff with the
appropriate role, you follow the instructions in Step 2 to Uncheck
the Complete box and budget check the transaction from the
Create Accounting Entries page for the deposit and the error will
disappear.

ChartFields were entered
incorrectly (most commonly
the Approp ID)

After identifying the correct ChartFields, proceed to the next step of
this topic to clear the error.

Budget Date may not have
been coded to the correct
budget

After identifying the correct ChartFields, proceed to the next step of
this topic to clear the error.

6. Optionally, click on the Show All Columns icon to view all of the ChartFields entered.

=]
= Business 3
Details Unit Ledger Group Exception
Mo Budget
& V]
1 @ MNOO1 KK_REVENUE |-

More Detail Dg:g;g: Transfer Fund Fin DeptiD ApproplD Account Budget Period

Mare Detail GoTo..F 2000 G1037110 G100018 512606 2015

Step 3: Uncheck the Complete Box from the Modify Accounting Entries page

To resolve the budget check error, begin by navigating to the Modify Accounting Entries page for the deposit.

1. Navigation Links: Accounts Receivable, Payments, Direct Journal Payments, Modify Accounting Entries.

2. Atthe Modify Accounting Entries search page, accept the default Deposit Unit or enter a Deposit Unit.

3. Enter the Deposit ID for the deposit in error.

&=

User ID:

Search

Fa\'uvrites Mainyenu 3 .-\ccuuntsﬁeceivable ¥ Pavrgents > D\rectJUurnva\Pavments »  Modify Accounting Entries

Modify Accounting Entries

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

Deposit Unit: = - 1001 QL
Deposit ID: begins with + (132950129 &}
Payment Sequence: = -

Payment ID: begins with -

begins with ~

Assigned Operator ID: begins with -

Case Sensitive

Clear | Basic Search Save Search Criteria

Released October 31, 2016 (Version # 5)

Page 29




State of Minnesaota

AR-BI3 Accounts Receivable Advanced User Guide

4. Click on the Search button. The Directly Journalled Payments page appears.

Favorites - Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries

7 New Window E{' Personalize Page
Directly Journalled Payments Deposit Control

Unit: G1001 Deposit ID: 132950129 Payment: CHARITIES Seq: 1
C : &
Amount: 500.00 Lurrency: usD
Base: 50000 Currency: UsD
Complete Budget Status: Error

Distribution Lines

Personaiize | Find | B | 3% First Kl 12 0f 2 I Last
Currency Details Budget Journal Reference Information
Distribution ~ B N _ Foreign Fund N Statewide
Serrerer GL Unit  Debit Amount Credit Amount Line Amount T Account Code Fin DeptlD Cost (Prog)
1 MMOO1 -500.00 UsD 512606 2000 G1037110
201 MNOOA1 500.00U5D 100001 2000 G1037110
< I ] 3
Total

Lines: 2 Total Debits: 500.00 Currency: USD Total Credits: 500.00 Currency: USD Net: 0.00

[E) save | | Retunto Search | |[Z] Notify

Directly Journalled Payments | Deposit Control

5. Uncheck the Complete checkbox.

6. A warning displays requesting that you use the Direct Journal Entry panel to update the incomplete
accounting entries. Click on the OK button.

Warning — Please use Direct Journal Entry panel to update the incomplete accounting entries. (6040 727)

Incomplete direct Journal accounting entries can be updated in the Direct Journal Entry panel. Direct Journal Review panel is used for reviewing complete
accounting entries only.

The Complete box should be unchecked and the Budget Status should display “Not Chk’d” but changes
cannot be made here.
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Favorites Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries

L.EI Mew Window E,) Personalize Page
Directly Journalled Payments Deposit Control
Unit: G1001 Deposit ID: 132950129 Payment: CHARITIES Seq: 1
Amount: 50000 Currency: UsSD
Base: 500.00 Currency: usD
Complete Budget Status: Mot Chik'd

Distribution Lines

personaiize | Find | BV | ## First Kl 4.2 02 I (ast
Currency Details Budget Journal Reference Information
LS ETET GLUnit  Debit Amount Credit Amount Line Amount FITEDT Gmerr A gy SHECDLE
Sequence Currency Code Cost (Prog)
1 MMO01 -500.00 USD 512606 2000 G1037110
201 MNOO 500.00USD 100001 2000 G1037110
o

n ]

o
Lines: 0 Total Debits: 500.00 Currency:

USD Total Credits: 500.00 Currency: USD Net 0.00

B save | Q. ReturntoSearch| |[=] Notify |

Directly Journalled Payments | Deposit Control

Step 4: Correct the Budget Check Error on the Create Accounting Entries page

Next, you will correct the budget check errors from the Create Accounting Entries page.

1. Navigation Links: Accounts Receivable, Payments, Direct Journal Payments, Create Accounting Entries.
2. If you navigate directly from the Directly Journalled Payments tab for the deposit in error, the Create
Accounting Entries page for the deposit displays. If not, you'll need to search for the deposit.
3. Atthe Accounting Entries page, delete the cash entry side of the transaction by clicking on the Delete
icon (the icon with the red “X” located next to the Lightning Bolt icon).
Favu'rites MainvMenu > Acmunts'Re[e'rvable > Payrgents » Direct Juurn_aIPayments > Creste Accounting Entries
7 New Window E,/F'ersonallzeF’age
-
Unit: G1001 Deposit ID: 132950129 Payment: CHARITIES Seq: 1
Amount: 500.00 USD 7 =
[] complete Entry Event: Q
Budget Status: Mot Chik'd
Personalize | Find | View A1 B | 3 First BT 4 or 1 I Last
Currency Details Budget Journal Reference Information
g:‘::i::;i:n *GL Unit Speed Type Line Amount Currency *Account Fund Fin DeptiD g\:et Sub Acct PC Bus Unit Project
1 1|Mro01 Q. Speed Type -500.000 |USD

<

512606 @ [2000Q, [c1oz7iice, | o | @ a
>

T ]

Lines: 1 Total Debits: 0.00 Currency: USD Total Credits: 500.00 Currency: USD HNet -500.00

B save | [ RetumtoSearch [ Notify | |l Refresh
[ i 1 e

Accounting Entries | Deposit Control

4. The ChartFields are now available for editing. Enter the correct ChartFields. In this example, the Approp
ID needs to be corrected.
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5. After you correct the ChartField error, process the direct journal as you would normally. Generate the
offset cash entry by clicking on the Create (Lightning Bolt) icon. The offset entry records the cash as a
positive amount in the appropriate Account 100001 and offsets the revenue line.

Favorites
i

Accounting Entries Deposit Control

Unit: G1001 Deposit ID: 132950129 Payment:
Amount: 500.00 UsSD

Complete Entry Event: Q
Budget Status: Walid

Currency Details Budget Journal Reference Information
Distribution W

B Save | | ReturntoSearch | [Z] Notify | | Refresh |

Accounting Entries | Deposit Control

Main Menu > Accounts Receivable > Payments » Direct Journal Payments » Create Accounting Entries

CHARITIES Seq: 1

Personalize | Find | View All| B | 3

S GL Unit Line Amount Currency Account Fund Fin DeptlD Cost iLcI::‘t PC Bus Unit Project Activity
1 1MNO01 -500.00USD 512606 2000 G1037110
2 201/MNO01 500.00UED 100001 2000 G1037110
4 T ] r
Total
Lines: 2 Total Debits: 500.00 Currency: USD Total Credits: 500.00 Currency: USD Net: 0.00

L.EINQWW'iHCIOW I:,r/F'ersonaIizeF'age ,%

6. Click on the Complete checkbox.

7. Click on the Save button. The Delete icon becomes the Budget Check icon. (You must always click the

Save button after checking the Complete checkbox.)

8. Click on the Budget Check icon.

The Budget Status Indicator should display “Valid”. If another budget error occurs, you'll need to repeat

the steps in this topic.
9. Click on the Save button.

Having completed this topic, you should now be able to:

e Correct Budget Check Errors for Direct Journal Deposits
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Reversing a Direct Journal Deposit

Topic Overview

When a direct journal deposit has the Complete box checked and greyed out with a Budget Status of “Valid”, it

can no longer be changed or deleted.

Favorites | Main Menu > Accounts fecerrable +» Payments Direct ."DLi"‘va: Payments Create Accounting Entries
Depasit Contro
Uit 1001 Deposit i 132050130 Payment CK# 24556 Set 1
Amount 280,00 UsD
Complete Entry Event a,
Budget Status: Valid
= = S—
. ] el I
Budget T
g = -
Dm“‘“”]"m GL Unit Line Amount Currency Account Fund Fin Deeptil 51“1 :ul_a PC Bus Unit  Project Activity
Sequence Cost  Acct
1 MNDO1 -250.00 USD 513304 5200 G1037610
2 201 MNOO1 250,00 UED 100001 5200 G1037610
+
Linas: 2 Total Debits: 25000 Currency: Ush Total Credits: 250.00 Currency: USD Hei: 0.00
b Save | LL Retumbo Search [ Molity | s Refresh

Frequently, an agency would like to delete a payment because it was a duplicate deposit, or would like to change
a payment because it was deposited to the wrong budget year or account. In these instances a new deposit will
need to be set up. The type of deposit depends on the circumstances described below:

Deposit Type

Examples

Reverse Direct Journal (a deposit that
has one line which reverses the original
deposit)

Use in cases where a duplicate deposit was entered. Typically,
areversal is also used when you receive a Returned Item
notice from your bank, rather than from MMB. Refer to the
instructions in this topic “Reversing a Direct Journal Deposit”.

Zero Dollar Deposit (a deposit that
includes two lines: 1) the first line reverses
the original deposit; and 2) the second line
deposits the money in the correct account
or budget year

Use in cases where the payment was deposited to the wrong
account or budget year. Refer to the “Correcting a Direct
Journal by Creating a Zero Dollar Deposit” topic for

instructions.

After completing this topic, you should be able to:

e Reverse a Direct Journal Deposit
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Process Steps

Reverse a Direct Journal Deposit

This topic covers how to reverse a direct journal deposit after it has been posted.

Steps to complete:
e Step 1: Enter the Reversing Direct Journal Deposit
e Step 2: Create Accounting Entries for the Reversing Direct Journal Deposit
e Step 3: Notify the Treasurer’s Division
Step 1: Enter the Reversing Direct Journal Deposit
To reverse a direct journal deposit that has been posted, we need to set up and process a new deposit reversing
the amount that was done in error.

Begin by navigating to the Create A Regular Deposit Entry page.

1. Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.

2. Onthe Regular Deposit page, click on the Add a New Value tab to begin creating the new deposit.
3. Accept the default Deposit Unit or enter the Deposit Unit. This is a required field.
4

If you accept the default of “NEXT” for the Deposit ID field, SWIFT will automatically assign the next
available number after you save the deposit. You can also enter your own Deposit ID; for example, the
original deposit number followed by a “COR” (“908COR”"). This practice may make it easier to find the
related deposits in the future.

Favorites | Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposit

Regular Deposit

Find an Existing Value

Deposit Unit:|G1001 3
Deposit ID:  [1663COR Q

Add

Find an Existing Value | Add a New Value

5. Click the Add button and the Totals page displays. This page is used to enter information and control
totals for the deposit.

Released October 31, 2016 (Version # 5)

Page 34



State of Minnesaota

SWIFT >

o Intograted Financial Toois

AR-BI3 Accounts Receivable Advanced User Guide

6. Complete the Totals tab as you would normally, making sure to use the same Bank Code, Bank Account,
and Midas Location as the original deposit. The following is also required for the reversing deposit:

Field Name Field Description

*Received Enter the Received Date of the original deposit.

*Control Total Amount Enter a negative amount.

Favg’rtes Mainvl\-'lenu ¥ Accountsfece'rvab\e > Payrgents »  Online Pvayments > Regular Deposit
'iﬂn Payments
Unit:  G1001 Deposit ID: 1663COR None Applied Delete Deposit
*Accounting Date: 12/0112014 [ Control Currency: usD Q
*Bank Code: Us002 Q. |INTERSTATE Format Currency: usD
*Bank Account: RH Q Rate Type: CRRNT
*Deposit Type: c A cr Exchange Rate: 1.00
MIDAS Location G10000RH|Q,  STPAUL-FINANCE DEPT
Control Totals Control Data
Control Total Amount: -41,09450 *Count: 1 *Received: 12/01/2014 5
Entered Total Amount: 0.00 Count 1 *Entered: 12/01/2014 [5
Difference Amount: -41,094.50 Count: 0 Posted:
Posted Total Amount: 0.00 Count: 0 Assigned: |TEST7TRN [}
Journalled Total Amount: 0.00 Count 0 User: TEST TRN
B save | [S] Notiy | | Refresh B Add | | Z UpdateDisplay
Totals | Payments

7. Complete the Payments tab, making sure to enter a negative amount and check the “Journal Directly”
option for each pay line you want to reverse.

Favorites : Main Menu » Accounts Receivable > Payments > Onlne Payments > Regular Deposit

Unit: G1001

Deposit ID: 1663COR Date: 1210172014 Balance: Balanced
Payment Seq: 1 *Payment ID: PEIP DALY PREI *Accounting Date: 12/01/2014 @ =
Amount: -41,094.50 Currency: uso
Rate Type: CRRNT Exchange Rate: 00000000

[] Payment Predictor [¥] Journal Directly [] Range of References
Payment Method: Check - Attachments (0) View Audit Logs

=

Customer ID: Business Unit:
Remit From: Remit SetiD:
Hame;
Corporate: Corporate SetiD:
SubCust1: SubCust2:
MICR ID:

Link MICR
Detail References
Reference Information

First Kl 10f1 ] Last

]
Personaiize | Find | view 1| B | #

Qual Code Reference To Reference

1 1=

B Save | [=] Notity |G Refresh E: Add| ] Updateiisplay |

Totals | Payments
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8. Click on the Save button.
9. Check the Balance status in the header of the Deposit and ensure that it is “Balanced”.

e If the Deposit is not balanced, you must review the information entered on the Totals and Payments
tabs, and make the necessary adjustments before proceeding to the next steps.

Step 2: Create Accounting Entries for the Reversing Direct Journal Deposit

Once you have recorded the correcting deposit, you must create the accounting entries. Begin by navigating to
the Create Accounting Entries page.

1. From the Regular Deposit page for the deposit, click on Payments, Direct Journal Payments, Create
Accounting Entries. The Create Accounting Entries search page displays with the Deposit ID supplied.

Favorites | Main Menu > Accounts Receivable > Payments » Direct Journal Payments > Create Accounting Entries

Create Accounting Entries

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 + [1663COR Q
Payment Sequence: = ~

Payment ID: begins with +

User ID: begins with

Assigned Operator ID: begins with ~
["I case Sensitive

Search Clear |Basic Search Save Search Criteria

2. Click the Search button.

3. If the deposit has more than one payment line, select one of the lines in the Search Results list. The
Accounting Entries page appears. Basic information from the deposit entry displays in the header area.

4. Enter a positive line amount and the same ChartFields as the original deposit.

Favorites | Main Menu : Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
- - - - -

g Deposit Control

Unit: G1001 Deposit 1D: 1663COR Payment: PEIF DAILY PREM Seq: 1
Amount: -41,00450 USD 2
[C] complete Entry Event: Q
Budget Status:
£ o O
)" Currency Details Budget Journal Reference Information
LETEHETT *GL Unit STEEIIEEE Line Amount Currency *Account Fund Fin DeptiD = Sub Acct PC Bus Unit Project
Sequence Key Cost
1 1MN001 Q. [c10PEIPQ | 41,09450 USD 514216 |Q [4700Q, [G103680:QY Q Q Q Q|
4 I 3
Lines: 0 Total Debits: 41,094.50 Currency: USD Total Credits: 0.00 Currency: USD HNet 41,094.50

[E Save [\ Returnto Search | [=] MNotify | % Refresh

Accounting Entries | Deposit Contro
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5. Click on the Currency Details tab and enter a description of the journal line in the Line Descr field.

6. Optionally, click on the Budget tab and enter a Budget Date. The Budget Date defaults to the current
date. You would change this date if you are correcting a deposit that was posted to different budget

period than what you are currently in.

7. Optionally, click on the Journal Reference Information tab and enter an additional description for the

distribution line.

8. After you have entered the Distribution Line(s) for the correcting deposit, click on the Save button.

9. Generate the offset cash entry by clicking on the Create (Lightning Bolt) icon. The offset entry records

the cash as a negative amount in the appropriate Account 100001 and offsets the revenue line.

Note: The Delete icon displays next to the Create icon. It can be used to remove the offset entry.

PEIF DAILY PREM

SW

Fin DeptlD Cost

G1036802

G1036802

4109450 Currency:

Favorites | Main Menu > Accounts Receivable > Payments : Direct Journal Payments > Create Accounting Entries
) Deposit Control
Unit: G1001 Deposit ID: 1663COR Payment:
Amount: -41,09450 USD 2 H
Complete Entry Event: Q
Budget Status:
Currency Details Budget Journal Reference Information
VIR GL Unit Speed Type Line Amount Currency Account Fund
Sequence
1 1 MNOOA Speed Type 41,094.50/USD 514216 4700
2 201 /MN001 Speed Type -41,094.50/USD 100001 4700
4 m
Lines: 2 Total Debits: 4109450 Currency: UsSD Total Credits:
B save |\ Returnto Search |[Z] Notify |l Refresh
Accounting Entries | Deposit Control

Seq: 1

= &l 14

Sub

Acct PC Bus Unit Project

USD Net: 0.00

£

10. After you have entered all of your accounting lines and generated your offset cash line, click on the

Complete checkbox.

Note: The Entry Event field is not used in Minnesota.

11. Click on the Save button. The Delete icon becomes the Budget Check icon. (You must always click the
Save button after checking the Complete checkbox.)

12. Click on the Budget Check icon.

o If the Budget Check is successful, the Budget Status indicator below the Complete checkbox will
display “Valid”. You may proceed to the next step. The Budget tab also displays the budget
status, along with the date the budget check occurred unless a Budget Date had been entered
manually prior to the check. When a direct journal deposit has the Complete box checked and
greyed out with a Budget Status of “Valid”, it can no longer be changed or deleted.
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o |f the Budget Check was not successful, you will receive an error message indicating that budget
checking errors were logged for this document and requiring you to check the budget exception
page to view them. After clicking on the OK button, the Budget Status indicator will display
“Error”. Refer to the “Correcting Direct Journal Budget Errors” topic for the procedure to fix the
error.

13. If there was more than one deposit payment, click on the Next in List button and process the remaining
line(s) as described previously in this step.

Step 3: Notify the Treasurer’s Division

You should now have the original deposit that was done in error and the reversing deposit, resulting in a net
balance of zero and correcting the error.

When you create an adjusting deposit that does not balance to zero, such as a reversing direct journal deposit,
you should notify Michi Eichinger of the Treasurer’s Division of MMB by sending her an email at:
michi.eichinger@state.mn.us. This will help the Treasurer reconcile the original and adjusting deposits. Include
the Received Date, Amount, Deposit ID, Business Unit, and Bank Account.

Having completed this topic, you should now be able to:

e Reverse a Direct Journal Deposit
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Correcting a Direct Journal Deposit by Creating a Zero Dollar Deposit

Topic Overview

When a direct journal deposit has the Complete box checked and greyed out with a Budget Status of “Valid”, it

can no longer be changed or deleted.

Favortes  Main Menu > Accounts Recewable » Payments Direct Joumnal Payments Create Accounting Entries
- v - - -
posit Contra
Unit: G1001 Deposit 1 132050130 Payment CK# 24556 Seq 1
Amount 250,00 USD
Complate Entry Event a,
Budget Status: walid
=
. o I
Budast [ )
b tie W 5
Distritation GL Unit Line Amount Curréncy  Account  Fund  Fin DeptiD i i PC Bus Unit  Project Activity
Sequence Cost  Acct
1 MNOO1 -250.00 USD 513304 5200 G1037610
201 MNOO1 220,00 UED 100001 5200 G1037610
+
Lines: 2 Total Debits: 25000 Currency: USD Total Credits: 250.00 Currency: USD Nek 0.00
) Save Sl Returnto Sesrch [ Molity s Refresh

Frequently, an agency would like to delete a payment because it was a duplicate deposit, or would like to change
a payment because it was deposited to the wrong budget year or account. In these instances a new deposit will
need to be set up. The type of deposit depends on the circumstances described below:

Deposit Type

Examples

Reverse Direct Journal (a deposit
that has one line which reverses the
original deposit)

Use in cases where a duplicate deposit was entered. Typically, a
reversal is also used when you receive a Returned Item notice from
your bank, rather than from MMB. Refer to the “Reversing a Direct
Journal Deposit” topic for instructions.

Zero Dollar Deposit (a deposit that
includes two lines: 1) the first line
reverses the original deposit; and 2)
the second line deposits the money in
the correct account or budget year

Use in cases where the payment was deposited to the wrong
account or budget year. Refer to instructions in this topic “Correcting
a Direct Journal by Creating a Zero Dollar Deposit”. Another
example that may occur is that an AR Item was incorrectly
deposited as a direct journal. In this example, the direct journal
would need to be reversed and the payment would need to be
deposited as an AR Item and applied to the customer’s account.

After completing this topic, you should be able to:

e Correct a Direct Journal Deposit
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Process Steps

Correct a Direct Journal Deposit by Creating a Zero Dollar Deposit

This topic covers correcting a direct journal deposit by creating a zero dollar deposit. In this example, the original
deposit was entered with incorrect ChartFields.

Steps to complete:
e Step 1: Create a Zero Dollar Deposit with a minimum of two payment lines (one for the incorrect
payment and one for the correct payment)
e Step 2: Reverse the Accounting Entries for the Incorrect Payment

e Step 3: Create new Accounting Entries to put the cash where it belongs
Step 1: Create a Zero Dollar Deposit

The first step is to create a zero dollar deposit with a minimum of two payment lines; one reversing the incorrect
payment and one for the correct payment. A strongly recommended best practice is to reverse the error in the first
payment and correct the error in the second payment. This practice enables others looking at the deposit to
understand what occurred.

Begin by navigating to the Regular Deposit search page.

1. Navigation Links: Accounts Receivable, Online Payments, Regular Deposit.
2. Onthe Regular Deposit page, click on the Add a New Value tab.

3. Accept the default Deposit Unit or enter a Deposit Unit.
4

If you accept the default of “NEXT” for the Deposit ID field, SWIFT will automatically assign the next
available number after you save the deposit. You can also enter your own Deposit ID; for example, the
original deposit number followed by a “COR” (“908COR”). This practice may make it easier to find the
related deposits in the future.

Favorites | Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposit

Regular Deposit

Find an Existing Value

Deposit Unit:| G1001 | &
DepositID: [1656COR Q

Add

Find an Existing Value | Add a Mew Value
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5. Click the Add button.

6. Complete the Totals tab as you would normally, making sure to use the same Bank Code, Bank Account,
and Midas Location as the original deposit. The following is also required for the zero dollar deposit:

Field Name

Field Description

Control Total Amount

REQUIRED! Enter “0” (zero) in the Control Total Amount. This is
required.

Count

REQUIRED! Enter a minimum of “2” in the Count field. You must remove
funds from the account that you put them in which requires a negative

payment. Then, you must move the funds to the correct account with a
positive payment.

Deposit Type

The Deposit Type is always a “C” on Zero Dollar correcting deposits.

Favortes . Main Menu > Accuuntszece'n.fabIe > Payments > Online Payments > Regular Deposit
L.E Mew Window |5
" Payments

Unit: G1001 Deposit ID: 1656COR Maone Applied

*Accounting Date: 12/01/2014 [+ Control Currency: usD Q

*Bank Code: usoo2 Q. INTERSTATE Format Currency:

*Bank Account: RH Q Rate Type:

*Deposit Type: C Q CR Exchange Rate: Fl%

MIDAS Location G10000RH G  STPAUL-FINANCE DEPT

Control Total Amount: 0.00, *Count: 2 *Received: 1210112014 [

Entered Total Amount: 0.00 Count: 1 *Entered: 12/01/2014 [5

Difference Amount: 000 Count -1 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: TEST_TRN Q

Journalled Total Amount 0.00 Count: 0| User TEST_TRN

B save | |[Z] Nofify | | Refresh s Add Update/Display
Totals | Fayments

7. Click on the Payments tab. Complete as you would normally, making sure to do the following:

8. On the first payment row, enter the following:

1st Row Entry (Seq 1)

Field Description

Payment ID

Enter an ID that relates to the original transaction; for example, “COR ID
XXXXXX".

Amount

Enter the negative payment amount to remove the funds from the wrong
account.

Journal Directly

Select the Journal Directly checkbox.
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9. Click on the Add a New Row (+) button at row 1 and enter the following:

2nd Row Entry (Seq 2) Field Description

Payment ID Enter an ID that relates to the original transaction; for example, “COR ID
XXXXXX".
Amount Enter the positive payment amount to add the funds to the right

account.

Journal Directly

Select the Journal Directly checkbox.

Unit:

Payment Seq:

Amount:

Rate Type:

Payment Method:

Customer ID:
Remit From:
Name:
Corporate:

SubCust1:
MICR ID:

Qual Code

1

Payment Seq:

Amount:

Rate Type:

Payment Method:

Detail References

Favorites | Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposit

G1001 Deposit 1D:

-907.08

[Tl Payment Predictor
Check -

Reference

907.08

[[] Payment Predictor
Check -

1656C0OR Date: 12/01/2014 Balance: Balanced
L4 a
*Payment ID: CORRECT PEW *Accounting Date: 1210112014 [ #[E=
Currency:
Exchange Rate:
[#] Journal Directly [C] Range of References
Attachments (0) View Auditlogs
&l ol

Business Unit:

Remit SetlD:

Corporate SetlD:

SubCust2:
Link MICR
= n ]
To Reference
*Payment ID: CORRECT PEW *Accounting Date: 1201/2014 [+ FHE
Currency:

Exchange Rate:
[¥] Journal Directly [[]Range of References

Aftachments (0) View Audit Logs

10. Click the Save button. The deposit amount and the payment amount should be balanced at zero.

Step 2: Reverse the Accounting Entries for the Incorrect Payment

Next, navigate to the Create Accounting Entries page to reverse the accounting entries for the incorrect deposit.
This is the action that actually moves the funds.

The lines you create will balance the debits and credits for the account.

1. Navigation Links: Accounts Receivable, Payments, Direct Journal Payments, Create Accounting Entries.

2. When you navigate directly from the Deposit page to the Create Accounting Entries page, the Business
Unit and Deposit ID automatically populate on the search page. Click the Search button. The Search
Results section displays the two payment lines entered on the zero dollar deposit.
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Favu'ntes ME\H'MEHU > A((uuntslie(ervabla > Payrgents > DIIEKJOUIHVH\PEWHEHLE > Create Accounting Entries

Create 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: = - G1001 Q
Deposit ID: begins with + |1656C0OR Q
Payment Sequence: = -

Payment ID: begins with +
User ID: begins with +
Assigned Operator ID: begins with -

[Tl case sensitive

Search || Clear |Basic Search [§] Save Search Criteria

Search Results

View All First [q] 1-zofz [3] Last
Deposit Unit Deposit ID Payment Sequence Payment ID User ID Assigned Operator ID Non Customer Dist Balanced Entered Date
G1001 1656COR 1 CORRECT PEW RFD TEST TRN TEST TRM No Dist 12/01/2014
G1001 1656C0OR 2 CORRECT PEW RFD TEST TRM TEST TRM No Dist 12/01/2014

3. Click on the entry for the first Payment Sequence (the reversing entry). The Accounting Entries page

appears for the Deposit.

4. Enter a positive amount on the Sequence Payment 1 row, along with the same ChartFields as the

original, incorrect deposit.

Note: For this entry, you're working with the negative payment and the opposite (positive) amount must

be entered.

5. Click the Save button.

6. Click the Create icon to create the cash line. The Total Debits should equal the original transaction

amount and the entry is now balanced.

7. Click the Save button again to save the cash line before marking the deposit complete.

8. Click the Complete checkbox.

9. Click the Budget Check button. The Budget Status should read “Valid”.

Accounting Entries Deposit Control

Unit: G1001 Deposit ID: 1656COR Payment:
Amount: -807.08 USD
Complete Entry Event: Q

Budget Status: alid

Currency Details Budget Journal Reference Information
Distribufion ) Line Amount Currency  Account Fund  Fin DeptiD
Sequence
1 1 MNOO1 907.08/USD 411701 1000 G1032000
2 201/MMNO01 -907.08 USD 100001 1000 1032000
q 1 ]
Total
Lines: 2 Total Debits: 907.08 Currency: USD Total Credits:

B save | [ RetumntoSearch | [+E Previous it | 4E Nextinlist| [ Notify | |l Refresh

Accounting Entries | Deposit Control

Favorites Main Menu > Accounts Receivable » Payments : Direct Journal Payments : Create Accounting Entries

L.EI MNew Window I:,/ Person|

CORRECT PEW RFD Seq: 1

iret K0 4.2 072 I | aet

Personalize | Find | View 41| B |

swW Sub
Cost |Acct PC Bus Unit Project Activity
v
a07.08 Currency:  USD MNet: 0.00
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Step 3:

Create new Accounting Entries to put the cash where it belongs

In the previous step you removed funds from the incorrect account. Next, you will select the second payment and
create accounting lines that will put the cash in the correct account.

1. From the Accounting Entries page for the Payment Seq 1 row, click on the Next in List button. The
Accounting Entries page appears for the Payment Seq 2 of the Deposit.

2. Enter a negative amount on the Sequence Payment 2 row, along with the ChartFields for the budget
where the money should be deposited. (If the original deposit was deposited to the wrong budget period,
make sure to enter a Budget Date within the correct budget period.)

Note: For this entry, you're working with the positive payment and the opposite (negative) amount must
be entered.

3. Click the Save button.

4. Click the Create icon to create the cash line. The Total Debits should equal the original transaction
amount and the entry is now balanced.

5. Click the Save button again to save the cash line before marking the deposit complete.

6. Click the Complete checkbox.

7. Click the Budget Check button. The Budget Status should read “Valid”. The error is now corrected.

Fa\.fovrfces MainvMenu > Accountszecei\fabIe > Payrgents > DirectJournvaI Payments » Create Accounting Entries
L.EI New Window ,j Person
) Deposit Control
Unit: G1001 Deposit 10: 1656C0OR Payment: CORRECT PEW RFD Seq: 2
Amount: 907.08 USD
Complete Entry Event: Q
Budget Status: Valid
@ E L) 4
Currency Details Budget Journal Reference Information
gfg;‘:#:l:n GL Unit Line Amount Currency Account Fund Fin DeptiD ts;fst iﬁ:t PC Bus Unit Project Activity
1 1 MMNO01 -907.08 USD 512605 2001 G1038100
2 207 MMO01 907.08 UsSD 100001 2001 G1038100
4 1 3
Lines: 2 Total Debits: 907.08 Currency: UsD Total Credits: 907.08 Currency: usD MNet: 0.00
B save L\ Returnto Search | +E Previous in List [=] Motify | | s Refresh
Accounting Entries | Deposit Control
Having completed this topic, you should now be able to:
e Correct a Direct Journal Deposit
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Processing a Returned Item for a Direct Journal — MMB Notification

Topic Overview

This topic covers how to process a Returned Item (returned check) for a direct journal deposit when you have
been notified of the Returned Item by Minnesota Management & Budget (MMB). The process is similar to the zero
dollar deposit process except that the Deposit Type is “N” for NSF instead of “C” for Cash Receipt.

Note: If you are notified of the Returned Item by your bank, rather than by MMB, you will typically follow the
instructions in the “Reversing a Direct Journal Deposit” topic. Check with your supervisor to verify the process that
you should use.

Returned Items can occur for various reasons:

e Non-Sufficient Funds (NSF)

e Stop Payment

e Refer to Maker

e Missing Endorsement

e Account Not Found

e Altered Fraudulent Document

When a Returned Item for a direct journal occurs and you are notified by MMB, it is placed in a Clearing Account
at MMB. The agency's job is to remove it from the Clearing Account by debiting the original revenue and crediting
the Clearing Account.

You'll receive an email notification similar to below from MMB:

Subject: G10 Returned Items 111914

See attached 11/19/14 Returned Items. MMB has processed the clearing account transaction(s) for these returned items. The
MMB Depaosit Id Number and Entered Date is located on the attached EmailReport.rtf document.

Please complete the required transaction(s) within 5 days of receiving the returned items e-mail, agencies must complete the
returned items process.

After completing the appropriate Return ltem procedure, please submit an email to
(GENERALACCTG.MMB@state.mn.us) with the following information:

Entered Date

Business Unit (Agency)#

Deposit ID number

Monetary Amount (amount of the returned item)
MMB Deposit ID# (Located on the EmailReport.rif)

Your assistance in the Returned Items Process is GREATLY appreciated!!
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One of the email attachments displays the MMB Deposit ID# and Speed Chart that you will use to clear the
Clearing Account.

Returned Items

Entered Date: 11/20/2014
Returned Item Date: 11/19/2014
Total Deposit: 618.12
For Business Unit: G1001

Copies of the Returned check(s) and Notice of Returned Deposited Item(s)
are attached to the email.

Agey Midas Speed Chart Amount MME Deposit ID
Location Number
G1001 G10240RH NSFCLRACCT 618.12 NSFG10141119840

Another attachment displays the date the Item was returned to the bank.

@bank RETURNED DEPOSITED ITEMS
Customer Service: 1-800-872-2657
Date: November 19, 2014 Advice D-104940

NOTICE OF RETURNED Acct:
DEPOSITED ITEM(S)

Reason Maker Name Seq # Item Amount
NSF 99006194 $618.12
STATE OF MINNESQTA
STATE TREASURER"S OFFICE #10240
DO NOT MAIL TO CUSTOMER
TRUNCATION REQUIRED
1 Item(s) charged totaling: $618.12
Advice Total: $618.12

After completing this topic, you should be able to:

e Process a Returned ltem for a Direct Journal with MMB Notification
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Process Steps

Process a Returned Item for a Direct Journal — MMB Notification

This topic covers how to process a Returned Item (returned check) for a Direct Journal deposit when you receive
notice from MMB.

Steps to complete:

e Step 1: Create a Zero Dollar Deposit with a Minimum of Two Payment Lines (one to debit the original
revenue account and one to credit the Clearing Account)

e Step 2: Create Accounting Entries to Reverse the original Entries for the Returned Item

e Step 3: Create Accounting Entries to Credit the Clearing Account

Step 1: Create a Zero Dollar Deposit

The first step is to create a zero dollar deposit with a minimum of two payment lines; one reversing (debiting) the
original payment and one for crediting the Clearing Account.

Begin by navigating to the Regular Deposit search page.

1.
2.

Navigation Links: Accounts Receivable, Online Payments, Regular Deposit.
On the Regular Deposit page, click on the Add a New Value tab.

Accept the default of “NEXT” for the Deposit ID field and SWIFT will automatically assign the next number
available after you save the deposit. You can also enter your own. This is a required field.

Click the Add button.

Complete the Totals tab as you would normally, making sure to use the same Bank Code, Bank Account,
and Midas Location as the original deposit. (Refer to the Creating a Direct Journal Deposit (Non-AR) topic
for detailed entry instructions).

The following is also required for the Returned Item zero dollar deposit:

Field Name Field Description

*Deposit Type Select “N” for NSF.

*Control Total Amount Enter “0” (zero) in the Control Total Amount.

*Count Enter “2” in the Count field. You must debit the original revenue account
and credit the Clearing Account.

*Received Enter the Returned Deposited Items date.
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E save

Fa\fnvrites Main l\-'lenu ¥ AccountsBeceh.fable ¥ Payrgents >  Online F@yments » Regular Deposit
| Payments
Unit: 1001 Deposit 10: MNEXT None Applied
*Accounting Date: 1210212014 |5 Control Currency: Usb &
*Bank Code: L5002 Q. INTERSTATE Format Currency:
*Bank Account: RH < Rate Type:
*Deposit Type: N Q sk Exchange Rate: B
MIDAS Location G10000RH Q.  STPAUL-FINANCE DEPT
Control Total Amount: 0.000 *Count: 2 *Received: 12002/2014 [5]
Entered Total Amount: 000 Count: 1 *Entered: 12/02/2014 5]
Difference Amount: 0.00 Count: -1 Posted:
Posted Total Amount: 0.00 Count: 0 Assigned: TEST_TRN QL
Journalled Total Amount: 0.00 Count: 0 User: TEST_TRN

[Z] Hetify L Refresh

Totals | Payments

B Add Update/Display

6. Click on the Payments tab. Complete as you would normally, making sure to do the following:

7. On the first payment row, enter the following:

8. Cli

1st Row Entry (Seq 1)

Field Description

Payment ID Use a descriptive Payment ID so you can trace it, such as the returned
check number or the MMB Deposit ID.
Amount Enter a negative payment amount.

Journal Directly

Select the Journal Directly checkbox.

ck on the Add a New Row (+) button at row 1 and enter the following for the second payment:

2nd Row Entry (Seq 2)

Field Description

Payment ID

Enter the MMB Deposit ID number so MMB can trace it.

Amount

Enter the Positive payment amount.

Journal Directly

Select the Journal Directly checkbox.
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Fa\rovr'rtes MainvMenu > AccountsBece'rvable » Payrgents > Online Pvayments » Regular Deposit

Unit: G1001 Deposit ID: MEXT Date: 121022014 Balance: Balanced
Payment Information Find | view 1 First Kl 1.2 072 I | ast
Payment Seq: 1 *Payment ID: NSF CK #1819 *Accounting Date: 12022014 Eﬂ El
Amount: -250.00 Currency: UsD
Rate Type: CRRNT Exchange Rate: 1.0000000

[C] Payment Predictor

Journal Directly [C]Range of References

Payment Method: Check - Attachments (0)

Customer Information Find First K 4 0f 1 DV Last
Customer ID: Business Unit: e
Remit From: Remit SetlD:

Name:

Corporate: Corporate SetlD:

SubCust1: SubCust2:

MICR ID: Link MICR

Detail References
First K 1 of 1 I3 Last

Reference Information

Personalize | Find | View A1 | B | B

CQual Code Reference To Reference
1 =l
Payment Seq: 2 *Payment ID: NSF CK#1819 *Accounting Date: 1210212014 [ =
Amount: 250.00 Currency: UsD
Rate Type: CRRNT Exchange Rate: -00000000

] Payment Predictor Journal Directly ] Range of References

9. Click the Save button. If you accepted the default Deposit ID of “NEXT”, a Deposit ID is assigned. The
deposit amount and the payment amount should be balanced at zero.

Step 2: Create Accounting Entries to Reverse the Original Entries for the Returned Item
Next, you will create accounting lines that will reverse (debit) the revenue account.

1. Navigation Links: Accounts Receivable, Payments, Direct Journal Payments, Create Accounting Entries.

2. When you navigate directly from the Regular Deposit page to the Create Accounting Entries page, the
Business Unit and Deposit ID automatically populate on the search page. Click the Search button. The
Search Results list displays the two payment lines entered on the zero dollar deposit.
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Favorites | Main Menu > Accounts Receivable » Payments » Diract Journal Payments > Create Accounting Entries

Create Accounting Entries

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

Find an Existing Value

~ Search Criteria

Deposit Unit: = - G1001 Q
Deposit ID: begins with + (132950128 Q
Payment Sequence: = -

Payment ID: begins with

UserID: begins with +

Assigned Operator ID: begins with +

[7] case Sensitive

Bearch || Clear |Basic Search [§] Save Search Criteria

Search Results

View All First [q] 1-20f2 [§] Last
Deposit Unit DepositiD Payment Sequence Payment ID UserID Assigned Operator ID Non Customer Dist Balanced Entered Date
£100% 1329501281 NSF CK#1819|TEST TRNTEST TRN Mo Dist 12/02/2014
G1001 1329501282 NSF CK#1819]TEST TRNTEST TRN No Dist 121022014

3. Click on the entry for the first Payment Sequence (the reversing entry). The Accounting Entries page for
the Payment Sequence 1 displays.

4. Enter a positive amount on the Payment Sequence 1 row, along with the ChartFields for the account
where the payment was originally deposited.
Note: For this entry, you're working with the negative payment so you must add that to the Revenue
Account to reverse the charge to the account.

5. Click on the Currency Details tab and enter a Line Description.

6. Optionally, click on the Budget tab and enter a Budget Date. The Budget Date defaults to the current

date. You would change this date if you are directing this entry to a different budget period than what you
are currently in.

7. Optionally, click on the Journal Reference Information tab and enter additional reference information.

8. Click the Save button.

Favorites | Main Menu > Accounts Recevable > Payments : Direct Journal Payments > (Create Accounting Entries
- : - - - -

Accounting Entries Deposit Control

Unit: G1001 Deposit ID: 132050128 Payment: MSF CK#1819 Seq: 1
Amount: 250,00 USD #Z H
[ complete Entry Event: Q

Budget Status:

Personalize | Find | View Al| B

Currency Details Budget Journal Reference Information

gi:‘::ig:tt:i:n *GL Unit Speed Type Line Amount Currency *Account Fund Fin DeptiD gost Sub Acct PC Bus Unit Project
1 1unoot @ | SpeedType 250.00, USD [s14220 | [seooq [eroeezeiq [ o [ la [ la [ ]
4 [ I +
Total
Lines: 0 Total Debits: 250.00 Currency: UsD Total Credits: 0.00 Currency: USD HNet: 250.00
B save | [£ RetumtoSearch | [tE] pievious nist | 4B NextinList| [ Notify | | Refresh |

Accounting Entries | Deposit Contro
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10.
11.
12.
13.

Click the Create icon (Lightning Bolt) to create the cash line. The Total Debits should equal the original
transaction amount and the entry is now balanced.

Click the Save button again to save the cash line before marking the deposit complete.
Click the Complete checkbox.
Click the Budget Check button. The Budget Status should read “Valid”.

Click on the Save button.

Favorites
-

Unit:

Budget

4

2

Lines:

Bl save

Amount: -250.00 UsD

Complete Entry Event: Q

Distribution . . . W Sub
Sequence

Accounting

Main Menu > Accounts Receivable > Payments : Direct Journal Payments » Create Accounting Entries

) Deposit Control

G1001 Deposit ID: 132950128 Payment: MSF CK#1819 Seq: 1

Status: Valid
= K

E

f Currency Details Budget Journal Reference Information
GL Unit Line Amount Currency Account Fund Fin DeptiD Cost  |Acct PC Bus Unit Project Activity
1 MNO01 250.00UsD 514220 5600 G1086208

201 MMO01 -250.00/UsD 100001 5600 G1086208

T 3

2 Total Debits: 250.00 Currency. USD Total Credits: 250.00 Currency: USD MNet: 0.00

&L Return to Search +E MextinList = [=] Motify | L Refresh

Entries | Deposit Control

Step 3:

Create Accounting Entries to Credit the Clearing Account

Next, you will select the second payment and create accounting lines that will credit the Clearing Account.

1.

Released

From the Accounting Entries page for the Payment Sequence 1 row, click on the Next in List button. The
Accounting Entries page appears for the Payment Sequence 2 of the Deposit.

Click on the Speed Type button and select the Speed Type “NSFCLRACCT” (provided by MMB).

Enter a negative amount on the Payment Sequence 2 row.
Click on the Currency Details tab and enter a Line Description.

Optionally, click on the Budget tab and enter a Budget Date. The Budget Date defaults to the current
date. You would change this date if you are directing this entry to a different budget period than what you
are currently in.

Optionally, click on the Journal Reference Information tab and enter additional reference information.
Click the Save button.

Click the Create icon (Lightning Bolt) to create the cash line.
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Favorites Main Menu > Accounts Receivable » Payments > Direct Journal Payments > Create Accounting Entries

Accounting Entries Dreposit Control

Unit: G1001 Deposit ID: 132950128 Payment: NSF CK #1819 Seq: 2
Amount: 250.00 USD

Complete Entry Event: Q
Budget Status: Valid

o
Personalize | Find | Visw All| E | # First 4 1-2 of 2 ] Last

Currency Detailz Budget Journal Reference Information

g::;:i::zt’" GL Unit Line Amount Currency  Account Fund  Fin DeptiD g‘:st i';; PC Bus Unit Project  Activity
1 1 MMO01 -250.00USD 120095 1000
2 201 MO0 250.00UsD 100001 41000
< ] ] 3
Lines: 2 Total Debits: 250.00 Currency: USD Total Credits: 250.00 Currency: USD HNet: 0.00

& Save | | &\ Returnto Search | 4[] PreviousinList | |4 lextinlist | [[Z] Nefify | | s Refresh |

Accounting Entries | Deposit Control

9. Click the Save button again to save the cash line before marking the deposit complete.
10. Click the Complete checkbox.

11. Click the Budget Check button. The Budget Status should read “Valid”.

12. Click on the Save button.

Having completed this topic, you should now be able to:

e Process a Returned Item for a Direct Journal with MMB Notification
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Verifying Deposits Are Complete (AR or Non-AR)

Topic Overview

The topic will show you what to look for to see if a deposit is complete/posted. It covers AR Item deposits, Direct
Journal deposits and deposits that include both Iltems and Direct Journals.

After completing this topic, you should be able to:

o Verify Deposits
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Process Steps

Verify Deposits are Complete

This topic covers how to verify that deposits are complete.
Steps to complete:

Step 1: View the All Deposits page for the Deposit
Begin by navigating to the All Deposits page for the deposit.

1. Navigation Links: Accounts Receivable, Payments, Review Payments, All Deposits.
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.

4. Click on the Search button. The All Deposit page displays.

e To verify a deposit that only includes payments for AR Items, the following must be met:

Field Name Description
Deposit Balance = Balanced
Deposit Status = Complete

Posted Total Amount and Count Should match the Control Total Amount and Count.

Posted Date Will have a date.

Favorites - Main Menu > Accounts Receivable > Payments : Review Payments > Al Deposits
All Deposits
Unit: G1001 Deposit ID: 132950183
Accounting Date: 09/07/2016 Deposit Balance: Balanced
Bank Code: US002 INTERSTATE Bank Account: RH
Deposit Type: CR Cash Control: N
Rate Type: CRRNT Control Currency: usD
Format Currency: usD Exchange Rate: 1.00000000 2=
Payment Type: Payment I Deposit Status: Complete I
I Control Total Amount: 750.00 Count: 1 I Received: 09/07/2016
Entered Total Amount: 750.00 Count: 1 Entered: 0910712016
Difference Amount: 0.00 Count: 0 I Posted: 09/07/2016 I
I Posted Total Amount: 750.00 Count: 1 I Assigned: TRNO1
Journalled Total Amount: 0.00 Count: 0 User: TRNO1
&\ Return to Search | +[Z] Previous in List [=] Notify
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e To verify a deposit that only includes Direct Journal deposits for miscellaneous cash receipts, the
following must be met:

Field Name Description
Deposit Balance = Balanced
Journalled Total Should match the Control Total Amount and Count.

Amount and Count

Deposit Status = None Applied
Posted Total =0.00
Posted Date Will be blank

Favorites = Main Menu > AccountsBece'mable > Payments > Review Payments > All Deposits

All Deposits

Unit: G1001 Deposit ID: 132950184
Accounting Date: 09/08/2016 Deposit Balance: Balanced I
Bank Code: Us002 INTERSTATE Bank Account: RH

Deposit Type: CR Cash Control: N

Rate Type: CRRNT Control Currency: usD

Format Currency: uUsD Exchange Rate: 1,00000000 F=
Payment Type: Payment IDEDOsit Status: Mone Applied I
Control Total Amount: 500.00 Count: 1 I Received: 09/08/2016
Entered Total Amount; 500.00 Count: 1 Entered: 09/08/2016
Difference Amount: 0.00 Count: 0 IPusted: I
Posted Total Amount: 0.00 Count: 0 Assigned: TRN19
Journalled Total Amount: 500.00 Count: 1 User: TRN19

£\ Return to Search | [ Notify
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e To verify a deposit that has both payments for AR Items and Direct Journals, the following must be met:

Field Name Description
Deposit Balance = Balanced
Deposit Status = Complete

Amount and Counts

Posted Total Amount and Journalled Total

Should equal the Control Total Amount and Count.

Posted Date

Will have a date

Favorites ~ Main Menu > Accounts Receivable > Payments > Review Payments > All Deposits
All Deposits
Unit: G1004 Deposit ID: 132950185
Accounting Date: 09/08/2016 Deposit Balance: Balanced
Bank Code: Us002 INTERSTATE Bank Account: RH
Deposit Type: CR Cash Control: N
Rate Type: CRRNT Control Currency: usD
Format Currency: usD Exchange Rate: 1.00000000 T2
Payment Type: Payment IDepusit Status: Complete I
 Totals and Co s Control Dat:

I Control Total Amount: 775.00 Count: 2 I Received: 09/08/2016
Entered Total Amount: 775.00 Count: 2 Entered: 08/08/2016
Difference Amount: 0.00 Count: 0 Iposled: 09/08/2016 I
Posted Total Amount: 300.00 Count: 1 Assigned: TRN19
Journalled Total Amount: 475.00 Count: 1 User: TRN19

=L Return to Search +[] Previous in List =] Motify

Having completed this topic, you should now be able to:

o Verify Deposits are Complete
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Running the Payment Detail Report (AR or Non-AR)

Topic Overview

The topic covers how to run the Payment Detail Report. This report provides detailed information for all payments
in a deposit (direct journal and AR Item) for the time period specified in the report parameters. The report displays
the accounting date, Payment ID, Amount, Status, Business Unit, Customer Number and Name, Item ID, Posting

Status and Pending Iltem Amount.

secplesoft Recelvables
PAYMENT DETAIL
gh 28-AFR-2016

G1001% For 15-AFR-2016 th

Base Amount
ALL VALUES
ALL VALUES
ALL VALUES

Payment ID Payment Amount Status Customer

TOTALS FOR 2594

operator: 01159534

EE INS PYMTS

TOTALS FOR G1001

TOTALS FOR 04/19/2016 371,090.07 USD

G1001 G§20100001 MSES ELDI65TL605-1840988 Fayment

1 DHS ELD365TL605-1842093 Payment
1 ous 7 Payment
1 DES Payment
1 DHS ELI C1606-1836459 Payment
1 ous LRE10000441 Payment
TOTALS FOR 000000087346 £,130.60 USD
Deposit: G1001 2594 Operator: 01159534
1 04/19/2016 HUMANITIES TBU c Gl002 ES50100001 HUMANITIES P160790110 Payment

Item ID Entry Type/Reascn Post

YES

YES
YES
YES
YES

YES

YES

nding Item Amount

-35,848.98 USD

After completing this topic, you should be able to:

¢ Run the Payment Detail Report
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Process Steps

Run the Payment Detail Report

This topic covers how to run the Payment Detail Report.

e Steps to Complete:

Step 1: Enter the Payment Detail Report Parameters
Begin by navigating to the Payment Detail report parameters page.

1. Navigation Links: Accounts Receivable, Payments, Reports, Payment Detail.

2. Search for an existing Run Control ID or click on the Add a New Value tab to create a new Run Control
ID. The Payment Detail report parameter page displays.

3. Complete the Payment Details parameter page as described below.

Fa\.fuvrites Mainlﬂenu > Accuuntsfecei\:able b F‘avnlents > Repvurts = Payment Detail
Payment Detail
Run Control ID: ARLIPDATE Report Manager Process Monitor v
Language:
From Date: 04/28/2016 |[5]
To Date: 0412812016 |[5]
Deposit Unit: G1001 (& Minnesota Management & Budget
UserID: Q
Deposit 1D: Q
Posting Status: |_;\|| v|
El Save  S. Returnto Search [Z] Motify Er Add
Field Name Description
From Date and To Date | Enter the date range to include in the report.
Deposit Unit Enter the Deposit Unit (same as Business Unit).
Amount Type Accept the default “Base Curr” value.
User ID Optionally, enter a User ID to limit the report to deposits entered by this
person.
Deposit ID Optionally, enter a specific Deposit ID.
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Field Name Description

Posting Status You will most likely select “ALL” to see all deposits in the report. Options
include:

ALL
Complete
Not Posted
Partial

4. Click on the Run button. The Process Scheduler Request page displays.

Favorites : Main Menu > Accounts Receiwable > Payments : Reports @ Payment Detai
Process Scheduler Request
UserID: 00637298 Run Control ID: ARUPDATE
Ser'.'erhlame:l N Run Date: |05/05/2016 El
Recurrence:l V| Run Time: [2:08:31PM Resetto Current Date/Time
Time Zone: &}
Select Description Process Name Process Type *Type ‘Format Distribution
Payment Detail ARZ0002 S0OR Report Web V| | PDF | Distribution
Ok Cancel

5. Accept the default process selected and click on the OK button. The Payment Detail report parameter
page displays.

6. Click on the Process Monitor link. The Process List page displays. Refresh the page until the Run Status
= Success, and the Distribution Status = Posted.

7. Click on the Go back to Payment Detail link at the bottom of the page.
8. Atthe Payment Detail page, click on the Report Manager link.
9. Click on the Administration tab of the Report Manager.

10. To view the report, click on the Payment Detail link in the Description column. A pdf of the report displays
in a new window.
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pecplesoft Receivables
PAYMENT DETAIL
G1001% FOT 10-MAR-2016 through 21-MAR-2016

Base Amount
ALL VALUES
ALL VALUES
Post Status: ALL VALUES

Seq Acctg Dt Payment ID Payment Amount Status Customer Item ID Entry Type/Reason Post

Entry Date: 03/2

Deposit: G1001 2551 Operator: 01159534

1 03/21/2016 MAPE STAFF IBU

c G1002 IRU0100341 MAPE Staff P160430111 Fayment YES -21,129.84 USD

TOTALS FOR 2551

Deposit: G100 Operator: 01159534
1 I Ko
2 I "o
3 e wo
TOTALS FOR 2552 0.00
Deposit: G1001 2553 Operator: 01159534
1 03/21/2016 PEIP ACH U w0

TOTALS FOR 2553

TOTALS FOR §1001

TOTALS FOR 03/21/2016

The report provides detailed information for all payments in a deposit (direct journal and AR Item) for the
parameters specified on the Payment Detail report page. The report displays the accounting date, Payment ID,
Amount, Status, Business Unit, Customer Number and Name, Item ID, Posting Status and Pending Item Amount.

Note

e After Direct Journal deposits are entered, they will have Status of “J” and a posted status of “No”. The
posted status will change to “Yes” after the journal is posted in the nightly batch. If the Direct Journal
deposit is not complete, it will have a status of “U”

e Payments for AR Items can have statuses of “U” (Unidentified), “C” (Complete), or “I” (Identified). For a
complete listing of the statuses and their meaning, refer to the “Item Payment Worksheet Codes and
Descriptions” topic in the Appendix of this user guide. If the AR Item Deposit is finished, it will have a
Posting Status of “Yes”.

Having completed this topic, you should now be able to:

¢ Run the Payment Detail Report
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Lesson Summary
After completing this lesson, you should now be able to:

e Create a Direct Journal Deposit

e Create a Wire Deposit

e Reverse a Direct Journal Deposit

e Correct a Direct Journal Deposit by Creating a Zero Dollar Deposit
e Process a Returned Item for a Direct Journal (MMB Notification)

o Verify Deposits

¢ Run the Payment Detail Report
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Lesson 2: AR Item Deposits

Lesson Overview

This lesson covers the methods used for entering deposits online for AR Items (payments for invoices). Two
methods can be used:

Method Description

Regular Deposit Entry | The standard method used to enter deposits online for AR Items.

Express Deposit Entry | A method that can be used to enter the deposit for an AR Item and apply
the payment to the customer account at the same time. This method can
be used if the corresponding Item ID is identified. However, if the Item
has multiple lines, it is recommended that you use the regular deposit
entry method because the Item need only be referenced once. If you use
the express deposit entry method for an Item that has multiple lines, each
individual line must be entered.

Regular Deposit Entry is the standard method for recording payment of an Accounts Receivable Item. Detailed
information should be supplied for each payment in the deposit. SWIFT uses the generic term “Payment” to mean
a check or cash received. The Regular Deposit Entry method enables you to identify which AR Item or Customer
the payments relate to as you enter them.

A Payment Worksheet is created based on the information you enter in the deposit.

e If there is enough information, the Payment Predictor process completes processing of the payment
worksheet by matching the AR Item payments to invoices and the ARUpdate process updates customer
balances, customer history, and item balances. These processes run automatically several times a day.

e If there isn’t enough information provided in the deposit to match the payment to the invoice, you will need
to manually apply the payment and finish processing the payment worksheet. You may also manually
apply the payment when you want to finish the deposit right away. Applying Payments is covered in
Lesson 3 of this user guide.

Deposits are also brought in electronically into SWIFT by interface files from the Automated Clearing House
(ACH), agency subsystems, and Department of Revenue. The Regular Deposit pages will also be used to modify
deposits that have been created via the ACH and Department of Revenue interfaces. They must be modified by
personnel that have been identified as Accounts Receivable Specialists or Accounts Receivable Supervisors to
include payment ID, item, and customer information. This information is used to specify how the agency wants the
payments applied.

In this lesson, you will also learn how to create wire deposits for AR Items. Wire or Electronic Fund Transfer (EFT)
deposits are received by the Treasurer’s Division of MMB first from the bank. To record these receipts, you will
partially enter the deposit for the AR Item, making sure to use the “W” (Wire) deposit type. When the “wire”
deposit type is used, the transaction is routed through workflow to the Treasurer for approval. After the transaction
is approved, you will complete the deposit as you would normally.

Released October 31, 2016 (Version # 5)

Page 62



.,.'f“ i, State of Minnesata

é? ﬁ Statewics Inwral-u annl:lal Toois

AR-BI3 Accounts Receivable Advanced User Guide

The steps to process a Returned Item for AR Items (MMB Noatifications) are also covered in this lesson.
You will also learn about searches and queries that are available to check for incomplete deposits.
After completing this lesson, you should be able to:

e Create a Regular Deposit Entry for an AR Item

e Create and Express Deposit Entry for an AR Item

e Create a Wire Deposit for an AR Item

e Process a Returned Item for an AR Item — MMB Notification

e Use Searches and Queries to Check for Incomplete Deposits
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Creating a Regular Deposit Entry for AR Items

Topic Overview

Regular Deposit Entry is the standard method for recording payment of an Accounts Receivable item. Detailed
information should be supplied for each payment in the deposit. SWIFT uses the generic term “Payment” to mean
a check or cash received.

The Regular Deposit Entry method enables you to identify which AR Item or Customer the payments relate to as
you enter them. A Payment Worksheet is created based on the information you enter in the deposit.

o If there is enough information, the Payment Predictor process completes processing of the payment
worksheet by applying the AR Item payments to invoices and the ARUpdate process updates customer
balances, customer history, and item balances. These processes run automatically several times a day.

e |If there isn’t enough information provided in the deposit to match the payment to the invoice, you will need
to manually apply the payment and finish processing the payment worksheet. You may also manually
apply the payment when you want to finish the deposit right away. Applying Payments is covered in
Lesson 3 of this user guide.

After completing this topic, you should be able to:

e Create a Regular Deposit Entry for an AR Item
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Process Steps

Create Regular Deposit Entry

The topic covers creating a regular deposit entry for an AR Item.
Steps to complete:

e Step 1. Complete the Overall Deposit Information on the Totals tab
e Step 2: Record the Payments that make up the Deposit on Payments tab

e Step 3: Review the Totals tab to ensure that the Deposit is Balanced
Step 1: Complete the Overall Deposit Information on the Totals tab
Begin by navigating to the Create A Regular Deposit Entry page.

1. Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.

2. Onthe Regular Deposit page, click on the Add a New Value tab to begin creating the new deposit.
3. Accept the default Deposit Unit or enter the Deposit Unit. This is a required field.
4

Accept the default of “NEXT” in the Deposit ID field and SWIFT will automatically assign the next number
available after you save the deposit. You can also enter your own.

5. Click the Add button and the Totals page displays.

Favortes | Main Menu > Accounts Receivable > Payments > Online Payments : Regular Deposit
& Mew Window
| Payments

Unit: G1001 Deposit ID: NEXT Mone Applied

*Accounting Date: 1112412014 Control Currency: UsD Q

*Bank Code: us002 & INTERSTATE Format Currency:

*Bank Account: RH Q Rate Type:

*Deposit Type: c Q CR Exchange Rate: Fl%

MIDAS Location G10000RH @ STPAUL-FINANCE DEPT

Control Total Amount: 600.00) *Count: 2 *Received: 11/2412014 [5)

Entered Total Amount; 0.00 Count: 1 *Entered: 11/24/2014 [5)

Difference Amount: 0.00 Count: -1 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: TEST_TRM Q.

Journalled Total Amount; 0.00 Count: 0 | User TEST_TRN

El save [Z] Motify ¢l Refresh Er Add Update/Display
Totals | Payments
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6. The Totals page is used to enter information and control totals for the deposit. Complete the fields as
described below.

Field Name

*Accounting Date

Defaults to the current date and should not be changed. The Accounting
Date represents the accounting period that the transaction will post to in the
General Ledger.

Exception: Deposit entries processed between July 1 and the system hard
close. The Accounting Date must be changed to facilitate accurate fiscal
year end reporting. For example, If you receive a check and deposit it at the
bank on June 30, but do not enter it into the system until July 1, dates will
be as follows: Account Date — June 30, Entry Date — July 1, Received Date
—June 30.

*Bank Code

Enter the Bank Code. The Bank Code will be determined by each agency.
The description will most likely be a specific Bank Name. The Bank Code
and Bank Account fields represent the actual bank account where the
money is deposited.

*Bank Account

Enter the Bank Account. The Bank Account will be determined by each
agency. The description will most likely be a specific Bank Name. The Bank
Code and Bank Account fields represent the actual bank account where the
money is deposited.

*Deposit Type

Accept the default Deposit Type of “C”. The “NSF” and “Electronic Funds
Transfer (Wire)” options will be discussed in those specific topics.

*MIDAS Location

Enter the MIDAS Location (the bank location). This is the Treasury account
in which the money is being deposited. Agencies will determine their
MIDAS Location. If you are unsure of which MIDAS Location to use, check
with your supervisor. Like all bank account information, it is important that
this information is correct.

*Control Currency

Always select the Control Currency code “USD”, U.S. Dollars. Be sure to
enter it here or you will have to enter it later on each line of the deposit.

*Control Total
Amount

Enter the sum of the deposit. The amount must reconcile to the bank
deposit slip.

*Count

Enter the number of payments making up the deposit.

Other Control Totals

Other Control Total fields display after further action with the deposit. For

(display only) example, the Difference Amount would show a number if the total deposit
amount doesn’t balance with the payments entered in the next step on the
Payments tab.

*Received Accept the default current date or enter a different date. The date on which

the receipt is deposited (“received”) at the bank; date must be changed if
necessary.
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Field Name Field Description

*Entered Defaults to current date and must not be changed. This is the date that the
receipt was actually input into SWIFT.

Assigned Accept the default User ID (the person entering the receipt) or select a
different User ID. This is the person in charge of monitoring the deposit
progress through SWIFT. You might want to change this to someone else’s
name if you're going on vacation and someone else needs to monitor.

User Displays the User ID of the person creating the deposit.

(display only)

Step 2: Record the Payments that make up the Deposit on Payments tab

Next, you'll record each of the payments that make up the deposit on the Payments tab.

Totals Payments

Favorites Main Menu > Accounts Receivable » Payments > Online Payments > Regular Deposit

0 New Window

Detail References

Qual Code Reference

Unit: R3201 Deposit 1Dz 2429 Date: 09/03/2014 Balance: Mot Balanced
Payment Information Find | View Al First L 1072 I Last
Payment Seq: *Payment ID: 18T CHECK *Accounting Date: 09/03/2014 E‘j (=]
Amount: 56.00 Currency: LSO
Rate Type: CRRNT Exchange Rate: 1.00000000

Payment Predictor [ Journal Directly [ Range of References

Payment Method: Check A Attachments (0) View Auditl ogs
Customer ID: @, Business Unit: @, =
Remit From: Remit SetlD:
Name:
Corporate: Corporate SetlD:
SubCusti: SubCust2:
MICR ID: 2 Link MICR

Add Conversation

¥
customize | Find | view 21 B 3 Fret B g orq I Last

To Reference

1 @, [ooo00227146

a ®| =

1. Click on the Payments tab and enter the fields in the Payments Information section as described below.

Field Name Field Description

Balance Displays the status of the deposit. When the Amount total and number of

(Display only) entered payments on the Payments page equals the Control Amount and
Count on the Totals page, the status changes from "Not Balanced" to
"Balanced".
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Field Name

Field Description

Payment Seq

Displays the sequence number for each payment. When you enter a

(Display only) Payment ID, SWIFT assigns the next sequence number to the payment to
allow the order in which payments are entered to be tracked.
*Payment ID Enter a Payment ID field to identify the payment. You can enter the check

number or any other identifier.

Accounting Date

The Accounting Date field displays the accounting date entered on the
Totals page. Do not change this date.

Amount

Enter the amount of the payment.

*Payment Predictor

After entering the amount, the Payment Predictor is automatically selected.
The Payment Predictor process matches AR Item payments to invoices and
the ARUpdate process updates customer balances, customer history, and
item balances. These processes run automatically several times a day.

Journal Directly (not
used with AR Items)

The “Journal Directly” option is not used for Regular Deposit entry of
payments made on AR billed items. This option is covered in the Creating a
Direct Journal Deposit Entry (Non-AR) topic.

Range of References

State of Minnesota does not use.

2. Use either the Customer Information or the Reference Information sections to relate the payment.
Note: Most state agencies use the “ltem Reference” Payment Predictor process which means that the
process needs the Item ID referenced to correctly post the payment to the correct item. This is the default
method. The other method is “Oldest Customer” which posts the payment to the oldest item under that

customer’s account.

e Use the Reference Information section to enter the Item ID.

e Use the Customer Information section to enter the Customer ID.

o If you know that this payment is for an AR Item but the customer and item information are not
known, a payment worksheet will be created which you can use to identify the payment after
research has been performed.
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Totals

Unit:

Payment Seq:

Amount:
Rate Type:

Payment Method:

Customer ID:

Remit From:
Hame:

Corporate:

SubCust1:
MICR ID:

Qual Code

1)l

Totals | Payments

Detail References

G1001 Deposit ID:

300.00

Payment Predicior
Check -

Reference

C, |00000223165

B save Motify | | s Refresh

MNEXT

*Payment ID:

Currency:

Exchange Rate:

Attachments (0}

Business Unit:

Remit SetlD:

Corporate SetiD:

SubCust2:

Favorites | Main Menu » Accounts Receivable > Payments > Online Payments : Regular Deposit
- - - - -

Date:

6590

[ Journal Directly

Link MICR

To Reference

Q

112412014

*Accounting Date:

Balance:

EINew Window [ Personalize Page|

Mot Balanced

-
|

1172412014 [5) FHE

| Range of References

4] ]
F[=

S o ]
EE=

B Add Update/Display

Customer Information Fields

Customer ID

Enter the Customer ID or click on the Lookup button to search for

and select a customer.

Business Unit

Enter the Business Unit or click on the Lookup to search for and

select a Business Unit.

MICR ID This is not used in Minnesota.
Qual Code Select “I - Item”.
Reference Type in the Reference Item number or click on the Lookup and

select it from the list. Note: If you are entering a payment for an
Invoice that has multiple lines, you only need to reference the Item

ID once.

3. Click on the Payment Information Plus (+) button every time you need to add another payment to the
deposit and complete the information as described above. When you are working with multiple payments,

watch this area carefully to ensure you're on the right payment when you enter the Customer or
Reference information.
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Favc:rrtes © Main _Menu = Accountsf\ecelvable > Paynlents > Online Pvayments > Regular Deposit
LEl MNew Window [u/ Personalize Pag
Unit: G1001 Deposit ID: NEXT Date: 111242014 Balance: Not Balanced
Payment Information Find | view a1l First K1 2072 I L oct
Payment Seq: 2 *Payment ID: 3201 *Accounting Date: 1172412014 [+ =
Amount: 0.00 Currency: uso
Rate Type: CRRNT Exchange Rate: -00000000
Payment Predictor [T Journal Directly B Range of References
Payment Method: Check A Atachments (0}
Customer ID: & Business Unit: Q =
Remit From: Remit SetlD:
Hame:
Corporate: Corporate SetiD:
SubCust1: SubCust2:
MICR ID: Q Link MICR
Detail References
Personalize | Find | View 21| B | B Firet B 4 or 1 0 Last
Qual Code Reference To Reference
i @, [ooooo223117 Q =
B Save | [Z] Notfy 3 Refresh | Bk Add |/ UpdateiDisplay
Totals | Payments

Use the Payment Information section Arrows to move between the payments.

If you need to delete a payment from the deposit, use the Payment Information Arrows to
navigate to the payment that must be deleted and click the minus button.

4. After entering all of the payments, click on the Save button.

Note: If you accepted the default of “NEXT”", the Deposit ID changed from “NEXT" to a unique number
after saving the information.

Step 3: Review the Totals tab to ensure that the Deposit is balanced

1. After saving the deposit, check to make sure that the deposit is balanced. The Balance field in the deposit
header should indicate: “Balanced”.
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Favorites Main Menu > Accounts Receivable > Payments : Online Payments : Regular Deposit

Totals Payments

Payment Predictor [ Journal Directly

Unit: G1001 Deposit I0: 132950128 Date: 1112412014 Balance: Balanced
Payment Information Find | View All First Kl 2 o7 2 1 (st
Payment Seq: 2 *Payment ID: 2201 *Accounting Date: 1112412014 [ =
Amount: 300.00 Currency: UsD
Rate Type: CRRNT Exchange Rate: 1.00000000

LE' Mew Window [.r/ Personalize Page

(] Range of References

Detail References

Qual Code Reference

Payment Method: Check - Attachments (0 View Audit Logs

Customer Information Find First KN 4 of 4 I3 Last
] ] &=l

Customer ID: Q Business Unit: Q

Remit From: Remit SetiD:

Name:

Corporate: Corporate SetlD:

SubCust1: SubCust2:

MICR ID: Q Link MICR

Add Conversation

To Reference

i @, [oo000223117

& save [Z] Notify L Refresh

Totals | Payments

Q

First K 1 o7 1 I3 Last

Personalize | Find | View A1

EE

B+ Add | | F Update/Display |

e |f the Deposit is not balanced, you must review the information entered on the Totals and Payments
tabs, and make the necessary adjustments before proceeding to the next steps.

When you save the deposit, a payment worksheet is created automatically with the information that you have
entered into the deposit. The Payment Predictor process matches AR Item payments to invoices and the
ARUpdate process updates customer balances, customer history, and item balances. These processes run
automatically several times a day. If there isn’t enough information provided in the deposit to match the payment
to the invoice, you will need to manually apply the payment. Queries can be run to check for errors and work to be

done. Refer to the “Using Searches and Queries to Check for Incomplete Payments”, and “Using a Payment

Worksheet to Apply Payments” topics for instructions.

Having completed this topic, you should now be able to:

e Create a Regular Deposit for an AR Item

Released October 31, 2016 (Version # 5)

Page 71



& swiFT>

AR-BI3 Accounts Receivable Advanced User Guide

Creating an Express Deposit Entry
Topic Overview

The Express Deposit Entry method cannot be used for direct journals. If you know the Item ID, you can use the
Express Deposit Entry to enter deposits, apply payments, and set payments to post in one step. However,
agencies should evaluate whether this method is more efficient than the Regular Deposit Entry method. Consider
the following:

e When the Regular Deposit Entry method is used, you will not need to apply the payment or set it to post if
there is enough information entered on the deposit for the Payment Predictor process to match the
payment to the customer.

o WARNING! If the Item has multiple lines, it is recommended that you use the Regular Deposit Entry
method. If you use the Express Deposit Entry method for an Item that has multiple lines, you will need to
enter each individual Item line; if you use the Regular Deposit Entry method, you will only need to
reference the Item once.

e Staff must be trained to use more than one deposit entry method.

After completing this topic, you should be able to:

e Create an Express Deposit Entry
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Process Steps

Create an Express Deposit Entry

This topic covers using Express Deposit Entry to enter deposits for AR Items.

The Express Deposit method enables you to enter the deposit, apply the payment, and set the payments to post
all in one step.

Steps to complete:

e Step 1. Complete the Overall Deposit Information on the Totals tab
e Step 2: Enter and Apply Payments on the Payments tab
e Step 3: Build the Worksheet and Select Batch Standard on the Actions tab

Step 1. Complete the Overall Deposit Information on the Totals tab
Begin by navigating to the Express Deposit page.

1. Navigation Links: Accounts Receivable, Payments, Online Payments, Express Deposit.
2. Atthe Express Deposit page, click on the Add New Value tab.

3. Accept the default Deposit Unit or enter a Deposit Unit.
4

Accept the default of “NEXT” in the Deposit ID field and SWIFT will automatically assign the next number
available after you save the deposit. You can also enter your own.

Favorites | Main Menu > Accounts Recewvable > Payments : Online Payments > Express Deposit

Express Deposit

Find an Existing Value

Deposit Unit:(G1001
Deposit ID:  |NEXT &}

Add

Find an Existing Value | Add a Mew Value

5. Click the Add button and the Express Deposit Totals page displays.
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Favorites © Main Menu
= =
) Payments

Unit:

*Accounting Date:

Accounts Receivable > Payments > Online Payments > Express Deposit

Action

G1001 Deposit ID:

H2/02i2014 [5)

Control Currency: Ush Q

*Bank: usooz Q,  INTERSTATE Format Currency:

*Account: RH Q Rate Type:

*Deposit Type: c Q CR Exchange Rate: B
MIDAS Location G10000RH &, STPAUL-FINANCE DEPT

Control: 1,050.00) *Count: *Received: 1210372014 [5

Entered: 0.00 *Entered: 12/03/2014 [

Difference: 1,050.00 Posted:

Posted: 0.00 Assigned: TEST_TRM Q
Journalled: 0.00 User: TEST_TRMN

El save [Z] Metify | | s Refresh

Totals | Payments | Action

Er Add Update/Display

6. The Totals page is used to enter information and control totals for the deposit. Complete the fields as

described below.

Field Name

Field Description

*Accounting Date

Defaults to the current date and should not be changed. The Accounting
Date represents the accounting period that the transaction will post to in the
General Ledger.

Exception: Deposit entries processed between July 1 and the system hard
close. The Accounting Date must be changed to facilitate accurate fiscal
year end reporting. For example, If you receive a check and deposit it at the
bank on June 30, but do not enter it into the system until July 1, dates will
be as follows: Account Date — June 30, Entry Date — July 1, Received Date
—June 30.

*Bank Code

Enter the Bank Code. The Bank Code will be determined by each agency.
The description will most likely be a specific Bank Name. The Bank Code
and Bank Account fields represent the actual bank account where the
money is deposited.

*Bank Account

Enter the Bank Account. The Bank Account will be determined by each
agency. The description will most likely be a specific Bank Name. The Bank
Code and Bank Account fields represent the actual bank account where the
money is deposited.

*Deposit Type

Accept the default Deposit Type of “C”. The “NSF” and “Wire” (Electronic
Funds Transfer) options will be discussed in those specific topics.
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Field Name Field Description

MIDAS Location Enter the MIDAS Location (the bank location). The treasury account where
the money is being deposited. Agencies will determine their MIDAS
Location. If you are unsure of which MIDAS Location to use, check with
your supervisor. Like all bank account information, it is important that this
information is correct.

*Control Currency Always select the Control Currency code “USD”, U.S. Dollars. Be sure to
enter it here. If you don't, you will have to enter it later on each line of the
deposit.

*Control Total Enter the sum of the deposit. The amount must reconcile to the bank

Amount deposit slip.

*Count Enter the number of payments making up the deposit.

Other Control Totals | Other Control Total fields display after further action with the deposit. For

(display only) example, the Difference Amount would show a number if the total deposit
amount doesn't balance with the payments entered in the next step on the
Payments tab.

*Received Accept the default current date or enter a different date. The date on which
the receipt is deposited (“received”) at the bank; date must be changed if
necessary.

*Entered Defaults to current date and must not be changed. This is the date that the

receipt was actually input into SWIFT.

Assigned Accept the default Use ID (the person entering the receipt) or select a
(display only) different User ID. This is the person in charge of monitoring the deposit
progress through SWIFT. You might what to change this to someone else’s
name if you're going on vacation and someone else needs to monitor.

User Displays to the User ID of the person creating the deposit.
(display only)

7. Click the Save button. If you accepted the default Deposit ID of “NEXT”, the system-assigned Deposit ID
displays.

Step 2: Enter and Apply Payments on the Payments tab
Next, you'll record each of the payments that make up the deposit on the Payments tab.

1. Click on the Payments tab and enter the fields as described below.

Field Name Field Description

Deposit Balanced Displays the status of the deposit. When the Amount total and number of

(Display only) entered payments on the Payments page equals the Control Amount and
Count on the Totals page, the status changes from "Not Balanced" to
"Balanced".
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Field Name

Field Description

Payment Seq

Displays the sequence number for each payment. When you enter a

(Display only) Payment ID, SWIFT assigns the next sequence number to the payment to
allow the order in which payments are entered to be tracked.
*Payment ID Use the Payment ID field to identify a payment. You can enter the check

number or any other identifier.

*Accounting Date

The Accounting Date field displays the accounting date entered on the
Totals page. Do not change this date.

*Amount

Enter the amount of the payment.

Payment Method

Accept the default “Check” for the Payment Method.

*Payment Predictor

IMPORTANT! Select Payment Predictor. When you select Payment
Predictor, a worksheet is automatically created for every payment in the
deposit when you click on the Build button. If you DO NOT select Payment
Predictor, you will have to build the worksheet(s) manually.

Iltem ID
(Reference Section)

Enter the Item ID or click on the Lookup icon to search for the Item ID.
After you select the Item ID, the Item Line, Payment Amount, Currency,
Customer ID and Unit are automatically populated.

Note: If the Item has multiple lines, each line of the Item must be entered.

2. Click on the Payment Information Plus (+) button every time you need to add another payment to the
deposit and complete the information as described above. When you are working with multiple payments,
watch this area carefully to ensure you're on the right payment when you enter the Reference information.
Note: As you enter the Reference Information the Status is updated from “Unident” (Unidentified) to

“Ident Exp” (Identified).

3. Click on the Save button.
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Favorites | Main Menu > Accounts Receivable > Payments > Online Payments > Express Deposit
- H - - - -

Totals m Action

Y New WIndow & Personalize |

& Save | |[=] Wotify | Refresh

Unit: G1001 Deposit ID: NEXT
Bank Account: usooz Control Total Amt: 1,050.00 Count: 2
Deposit Balanced: Yes Entered Total Amt: 1,050.00 Count: 2
Difference Amount: 0.00  Count:
Payment Information Find | View 1 First K3 12012 I Last
=
Payment Seq: 1 *Payment ID: CK #5678 *Accounting Date: 12/03/2014 [5)
Amount: 300.00 Currency: UsD
Rate Type: CRRNT Exchange Rate: 1.00000000
Payment Method: Check M Selected:
Status: Ident Exp Discount: 0.00 Aftachments (0
[T Payment Predictor Remaining: 0.00
Reference Information Personalize | Find | View 21 | B First K 1 of 1 O L ast
Htem ID Line Pay Amt Currency Document ID CustID Unit Disc Avail
1[890000001 a | o | 300.00/ USD [ @ [ooooooo001 Q [G1001 Q =
=
Payment Seq: 3 *Payment ID: CK#1234 *Accounting Date: 12/03/2014 [5)
Amount: 750.00 Currency: UsD
Rate Type: CRRNT Exchange Rate: 1.00000000
Payment Method: Check - Selected: 750.00
Status: Ident Exp Discount: 0.00 Aftachments (0
[T Payment Predictor Remaining: 0.00
Reference Information Personalize | Find | View A1 [ | 3 Fist £ 4 or 4 0 Last
Htem ID Line Pay Amt Currency Document ID CustID Unit Disc Avail
1[990000003 a | o | 750.00 USD @ [ooooooo001 Q [G1001 Q =

B Add | | Update/Dispiay

4. Verify that the deposit is balanced. If the Deposit is not balanced, you must review the information
entered on the Totals and Payments tabs, and make the necessary adjustments before proceeding to

the next step.

Step 3: Build the Worksheet and Select Batch Standard on the Action tab

Next, you will use the “Build” Worksheet Action and the “Batch Standard” Posting Action to set the deposit for

posting.

1. Click on the Action tab to post the deposit.
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Favorites © Main Menu > Accounts Receiwable > Payments > Online Payments > Express Deposit

Totals Payments

Delete Express Deposit

Unit: G1001 Deposit ID: MNEXT e e

Deposit Balance:; Balanced

Entered Date: 12/03/2014

Status: Mo Action
Build Create Enfries
Batch Standard

[E save | [Z] Notify i Refresh E+ Add Update/Display

Totals | Payments | Action

2. Click on the Build button.
Note: If you selected Payment Predictor, the system automatically creates one worksheet for every
payment in the deposit. The Worksheet Created field indicates the number of worksheets created. You
can use the “Go to Worksheet” link to view the worksheet(s) created. If you DID NOT select Payment
Predictor, you will have to build the worksheet(s) manually (Refer to the “Using A Payment Worksheet to
Apply Payments” topic for instructions.)

3. Click on the Batch Standard button. The payments are set to post and the Status now indicates
“Standard”.

4. Click the Save button.
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Favorites | Main Menu > Accounts Receivable > Payments > Online Payments > Express Deposit
Totals Payments
Unit: G1001 Deposit ID: 132950130
Deposit Balance: Balanced
Entered Date: 1210212014 Payments Set To Post: 2
Status: Standard
Do Mot Post
[l Save [\ ReturntoSearch [Z] Notify = % Refresh Es Add
Totals | Payments | Action
Other options on the Action page include:
Header Section Description

Delete Express Deposit | Before you select the “Build” Worksheet Action, you could click on the
Delete Express Deposit button to delete the deposit you just created.

Worksheet Actions Description

Delete Click to delete the payment group that was created without deleting the
entire deposit. If you accidentally select the wrong action, select Delete
Worksheet on the Worksheet Action page to delete the worksheets, but
retain the express deposit information that you entered.

Accounting Entry Description
Actions
Create Entries Normally, you should not select this option. Instead, you should let the

ARUpdate process create accounting entries.

Having completed this topic, you should now be able to:

e Create an Express Deposit Entry
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Creating a Wire Deposit for an AR Item

Topic Overview

Wire deposits are received by the Treasurer’s Division of MMB (Treasurer) first from the bank. To record these
receipts, you will partially enter a regular deposit for an AR Item, making sure to use the “W” (Wire) deposit type.
When the “wire” deposit type is used, the transaction is routed through workflow to the Treasurer for approval.
After the transaction is approved, you will complete the deposit as you would normally.

If you need to process a wire deposit for a Direct Journal miscellaneous cash receipt, refer to the “Creating a Wire
Deposit for a Direct Journal” topic.

After completing this topic, you should be able to:

e Process a wire deposit for an AR Item
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Process Steps

Create a Wire Deposit for an AR Item Deposit

This topic covers how to enter a wire deposit for an AR Item that has been received by the Treasurer first from the
bank.

Steps to complete:

e Step 1: Partially Complete the Regular Deposit Entry pages
e Step 2: Monitor the Approval Workflow

e Step 3: Complete the Deposit as you would normally
Step 1. Partially Complete the Regular Deposit Entry pages

First you will partially complete the Regular Deposit Entry pages. Begin by navigating to the Regular Deposit
page.

1. Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.

2. Onthe Regular Deposit page, click on the Add a New Value tab to begin creating the new deposit.
3. Accept the default Deposit Unit or enter the Deposit Unit. This is a required field.
4

Accept the default of “NEXT” in the Deposit ID field and SWIFT will automatically assign the next number
available after you save the deposit. You can also enter your own.

o

Click the Add button and the Totals page displays.

6. Complete the Totals tab fields as you would normally, making sure to select “W” for the Deposit Type.
The “W” will trigger an automatic workflow to the Treasurer for approval after you save.

Favorites : Main Menu > Accounts Receivable > Payments : Online Payments : Regular Deposit
&
| Payments

Unit: G1001 Deposit ID: MEXT Mone Applied

*Accounting Date: 11125/2014 5 Control Currency: USD Q

*Bank Code: us001 QA usBANK Format Currency:

*Bank Account: WF Q Rate Type:

*Deposit Type: w Q EFr Exchange Rate: )

MIDAS Location G10000WF @ STPAUL-FINANCE DEPT

Control Total Amount: 100.00) *Count: 1 *Received: 1112512014 |5

Entered Total Amount: 100.00 Count: 1 *Entered: 1112512014 |5

Difference Amount: 0.00 Count: 0 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: TEST_TRN Q

Journalled Total Amount: 0.00 Count: 0| | User TEST_TRN

B save |[=] Notify | s Refresh Er Add Update/Display
Totals | Payments
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7. Enter the applicable payment Amount, Payment ID, and Customer or item Reference Information for each
line on the Payments tab.

e You should not select the Payment Predictor option at this point. (This option should not be
available for editing.)

o If you do not enter the Customer or item Reference Information at this time, after the deposit is
approved by the Treasurer, you will not be able to return to the deposit to enter the information
because the deposit status is automatically set to “Complete”. Instead, you must enter the
information on the Payment Worksheet and apply the payment manually. Refer to the “Using a
Payment Worksheet to Apply Payments” topic.

Totals

Unit: G1001

Payment Seq:

Amount: 100.00
Rate Type:

Payment Method: Check

Customer ID:
Remit From:
Hame:
Corporate:
SubCust1:
MICR ID:

Detail References

Qual Code Reference

1 Q

[E save [=] Motify | s Refresh

Totals | Payments

Deposit ID:

Payment Predictor

-

NEXT

*Payment ID:

Currency:

Exchange Rate:

Aftachments (0}

Business Unit:

Remit SetiD:

Corporate SetlD:

SubCust2:

Favorites : Main Menu > Accounts Receivable > Payments : Online Payments > Regular Deposit
- - - - -

Date:

WIRE DEPOSIT

Journal Directly

Link MICR

To Reference

Q

11/25/2014

*Accounting Date:

Balance:

D New

Balanced

1112512014 [3

Range of References

Er Add

Window _,/ Perso|

E
-

=

E
E

=

Update/Display

8. WARNING! Do not save the deposit until you are sure that the information is correct. You cannot make
changes to the deposit after you save. After verifying the deposit, click on the Save button. The Totals
tab displays “In Workflow” in the Deposit header. You will not be able to change anything at this point.

e When a deposit is in workflow, it should NOT be deleted under any circumstance, as this creates
issues with the workflow.
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Favorites : Main Menu > Accounts Receivable > Payments : Online Payments > Regular Deposit
I Ng
| Payments

Unit:  G1001 Deposit ID: 132950133 In Workflow View Audit | ogs BleicisFlapasi

*Accounting Date: 11125/2014 5 Control Currency: UsD Q

*Bank Code: us001 QA usBANK Format Currency: UsD Q

*Bank Account: WF Q Rate Type:

*Deposit Type: w Q EFr Exchange Rate: )

MIDAS Location G10000WF @ STPAUL-FINANCE DEPT

Control Total Amount: 100.00) *Count: 1 *Received: 111252014 [5

Entered Total Amount: 100.00 Count: 1 *Entered: 111252014 [5

Difference Amount: 0.00 Count: 0 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: TEST_TRN &}

Journalled Total Amount: 0.00 Count: 0| | User TEST_TRN

B save |[=] Notify | L Refresh Er Add Update/Display
Totals | Payments

Step 2: Monitor the Approval Workflow

The next step is for the Treasurer to approve the deposit. After it has been approved your deposit will have a

“Complete” status. At this point you will be able to finish up your deposit. If the deposit is not approved, you'll need
to work with the Treasurer to resolve the issues.

There are a few ways to check for approval:

e Check your Workflow list. After the transaction is approved, it will appear in your workflow, indicating
“Transaction Approved.”

Favorites  Man Menu Worklst Workdst
a2l Pers
Worklist
Worklist for TEST_TRN: Test Trainer ID
Betzil Vien Worklist Filters: - Feed
_—
Workl i = ] Vi L2HEd .
From Date From  Work ftem Worked By Activity Priority Link

Eichinger Michelle e g | TraREAChon F - 5
= 2 112572014 .p,.:_ed Approval Workdlow I-Low - bark Worked
S Approved i

¢ Navigate to the Deposit and check to see if the status is “Complete” in the header of the Totals tab.
(Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.)

¢ Run the following Query: M_AR_GBL_DEPOSITS IN_WORKFLOW. This query will provide a list of
deposits in workflow. If the deposit is not in the results from the query, then it has been approved.
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M_AR_GBL_DEPOSITS_IN_WORKFLOW- Deposits that need approval

View All
Unit
G1001
1001
G1001
1001
G1001

[£ T S U Ry

Deposit ID
1014
1071
1107
1159
1182

Download results in . Excel SpreadSheet CSVTextFile xMLFile (5 kb)

Deposit Type

Bank
uso01
Us001
Us001
Us001
us001

Account

WF
'|.i\.|' F
WF
WF
WF

MIDAS Loc Control Total Amt Acctg Date

G10000WF
G10000WF
G10000WF
G10000WF
G10000WF

293060.720 07/01/2013
831247780 08/01/2013
71550.500 08M5/2013
107790.450 09M16/2013
31570.060 10/01/2013

Received
07/01/2013
08/01/2013
08/15/2013
09/16/2013
10/01/2013

Entered
0710172013
08/01/2013
08M15/2013
09/16/2013
10/01/2013

First [ 1-14 of 14 [ Last

User
00238950
00238850
00238950
00238950
00238850

Deposit Status
In Workflow
In Waorkflow
In Waorkflow
In Waorkflow
In Waorkflow

Step 3: Complete the Deposit as you would normally

If enough information was entered in the deposit for the AR Item, the Payment Predictor process matches AR
Item payments to invoices and the ARUpdate process updates customer balances, customer history, and item
balances. These processes run automatically several times a day. If there isn’t enough information provided in the
deposit to match the payment to the invoice, you will need to manually apply the payment. Queries can be run to
check for errors and work to be done. Refer to the “Using Searches and Queries to Check for Incomplete
Payments”, and “Using a Payment Worksheet to Apply Payments” topics for instructions.
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Processing a Returned Item for an AR Item — MMB Notification

Topic Overview

This topic covers how to process a Returned Item (returned check) for an AR Item when you have been notified
by Minnesota Management & Budget (MMB).

Note: If you are notified of the Returned Item by your bank rather than by MMB, check with your supervisor to
verify the process that you should use.

There are several steps required to handle the Returned Item payment. First, you'll need to unpost the original
item. This removes the original payment and reopens the item. You will then reapply the payment to the
customer’s account. Next, you will create a Payment Worksheet to put the amount “On Account.” Finally, you will
create a Maintenance Worksheet to write-off the credit.

Returned Items include:

¢ Non-Sufficient Funds
e Stop Payment

e Refer to Maker

e Missing Endorsement
e Account Not Found

e Altered Fraudulent Document

You'll receive an email notification similar to below from MMB:

Subject: G10 Returned Items 111914

See attached 11/19/14 Returned Items. MMB has processed the clearing account transaction(s) for these returned items. The
MMB Deposit Id Number and Entered Date is located on the attached EmailReport.rtf document.

Please complete the required transaction(s) within 5 days of receiving the returned items e-mail, agencies must complete the
returned items process.

After completing the appropriate Return Item procedure, please submit an email to
(GENERALACCTG.MMB@state.mn.us) with the following information:

* Entered Date

. Business Unit (Agency)#

. Deposit ID number

. Monetary Amount (amount of the returned itemy)
. MMB Deposit ID# (Located on the EmailReport.rif)

Your assistance in the Returned Items Process is GREATLY appreciated!!
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One of the email attachments displays the MMB Deposit ID.

Returned Items

Entered Date: 11/20/2014
Returned Item Date: 11/19/2014
Total Deposit: 618.12
For Business Unit: G1001

Copies of the Returned checlk(s) and Notice of Returned Deposited Item(s)
are attached to the email.

Agey Midas Speed Chart Amount
Location
G1001 G10240RH NSFCLRACCT 618.12

MME DepositID
Number

MSFG10141119940

Another attachment displays the date the Item was returned to the bank.

RETURNED DEPOSITED ITEMS
Customer Service: 1-800-872-2657

(Sban

NOTICE OF RETURNED Acct:
DEPOSITED ITEM(S)

NSF

STATE OF MINNESOTA

STATE TREASURER"S OFFICE #10240
DO NOT MAIL TO CUSTOMER
TRUNCATION REQUIRED

e o

AE RS AAS IS ARSI AR IS I ANERAERtRRRRREERY

Date: November 19, 2014 Advice D-104940

Reason

Maker Name Seq # Item Amount
99006194 $618.12

1 Item(s) charged totaling: $618.12

Advice Total: $618.12

After completing this topic, you should be able to:

e Process a Returned ltem for an AR ltem
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Process Steps

Process a Returned Item for an AR Item

This topic covers how to process a Returned Item for an AR Item.

WARNING! It is important to unpost and repost the same day so the General Ledger and the Treasury are in
sync. It is best to complete this process before 11:00 a.m. or wait until after 12:00 p.m. to process. It is also
recommended that the ARUpdate process be run manually after steps 2 and 4 listed below.

Steps to complete:

e Step 1: Locate Relevant Information for the Unposting Process
e Step 2: Unpost the Payment (removes the original payment from the Item and reopens the Item)
e Step 3: Reapply the Original Payment to the Customer’s Account
e Step 4: Create a Payment Worksheet (reposts the amount “On Account”)
e Step 5: Create a Maintenance Worksheet (writes off the credit to the customer’s account)
Step 1: Unpost the Item
Before unposting the payment that is now a Returned Item, you will need to find out more reference information

about the AR Item. There are several screens available to help you retrieve this information. In this example, we
will use the View/Update Item Details pages.

1. Navigation Links: Accounts Receivable, Customer Accounts, Item Information, View/Update Item
Details.
2. Accept the default Business Unit or enter a Business Unit.

3. Enter the Item ID.

Favorites © Main Menu > Accounts Receivable > Customer Accounts » Item Information > View/Update Item Details

View/Update ltem Details

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

£

Business Unit: = - G1001 Q
Customer ID: begins with Q
Item ID: begins with + (390000001
Item Line: = -
Item Status: = - -
Credit Analyst: begins with + Q
Collector: begins with Q
Purchase Order Reference: begins with Q
Document ID: begins with
Bill of Lading: begins with ~

Case Sensitive

Search Clear |Basic Search Save Search Criteria

Released October 31, 2016 (Version # 5)

Page 87



el State of Minnesaota

= SWIFT >

Statewice Integrated Financial Tools

AR-BI3 Accounts Receivable Advanced User Guide

4. Click on the Search button. The Detail 1 page displays.

5. Click on the Item Activity tab. Activity associated with the Item displays, including the original invoice
(Entry Type “IN"), and the payment that is now a Returned Item (Entry Type “PY").

Favuvr'rtes MainvMenu > Accuuntszece'NabIe > Customerv.-\ccounts > Item In@rmtiun > View/Update Item Details

L.EI New Window |:,J P

Detail 1 Detail 2 Detail 3 “ ltem Accounting Entries ltem Audit History
Unit: G1001 Customer: {4Hennepin County Research,
Planning&Dev .
Item ID: 990000001 Line: 1 Days Late: 55 Status: Open
Balance: 300.00 usD

Sequence: 1 Accounting Date: 09/11/2014 Posted Date: 11/03/2014

Entry Type N Reason: Voucher ID:

Document: Amount: 300.00 USD
Group Unit: G1001 Group ID: 7468 Billing

Sequence: 2 Accounting Date: 12/03/2014 Posted Date: 12/04/2014

Entry Type PY Reason: Worksheet Reason: Voucher ID:

Document: Amount: -300.00 UsSD
Group Unit: G1001 Group ID: 7525 Payment

Deposit Unit: 1001 Deposit ID: 132950130 Payment ID: CK #5678

Split ltem Action Add Conversation View Audit Logs

B save | . Returnto Search |+ +E| MextinList = |[=] Motify /I Refresh

Detail 1| Detail 2 | Detail 3 | ltem Activity | ltem Accounting Entries | lem Audit History

6. Make note of the payment fields, including Group ID, Deposit ID, Payment ID, and Sequence.

Step 2: Unpost the Payment (removes the original payment from the Iltem and reopens the Item)
Begin by navigating to the Payment Group search page to access the original deposit and unpost it.

1. Navigation Links: Accounts Receivable, Receivables Update, Unpost Groups, Payment Group.

2. Atthe Payment Group page, accept the Deposit Unit default or enter a Deposit Unit.
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3. Enter the Deposit ID for the deposit you want to unpost.
Note: Other search fields are available to limit your search results, including Payment Sequence,
Payment ID and date fields.

Favorites | Main Menu > Accounts Receivable > Receivables Update > Unpost Groups » Payment Group

Payment Group
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: - . g1 e
Deposit 1D: begins with - |13ZEED130
Payment Sequence: = - |
Payment ID: begins with - |
Payment Type: = - -
Entered Date: = - 1
Posted Date: = - B
Assigned Operator ID: begins with ~ |
[[] case Sensitive

searcn | Clear |Basic Search [E) Save Search Criteria

Search Results

Miew All First E 1-20f2 Izl Last
Deposit Unit Deposit ID  Payment Payment ID Group Unit Group ID Payment Type Origin ID Entered Date Posted Date d Operator ID
G1001 1329501301 CK #5678 (G1001 7525 Payment PS AR |12/03/2014 12/04/2014 TEST TRN
G1001 13295013013 CK #1234 |G1001 7526 Payment PS AR [12/03/2014 12/04/2014 TEST TRM

4. Click on the Search button.

5. If more than one payment was in the deposit, click on the payment you want to unpost in the Search
Results section. The Payment Control page displays showing information about the deposit.

Favorites Main Menu > Accounts Receivable > Recewables Update > Unpost Groups > Payment Group
]

Payment Control Options Action

Deposit Unit: G1001 Deposit ID: 132950130 Payment ID: CK #5678

Accounting Date: 12/03/2014  Approved By: TEST_TRM

Group Type: P b ayment
Origin ID: PS_AR PS AR Control: Format: UsD
Payment Type: Payment
Control Data

Control: 00| *Count: \:\ Received: 12/03/2014

Entered: -300.00 Count: 1 Entered: 1210312014

Difference: 0.00 Count: 0 Posted: 12042014

Dosted Count Assign: TEST_TRM

sted: ~300.00 Count: 1 User: TEST_TRN

Group Status

Edit Status: Edited Accounting Entries: Balanced

Balanced: Yes Posting Action: Do Mot Post

Posting Status: Complete

B save | [Q RetuntoSearch | (5 Previousinbist | [+E] NextinList | [[Z] Notify |

Payment Control | Options | Action
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6. Click on the Options tab.

7. Click on the Unpost Reason Lookup button and select “NSF” (Non-Sufficient Funds).

Payment Contral ¢ ) Action

Unit: G1001 Group 1D: MEXT

Keep Original Document Type

Unpost Reason: MNSF Q

Accounting Date:

E save

Payment Control | Options | Action

&£ Return to Search

Favorites | Main Menu > Accounts Receivable
v - -

Rece'n.fablssUpdate » Unposthroups > Payment Group

Description: Unpost

Mon Sufficient Funds

[ Edit Accounting Date

+E MNextinList [=] Motify

8. The Accounting Date should be the current date. If necessary, click on the Edit Accounting Date

checkbox and change the date to the current date.

9. Click on the Action tab.

10. Click on the Action drop-down list and select “Batch Standard” to post this action.
11. Click on the OK button in the Posting Action section.
12. Click on the Save button.

Favorites | Main Menu > Accounts Receivable » Receivables Update > Unpost Groups > Payment Group

Payment Control Options
Unit: 31001 Unpost Group ID: 75827 Description: Unpost Accounting Date:
Action: Batch Standard

Delete Unpost Action: Batch Standard - OK Review Unpost Now

El save L. Returnto Search +E| Mextin List [=] Notify

Payment Control | Options | Action

12/04/2014

13. After saving, the Unpost Group ID displays in the header on the Action tab. Make note of the Group ID

for the next step.
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14. Next, the ARUpdate process must be run to unpost the Payment Group and create accounting entries in
General Ledger (GL). This process removes the original payment from the Iltem and reopens the Item. In
Step 3, you will repost the payment to the customer’s account.

WARNING! So that the GL and the Treasury are in sync, it is important to unpost and repost the same
day; it is best to complete this process before 11:00 a.m. or wait until after 12:00 p.m. to process. It is
recommended that you run the process manually, rather than waiting for the batch process to run. Refer
to the “Running the ARUpdate Process” topic for assistance.

Note: After the ARUpdate process is run, the Item Activity page displays the original invoice, the
payment, and the unposting of the payment.

Favorites | Main Menu > Accounts Receivable » Customer Accounts » Item Information > View/Update Ttem Details
- - - - -
L.EI New Window ._,/ H
Detail 1 Detail 2 Detail 3 i ) Item Accounting Entries ltem Audit History
Unit: G1001 Customer:  0000000001Hennepin County Research
Planning&Dev_ .

Item ID: 990000001 Line: 1 Days Late: 55 Status: Open

Balance: 300.00 UsD

L4 12

Sequence: 1 Accounting Date: 09/11/2014 Posted Date: 11/03/2014

Entry Type IN Reason: Voucher ID:

Document: Amount: 300.00 USD
Group Unit: G1001 Group 1D: 7468 Billing

Sequence: 2 Accounting Date: 12/03/2014 Posted Date: 1210412014

Entry Type PY Reason: Worksheet Reason: Voucher ID:

Document: Amount: -300.00 USD
Group Unit: G1001 Group ID: 75258 Payment

Deposit Unit: 51001 Deposit ID: 132950130 Payment ID: CK #3678

Sequence: 3 Accounting Date: 12/04/2014 Posted Date: 12/04/2014

Entry Type PY Reason: Worksheet Reason: Voucher ID: Enable Unpost Reason:  NSF
Document: Amount: 300.00 UsD
Group Unit: G1001 Group ID: 7527 Unpost

Deposit Unit: G1001 Deposit ID: 132950130 Payment ID: CK #5678

Split ltem Action Add Conversation View Audit Logs

[ save L Returnto Search +E| MextinList |[=] Nefify = ¢l Refresh

Detail 1| Detail 2 | Detail 3 | ltem Activity | ltem Accounting Entries | ltem Audit History

Step 3: Reapply the Original Payment to the Customer’s Account

Next, reapply the original payment to the customer’s account. Begin by navigating to the Regular Deposit page to
enter customer information and remove the item reference.

1. Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.

2. Accept the default Deposit Unit or enter a Deposit Unit.

3. Enter the Deposit ID for the original deposit.

4. Click on the Search button. The Regular Deposit page displays.
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5. Click on the Payments tab. If more than one payment was in the deposit, use the arrow keys to navigate

to the payment you unposted.

Note: The original deposit Reference Information section displays the Iltem ID.

Totals

Unit: G1001 Deposit ID: 132950130

Payment Seq: *Payment ID:

Detail References

Qual Code Reference

1 Q. [990000001

B save

Totals | Payments

2L Return to Search

[=] Motify | | l» Refresh

Amount: Currency:

Rate Type: Exchange Rate:
Payment Predictor

Payment Method: Check - Attachments (0}

Customer ID: Q Business Unit:

Remit From: Remit SetiD:

Name:

Corporate: Corporate SetiD:

SubCust1: SubCust2:

MICR ID: Q

Favorites : Main Menu > Accounts Recevable > Payments > Onlne Payments > Regular Deposit
- - - - -

Date: 12i03/2014

Journal Directly

View Audit Logs

a,

Link MICR

To Reference

a

Balance:

*Accounting Date:

0 New Window [# Personalize

Balanced

120412014 [5)

Range of References

B Add

®EE

6. WARNING! Do not check the “Payment Predictor” option. (If the Payment Predictor option is checked, the
payment will be reposted when the batch processes run again.)

7. Enter the Customer ID or click on the Lookup icon to search for a customer.

8. Accept the default Business Unit or select a different Business Unit.

9. Inthe Reference Information section, delete the Reference Item ID by clicking on the Minus (-) for row

one.
10. Click OK button at the prompt.
11. Click on the Save button.

Step 4: Create a Payment Worksheet

Next, create a Payment Worksheet to apply the amount “On Account.” Begin by navigating to the Create

Worksheet page.

1. Navigation Links: Accounts Receivable, Payments, Apply Payments, Create Worksheet.

2. If navigating directly from the Payments page for the deposit, the Deposit Unit and Deposit ID are
automatically supplied. If not, verify the Deposit ID and enter the Deposit ID for the original deposit.

3. Click on the Search button. The Payment Worksheet Selection page displays Customer ID populated.

Released October 31, 2016 (Version # 5)

Page 92



State of Minnesaota

IFT >

o Intograted Financial Toois

AR-BI3 Accounts Receivable Advanced User Guide

Favorites
e

Payment Worksheet Selection

Main l\-'lenu > Accounts f.ece'rvable > Payrgents > Apply ngments > Create Worksheet

2] New Win

Deposit Unit: 1001 Payment ID: CK #5678 [[1Payment Predictor
Deposit ID: 132050120 Payment Amount: 300.00 USD

Deposit Status: Partially Applied Payment Status: Identified

Customer Criteria

Customer Criteria: Customer Reference

Customer ltems h Customer ID: lboooooooot @ Business Unit:
SubCustomer 1: Q SubCustomer 2: Q
Name:
Remit SetiD: Remit From ID:
Corporate SetlD: Corporate [D:
MICR 1D: | @ LinkMicr

Reference Criteria

Detail Reference
ltem Status

Reference Criteria: ltem Reference Personalize | Find | View Al | # First K 1071 I Last
Nong h Gual Code Reference To Reference

Restrict to:

|.'~".II Customers v| | Q | Q =

Match Rule:

[Exact Match M

All ltems
Exclude Deduction ltems

) Deduction ltems Only
Exclude Collection items

Item Inclusion Options

) items in Dispute Only
Exclude Dispute ltems

Worksheet Action

| save | | Returnto Search | |[Z] Notify | |7 Refresh |

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

4. If necessary, select the Business Unit in the Customer Reference section. The Customer name displays.

5. WARNING! The Reference Criteria field must = “None”. Otherwise, all items will be pulled into the

worksheet.

6. Click on the Build button in the Worksheet Action section. The Payment Worksheet Application page

appears.

7. Click on the Add New Row plus (+) to add a row. The Add New Row dialog displays.

state.mn.us needs some information

Script Prompt:
Enter number of rows to add:

=]
0K |

Cancel
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8. Accept “1” at the prompt verifying that is how many rows you would like to add.
9. Click the OK button and you are returned to the Payment Worksheet Application page.

10. Complete the fields as described below.

a new Item ID; for example, “OA49".

Field Name Field Description

*Pay Amt Enter the negative amount for the credit. Note: This amount will display in
the Adjusted field of the Balance section.

*Entry Type Select “OA” (Place an Amount On Account).

Item ID After selecting the “OA” Entry Type, the system will automatically generate

correct classification of “On Account” items.

*Reason Select “NSF” (Non-Sufficient Funds) for the reason. This is mandatory for

Fa\rcy'rtes Main_l\-'lenu b3 Accounts_Rece'rvabIe ¥ Payrgents > Apply ngments » Create Worksheet » Update Worksheet

Payment Worksheet Application

Detail2 |( Detail3 |  Detaid | Detail5 |  Detai

:ﬁ Save ,Q Return to Search: f:; Hefresn:

B Mew Window E,/PersanahzeF'age

Deposit Unit: 1001 Deposit 1D: 132050130 Payment ID: CK #5678 Payment Sequence:
Payment Accounting Date: 12/04/2014 Payment Currency:
Row Selection
Entry Type: Pay An ltem *  Reason: Q Choice: Select Range of ltems - Range: Go
Display: All ltems - e % Sort All By: tem - | co |

dur
personalize | Find | View Al | B | 3 First Kl 2.0 070 I | oey

g;i:; 2::’1“ Sel Pay Amt Cur Item ID Ei_lr: Unit Customer Type Reason Disc E:_I(: gz:;e;;onAmount-
B 2 O [ 3oooo/usp | [esoooooot [@ [ 1j@ G100t (@ foososooca [ @ [ Ja @ [
B s B [ 3o000/usp | [esoooooos |&  [1j@ [e1001 (@ [foocoococa [ @ [ Ja | @[
B o« B [ 300000 usp [esooo00o4 | [ 2@ [e1001 @ focomosoie [ [ o @ [ ]
= O [ 7s000/usp | [esocoooto (@ [ 4@ [ewot @ fooooooode, [ @ [ la | @ [
B s B [ 7sooofusp | [esooooozo |@ [ 1@ 1001 @ focsoooca [ @ [ & @ [
B 7 O [ 7s0o0/usp | [esooooezz |&  [1j@ G100t (& [focsccoca [ @ [ Ja @ ([
B s B [ 7s000/usp | [esooooo2s |@ [ 1@ [e1001 (@ foocoococa [ @ [ la m [
B o [ 30000/ usp  foa7i505 Q[ @ (G001 @ [ooooooocy foA @ usF i @ [

I Add with Detail Revenue Distribution Add Conversation Letter of Credit ID:
Amount: 200.00 Remaining: 0.00 Unearned: 0.00
Selected: 0.00 Discount: 0.00 Earned: 0.00
Adjusted: -300.00 Write Off: 0.00

Waorksheet Selection Worksheet Application Worksheet Action Aftachments (0) View Audit Logs

E =
&=
==
==
E =
&=
==
&l =

11. Click on the Save button. Make note of the “On Account” Item ID for the next step.

12. Click on the Worksheet Action link at bottom of page. The Payment Worksheet Action page displays.
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Favorites
-

B save

Payment Worksheet Action

Deposit Unit: G1001 Deposit ID: 132850130 Payment ID: CK #5672
Entered Date: 12/03/2014 Status: Batch Standard
Delete Workshest Action: Batch Standard A

Mainvl'v'lenu 3 Accountszece'n.fabIe b Pavn:ents > Apply ngments » Create Worksheet > Update Worksheet > Finalize Worksheet
0 Ny

Worksheet Action

©
T
(o]
@
]

=
=

&£ Return to Search Notify

13.
14.
15.

Step 5:

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

Next, the ARUpdate process must be run to repost the payment and create accounting entries in the
General Ledger (GL).

WARNING! So that the GL and the Treasury are in sync, it is important to unpost and repost the same
day; it is best to complete this process before 11:00 a.m. or wait until after 12:00 p.m. to process. It is
recommended that you run the process manually, rather than waiting for the batch process to run. Refer
to the “Running the ARUpdate Process” topic for assistance.

Create a Maintenance Worksheet

Next, you will create a maintenance worksheet to write off the “On Account” amount so that this amount is an
open item on the customer’s account.

1.

Released

Navigation Links: Accounts Receivable, Receivables Maintenance, Maintenance Worksheet, Create
Worksheet.

Click on the Add New Value tab.
Accept the default Business Unit or enter a Business Unit.

Accept the default “NEXT” in the Worksheet ID field and the system will assign the next number available
after you save the worksheet.

Click on the Add button. The Worksheet Selection page displays.
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Favorites = Main Menu > Accounts Receivable » Receivables Maintenance > Maintenance Worksheet » Create Worksheet
- - - - -

B New Window F

LG ER LT Wl Worksheet Matches |

Unit: G1001 Worksheet ID: MNEXT
Customer Criteria
*Customer Criteria:
None - ,7 =
CustID: 2 Business Unit: Q
Name:
Remit SetiD: Remit From ID:
Corporate SetiD: Corporate ID:
Rate Type: CRRNT Q, Acctg Date: 1210412014
MICR ID: | LinkMICR |

*Reference Criteria:
Specific Value -
*Restrict to:

Qual Code

Item Reference

Reference

Reference Criteria

um
Personalize | Find | View Al 54 | &

First

To Reference

All Customers - |
*Match Rule:

@ [oaT71508

Q

Kl o1 O ot

EH =

Exact Match -
Anchor BU:

G001 |@

Currency:

USD Q

@ All ltems
Exclude Deduction items

(© Deduction ltems Only
Exclude Collection ltems

[tem Inclusion Options

@ ltems in Dispute Only
Exclude Dispute ltems

Item Selection Filter

Acctg Date From: ] Acctg Date To: ]

AR Specialist: Q Deduction Reason: Q Broker ID: Q
Worksheet Action

‘ Build | | Clear | Created Date/Time: Humber of items in worksheet: 0
Worksheet Selection Worksheet Application Worksheet Action

6. Complete the Reference Criteria section as described below.

Field Name

Field Description

Reference Criteria

Must = “Specific Value”.

Qual Code Select ‘I - Item”.

Reference Enter the original “On Account” Item Number (“OA___ ") or click on the
Lookup to search for the Item.

Anchor BU Enter the Business Unit.

7. Click on the Build button and the Worksheet Application page displays.
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Favorites - Main Menu > Accountsfecervable > Rece'rvablesvl\-'laintenance > Maintenanchorksheet > Create Worksheet > Update Worksheet
LElNewWindow E,)Personalize

Worksheet Application Anchor Information
Unit: G1001 Worksheet ID: 7529 Currency: usD Accounting Date: 12/04/2014 Reason Code:
Display Conrol
Entry Type: Offset an ltem - Choice: Select Range - Display: All ltems > | Go | *
Reason: a, Range: . Go
Personaiize | Find | View Al B | 3 First Kl 1 o7 1 I (ast
Detai2 |[ Detal3 | Detail4 | Detail5 | Detail
View Detail i‘;‘: Sel ltem Balance Currency Item ID Line Type Reason Unit Customer
B 1 -300.00/ |USD 0A-71506 woc Q. |NSF Q. G1001 0000000001 =
|t ekl Group View Revenue Distribution
Dr: 0.00 cr 0.00 Adj: 0.00 Net: 0.00 wo: -300.00 Ref: 0.00
Waorksheet Selection Worksheet Application Waorksheet Action Aftachments (0) View AuditLogs

B save | |\ Returnto Search | [=] Notify | |l Refresh |

8. Complete the Item List section fields as described below.

AR-BI3 Accounts Receivable Advanced User Guide

Field Name Field Description
*Type Select “WOC” (Write off a Credit).
*Reason Select “NSF” (Non-Sufficient Funds). This is mandatory. If this is not

to "clear" that NSF item.

selected, it will not create the offset line to the Clearing account as needed

*Sel Click the Sel checkbox for each Item you want to write-off.

9. Click on the Save button. Make note of the Worksheet ID for the next step.

Note: If you receive the below message indicating that the maximum operator write off amount limits have
been exceeded, you do not have the security to process the write off amount. Contact your supervisor for
instructions.

One or maore items exceed the Maximum operatar write off amount limits on this worksheet. (5050,115)

10. Click on the Worksheet Action link.

11. Click on the OK button to accept the Submit to Workflow action. “Pending Approval” is now displayed in

the Posting Action section.

Released October 31, 2016 (Version # 5)

Page 97



,,.'f“ 4, State of Minnesota

Ei&'ﬁ S '"“""'"’ """'""' o AR-BI3 Accounts Receivable Advanced User Guide

Step 6: Complete Processing of the Returned Item Worksheet

Agencies may have different procedures for approving write-offs. Staff with the appropriate security will complete
the Worksheet Action page for the Returned Item.

Begin by navigating to the maintenance worksheet that is in progress for the Returned Item.
1. Navigation Links: Accounts Receivable, Receivable Maintenance, Maintenance Worksheet, Update
Worksheet.
Accept the default Worksheet Business Unit or enter a Business Unit.
Enter the Worksheet ID for the NSF.
Click on the Search button.
WARNING! At the Worksheet Action page, make sure to select “Batch Standard” for the Posting Action.

o g &~ N

Click on the OK button.
7. Click on the Save button.

Fa\fovr'rtes Mainvl'v'lenu 3 Accountsﬁeceivable 3 Recei\fablesyaintenance 3 Maintenance_‘u".’orksheet » Update Worksheet » Finalize Worksheet

N
Worksheet Action
Unit: G1001 Worksheet ID: 7528 Accounting Date: 12/04/2014
Status: Batch Standard
Delete Worksheet Action: Batch Standard - oK

Waorksheet Action

Bl Save S\ Returnto Search [=] Motify

Next, the ARUpdate process must be run to create accounting entries in the GL (General Ledger). The ARUpdate
batch process runs several times a day. You can also run the process manually. Refer to the “Running the
ARUpdate Process” topic for assistance.

Having completed this topic, you should now be able to:

e Process a Returned Item for an AR Item
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Using Searches and Queries to Check for Incomplete Deposits

Topic Overview

There are quick ways to find deposits that need work. You can search by your Business Unit(s) using the Regular
and Express Deposits search pages available from the Online Payment menu. You can also search under the
Incomplete Deposit search page from the Review Payments menu. Additionally, there are queries that can be run
from the Query Viewer.

A detailed list of inquiries that should be performed on a regular basis, along with search criteria tips, is located in
the Appendix of this User Guide (refer to the “SWIFT Inquiries for Clean-Up and Review” topic).

After completing this topic, you should be able to:

e Run Searches and Queries to Check for Incomplete Deposits
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Process Steps

Use Searches and Queries to Check for Incomplete Deposits

This topic covers some of the options available to check for unfinished deposits.
Options available to check for work to be done:

e Option 1: Use the Regular or Express Deposit search pages
e Option 2: Use the Incomplete Deposits page
e Option 3: Run a Query to Check for Work to be Done

Option 1: Use the Regular or Express Deposit search pages to Check for Incomplete Deposits

You can identify deposits that need to be completed by navigating to the Regular or Express Deposits pages and
searching on your Deposit Unit(s).

Begin by navigating to the Regular Deposit search page.

1. Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.

2. Onthe Find An Existing Value tab of the Regular Deposit page, enter the Deposit Unit (same as your
Business Unit). (Tip: you can select multiple Deposit Units by 1) selecting the “In” operator; 2) clicking on
the Lookup button; and 3) clicking on the checkbox for each Deposit Unit you would like to search.)

3. Click on the Search button. The search results listing will include all unfinished deposits for the selected
Business Unit(s).

Favorites | Main Menu > Accounts Receivable > Payments > Onlne Payments > Regular Deposit

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

) Add a New Value

b

Deposit Unit: = - G1001 Q,
Deposit ID: begins with

User ID; begins with - Q.
Assigned Operator ID: begins with - &}

[l case Sensitive

Search Clear | Basic Search Save Search Criteria

Search Results
View All First [q4] 10of1 [] Last

Deposit Unit Deposit ID User ID Assigned Operator ID Bank Code Bank Account Deposit Balance Entered Date Posted Date
G1001 132950128 TEST TRMN TEST TREN us0o02 EH Mo 01/05/2015 |(blank)
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Option 2: Use the Incomplete Deposits Page to check for Incomplete Deposits

AR-BI3 Accounts Receivable Advanced User Guide

View posted and unposted deposits that are not yet completely processed. You can see the payment amount for

the deposit that is still in process, summarize out of balance deposits (only), or view the list of incomplete deposits
by user.

1. Navigation Links: Accounts Receivable, Payments, Review Payments, Incomplete Deposits.

2. Atthe Incomplete Deposits page, enter the Deposit Unit (same as your Business Unit).

3. Click on the Search button. The Incomplete Deposit Information section lists all incomplete deposit
worksheets for your Deposit Unit.
Fa\fuvr'rtes Ma\ni\ﬂenu > AccountsBecei\fabIe > Payn:ents > Review Pvayments > Incomplete Deposits
] New Window
Incomplete Deposits
Unit: G1001 @ User: TEST_TRN Q
+Balance Status: In And Out Of Balance Groups - Payment Type: Regular Payments Only -
*Deposit Amount Switch: Incomplete - Search
L4 1
Deposit ID Payment Type Bank Account Accounting Date Assigned Amount Currency Balance
132950128 Payment Us002 RH 01/05/2015 TEST_TRN 30000 USD No
Total: 300.00 USD 1

Option 3: Run a Query to Check for Incomplete Deposits

You can also run a query to check for incomplete deposits. Begin by navigating to the Query Viewer page to run
the query.

1. Navigation Links: Reporting Tools, Query, Query Viewer.

2. Enter your search criteria: Query Name begins with = “MN_AR_DEPOSIT_INCOMPLETE".

Query Name Description

M_AR_DEPOSIT_INCOMPLETE List of Incomplete Deposits

3. Click on the Search button. Queries matching your criteria display in the Search Results listing.

Tip: Click on the Add to Favorite link to add queries to your My Favorites Queries listing so you won't
have to search for them again.
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Favorites | Main Menu > Reporting Took > Query > Query Viewer

Query Viewer

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

“Search BY gueryname *  begins with M_AR_DEPOSIT INCOMPLETE

Search Advanced Search

Search Results

*Folder View — All Folders — hd
B | K
_ Runto Runto Runto
Query Name Description Owner Folder HTML Excel XML schedule
M_AR_DEPOSIT_INCOMPLETE List of Incomplete Deposits Public HTML |Excel XML Schedule

Add to
Favorites

Favorite

4. Inthe Search Results listing, click on the Excel link for the query to download the query results in an

Excel file or select the “HTML” option to view the results on line.

5. If you selected the HTML option, a listing of incomplete deposits for the Business Unit(s) that you have

access to will display.

6. If you selected the Excel option, a prompt appears asking what you want to do with the Excel file. Open

the Excel file to view the data.

Do you want to open or save M_AR_DEPOSIT_INCOMPLETE_4780.xls (10.5 KB) from fms.swift.state.mn.us? Open Save b Cancel
The Excel file opens, displaying the information.
E) M_AR_DEPOSIT_INCOMPLETE_29559.xls [Compatibility Mode]
A B c D E F G H J K L

1 |List of Incomplete Deposiis || 1

Deposit Control [[Deposit Control [Payment  [[Payment
2 |Acctg Date Unit (Deposit ID |Type|Balance |Posted |Total Amount Total Count Entered Entered

AR Posted AR
Amount Posted

/572015 G1001 132950128 c o] N 300.000 1 350.000

1

0.000

Lesson Summary
After completing this lesson, you should now be able to:

e Create a Regular Deposit Entry for an AR Item

e Create an Express Deposit Entry for an AR Item

e Creating a Wire Deposit for an AR Item

e Process a Returned Item for an AR ltem — MMB Notification

e Using Searches and Queries to Check for Incomplete Deposits
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Lesson 3: Applying Payments

Lesson Overview

In SWIFT, the Payment Predictor is a process that matches payments to invoices based on Business Unit,
customer, Item ID, and payment amount, and the ARUpdate process updates customer balances, customer
history, and item balances. These processes run automatically several times a day. If there isn’t enough
information provided in the deposit to match the payment to the invoice, you will need to manually apply the
payment. This lesson covers how to use searches and queries to identify payment worksheets that need manual
work.

Note: Most state agencies use the “ltem Reference” Payment Predictor process which means that the
process needs the Item ID referenced to correctly post the payment to the correct item. This is the default
method. The other method is “Oldest Customer” which posts the payment to the oldest item under that
customer’s account.

If the Payment Predictor is not used, the payments and items would need to be matched manually using the
Payment Worksheet. If you have thousands of payments, that would take time and effort.

AR Item Deposits & Applying Payments

Pay Predictor Process
(Matches Payments to
ltems)
ARUpdate Process
(Updates Customer

Regular Deposit
Run Queries to check
for Work to be Done

Express Deposit Balances)

Manually Apply
Payment Worksheet

You will also learn how to use payment worksheets to manually apply payments to items and, when necessary, to
create “On Account” credits or prepayments. When payments do not contain enough identifying information to
readily apply them, the Payment Worksheet can be used to manually apply the payments. With the worksheet
feature, you enter whatever information you have, such as customer name, Business Unit, and any reference
details. SWIFT Receivables then displays all of the open items that meet the criteria. You can then make
selections, apply the payment, and create, if necessary, an on-account credit or prepayment on the customer's
account.

This lesson also covers unposting a payment that has been applied to the wrong item or customer.
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After completing this lesson, you should be able to:
e Use Searches and Queries to Check for Incomplete Payments
e Use a Payment Worksheet to Apply Payments
e Apply Payment On-Account

e Unpost a Payment Applied to the Wrong Item or Customer
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Using Searches and Queries to Check for Incomplete Payments

Topic Overview

There are quick ways to find payment worksheets that need work. You can search by your Business Unit(s) using
any of the Apply Payment worksheet search pages, including the Create, Update, or Finalize Payment Worksheet
pages. You can also search under the Incomplete Payments search page available from the Review Payments
menu. Additionally, there are queries that can be run from the Query Viewer.

A detailed list of inquiries that should be performed on a regular basis, along with search criteria tips, is located in
the Appendix of this User Guide (refer to the “SWIFT Inquiries for Clean-Up and Review” topic).

After completing this topic, you should be able to:

e Run Searches and Queries to Check for Incomplete Payments

Released October 31, 2016 (Version # 5)

Page 105



e
fﬁ!f’ﬁ%ﬂatﬁ of Minnesata
2 H
Pt

. SWIFT >

Statewice Integrated Financial Tools

AR-BI3 Accounts Receivable Advanced User Guide

Process Steps

Use Searches and Queries to Check for Incomplete Payments

This topic covers a few of the many options available to check for unfinished payment worksheets.

Options available to check for work to be done:

e Option 1: Use the Apply Payment Worksheet search pages to Check for Work to be Done

e Option 2: Use the Incomplete Payments page to Check for Work to be Done

e Option 3: Run Queries to Check for Work to be Done

Option 1: Use the Apply Payment Worksheet search pages to Check for Work to be Done

You can identify payment worksheets that need to be completed by navigating to any of the Apply Payment

worksheet search pages, including Create Worksheet, Update Worksheet, and Finalize Worksheet.

Begin by navigating to the Create Payment Worksheet search page.

1. Navigation Links: Accounts Receivable, Payments, Apply Payments, Create Worksheet.

2. Atthe Create Payment Worksheet page, enter the Deposit Unit (same as your Business Unit).

3. Click on the Search button. The search results listing will include all unfinished payment worksheets for

your Business Unit.

Favovr'rtes MainvMenu v Accountszecei\'abIe v Pavn:ents v Apply ngments » Create Worksheet

Create Payment Worksheet

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

b

Deposit Unit: = - G1001 Q,

Deposit ID: begins with « &}

Payment Sequence: = - 1

Payment ID: begins with = Q.

Payment Status: = - -

User ID: begins with

Assigned Operator ID; begins with Q,

Payment Predictor Method: begins with Q

Accounting Date: = - 5]

[l case sensitive

Search Clear |Basic Search Save Search Criteria
Search Results
View All
. - Payment

Deposit Payment Payment Payment Payment Assigned A
Unit DepositiD Sequence Payment ID Amount Currency Status li=cia Operator ID w

Method
CK # 12345 350 UsD Ident |TEST TRMWTEST TRM (blank) (blank)

Igorithm Algorithm
Group ID |Identifier Date Date

(blank)

First 4] 1of1 3] Last

Entered Accounting Bill To
Customer

01/05/2015 01/05/2015 | (blank)
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Option 2: Use the Incomplete Payments Page to check for Work to be Done

1. Navigation Links: Accounts Receivable, Payments, Review Payments, Incomplete Payments.
2. Atthe Incomplete Payments page, enter the Deposit Unit (same as your Business Unit).
3. Click on the Search button. The Incomplete Payment Information section lists all incomplete payment
worksheets for your Business Unit.
Fa\.rovr'rtes Maini\denu » Accountszeceh.rabIe » Payn:ents > Review anments » Incomplete Payments
Incomplete Payments
Unit: G1001 @ User: TEST_TRN aQ
Deposit ID: Q *Applied Post Status: All Applied Payments -
*Date Operand: == M Accounting Date: El
Payment Type: Regular Payments Only -
[
*Status: Payment Status - =Amt Switch: Payment - Search
Value Deposit ID Payment ID Pmt Type Acctg Date Assigned 0J PP Amount Currency
Applied 132950128 CK #99999 Payment 12M10/2014 TEST_TRN M M 75.00 usD
Applied 132950129 CK #45678 Payment 1211042014 TEST_TRN M M 300.00 usD
[Z] Motify Mext tab
Option 3: Run Queries to Check for Work to be Done

Begin by navigating to the Query Viewer page to run the queries.

1.
2.

Navigation Links: Reporting Tools, Query, Query Viewer.

Enter your search criteria. For example, search by Query Name, begins with: “MN_AR”". The queries

listed below are available:

Query Name

Description

MN_AR_PYMTWRKSHT_NOT_POSTED

Payment Worksheets Not Posted

MN_AR_UNAPPLIED_PYMNTS

Unidentified Payments

MN_AR_UNIDENTIFIED_PYMNTS

Unapplied Payments

Click on the Search button. Queries matching your criteria display in the Search Results listing.
Tip: Click on the Add to Favorite link to add these queries to your My Favorites Queries listing so you

won'’t have to search for them again.

Released October 31, 2016 (Version # 5)

Page 107




State of Minnesaota

 SWIET >

Statewice Integrated Financial Tools

AR-BI3 Accounts Receivable Advanced User Guide

Favorites | Main Menu > Reporting Tools > Query » Query Viewer

L.EI MNew Window  ? Hel p

Query Viewer

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

"SearchBY  queryName v begins with MN_AR

Search Advanced Search

Search Results

*Folder View —All Folders — v

Query Name Description Owner Folder E‘) % E‘o Schedule %&)tr?tes
MMN_AR_APPLIED_PYMNTS MMN_AR_APPLIED_PYMNTS Public HTML Excel |[XML  Schedule Eavorite
MMN_AR_ITEM_ACTIVITY_DATE_BU item activity - by BU_DATE Public HTML |Excel |XML | Schedule Eavorite
MMN_AR_ITEM_ACTIV_BU_POST_DT item activity - by BU_Post dt Public HTML Excel |[XML  Schedule Eavorite
MMN_AR_ITEM_ACTIV_BU_POST_DT_E7  item activity - by BU_Post dt Public HTML |Excel |XML | Schedule Favorite
MMN_AR_ITEM_BU_DT_ENT_TYPE item activity - by BU_Post dt Public HTML | Excel XML Schedule Favorite
MM_AR_MET_RECVBL MMN_AR_NET_RECVBL Public HTML |Excel |[XML | Schedule Eavorite
MMN_AR_OPEN_INTERAGENCY GIOR OPEN Public HTML Excel |XML  Schedule Eavorite
MN_AR_PYMNTWRKSHTS_NOT_POSTED MN_AR_PYMNTWRKSHTS_NOT_POSTED Public HTML |Excel |XML | Schedule Eavorite
MN_AR_UMNAPPLIED_PYMNTS MN_AR_UNAPPLIED_PYMNTS Public HTML Excel XML | Schedule Favorite
MMN_AR_UMNIDENTIFIED_PYMNTS MMN_AR_UNIDENTIFIED_PYMNTS Public HTML Excel XML  Schedule Eavorite

4. Inthe Search Results listing, click on the Excel link for one of the queries. A new tab opens to run the
guery. Note: you can also select the “HTML” option to view the results on line.

5. Enter the Business Unit.

@ nhttps://Frs.swift.state.mn.us7422/psc/fmsOlnd 10/EMPLOO ~ @ B & X || @ Query Viewer %} state.mnn.us | |

File Edit View Favortes Tools Help x @
{.3 @ Home (2] @ Home @ Web Slice Gallery -
MMN_AR_UNIDENTIFIED_PYMNTS - MN_AR_UNIDENTIFIED_PYMNTS

Deposit BU: |G0205 QL

View Results

Unit Deposit ID Payment ID Amount Status Acctg Date

6. Press the View Results button.

7. A prompt appears asking what you want to do with the Excel file. Open the Excel file to view the data.

Do you want to open or save MN_AR_UNIDENTIFIED_PYMNTS_13982.xls (10.5 KB) from fms.swift.state.mn.us? Open Save - Cancel

8. The Excel file opens, displaying the information.

Example: MN_AR_PYMNTWRKSHTS_NOT_POSTED: Query results display Unit, Deposit ID, Payment ID,
Amount, Status and Accounting Date.
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|"_7=|I H ) - _;; | = MMN_AR_PYMMNTWRESHTS_NOT_POSTED_2455.xl= [
File Home Insert Page Layout Formulas Data Review Wiew Acrobat
Iy - Je | Unit
A B C D E F G
1 |MN_L 1
2 [Unit | Deposit ID [Payment ID [Amount [Status  |Acctg Date |
3 |G1001 132950132 CK #16590 750.000 Applied 12742014

Example: MN_AR_UNIDENTIFIED_PYMNTS: Query results display Business Unit, Deposit ID, Payment ID,
Amount, Status and Accounting Date.

F= &= MIN_AR_UNIDENTIFIED_PYMNTS_18260.xls [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat
c7 - Je
A B | c | b E F G H
1 [mnCAT -
2 |unit |Deposit ID |Payment ID [Amount  |status |Acctg Date |
3 |G1001 132950135 MASTER LEASE 1029495 260 Unidentified 120102014

Example: MN_AR_UNAPPLIED_PYMNTS: Query results display Business Unit, Deposit ID, Payment ID,
Amount, Status and Accounting Date.

Fa= G 3 |= MRN_AR_UNAPPLIED_PYMNTS 24913 xls [Compatibility Mode] - Microsoft Excel
Home Insert Fage Layout Formulas Data Review View Acrobat
C6 - I
A B | c | D E F G H
1 [MNCAT -
2 [Unit |Deposit ID  [Payment ID |Amount ||status |Acctg Date ||
3 G1001 132950135 MASTER LEASE 1029495 260 Unidentified 12/10/2014

Status Code Descriptions

The search page and query results covered in this topic provide Status codes information. For descriptions of
these codes, refer to the Item Payment Worksheet Codes and Descriptions topic in the Appendix of this User
Guide.

Having completed this topic, you should now be able to:

e Use Searches and Queries to Check for Incomplete Payments
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Using a Payment Worksheet to Apply Payments

Topic Overview
In SWIFT Receivables, a payment worksheet is used to apply payments to AR items.

Payment Predictor is a process that matches payments to invoices based on Business Unit, customer, Item ID,
and payment amount, and the ARUpdate process updates customer balances, customer history, and item
balances. These processes run automatically several times a day.

If there isn’t enough information provided in the deposit to match the payment to the invoice, you will need to
manually apply the payment. A quick way to find payment worksheets that need work is to search by your
Business Unit using any of the payment worksheet search pages, including the Create Payment Worksheet,
Update Payment Worksheet, or Finalize Payment Worksheet pages.

Working with a payment worksheet consists of these high-level steps:

1. Use the Worksheet Selection page to select the items that you want to work with and build the worksheet.
If you add items to an existing worksheet, the system adds the new items that you selected and does not
delete any items that are already on the worksheet.

2. Use the Worksheet Application page to apply the payment to items.

3. Use the Worksheet Action page to select a posting action for the worksheet or to create accounting
entries online.

After completing this topic, you should be able to:

e Use a Payment worksheet to Apply Payments
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Process Steps

Use a Payment Worksheet to Apply Payments

This topic covers how to use a Payment Worksheet to manually apply payments.

Steps to complete:

e Step 1: Navigate to the Create Worksheet page for the Payment
e Step 2: Select the Items that you want to work with on the Worksheet Selection page
e Step 3: Apply the Payment to an Item on the Worksheet Application page

e Step 4: Select the “Batch Standard” Posting Action on the Worksheet Action page
Step 1: Navigate to the Create Worksheet page for the Payment
Begin by navigating to the Worksheet Selection page for the payment.

1. Navigation Links: Accounts Receivable, Payments, Apply Payments, Create Worksheet.

e If you are navigating directly from the deposit, the search criteria will be automatically supplied so you
can click on the Search button and proceed to Step 2.

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.

Favovr'rtes MainvMenu > AccountszeceNab\e > Paynlents > Apply ngments s Create Worksheet|

Create Payment Worksheet

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

=

Deposit Unit: = v] G100 a,

Deposit ID: [begins with v |[TRNO1ARD1 a
Payment Sequence: = s 1

Payment ID: W‘ Q
Payment Status: = V‘ | V|
User ID: begins with

Assigned Operator 1D: begins with Q,
Payment Predictor Method:| begins with (&}
Accounting Date: = v I

DCﬂSE Sensitive

Search Clear |Basic Search Save Search Criteris

4. Click on the Search button.

5. If necessary, click on the Deposit ID in the search results. The Payment Worksheet Selection page
displays.
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Step 2: Select the Items that you want to work with on the Worksheet Selection page

The Payment Worksheet Selection page displays with the customer and/or reference information that was
entered in the deposit.

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

&
Payment Worksheet Selection
Deposit Unit: G1001 Payment ID: CK#16590 Payment Predictor
Deposit ID: 132950132 Payment Amount: 750.00 USD
Deposit Status: Mone Applied Payment Status: Identified

Customer Criteria

Customer Criteria: Customer Reference Eind | View Al First KB 4 of 4 I  ast
|N'3'”E v| Customer ID: a Business Unit: Q =
SubCustomer 1 ] subcustomer2 ]
Hame:
Remit SetiD: Remit From 1D:
Corporate SetlD: Corporate 1D:
MICR ID: Q Linkmicr
Reference Criteria
Reference Criteria: ltem Reference Personalize | Find | View Al B | 5 First K1 1 of 4 1 Last
SpecificValue v Qual Code Reference To Reference
Restrict to:
Al Customers - ||| @, [990000023 Q, =
Match Rule:
Exact Match -
Detail Reference
ltern Status
Item Inclusion Options
@ All items () Deduction Items Only (D) Items in Dispute Only
Exclude Deduction ltems Exclude Collection ltems Exclude Dispute ltems
Worksheet Action
| Build | | Clear Created at: Items: 0
Worksheet Selection Worksheet Application Worksheet Action

|B) save | |2 RetuntoSearch | [T Notify | | Refresn |
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1. If Customer or Reference information was not entered on the deposit, you'll need to enter it now. You can
also add criteria to include additional items on your payment worksheet.

e If you want to work with a list of all open Items for a customer, complete the Customer Criteria

section.

Field Name

Description

Customer Criteria

The default is “None”. Accept the default to allow the broadest search.
Other options available in the drop-down list allow you to restrict the
type of items searched to “Corporate Iltems,” “Customer Iltems,” or
“Remit From Items”.

Cust ID Enter the Customer ID or click on the Lookup icon to search for and
select a Customer ID.

Rate Type Always “CRRNT.

Acctg Date Accept the default current date.

MICR ID and Link MICR These are not used in Minnesota.

button

o If you want to specify individual Item(s) to work with, complete Reference Criteria section.

Field Name

Field Description

Reference Criteria

After you enter the Item Reference information, this field will
automatically update to “Specific Value”. Must = “Specific Value”.

Restrict to Accept the default “All Customers”.

Match Rule Accept the default “Exact Match”.

Qual Code Select ‘I - Item”.

Reference Enter the Item reference number or click on the Lookup to search for

the Item.

Note: Use the Add New Row (+) icon to enter additional reference
numbers. When you select specific Items, they will populate to the
Worksheet Application page already selected in the next step.

e The Item Inclusion Options section allows you to control your search by including or excluding

certain types of items.

Click on the Save button.

Click on the Build button to create a new worksheet or to add items meeting your selection criteria to an
existing worksheet. The Payment Worksheet Application page displays.

e If the Item does not display on the Worksheet Application page, the Iltem ID may have been entered
incorrectly. You can return to Worksheet Selection page by clicking on the link at the bottom of the
page. Then, try selecting the Item ID from the Look Up list in the Reference Criteria section. Next,
you'll need to click on the Build button again to rebuild the Worksheet Application page with the
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updated information. If the Item ID does not display in Look Up list, you'll need to do some research.
The Item may be closed or you may have the wrong information.

Step 3: Apply the Payment to Item on the Worksheet Application page

Next, you

will complete the Item List section of the Worksheet Application page to apply the payment.

Instructions for three situations are covered in the upcoming pages:

e Option 1: Invoice Amount = Payment Amount

e Option 2: Customer paid less than the Invoice Amount

e Option 3: Customer paid more the Invoice Amount

Favorites = Ma

Payment Worksheet Application

Deposit Unit: G1001 Deposit ID: 132950132 Payment ID: CK #16580 Payment Sequence: 1
Payment Accounting Date: 12/04/2014 Payment Currency: UsD
Item Action Row Selection
Entry Type: Pay An Item ¥  Reason: Q Choice: Select Range of ltems - Range: Go
Display: All ltems -+ | oo % Sort All By: ltem -+ | 6o |

Detal2 | Detai3 | Defai4 |/ Details | Detail6

in Menu > Accounts Receivable » Payments > Apply Payments : Create Worksheet » Update Worksheet
2 New Windaow

Personalize | Find | View A1 | B | 2 Firt B g or 0 O Last

View Remit Item _ _ _
Detail Seq Sel Pay Amt Cur Item 1D Line Unit Customer Type Reason Disc Disc Amt
B 1 [ 750.00 USD | [a90000023 @ [ 1)@ [G1001 |@ | [ooooooooi@y [PY @ | Q| | ®] =]

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

Amount: 750.00 Remaining: 0.00 Unearned: 0.00

Selected: 750.00 Discount: 0.00 Earned: 0.00

Adjusted: 0.00 Write Off: 0.00
Worksheet Selection Waorksheet Application Worksheet Action Attachments (0} View Audit Logs
:ﬁ Save .Q ReturntnSearch: f:; Refresh:

e If necessary, you can use the Row Selection, Item Display Control, and Row Sorting sections to

limit and sort the item information that you requested on the Worksheet Selection page.

e Inthe Item Action section, accept the default Entry Type “Pay An Item”. A Reason code is not

necessary with the “Pay An Item” Entry Type.

Note: the “Create a Deduction” Entry Type should not be used.
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Option 1: ltem Amount = Payment Amount

If the payment amount equals the Item amount, you should be able to verify the Item information, save and

proceed to the next step.
1. Ensure that the Sel check box is checked for the Item that was fully paid.
2. Inthe Balance section, verify that the Remaining amount = 0.
3. Click on the Save button.

4. Proceed to the next step.

Fa\rc;r'rtes MainvMenu ¥ Accountsﬁeceivable b3 Payrgents »  Apply ngments » Create Worksheet » Update Worksheet

&
Payment Worksheet Application
Deposit Unit: G1001 Deposit 1D: TRHNOTARDT Payment ID: CK1111 Payment Sequence: 1
Payment Accounting Date: 08/22/2016 Payment Currency: usD
Row Selection
Entry Type: T | Reason: Q Choice: | Select Range of ltems v| Range: . o |

Display: All lterns v e | & Sort All By: [tem V| co

ULEIREN  Detail 2 || Detal3 | Detsil4 | Detai5 || Detal6

1 First KN 4 of 4 I Last

Personalize | Find | Visw All| Lz

View Remit Item N N -
Detail  Seq Sel Pay Amt Cur Item ID Line Unit Customer Type Reason Disc Disc Amt
B 1 [ 300.00 USD | [TRNOD1AR0OT (@ [ 1@ [c1001 @ [TRND1000Q [PY  |@ a| O =

[ AddwihDetail | Revenue Distrioution Add Conversation Letter of Credit ID:

Amount: 300.00 Remaining: 0.00 Unearned: 0.00

Selected: 300.00 Discount: 0.00 Earned: 0.00

Adjusted: 0.00 Write Off: 0.00
Worksheet Selection Worksheet Application Worksheet Action Aftachments (0} View Audit Logs

B save & ReturntoScarch | |7 Refresh |
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Option 2: Customer paid less than the Item amount

If a customer pays less than the Item amount, you'll need to overwrite the Item Pay Amt with the amount that was

actually paid.

1. Ensure that the Sel check box is checked for the Item that was partially paid.

Note: In the Balance section, the Selected (Item) amount is greater than the paid Amount and a

Remaining amount is listed.

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

el
Payment Worksheet Application
Deposit Unit: 1001 Deposit ID: TRNOTARDZ Payment ID: CK 8888 Payment Sequence: 1
Payment Accounting Date: 08/22/2016 Payment Currency: uUsD
Row Selecton
Entry Type: Pay An ltem “|  Reason: Q, Choice: ‘ Select Range of ltems Vl Range: . Go |
Item Display Control Row Sorting

Display: Alltems v| | Go k3 Sort All By: Go
ULETREN * Detail 2 | Detail3 | Detail4 |/ Detal5 | Details |

ar
personaiize | Find | Views A1 | BV | B st B 4 orq I (et

View Remit Item B . N
Detail Seq Sel Pay Amt Cur Item 1D I Unit Customer Type Reason Disc Disc Amt
B [ 675.00 USD | [TRNO1AR007 (@ [ 1)@ [cio01 @ [TRnoiD0OQ PY (@ Q| O =
I Add with Detail | Revenue Distribution Add Conversation Letter of Credit ID:
Amount: 650.00 Remaining: -25.00 Unearned: 0.00
Selected: 675.00 Discount: 0.00 Earned: 0.00
Adjusted: 0.00 Write Off: 0.00
Worksheet Selection Worksheet Application Worksheet Action Attachments (0 View Auditl ogs

B save | [£4 Relumito Search | s Refresn |

2. Overwrite the Pay Amt with the amount that was actually paid.

3. Click on the Save button. An additional line is automatically created in the Item List for the balance

remaining on the invoice which will remain open on the Customer’s account. The new line should remain

unchecked.

Favovm:es MalnvManu > Ac:ounrszecelvab\a > Payrgents > Applyngmen's » Create Worksheet » Update Worksheat

Payment Worksheet Application

|B) save | . RetumntoSearch | s Refresh |

& New Window [

Deposit Unit: G1001 Deposit ID: TRMNO1ARD2 Payment ID: CKB88s8 Payment Sequence: 1
Payment Accounting Date: 08/22/2016 Payment Currency: usD
Row Selection
Entry Type: Pay An ltem “| Reason: Q Choice: | SelectRange of tems v]  Range: Go
Item Display Control Row Sorting
v lew | ® Sortangy, o0
i Personalize | Find | view 21| B 28 First B 42 072 O Last
Detail2 | Detail3 | Detail4 |/ Detal5 | Detall
View  Remit ttem § . Disc Conversion Amount -
el sel PayAmt  Cur item 1D L unit Customer  Type Reason DiSC ot Comency
B 1 [ 55000 USD = [TRno1ARDOTIQ, | 1)@ [c1001 @ [TRnotoo@ [PY |Q Q| O =
By my 2500 USD  [TRND1ARDOTI, | 1@ [G1001 @ [TRND100/Q, Q aQ O =}
Add with Detail | Revenue Distribution Add Conversation Letter of Credit ID:
Amount: 650.00 Remaining: 0.00 Unearned: 0.00
Selected: 650.00 Discount: 0.00 Earned: 0.00
Adjusted: 0.00 Write Off: 0.00
Worksheet Selection Warksheet Application Worksheet Action Aftachments (0 View Audit Logs
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4. Inthe Balance section, verify that the Remaining amount = 0.

5. Proceed to the next step.

Option 3: Customer paid more than the Item amount

When a customer pays more than the Item amount, the overage will need to be applied to the customer as an “On

Account” credit.

1. Ensure that the Sel check box is checked for the Item that was overpaid.

Note: In the Balance section, the Selected (Item) amount is less than the paid Amount and a Remaining

amount is listed.

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

[
Payment Worksheet Application
Deposit Unit: G1001 Deposit 1D: TRMO1ARD3 Payment ID: CK G666 Payment Sequence: 1
Payment Accounting Date: 08/22/2016 Payment Currency: UsD
Row Selection
Entry Type: Pay An ltem V| Reason: Q Choice: | Select Range of ltems V| Range: . Go
Item Display Control Row Sorting

Display: All tems v e | W Sort All By: [tem v G

Personalize | Find | View Al |
WCCRMN Detail2 [ Detal3 | Defaild | Detai5 | Detais

View Remit Item

# First K 1071 D ast

¥m
| ®

Detail seq Sel Pay Amt Cur Item ID 0= Unit Customer Type Reason Disc Disc Amt
B [ 525.00/ USD | [TRNO1ARO06 @ [ 1@ [G1o01 (@ [TRnoto00Q [PY @ | a | O =]
I Add with Detail | Revenue Distribution Add Conversation Letter of Credit ID:
Amount: 550.00 Remaining: 25.00 Unearned: 0.00
Selected: 525.00 Discount: 0.00 Earned: 0.00
Adjusted: 0.00 Write Off: 0.00
Worksheet Selection Worksheet Application Worksheet Action Aftachments (0} View Audit L ogs

) save| | ReturntoSearch | | @ Refresh |

Click on the Add New Row Plus (+) icon.

At the Add New Row dialog, accept “1” at the prompt verifying that you would like to add a new row.

4. Click on the OK button.

state.mn.us needs some information

Script Prompt:

Enter number of rows to add:
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5. Complete the new row fields as described below.

Field Name Field Description

Sel Ensure the Sel checkbox is checked.

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 the “On Account” credit; for example, “OA-49".

Reason Select a reason code. Generally, you will use the “OVRPY”
(Overpayment).

Favovr'rtes MainvMenu ) Accounts}ece'rvable ) Payn:ents > Apply ngments > Create Worksheet > Update Worksheet

Payment Worksheet Application

Deposit Unit: 51001 DepositiD: TRND1ARD3 Payment ID: CK 6666 Payment Sequence: 1
Payment Accounting Date: 08/22/2016  Payment Currency: usD
Row selecton
Entry Type: Reason: Q Choice: | Select Range of ltems V| Range: . Go |
Display: Go T Sort All By: | Item hd | Go

Detail2 | Detail3 [ Delaid | Detail5 | Detail

Vi Remit It B N Di: Ci ion Al it -
D:z:l S:': Sel Pay Amt Cur tem ID L;a“r: Unit Customer Type Reason Disc Al::l: Cz::r:ﬂr:;ﬂn moun
B i 52500/ USD | [TRNOTAR00G @ 10Q, [s1001 @ [TRNoD10DG, PY (@ a O =
B 2 2500 USD  [0A113322 | Q [e1001 @ [RNO100Q, (oA @ [ovRPQ, [ [=]
Add with Detail Revenue Distribution Add Conversation Letter of Credit ID:

@ New Window  [#]

4
personalize | Find | view A | B | F Frat B 40012 1 Laet

Amount: 550.00 Remaining: 0.00 Unearned: 0.00
Selected: 525.00 Discount: 0.00 Earned: 0.00
Adjusted: -25.00 Write Off: 0.00
Worksheet Selection Worksheet Application Worksheet Action Aftachments (0 View Audit Logs
:ﬁ Save ,Q Return toSearcn: l’b Refresn:
Click on the Save button.
7. Inthe Balance section, verify that the Remaining amount = 0.
8. Proceed to the next step.
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Step 4: Select the “Batch Standard” Posting Action on the Worksheet Action page

Next, use the Worksheet Action page to set the Iltems for posting.

1. Click on the Worksheet Action link. The Worksheet Action page displays.

Favo_r'rtes Mainyenu > Accnuntsﬁecei\fable 3 Pavrgents > Apply ngments » Create Worksheet » Update Worksheet > Finalize Worksheet

Payment Worksheet Action

Deposit Unit: G1001 Deposit 1D: 132950132 Payment ID: CK#16580
Entered Date: 120452014 Status: Batch Standard

Delete Worksheet Action: Batch Standard A OK
Worksheet Selection Worksheet Application Worksheet Action

B save |£L Returnto Search [Z] Notify

2. WARNING! Make sure to select Batch Standard for the Posting Action.
Note: The Status changes from “Do Not Post” to “Batch Standard”.

3. Click on the OK button.
4. Click on the Save button.

After the ARUpdate process picks up the payment, the customer’s account will be updated.

Other options on the page include:

Worksheet Action Description

Delete Worksheet Click to delete the entire worksheet, plus any accounting entries
created for the worksheet.

Delete Payment Group Click to delete the accounting entries that you create but leave the
worksheet.

Accounting Entry Actions Description

Create/Review Entries Normally, you should not select this option. Instead, you should let
the ARUpdate process create accounting entries.

Having completed this topic, you should now be able to:

e Use a Payment Worksheet to Apply Payments
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Applying Payment On-Account

Topic Overview

When entering a regular deposit, you may not know specific details about how the payment should be applied.
For these circumstances it will be necessary to apply the payment at a higher level, such as the Business Unit or
customer level.

If a payment has been received for an unidentified item (AR) but the customer is known, the corresponding
information for the customer and the Business Unit will be entered on the deposit. This limited information will
ultimately result in an On-Account item being created on the customer's account which can later be applied to the
appropriate item via a worksheet.

After completing this topic, you should be able to:

e Apply a Payment to an On-Account item for the Customer
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Process Steps

Apply Payment On-Account

This topic 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 a,
Deposit ID: begins with 132950133| a,
Payment Sequence: = v

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

Assigned Operator ID: begins with ~ a,
Payment Predictor Method: begins with QL
Accounting Date: = - &

Case Sensitive

Search Clear  |Basic Search Save Search Criteria

4. Click on the Search button.

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.
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Favorites | Main Menu > Accounts Receivable » Payments > Apply Payments > Create Worksheet
&
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 y 5
Customer ltems M Customer ID: 0000000001 & Business Unit: Q FE
SubCustomer 1: Q SubCustomer 2: Q
Name:
Remit SetiD: Remit From ID:
Corporate SetlD: Corporate 1Dz
MICR ID: & Lnkmicr
Reference Criteria
Reference Criteria: Item Reference Personalize | Find | View All | E | B First Kl 1071 O ast
Mone e Qual Code Reference To Reference
Restrict to:
|.i.II Customers 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 | | ReturntoSearch | [Z] Motify | | s 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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Favc»'r'rtes Main'Menu > Accountsfecervable ¥ Payrgents v Apply ngrnents » Create Worksheet > Update Worksheet

1 New Window

Payment Worksheet Application

Deposit Unit: G1001  Deposit ID: 132950133 Payment ID: CK #9999 Payment Seguence: 1
Payment Accounting Date: 12/04/2014 Payment Currency: UsD
Item Action Row Selection
Entry Type: Pay An ltem *  Reasom: Q| Choice: Select Range of ltems e Range: . Go |
ltem Display Conirol
Display: All ltems v G B Sort All By: tem | [6o
Personalize | Find | View A [ 3 First T 46 06 I Last
Detal2 |  Detaila | Detai4 ' Details |  Detai6
View Remit Item - N -
Detail  Seq Sel Pay Amt Cur Item ID Line Unit Customer Type Reason Disc Disc Amt
B M = ([ 200.00 usD | [o0000223185 @, | 1)@ [G1001 @ |[oooooooolq Q Q| @ =
B 2 | 20000, usD | [egoooooo1 (@ [ 1)@ [G1o01 |@ |[oooooooordy Q Q| @ El =
B 3 =l 300.00/ USD | 990000004 @ | 1)@, [G1o01 @ [oooooooo(q, Q | @ Bl =
B 4 B | 3,000.00| |USD | 90000004 |@ [ 2@, [G1001 @ | [00000000(C, Q Q| @ El =
B |5 B ([ 750.00 UsD | [esooo0010 @ [ 1)@ [G1001 |@ |[oooooooold Q Q| @ ] =
B 6 | 75000 usD | [egoo00022 @ [ 1)@ [G1001 |@ |[ooooooooiqy Q Q| @ Bl =
I Add with Detail :Reuenue 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 AuditLogs

.ﬁ Save | .Q Return to Search | l’:; 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 seme information E

S

Enter 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 Receiable > Payments > Apply Payments > Create Worksheet > Update Worksheet
1 New Window E{‘F’ersonalizeF

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: Q Choice: Select Range of ltems ~  Range: | Go
Display: All ltems - 6| ® Sort All By: tem - 6o

13 First Kl 47017 D Last

Personalize | Find | view A1 B | 2

' Detai2 | Detail3 ) Detai4 |[ Detal5 ' Detail6 |
‘D'r:‘; R_‘;::“ Sel Pay Amt Cur item ID :ﬁ‘: Unit Customer Type Reason Disc :':1:: gzpr\:‘r:yion EErET=
B 1 [ o000 usp | [ooooozztesa, [ 14 [sto01 |@ ooooodoid [ @ [ @ ] =
I [ socoo/usp  [esooooooi & [ 1@ [s1001 (@ oocooseda [ @ [ e 1 EE
] [ 30000/ usp | [esoooooos @ [ 1@ [e1001 | foooooooce, [ e [y [ ] B E
B s [ 300000/ usp | [ssooooo0s (@ [ 2@ [sw01 /@ foooooooce [ @ [ @ [ ] EE
B s [ 7s000/usp | [esoooooto (@ [ 1@ [sw01 /@ fooooooote [ @ [ @ [ ] B E
B s [ 75000/ usp | [esooooozz (@ [ 1@ [s1001 @ fosoooooce [ @ [ & ] EE
B 7 [ -7s0o0/usp [oa71s07 @ [ [s1001 @ fooooooocd foa & [ovRPQ [ &l =
‘ Add with Detail | Revenue Distribution Add Conversation Letter of Credit ID:
Amount: 750.00 Remaining: 0.00 Unearned: 0.00
Selected: 0.00 Discount: 0.00 Earned: 0.00
Adjusted: -750.00 Write Off: 0.00
Worksheet Selection Worksheet Application Worksheet Action Atachments (0} View Audit Logs

|E) save | | ReturntoSearch | |4 Refresh |

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

Depaosit Unit: G100 Deposit ID: 132950133 Payment ID: CK #9999
Entered Date: 1210412014 Status: Batch Standard

Worksheet Action Posting Action Accounting Entry Action

| Delete Worksheet | | | Action: BatchStandard v | OK || || Greate/ReviewEntries ]

| DeleteRPayment:Group |

Worksheet Selection Worksheet Application Waorksheet Action

/B save | & RetumtoSearch | [=] Notify |

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

4. Click on the Save button.

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

Faworkes  Man Menu > Accounts Receanable @  Customer Accotnbs >  Customer Information > Customer Activity
tew Window [ Personalize Page JBh
B Direct Joumal
Setll: G100 O, upie G1001 O, cusiomer: BI0D00001 0, Hennagin County Research Planning & De Leved: Ho Rilatonship

Accty Date From:

120172014 [ Acctg Date To:
EPRNN  Achvityz | Achviyd | Actviyd || ActviyS

- Search

12042014 [

Aty § D
Accig Date tem 1D Line Entry Type Entry Reason Entry Amount Entry Currency Uit
12032014 1PY -300.00 USD G1001
121032014 1PY -750.00 USD G100t
120042014 00A OVRPY 75000 USD G1001

Having completed this topic, you should now be able to:

Apply a Payment to an On-Account item for the Customer
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Unposting a Payment Applied to the Wrong Item or Customer
Topic Overview
This topic shows you how to “unpost” a payment that has been applied to the wrong AR Item or Customer. You'll

need the AR Receivable Supervisor role to unpost a payment. Once the payment is unposted and the ARUpdate
process has run, the payment can be manually applied to the correct Item or Customer.

After completing this topic, you should be able to:

e Unpost a Payment
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Process Steps

Unpost a Payment Applied to Wrong Item or Customer

This topic covers the process for unposting a payment applied to the wrong Item or Customer.
Steps to complete:

e Step 1: Locate Relevant Information for the Unposting Process

e Step 2: Unpost the Payment

e Step 3: Run the ARUpdate Process Manually

e Step 4: Update the Deposit Payment tab with the Correct Item/Customer

e Step 5: Manually Apply the Payment
Step 1: Locate Relevant Information for the Unposting Process
After you have identified an Item that was incorrectly paid, you will need to find out more information so you can
unpost the payment. Several screens are available to use. This example uses the Item List page with the
Advanced Search option.

Begin by navigating to the Item List page.

1. Navigation Links: Accounts Receivable, Customer Accounts, Item Information, Item List.

Favorites | Main Menu > Accounts Receivable » Customer Accounts > Item Information = Itemn List

) Advanced Search

SetiD: G1001 [ ypit: G1001 /@ customer: Q sLevel: No Relationship v

*Status: Open i Sienuils Advanced Search

Range: GO Select All Deselact All Salect Action. - GO
Debits: Debit Amount: Currency:

Credits: Credit Amount: Currency:

Total: Total Amount: Currency:

Selected: Currency:

i Refresh

Iltem List | Advanced Search

2. Atthe Item List page, click on the Advanced Search link to search by Item ID.

3. Click on the Status field Lookup and select “ALL” so your search is not limited to only open invoices.
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4. Inthe Reference Data section, enter the Item ID that you want to unpost.

Favorites Main Menu > Accounts Receivable » Customer Accounts > Item Information > Item List

W INE S Advanced Search

SetiD: G1001 Q. ynit: 61001 @ customer: [TRN0100006 QU ALBERT LEA CITY OF*Level:
*Status: Al V| Search Preferences: | [ a
. search  Cancel  Clear - save . Delete

~ ltem Responsible Parties
AR Specialist: Equal d Q,

Credit Analyst: | Equal v Q

Broker ID: | Equal | | Q

Collector: | Equal v| Q
Sales Person: | Equal V| Q,

~* Reference Data

item ID: |Equal v| [TRNO1ARD16

Entry Type: | Equal v| Q

5. Click on the Search button. The Item List page displays with the selected Item displayed in the Item List
section.

Favorices | Main Menu » AccountsReceivable > Customer Accounts » Item Information » Item List

m' Advanced Search

@ Mew Window

SetiD: G1001 |Q Unit: G1001 /A customer: Q “Level: No Relationship v
*Status: Al A

Advanced Search

Account Overview
Row Selection Item Action

Range: | G0 || SeledtAl || DeselectAl | Select Action... v L eo

s i n n
Item List Personalize | Find | View Al | = | = First 10f1 Last

@500 Detailz ) Detaila [ Detail4 ) Defais |  Details '
N S B Entry Entry Days Item
Nbr Select  Hem Line  Activities Unit CustomerID  Status Terms Type e Due = P Cur
1 O TRMO1ARD16 1 4/G1001  TRNO100006 Closed MET30 N 09/08/2016 -1 UsD

Search Result Totals

Debits: 1 Debit Amount: Currency: usD
Credits: Credit Amount: currency: usD
Total: 1  Total Amount: Currency: usD
Selected: Currency:

6. Click on the Item ID link in the Item column. The Item Details pages display with the Detail 1 tab selected.
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7. Click on the Item Activity tab. The invoice and payment activities display for the Item.

Favarites | Main Menu > Accounts Recevable :  Customer Accounts > Tem Information > Ttem List
B pew
Detail 1 Detail 2 Deetail 3 "E'-l"*-i-"- \C "'Z‘“"' ftemn Accounting Entries ftern Audit History
Unit: G001 Customer: TRNO100006ALBERT LEA CITY OF
Hem ID; TRMO1ARD1E Line: 1 Days Late: -2 Status: Closed
Balance: 0.00 usD
R B A= i g Iy
| e ACtVOBeS ————_____________ Fud]|Viv
Sequence: | Accounting Date: 0&082016 Posted Date: 08M 02016
Entry Type (] Reason: Voucher iD:
Document: Amount: 750,00 USD
Group Unit: 1001 Group 10 13731 Billing
Sequence: 2 Accounting Date: OW0E2016 Posted Date: 0062016
Eniry Type FY Reason: Worksheet Reason: Voucher I:
Document Amount: -750.00 USD
Group Unit: 21001 Group 1D: 13854 Payrmiant
Deposit Unit: c1001 Depasit 1D: 132850132 Payment ID: CHK 4986
Spit 400 Comversalion Vigw AUt Logs
OK Cancel Apply
Detall 1 | Defall 2 | Detail 2 | em Activty | tem Accounting Entries | ltem Audit History

8. Make note of detailed information for the Payment Line that you must unpost, including the Payment
Sequence, Group ID, Payment ID, and Deposit ID. WARNING! Make sure that you are noting the
information for the Payment (PY) activity.

Step 2: Unpost the Payment
Begin by navigating to the Payment Group search page to access the original deposit and unpost it.

1. Navigation Links: Accounts Receivable, Receivables Update, Unpost Groups, Payment Group.

2. Atthe Payment Group page, accept the default Deposit Unit (the Business Unit) or select a different
Deposit Unit.
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3. Enter the other applicable search criteria collected in Step 1, including Deposit ID, Group ID, Payment
Sequence, and Payment ID.

Favo'rites MainvManu > A:countsliecarvahla B Ra:emb\ssuudata > unpost'Gmups > Payment Group

Payment Group
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: zl WQ
Deposit ID: begins with |[132950182

Payment Sequence: |= V‘ |

Payment ID: oegins with V||

Payment Type: = hd hd
Entered Date: = v | El

Posted Date: = v | El
Assigned Operator ID:| begins with ™ |

[[Jcase sensitive

Search Clear |pasic Search [§] Save Search Criteria

Search Results

View All First [q] 1-20f2 [3] Last
Deposit Unit DepositID Payment Payment ID Group Unit Group ID Payment Type Origin ID Entered Date Posted Date Assigned Operator ID
G1001 132950182 1 CK 4986 1001 13804 |Payment PS AR |09/06/2016 09/06/2016 TRNO1
G1001 132950182|2 CK 5000 |G1001 13895 Payment PS AR |09/06/2016 |09/06/2016 TRNO1

4. Click on the Search button.

5. If more than one payment displays in the Search Results section, click on the payment you want to
unpost. The Payment Control page displays, showing information from the deposit.

Favorites = Main Menu » Accounts Receivable > Receivables Update > Unpost Groups > Payment Group

Payment Control Options Action

Deposit Unit: G1001 Deposit ID: 132950182 Payment ID: CK 4986
Accounting Date: 09/06/2016  Approved By: TRMNO
Group Type: g ayment
Origin ID: PS_AR PS AR Control: usD Format: UsD
Payment Type: Payment
Control Data
Control: -750.00| *Count: 1 Received: 09/06/2016
Entered: 750.00 Count: 1 Entered: 09/06/2016
Difference: 0.00 Count 0 Posted: 09/06/2016
Posted Count Assign: TRNO1
sted: -750.00 Count: 1 User: TRNO
Group Status
Edit Status: Edited Accounting Entries: Balanced
Balanced: Yes Posting Action: Do Mot Post
Posting Status: Complete

B save | | RetumtoSearch | [t previovs st | (B Nextinust| [ notity |

Payment Control | Options | Action

Released October 31, 2016 (Version # 5)

Page 130



3, State of Minnescta

T/ SWIFT >

e e AR-BI3 Accounts Receivable Advanced User Guide

6. Click on Options tab.

7. Click on the Unpost Reason Lookup button and select a Reason.

Favorites | Main Menu »  Accounts Receivable » Receivables Update : Unpost Groups > Payment Group

- - -

Payment Control Action

Unit: G1001 Group ID: MEXT Description: Unpost

+| Keep Original Document Type

Unpost Reason; PAYMENT Q Payment Worksheet Unpost
Accounting Date: 09/06/2016 [5) Edit Accounting Date
F save | [S. Returnto Search +E| MextinList | |[[=] Motify

Payment Control | Options | Action

8. The Accounting Date should be the current date. If necessary, click on the Edit Accounting Date
checkbox and change the date to the current date.

9. Click on the Save button.
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10. Click on the Action tab.
11. WARNING! You must select the “Batch Standard” Action in the Posting Action section.
12. Click the OK button.

Favortes | Main Menu > Accounts Receivable > Receivables Update » Unpost Groups » Payment Group

Payment Contral ' Options

Unit: 51001 Unpost Group ID: 13896 Description: Unpost Accounting Date: 09/06/2016
Action: Batch Standard

Delete Unpost Action: | Batch Standara V|| OK Review Unpost Now
[El save . Return to Search +[E] Mextin List Motify

Payment Control | Options | Action

Step 3: Run the ARUpdate Process Manually
Next the ARUpdate process must be run to unpost the payment and create accounting entries in the General
Ledger (GL). It is recommended that you run this process manually, rather than waiting for the batch process to

run. This process removes the payment from the Item and reopens the Item.

Refer to the “Running the ARUpdate Process” topic for assistance.

Step 4: Update the Deposit Payment tab with the Correct Item/Customer

Next, update the deposit Payment tab with the correct Item or Customer. Begin by navigating to the Regular
Deposit page.

1. Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.

2. Accept the default Deposit Unit or enter a Deposit Unit.

3. Enter the Deposit ID for the original deposit.

4. Click on the Search button. The Regular Deposit page displays.
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5. Click on the Payments tab. If more than one payment was in the deposit, use the arrow keys to navigate
to the payment you unposted. You are able to edit the unposted payment information.

Note: In this example, the deposit Reference Information section displays the incorrect Item ID.

Favorites ' Main Menu > Accounts Receivable > Payments : Online Payments > Regular Deposit

& New Win

Unit: G1001 Deposit ID: 132950182 Date: 09/06/2016 Balance:

Balanced
Payment Seq: 1 *Payment ID: CK 4886 *Accounting Date: 09/06/2018 =
Amount: 750.00 Currency: UsD
Rate Type: CRRNT Exchange Rate: 1.00000000

[] payment Predictor [ Journal Directly [IRange of References

Payment Method: (0 View Audit Logs
Customer ID: Q Business Unit: Q =
Remit From: Remit SetiD:
Name:
Corporate: Corporate SetlD:
SubCust1: SubCust2:
WICR ID: Q Link MICR

Detail References
Reference Information

Personaiize | Find | view 41| B | 3 First X 4071 1 Last

‘Qual Code Reference To Reference

i @ [TRNO1ARO16 Q |

B =

Save | |£L Return to Search Notify % Refresh EvAdd| | UpdateDispiay
il

Totals | Payments

WARNING! Do not check the “Payment Predictor” option. (If the Payment Predictor option is checked, the
payment will be reposted when the batch processes run again.)

7. Update the Reference and/or Customer Information sections with the correct Item and/or Customer.

Favorites | Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposi

& New Wi

Unit: G1001 Deposit ID: 132950182 Date: 09/06i2016 Balance: Balanced
Payment Seq; 1 *Payment ID: CK 4086 *Accounting Date: 09/06/2016 ] B
Amount: 750.00 Currency: usp
Rate Type: CRRNT Exchange Rate: 1.00000000

[] payment Predictor [ Journal Directly [IRange of References

Payment Method: Attachments (0 View Audit Logs
Customer ID: Q Business Unit: Q =
Remit From: Remit SetiD:
Name:
Corporate: Corporate SetiD:
SubCusti: SubCust2:
WMICR1D: Q Link MICR

Detail References
Reference Information

Personalize | Find | Viev Al | B8 | 88 Fist K 4 o7 ¢ T Last

Qual Code Reference To Reference

1] @ [TRM024R016 a

E =

[5) Save &\ ReturntoSearch | |[Z] Notify | |4 Refresh Er Add Update/Display,

Totals | Payments

8. Click on the Save button.
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Step 5: Manually Apply the Payment

Next, you will navigate to the Create Worksheet page and manually apply the payment. (Navigation Links:
Accounts Receivable, Payments, Apply Payments, Create Worksheet.) If you need assistance with this step, refer
to the “Using a Payment Worksheet to Apply Payments” topic.

Having completed this topic, you should now be able to:

e Unpost a Payment
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Lesson Summary

After completing this lesson, you should now be able to:
e Use Searches and Queries to Check for Incomplete Payment Worksheets
e Use a Payment Worksheet to Apply Payments
e Apply a Payment On Account

e Unpost a Payment Applied to the Wrong Item or Customer
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Lesson 4: Performing AR Account Maintenance

Lesson Overview

Maintaining SWIFT Receivables is the process of keeping accounts receivable balances as accurate as possible.
This lesson includes instructions for performing AR Account Maintenance of customer accounts.

Worksheets are processed in AR to apply credits and “on account” payments, to process refunds and write-offs,
and to transfer items to other customers. Items can also be updated to place them in dispute or collections.

Performing AR Maintenance

Maintenance Worksheets to
Apply Credits/On Account
(Offsets), Refunds, and
Write-offs

Transfer Worksheet

Update ltem Details to place
ltem in Dispute, Collections

After completing this lesson, you should be able to:

e Apply Credit Bills or On Account Amounts
e Write-off an AR Item

e Process Refunds

e Transfer an Item to a Different Customer

e Update Item Details
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Topic Overview

Maintenance Worksheets are used for various processes, including applying Credit Bills and On Account amounts
to customer accounts.

This topic provides a detailed overview of Maintenance Worksheet pages and processing. Upcoming topics will
provide processing instructions for specific maintenance actions.

The steps to process a Maintenance Worksheet include:

e Step 1: Create the Worksheet and Complete the Worksheet Selection tab
e Step 2: Complete the Worksheet Application tab
e Step 3: Complete the Worksheet Action tab
Step 1: Create the Worksheet and Complete the Worksheet Selection tab
You will begin by creating the worksheet on the Create Worksheet page.
1. Navigation Links: Accounts Receivable, Receivables Maintenance, Maintenance Worksheet, Create
Worksheet.
2. Click on the Add New Value tab.
3. Accept the default Business Unit or enter a Business Unit.

4. Accept the default “NEXT” in the Worksheet ID field and the system will assign the next number available
after you save the worksheet.

Favorites - Main Menu > Accountszecei\'abIe > Recei\fab\esya\ntenance y Maintenancg\-“.’orksheet > Create Worksheet

Create Worksheet

Find an Existing Value

Worksheet Business Unit:|G1001 |G,
Worksheet ID: NEXT

Add

Find an Existing Value | Add a New Value

5. Click on the Add button.
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The Worksheet Selection page displays. Use the Worksheet Selection page to select the items that you
want to work with.

e You can select Iltems by customer using the fields in the Customer Criteria section or by Item using
fields in the Reference Criteria section. You can also use the Customer and Reference criteria in
combination.

Note: The Worksheet Matches tab is not used in Minnesota.

Favorites - Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet

7 New Windd
WG BRI (W Worksheet Matches
Unit: 1001 Worksheet ID:
Customer Criteria
*Customer Criteria: Customer Reference Find | View Al First K 1 of 1 I Last
Customer ltems - F[E
CustID: 0000000002/ Q, Business Unit: G1001 Q
Name: City of Plymauth
Remit SetiD: 1001 Remit From ID: 0000000002
Corporate SetiD: 21001 Corporate ID: 0000000002
Rate Type: CRRNT |Q Acctg Date: 12/05/2014
MICR ID: (i kI CR |
Reference Criteria
Reference Criteria: Item Reference Personalize | Find | Views A1 | B | 35 First B g or 1 O Laat
MNone
*Restrict to: Qual Code Reference To Reference
All Customers -] Q | Q, =l
*Match Rule:
Exact Match -
Anchor BU:
&}

Item Inclusion Options

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

Exclude Deduction ltems Exclude Collection Items Exclude Dispute ltems
Item Selection Filter

Acctg Date From: El Acctg Date To: El
AR Specialist: &} Deduction Reason: Q Broker ID: &}
\Worksheet Action
| Build | | Clear | Created Date/Time: Number of items in worksheet: 0
Worksheet Selection Waorksheet Application Waorksheet Action

6. Optionally, enter information in the Customer Criteria section.

Field Name Description

Customer Criteria The default is “None”. Accept the default to allow the broadest search.
Other options available in the drop-down list allow you to restrict the
type of items searched to “Corporate Items,” “Customer Items,” or
“Remit From Items”.

Cust ID Enter the Customer ID or click on the Lookup icon to search for and
select a Customer ID.
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Field Name Description

Rate Type Always “CRRNT.

Acctg Date Accept the default current date. Generally, this should not be changed.
MICR ID and Link MICR These are not used in Minnesota.

button

7. Optionally, enter information in the Item Criteria section.

Field Name Field Description
Reference Criteria Must = “Specific Value”. After you enter the Reference, the value will
automatically change to “Specific Value”.
Restrict to Accept the default “All Customers”.
Match Rule Accept the default “Exact Match”.
Qual Code Select “I - Item”.
Reference Enter the Item reference number or click on the Lookup to search for the
Iltem.
Note: Use the Add New Row (+) icon to enter additional reference
numbers. When you select specific Items, they will populate to the
Worksheet Application page already selected in the next step.
Anchor BU Enter the Business Unit, if not already supplied in the Customer Criteria
section.
Currency Accept the default "USD".
*Reference Criteria: B (] v ]
SpecificValue
*Restrict to: Qual Code Reference To Reference
All Customers + @ [o0000223217 Q =
r;‘;gﬁ::gh i @ [o0000223217CR a =]
Anchor BU:
Q
Currency:
usD Q

8. Optionally, enter Item Inclusion Options. The Item Inclusion Options section allows you to control your
search by including or excluding certain types of items.

Item Inclusion Options

Description

All Items

The default is to include all items. Generally, you will accept the default.

Exclude Deduction Items | This option is not currently used in Minnesota.

Deduction Items Only

This option is not currently used in Minnesota.

Exclude Collection Items | Exclude Collection Items from the worksheet.
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Item Inclusion Options

Description

Items in Dispute Only

Include only Items in Dispute.

Exclude Dispute Items

Exclude Items in Dispute.

Item Inclusion Options
@ All ltems

[C] Exclude Deduction tems

) Deduction Items Only

[C] Exclude Collection Items

@) Items in Dispute Only

[l Exclude Dispute Items

9. Optionally, enter Item Selection Filter parameters.

Item Selection Filters

Description

Accounting Date From

Use this to search within a specified date range.

Accounting Date To

Use this to search within a specified date range.

AR Specialist

This field is not used in Minnesota or is not meaningful.

Deduction Reason

This field is not used in Minnesota or is not meaningful.

Broker ID

This field is not used in Minnesota or is not meaningful.

Item Selection Filter

)
[ &

Acctg Date From:

AR Specialist:

Acctg Date To:

Deduction Reason:

E

[« [ a

Broker ID:

Step 2: Complete the Worksheet Application tab

After you have selected your criteria, you will create the worksheet.

1. Click on the Build button. The Worksheet Application page displays with Items in the list that match your
criteria. Notice that the Items you selected in the Reference Criteria section are already selected.

ghrichiiem Group View

Dr: 525.00 Ccr -525.00 Adj:

Workshest Selection Worksheet Application

ﬁ Save Q Return to Search E Nnt\fy: f:; Refresh

Fa\rovrrtes Ma\nvMenu > Accountsjecervable > Receivab\evaaintenaﬂce > Maintemanchorksheet > Create Worksheet » Update Worksheet

Worksheet Application Anchor Information
Unit 31001 Worksheet ID: 7540 Currency: usD Accounting Date: 12112/2014 Reason Code: Q
Item Action Row Selection Display Control
Entry Type: Offsetan ltem - Choice: Select Range - Display: All ltems - | G | ﬁ
Reason: Q. Range: . Geo
i personalize | Find | View Al | 8 | = First K 45 073 ' et
Detail? ' Detaild [ Detaid4 [ Detail5 ' Detsi
View Detail :‘:: Sel MHem Balance Currency Item ID Line Type Reason Unit Customer
% 1 525.00 |USD 00000223217 1|MT Q Q, [c1001 0000000002 =l
% 2 -525.00) \USD 00000223217CR 1|MT Q Q, [G1001 0000000002 =l
B 3 ] 750.00, USD 990000022 1 Q Q, 61001 0000000002 =

Net: 0.00 wo: 000 Ref: 0.00
Worksheet Action Aftachments (0} View Audit Loas

0 New Window [,/

Revenue Distribution
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The header of the Worksheet Application page (on the far right) includes these areas and links:
Header Fields Description
Anchor Information link Displays the Anchor Business Unit and Anchor Currency; these were
set on the Worksheet Selection page.
Reason Code field This field is not used in Minnesota, but there are other fields on this
page with the same name that are used.
) ) ) ) ) I_Elr-le-.» Window _,/ H
Worksheet Application Anchor Information
Unit: G1001 Worksheet ID: 7540 Currency: usD Accounting Date: 121212014 Reason Code: Q
Entry Type: Offzet an Item - Choice: Select Range - Display: All ltems - Go fﬂi
Reason: (&} Range: Go

2. The Item Action section sets the action taken for all of the Items selected in List. The default is “Offset an
Item” which is used for applying Credits and On Account amounts. To change the default settings and
apply new settings to all of the items in the list, do the following:

a. Inthe Row Selection section, select “Deselect All” in the Choice field and click the Go button.
b. Inthe Item Action section, select the desired Entry Type and Reason.

c. Inthe Row Selection section, select “Select All” in the Choice field, and click the Go button.

Item Action Fields Description

Entry Type The field defaults to “Offset an Item.” Other options are “Refund A
Credit,” “Write-off A Credit,” and “Write-off A Debit.

Reason Available options are contingent on the Entry Type selected above
and, in some instances, such as “Offset an Item”, there are no valid
reasons.

3. The Row Selection section allows you to select or deselect all items in the Item List or to select or
deselect a range of items from the list. To apply these settings, select the display filter and then click GO
to update the Item List.

Row Selection Fields Description

Choice The options are “Deselect All,” “Deselect Range,” “Select All,” or
“Select Range”.

Range You can choose the “Select Range” Choice option above and then
enter the range of items to include on the worksheet, using the
Sequence Number; ex. “2-5" to select items 2 through 5.

Note: This feature applies only when multiple items are selected on
the Worksheet Selection page, either by entering a range of reference
numbers or by entering a customer number.
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4. The Display Control section can be used to filter the items displayed on the Item List. To apply these
settings, select the display filter and then click GO to update the Item List. There is also a currency
conversion symbol in this section, but all SWIFT transactions are processed in USD, so this is not used.

Display Control Fields Description
Display The options include “All Items,” “Blank,” “New Items,” “Other,”
“Selected,” and “Unselected.”

5. The Item List section was built based on the details entered on the Worksheet Selection page.

The Item List section has six detail tabs. The default view is the Detail 1 tab. The other views display

related information about the items in the list, such as payment information (e.g., due date, days late) and
customer information. The fields described below are on the Detail 1 tab.

Fa\.'ovrrtes Malny\enu ¥ .-\ccuuntsfecewab\e > Recen'ableslda\ntenance b3 Ma\ntenancg\-ﬂ.’orksheet » Create Worksheet » Update Worksheet
& New Window [ P
Worksheet Application Anchor Information
Unit:  G1001 Worksheet ID: 7540 Currency: usD Accounting Date: 121202014 Reason Code: Q
Entry Type: Offset an ltem - Choice: Select Range - Display: All ltems - Go :ﬁ
Reason: (&} Range: Go
B e B o
|| Detail 2 Detail 3 Detail 4 Detail 5 Detail &
View Detail :Zi Sel Item Balance Currency Hem ID Line Type Reason Unit Customer
% 1 v 525.00, \USD 00000223217 1/|MT Q Q, |G1001 0000000002 =
B 2 W -625.00/ \USD 00000223217CR 1|MT Q Q [G1001 0000000002 =
B 3 750.000 USD 990000022 1 Q. G, |G1001 0000000002 =
ialebiic iy Gro Revenue Distribution
Dbr: 525.00 cr -525.00 Adj: 0.00 Het: 0.00 WwWo: 0.00 Ref: 0.00
Waorksheet Selection Worksheet Application Waorksheet Action Aftachments (0) View Audit Logs
[E save | |\ ReturntoSearch |[=] Notify | | s Refresh
Field Name Description
View Detail Click this icon to display the Worksheet Application Detail View page

with additional information about the item.

Note: This option can be helpful when you receive an error message
indicating that the item is already in another group (on another
worksheet). The Worksheet Application Detail View page includes a
link to view the item in other groups. You must delete it from other
groups in order to add it to your worksheet.

Seq Nbr (display only) Shows the sequence number of the item within the list; used when
selecting a range of items in the Row Selection section above.

Sel Click on the Sel checkbox. This field must be checked for the item to
be included on the worksheet.
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Field Name

Description

Item Balance

The amount of the Item. If you are applying a partial credit to an Item,
you may need to reduce the Item Balance amount for the original
invoice to match the partial credit amount. The sum of all of the debits
you select must equal the sum of the selected credits. The system will
automatically add a line for the balance of the Item to the Item List and
this amount will remain an open amount on the Customer’s account.

Currency (display)

Always USD.

Item ID (display)

The item number.

Line (display)

Line number within the item number; some receivables may have
multiple line numbers.

*Type The type of action being taken against the item. Options include:
MT (Offset an Item) Use to apply Credit Bills and On Account amounts
to customer accounts; RC (Refund a Credit); WOC (Write-off a Credit);
WOD (Write-off a Debit).

Reason The item action Reason Code. The Type and Reason fields here are

the same as Entry Type and Reason in the Item Action section
above, but for a specific line rather than the entire worksheet. If you
enter the Type and Reason by line here, then you do not need to
complete the same fields in the Item Action section. Some Types do
not have an associated Reason.

Unit (Display only)

The Business Unit for the item.

Customer

The Customer ID on the item.

Group View Link

Displays groups of matching debit and credit items. Click on the
Return to Normal View link to return to the normal view.

Revenue Distribution Link

This is not used in Minnesota.

Write-Off Remaining
Amount Link

Note: You may also see a Write-Off Remaining Amount link. This is
not used in Minnesota.

You can modify the list directly from the Worksheet Application page by adding or deleting items.

To add items to the list:

Add Options

Description

Click the Add New Row
(Plus sign) icon

This option opens a new, blank row below the row you clicked on. You
can enter or look up the details of a specific item to add.

Click the Add Item button

This option opens a new page to enter or look up the Business Unit,
Customer ID, and Item ID. Click OK to return to the Worksheet
Application page.
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To delete items from the list:

There are two options for deleting items from the list. Which you choose depends on whether you want to
remove the item completely or simply want it excluded from the worksheet processing at this time.

Delete Options

Description

Click the Delete Row (minus sign) icon

This option removes the item from the list.

Click the Sel checkbox to Deselect an item
before saving

This option causes SWIFT to ignore this item when
posting the worksheet.

The Balance Section shows the net credits and debits to be processed when the worksheet is posted.

Dr: 525.00 Cr -525.00 Adj: 0.00 Net: 0.00

Worksheet Selection Worksheet Application Worksheet Action

.E Save | ..Q Return to Search | .El Motify ' Refresh |
]

Favo'rrtes : Ma\n'Menu > Accountsfece'rvab\e > Recer\rab\esvmaintenance > Maintenanchorksheet » Create Worksheet : Update Worksheet

Worksheet Application Anchor Information
Unit: 31001 Worksheet ID: 7540 Currency: usD Accounting Date: 121122014 Reason Code: aQ
Row Selection
Entry Type: Offset an ltem - Choice: Select Range Display: All ltems * | Go | f‘.ﬁ
Reason: Q Range: o Go
Personalize | Find | View Al | % First K1 4-3 073 I Last
Detail2 | Defail 3 | Defail4 [ Defail5 |  Defai&
View Detail :Z‘: Sel Item Balance Currency Item ID Line Type Reason Unit Customer
% 1 52500 USD 00000223217 1|MT Q Q, 61001 0000000002 =l
% 2 -625.00| USD 00000223217CR. 1|MT s} QG100 0000000002 =
B 3 B 75000/ USD 990000022 1 Q Q61001 0000000002 =
ablehiie Group View Revenue Distribution

& New Window  [# A

WO: 0.00 Rel: 0.00
Aftachments (0 View Audit Logs

To Delete the Worksheet

If there are errors on the worksheet, or you just want to start over, you can go to the Worksheet Action page
and click on the Delete Worksheet button in the Worksheet Action section. See the next step.
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Step 3: Complete the Worksheet Action tab
Next, use the Worksheet Action page to set the Items for posting.

1. Click on the Worksheet Action link. The Worksheet Action page displays.

Favorites : Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet » Create Worksheet : Update Worksheet » Finalize Worksheet

& Mew Window  []

Worksheet Action
Unit: G100 Worksheet ID: 7534 Accounting Date: 12/05/2014
Status: Batch Standard
Delete Worksheet Action: Batch Standard - OK

Worksheet Selection

Waorksheet Action

Bl save L Returnto Search [=] Notify

WARNING! Make sure to select “Batch Standard” for the Action in the Posting Action section. If you
leave the default “Do Not Post”, the information will be saved, but the transaction will not be posted.

3. Click on the OK button.

4. Click on the Save button. Note: the Status field now displays “Batch Standard”.

The transactions included on this worksheet will be picked up the next time the ARUpdate process runs and will
be posted to the customer’s account.
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Applying Credit Bills or On Account Amounts (Offsetting Debits and
Credits)

Topic Overview

Maintenance worksheets can be used to offset debits and credits in order to close these items on a customer's
account.

You will use maintenance worksheets to apply credits to ltems on a customer’s account that result from:

e Credit bills from the SWIFT Billing Module
e Payments not applied to an open item (On-accounts payments)

For example, a credit bill will be offset by the original invoice using a maintenance worksheet. A payment applied
“On Account” will be offset by the open invoices you select on a maintenance worksheet.

In order to close an existing credit, the credit must be offset against a debit using a maintenance worksheet. You
can offset a single debit using several credits. For example, if a customer has 2 credits on its account for $100
and $250 each and a debit for $350, the 2 credits can be used to offset the $350 debit. All items will be closed
after the worksheet used to perform the offset is posted by the ARUpdate process.

After completing this topic, you should be able to:

e Offset Debits and Credits
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Process Steps

Apply Credit Bills or On Account Amounts (Offset Debits and Credits)
This topic covers how to use a Maintenance Worksheet to offset debits and credits on a customer’s account.
In this example, the credit on the customer's account was created in the SWIFT Billing module when a credit bill

was created for an existing invoice. The credit bill was sent to SWIFT Accounts Receivable by the Single Action
Invoice process and loaded to the customer's account by the ARUpdate process.

As a result of this activity, the customer's account has two open items. One is the original invoice with a debit of
$525. The other is the credit bill, with a credit of $525.

Favorites = Main Menu > Accounts Receivable > Customer Accounts > Item Information > Item List
- - - - -
LEl MNew Window __./ Personalize Page
) Advanced Search
Setin: G1001 O, ypit G1001 @,  customer: 0000000002 Q ity of Plymouth *Level: No Relationship -
*Status: Open M L. Sear : Advanced Search
Add Conversation \ceount Qverview
Range: GO Select All Deselect All Select Action... - GO
i ]
|| Detail 2 Detail 3 Detail 4 Detail 5 Detail 6

== Select Hem Line Activities Unit Customer ID Status Terms iy il Due LTE = Cur
Nbr Type Reason Late Balance

1 00000223217 1 1G1001 0000000002  |Open NET30 [I\] 12172014 -12 525.00USD

2 00000223217CR 1 1/G1001 0000000002  Open NET30 CR 01/04/2015 -30 -525.00/UsSD
Debits: 1 Debit Amount: 525.00 Currency:
Credits: 1 Credit Amount: -525.00 Currency:
Total: 2 Total Amount: Currency: usb
Selected: Currency:
s Refresh

Itemn List | Advanced Search

Once you complete the Maintenance Worksheet and ARUpdate has been run, both items--the credit and debit--
will be closed.

Steps to complete:

e Step 1: Create a Maintenance Worksheet and Select Criteria for the Items to Include on the Worksheet
e Step 2: Select the Items to Offset on the Worksheet Application page

e Step 3: Set the Worksheet Items for Posting on the Worksheet Action page
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Step 1: Create a Maintenance Worksheet and Select Criteria for the Items to Include on the Worksheet
First, you'll create a maintenance worksheet. Begin by navigating to the Create Worksheet page.
1. Navigation Links: Accounts Receivable, Receivables Maintenance, Maintenance Worksheet, Create
Worksheet.
2. Click on the Add New Value tab.
3. Accept the default Business Unit or enter a Business Unit.

4. Accept the default “NEXT” in the Worksheet ID field and the system will assign the next number available
after you save the worksheet.

Favorites - Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet » Create Worksheet

Create Worksheet

Find an Existing Value

Worksheet Business Unit:|G1001 | C
Worksheet ID: MNEXT

Add

Find an Existing Value | Add a Mew Value

5. Click on the Add button. The Worksheet Selection page displays. Use the Worksheet Selection page to
select the items that will appear on the worksheet.

e You can select ltems by customer using the fields in the Customer Criteria section or by Item using
fields in the Reference Criteria section. You can also use the Customer and Item Criteria sections
in combination.

6. Optionally, enter information in the Customer Criteria section.

¢ In this example, the Customer ID is used and all open items for the customer will be brought into the

worksheet.

Field Name Field Description

Customer Criteria The default is “None”. Accept the default to allow the broadest search.
Other options included in the drop-down list allow you to restrict the type
items searched to “Corporate Items”, “Customer Iltems”, or Remit From
ltems”.

Customer ID Enter the Cust ID or click on the Lookup to search for and select a
Customer.

Business Unit Accept the Business Unit default or enter a Business Unit.
Note: once you select the Business Unit, SWIFT populates the other fields
in the Customer Reference section.
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VLB Worksheet Matches |

Favorites - Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet

Unit: G1001 Worksheet ID: MNEXT
Customer Criteria
*Customer Criteria: Customer Reference Find | View Al First K 1 of 1 D st
Customer ltems - . F[E
CustiD: 0000000002 Q Business Unit: G1001 Q
Name: City of Plymauth
Remit SetiD: 1001 Remit From ID: 0000000002
Corporate SetiD: 51001 Corporate ID: 0000000002
Rate Type: CRRNT Q@ Acctg Date: 1210512014
MICR ID: | LinkMIGR |

7 New Windd

*Reference Criteria:

MNone

*Restrict to: Qual Code

Reference Criteria

e

Item Reference

|
Personalize | Find | View A1 | B | 35 et B g or 1 O Laat

Reference To Reference

All Customers

Q | Q H/ =

*Match Rule:
[ Exact Match
Anchor BU:

[ &

@ All ltems

Exclude Deduction ltems

Item Inclusion Options

(© Deduction ltems Only
Exclude Collection ltems

@) Items in Dispute Only
Exclude Dispute ltems

e
[ &

Acctg Date From:

AR Specialist:

Item Selection Filter

Acctg Date To:

Deduction Reason: Broker ID: Q

Worksheet Action

| Buld |

Created Date/Time: Number of items in worksheet:

Worksheet Selection

Worksheet Application Worksheet Action

7. Optionally, use the Reference Criteria section to specify which items will be selected when you build the

worksheet.

¢ In this example, no Reference Criteria is entered so the worksheet will contain all open items for the
customer.
Field Name Field Description

Reference Criteria

Must = “Specific Value”. After you enter the Reference, the value will
automatically change to “Specific Value”.

Qual Code

Select “I - ltem”.

Reference

Enter the Item reference number or click on the Lookup to search for the
Item.

Note: Use the Add New Row (+) icon to enter additional reference
numbers. When you select specific Iltems, they will populate to the
Worksheet Application page already selected in the next step.
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Field Name Field Description
Anchor BU Enter the Business Unit if not already supplied in the Customer Criteria
section.

8. Optionally, use the Item Inclusion Options section to indicate whether certain types of items will be

included or excluded from the worksheet.

e The default value is “All Items”. This example will use the default so all open items for the customer

will be included on the worksheet.

9. After setting your criteria, click the Build button. The Worksheet Application page displays. In this

example, all open items for the customer displays, including the credit and the debit items.

Favorites - Main Menu > Accountszece'wabIe > Rece'rvablevaaintenance > Maintenance Worksheet > Create Worksheet > Update Worksheet
& New Window & H
Worksheet Application Anchor Information
Unit: G1001 WWorksheet ID: 7534 Currency: Accounting Date: 12/05/2014 Reason Code: Q
Entry Type: Offsetan ltem - Choice: Select Range - Display: All ltems - Go R
Reason: a, Range: Go
i 4 o
)" Detail 2 Detail 3 Detail 4 Detail 5 Detail &
View Detail ;z? Sel ltem Balance Currency tem ID Line Type Reason Unit Customer
% 1 525.00 USD 00000223217 1 o) Q. G100 0000000002 =
% 2 -525.000 |USD 00000223217CR 1 a, Q |G1001 0000000002 =
rddiie Grou Revenue Distribution
Dr: 0.000 cr 0.000 Adj: 0.000 Net: 0.000 WO 0.000 Ref: 0.000
Worksheet Selection Worksheet Application Worksheet Action Attachments (0} View Audit Logs
[ save | | S\ Returnto Search | |[Z] Notify | | s Refresh

Step 2: Select the Items to Offset on the Worksheet Application page
Next, use the Worksheet Application page to select the Items to offset.

1. Complete the Item List section as follows:

Field Name Field Description

Item Balance The Item Balance. If you are applying a partial credit to an Item,
need to reduce the Item Balance amount for the original invoice
the partial credit amount. The sum of all of the debits you select

amount on the Customer’s account.

you may
to match
must equal

the sum of the selected credits. The system will automatically add a line for
the balance of the Item to the Item List and this amount will remain an open
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Field Name Field Description

Type Select “MT” (Offset an Item) for the Type field for the Items you want to
offset, indicating what action will be taken when the worksheet is posted.

Note: Since “MT" is the default Entry Type in the Item Action section, this
type would automatically be applied to the selected Items.

Reason Leave blank. There is no associated Reason code for the “Offset an Item”
Entry Type.
Sel Click the Sel option for each item you want to select.

Note: You can select more than one debit and/or credit. However, the sum
of the debits you select must equal the sum of the selected credits.

Favorites : Main Menu > Accounts Receivable » Receivables Maintenance > Maintenance Worksheet » Create Worksheet > Update Worksheet

7 New Window ,j H

Worksheet App|lcatI0n Anchor Information
Unit: G1001  Worksheet ID: 7527 Currency: usD Accounting Date: 1210812014 Reason Code: Q
Entry Type: Offset an ltem - Choice: Select Range - Display: All ltems - Go +
Reason: a, Range: Go
B 5 s K 0
|| Detail2 Detail 3 Detail 4 Detail 5 Detail &
View Detail EE? Sel Hem Balance Currency tem ID Line Type Reaszon Unit Customer
B 1 525.000 UsD 00000223217 1|MT Q, Q. G1001 0000000002 =l
By 2 -525.00 USD 00000223217CR 1 |MT Q. Q. G1001 0000000002 =
ddhiie i Group View Revenue Distribution
Dr: 525.00 cr -525.00 Adj: 0.00 Net: 0.00 Wo: 0.00 Ref. 0.00
Waorksheet Selection Worksheet Application Worksheet Action Aftachments (0)

[ save S\ Returnto Search |[Z] MNotify | i Refresh

2. Click on the Save button.

3. Verify that the Balance section indicates that the Debits (Dr) equal the Credits (Cr) (Net should equal
Zero).

Step 3: Set the Worksheet Items for Posting on the Worksheet Action page
Next, use the Worksheet Action page to set the Items for posting.

1. Click on the Worksheet Action link.

2. WARNING! Make sure to select “Batch Standard” for the Action in the Posting Action section. If you
leave the default “Do Not Post”, the information entered will be saved, but the transaction will not be
posted.

3. Click on the OK button.
4. Click on the Save button.
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Favorites Main Menu > Accounts Receivable > Receivables Maintenance » Maintenance Worksheet > Create Worksheet » Update Worksheet > Finalize Worksheet
E New Window [}
Worksheet Action
Unit:  G1001 Worksheet ID: 7534 Accounting Date: 12/05/2014
Status: Batch Standard
Worksheet Action Posting Action Accounting Entry Action
' Delete Worksheet ' Action: Batch Standard  + | OK | ' ]

Greate/ReviewEntries

DeleteMaintenance Group

Worksheet Selection Worksheet Application Worksheet Action

B save | [& ReturntoSearch | ] Notify |

Note: the Status field now displays “Batch Standard”.

The transactions included on the worksheet will be picked up the next time the ARUpdate process runs and will
be posted to the customer account(s).

Favorites © Main Menu > Accounts Receivable > Customer Accounts > Item Informstion > Item List

ENewWindow [ Personalize Page
'ﬂ I!ﬁ. Advanced Search
SetiD: G001 1Q  ynit: G1001 Q. Customer: 0000000002 Q City of Plymouth

* avel: Mo Relationship -
*Status: Al h Advanced Search
Add Conversation Account Overview
Row Selection
Range: Go | SelectAll || DeselectAl Select Adtion. - GO |
Personaiize | Find | View Alll B | 35 First K1 1307 3 I Last
Detail? " Detail3 || Detsi4 | Detai5 |  Detsil 6
"5:‘[‘ Select Item Line Activities Unit CustomerID  Status Terms _Er::: i:::a“ Due g: Bal:::'e Cur
1 00000223217 1 2G1001 0000000002 Closed MET30 1N 12M7i2014 -12 usD
2 00000223217CR 1 2G1001 0000000002  Closed MET30 CR 01/04/2015 -30 uso
3 PEQI00001 1 2G1001 0000000002 Closed  NET30  |IN 06/27/2014 2| usD

Search Result Totals

Debits: 3 Debit Amount:

Currency: usD
Credits: Credit Amount: Currency: uso
Total: 3 Total Amount: Currency: usoh
Selected: Currency:
% Refresh |

Item List | Advanced Search

Having completed this topic, you should now be able to:

e Offset Debits and Credits
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Writing-Off AR Items

Topic Overview

Maintenance worksheets can be used to write-off an Accounts Receivable (AR) item when a debt is determined
by a state agency to be uncollectable. You will use the “WOD” (Write-Off a Debit) transaction Type with a “REV”
(Write-off a Revenue) Reason. Before fully setting the worksheet to post, it must be submitted for approval.

After completing this topic, you should be able to:

e  Write-off an AR ltem
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Process Steps

Use a Maintenance Worksheet to Write-Off AR Items (Debits)

This topic covers using a maintenance worksheet to write-off an AR Item (debit).

Favorites | Main Menu > Accounts Receivable > Customer Accounts > Customer Information > Customer Activity

) 7 New Windoy

| Direct Journal
SetiD: G1001 @, ynit: G1001 /@, Customer: 0000000003 @, Oregon, State off evel: Mo Relationship - Search

Acctg Date From: [H Acctg Date To: [#]
S o
N Activity 2 | Activity3 |[ Activity 4 | Activiy5 | Activity 6

Acctg Date Hem 1D Line Entry Type Entry Reason Entry Amount Entry Currency Unit
07M11/2014 PEQO0002 1IN 30.00USD G1001
071222014 PEQO0002 1PY -30.00USD G1001
111032014 990000014 1IN 75.00USD G1001

lterm Activity | Direct Journal

Steps to complete:

e Step 1: Create a Maintenance Worksheet and Select Criteria for the Items to Include on the Worksheet
e Step 2: Select the Iltems to Write Off on the Worksheet Application page
e Step 3: Submit the Worksheet Items for Approval on the Worksheet Action page

e Step 4: Complete Processing of the Worksheet
Step 1: Create a Maintenance Worksheet and Select Criteria for the Items to Include on the Worksheet

Begin by navigating to the Create Worksheet page.
1. Navigation Links: Accounts Receivable, Receivables Maintenance, Maintenance Worksheet, Create
Worksheet.
2. Select the Add a New Value tab.
3. Accept the default Worksheet Business Unit or enter a Business Unit.

4. Accept the default “NEXT” for the Worksheet ID and the system will automatically assign the next number
available when the worksheet is saved.

5. Click the Add button. The Worksheet Selection page displays.

e You can select ltems by customer using the fields in the Customer Criteria section or by Item using

fields in the Reference Criteria section. You can also use the Customer and Reference Criteria
sections in combination.
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6. Optionally, enter information in the Customer Criteria section.

¢ Inthis example, no Customer Criteria is used. We know the Item ID for the Item we want to write-off.

Field Name Field Description

Customer Criteria The default is “None”. Accept the default to allow the broadest search.
Other options available in the drop-down list allow you to restrict the type of
items searched to “Corporate Items,” “Customer Items,” or “Remit From

Iltems”.

Customer ID Enter the Cust ID or click on the Lookup to search for and select a
Customer.

Business Unit Accept the Business Unit default or enter a Business Unit.

Note: once you select the Business Unit, SWIFT populates the other fields
in the Customer Reference section.

Accounting Date Defaults to current date. Generally, you would not change.

Fa\rovr'rtes MainvMenu > Accountsfecervable > Receivablevaaintenaﬂce > Mainteﬂanceonrksheet > Create Worksheet

] New Wind|
Worksheet Selection Worksheet Matches
Unit: G1001 Worksheet ID: MNEXT
Customer Criteria
*Customer Criteria: Customer Reference Find | View All First KD 4 0f 1 I3 Last
None hd ’— =
CustID: Q Business Unit: Q
Hame:
Remit SetiD: Remit From ID:
Corporate SetlD; Corporate ID:
Rate Type: CRRNT @ Acctg Date: 12/0872014
MICR ID:  LinkMICR |
Reference Criteria
P iteria: 7
Reference Criteria: Item Reference personalize | Find | vizw A1 B B miat B g 50 O Lase
Specific Value
~Restrict to: Qual Code Reference To Reference
All Customers M @, (090000014 Q =
*Match Rule:
Exact Match A
Anchor BU:
G001 @
Currency:
uso @
Item Inclusion Options
@ All ltems (©) Deduction ltems Only () ltems in Dispute Only
[C] Exclude Deduction items [T] Exclude Collection items [T] Exclude Dispute items
ltem Selection Filter
Acctg Date From: [ Acctg Date To: [
AR Specialist: (&} Deduction Reason; (&} Broker ID; Q,
Worksheet Action
Build I Clear | Created Date/Time: Humber of items in worksheet: 0
Worksheet Selection Worksheet Application Warksheet Action

7. Optionally, use the Reference Criteria section to specify which items will be selected when you build the
worksheet.

¢ Inthis example, reference criteria are entered on the worksheet since we know the Item ID for the
item we want to write-off.
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Field Name Field Description

Reference Criteria Must = “Specific Value”.

Qual Code Select “I - Item”.

Reference Enter the Item for the Write Off or click on the Lookup to search for the
Item.

Anchor BU Enter the Business Unit, if not already supplied in the Customer Criteria
section.

Currency Accept the default "USD".

8. Optionally, use the Item Inclusion Options section to indicate whether certain types of items will be
included or excluded from the worksheet.

e The default value is “All Items”. This example will use the default so all open items matching the
criteria will be included on the worksheet.

9. After setting your criteria, click the Build button. The Worksheet Application page displays. In this
example, only the Item identified in the Reference Section displays.
Note: the Worksheet ID has been assigned by the system.

Step 2: Select the Item to Write-Off on the Worksheet Application page
Next, complete the Worksheet Application page to specify the action that should be taken for the selected Items.

1. Complete the Item List section as follows:

Field Name Field Description

Type Select “WOD” (Write-Off a Debit) for the Type field for the ltems you want to
write-off, indicating what action will be taken when the worksheet is posted.

Reason Select “REV” (Write-Off a Revenue). Reason codes in combination with
entry type help determine what accounting entries will be created as the
result of a transaction.

Sel Click the Sel checkbox for each item you want to Write-Off.

Note: Optionally, the Item Action section fields can be used to set the Entry Type and Reason for all the
selected Items in the worksheet. This is most useful when there are multiple items on the list. To change
the default settings and apply new settings to all of the items in the list, do the following:

a. Inthe Row Selection section, select “Deselect All” in the Choice field and click the Go button.

b. Inthe Item Action section, select the desired Entry Type and Reason.

c. Inthe Row Selection section, select “Select All” in the Choice field, and click the Go button.
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Favorites : Main Menu : Accounts Receivable > Receivables Maintenance : Maintenance Worksheet > Update Worksheet
- : - - - -

= New Window  [& Pers

Worksheet Application Anchor Information
Unit: G1001 Worksheet ID: 7528 Currency: UsD Accounting Date: 12/08/2014 Reason Code: Q
Dispiay Control
Entry Type: Write-off A Debit - Choice: SelectRange - Display: All ltems - Go f'm-
Reason: REV Q Range: Go
Personalize | Find | View Al | B | i1 First 4 10f1 ] Last
Detail2 |( Detal3 | Detal4 | Detal5 | Detal6
View Detail :T:: Sel Item Balance Currency Item ID Line Type Reason Unit Customer
% 1 75.00) |USD 990000014 1|WoD Q, |[REV Q. |61001 0000000003 =
el Group View Revenue Distribution
Dr 0.00 cr 0.00 Adj: 0.00 Net: 0.00 Wo: 75.00 Ref: 0.00
Worksheet Selection Worksheet Application Waorksheet Action Attachments (0} View AuditLogs

B save | |2 RetuntoSearch | =) Notify | [ Refresh

2. Click on the Save button.

3. You may receive the below message indicating that the maximum operator write off amount limits have
been exceeded. This message indicates that you do not have the security to process the write off. Click
the OK button and refer this matter to your supervisor.

One ar more items exceed the Maximum operator write off amount limits on this worksheet (6050 115)

Step 3: Submit the Worksheet for Approval on the Worksheet Action page

The next step to write-off a debit is to use the Worksheet Action page to “Submit to Workflow”. This means
approval is needed. All Write-Offs of debit transactions need approval.

1. Click on the Worksheet Action hyperlink.

2. Click on the OK button in the Posting Action section to accept the Submit to Workflow action. “Pending
Approval” is now displayed in the Posting Action section.
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Worksheet Selection

B save L Returnto Search [=] Notify

Favorites | Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet » Update Worksheet > Finalize Worksheet

Worksheet Action
Unit: G100 Worksheet ID: 7528 Accounting Date: 12/08/2014
Status: Do Mot Post
Delete Worksheet Action: Pending Approval Create/Review Entries

Worksheet Action

Step 4: Complete Processing of the Worksheet

Agencies may have different procedures for approving write offs. Staff with the appropriate security will complete

the Worksheet Action page.

Begin by navigating to the Worksheet Action page for the write-off to set for posting.

1. Navigation Links: Accounts Receivable, Receivables Maintenance, Maintenance Worksheet, Finalize

Worksheet.

2. Atthe Finalize Worksheet page, enter your search criteria.

Field Name

Field Description

Worksheet Business

Accept the default or enter a Worksheet Business Unit.

Unit
Worksheet ID Enter the Worksheet ID for the write-off.
User ID Optionally, enter a User ID or use the Lookup to search for and select a

User ID.

3. If more than one entry displays in the Search Results section, click on the link for the write-off worksheet.

4. The Worksheet Action page appears. View the Worksheet Selection and Worksheet Application pages by
clicking on the links, if desired.

5. WARNING! Make sure to select “Batch Standard” for the Action in the Posting Action section. If you
leave the default “Do Not Post”, the information entered will be saved, but the transaction will not be

posted.
6. Click on the OK button.
7. Click on the Save button.
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Favorites = Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Finalize Worksheet

Worksheet Action
Unit:  G1001 Worksheet ID: 7528 Accounting Date: 1210812014
Status: Batch Standard
Worksheet Action Posting Action Accounting Entry Action
| Delete Worksheet ] Action: Batch Standara v | OK | ( '

Greate/ReviewEntries

DeletedMaintenance Group

Worksheet Selection Worksheet Application Worksheet Action

& save [ RetwmtoSearch +F Previousinlist +E MextinLlist [ Notify

After the ARUpdate process posts the transaction, the Write-off displays on the customer’s account.

Favorites : Main Menu > Accounts Receivable > Customer Accounts > Customer Information > Customer Activity
- : - - - -

ﬂemﬁdﬁ\ﬂy Direct Journal

SetlD: G1001 [ Q ynit: G1001 /& Customer: 0000000003 Q

_ Level:  MoRelationship h ........ Search |
Acctg Date From: ’7 [H Acctg Date To: ’7 5
Personalize | Find | View Al| B | 3§ First KB 44 or 4 I (ast
CUITYERN C Activity 2 ) Activity 3 Activity 4 7 Activity 5 Activity 6
Acctg Date Itemn 1D Line Entry Type Entry Reason Entry Amount Entry Currency Unit
071112014 PEQO0002 1IN 30.00UsD G1001
071222014 PEQO0O02 1PY -30.00UsD G1001
11/03/2014 990000014 1IN 75.00/USD G1001
12/08/2014 990000014 1WoD REV -75.00UsD G1001

Item Activity | Direct Journal

Having completed this topic, you should now be able to:

e  Write-off an AR ltem
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Processing Refunds

Topic Overview

This topic includes the steps needed to generate a refund in the Accounts Receivable module and to send the
refund item to the Accounts Payable module for payment to the vendor. SWIFT enables you to process refunds
whenever a credit exists on the customer’s account. A credit is created for a customer by entering a credit bill in
the Billing Module or by applying a payment “On Account” in the Accounts Receivable module. Before processing
the refund, you must enter the Customer’s Vendor ID on the Customer record. Customer and Vendor must be
linked together for this process to work. The steps to do this are included in this topic.

The Agency Receivable Specialist creates a Maintenance Worksheet in the Accounts Receivable module to
process the refund. This enables the user to select the credit items to be refunded by customer or by item
reference number. The Maintenance Worksheet refunds items with credit balances or creates a new refund for
credits remaining from maintenance tasks. The Receivable Specialist may issue a full or partial refund of a credit
item.

Once the worksheet is completed and saved, the ARUpdate process prepares the refund for processing, and then
the Receivables Refund process picks up the refund request and creates the necessary records in Accounts
Payable. Both processes are run nightly in batch processing. Both can also be run manually. The steps to run
these processes manually are included in this User Guide.

After the maintenance worksheet is completed and the ARUpdate and Receivables Refund processes ran in
Accounts Receivable, the vouchers must be processed by Accounts Payable staff in order for the customer
refund to be paid. Accounts Receivable staff are responsible for coordinating with staff in Accounts Payable to
make sure these steps are completed.

Note: If you do not want tax to be calculated on the AP voucher refund, the AR staff must notify the AP staff that
this transaction should be tax exempt. The AP staff will need to check the tax-exempt box on the Invoice
Information tab of the voucher; otherwise tax will be calculated based on the tax code used.

After completing this topic, you should be able to:

e Enter the Customer’s Vendor ID on the Customer’s Record
e Create refunds using the maintenance worksheet
e Post the refunds using the Receivable Update process (ARUpdate)

¢ Run the Receivables Refund (Request Refund Item) process to update the Voucher Staging tables
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Process Steps

Use a Maintenance Worksheet to Process a Refund

This topic covers processing a refund. SWIFT enables you to process refunds whenever a credit exists on the
customer’s account. A credit is created for a customer by entering a credit bill in the Billing Module or by applying
a payment “On Account” in the Accounts Receivable module.

In the example used in this topic, a customer has paid a bill in the amount of $75 twice and has requested a
refund of the second payment. The customer’s account activity shows a $75 On-Account credit.

Fa\fovr'rtes Main vMenu > Accountszece'rvabIe » Customerv.-\ccounts » Customer @formation »  Customer Activity
& New Wir
) Direct Journal
SetiD: G1001 @ ypit: G1001 @ customer: 0000000001 Q Level: Mo Relationship - Search
Acctg Date From: 12/01/2014 [ Acctg Date To: El
=g K ]
) Activity 2 Activity 3 Activity 4 Activity 5 Activity &
Acctg Date Itemn 1D Line Entry Type Entry Reason Entry Amount Entry Currency Unit
12/03/2014 00000223119 1IN 75.00USD G1001
1210/2014 00000223119 1PY -75.00USD G1001
121012014 00000223119 1|PY 75.00USD G1001
121212014 QA-T1506 00A OVRPY -75.00USD G1001
Item Activity | Direct Journal

Steps to complete:

e Step 1:
e Step 2:
e Step3:

Enter the Customer’s Vendor ID on the Customer Record
Complete the Maintenance Worksheet Selection page

Apply the Payment to the Customer Account on the Worksheet Application page

e Step 4: Select a Posting Action for the Worksheet on the Worksheet Action page

e Step 5: Run the ARUpdate Manually or Wait for the Batch
e Step 6: Run the Receivable Refund Process Manually or Wait for the Nightly Batch
e Step 7: Communicate with the Accounts Payable

Step 1: Enter the Customer’s Vendor ID on the Customer Record

In order to process a refund, the customer you are refunding must have a Vendor ID number associated to its
Billing Customer record. Without a vendor number, the voucher cannot be generated in Accounts Payable. If you
are certain the customer already has a Vendor ID entered on the Customer record, you may skip this step and
begin the refund worksheet.
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If you do not know the Customer’s Vendor ID, you must do some research to see if a vendor number exists for the
customer. You may need assistance from procurement or accounts payable staff to do this research. If a vendor
number does not exist, you must obtain a Vendor ID for this customer before processing a refund. Follow your

agency’

s business process for requesting a Vendor ID. There are two types of Vendor IDs:
Regular — use this if you expect to be processing additional refunds for this customer sometime in the
future or if the receivable coming from AR contains multiple lines which are considered additional refunds.

One-time — use this if you will not be processing any other refunds for this customer and the receivable
does not contain multiple lines.

You may need to provide the customer’s Tax Identification Number (TIN) when you request the Vendor ID.

Once you know the Vendor ID, follow the below steps to enter the Customer’s Vendor ID on the Customer record.

Begin by navigating to the General Information page for the customer you will refund.

1
2.
3

4.

Navigation Links: Customers, Customer Information, General Information.
At the General Information page, click the Find an Existing Value tab.
Enter the SetID (usually the same as your Business Unit).

Enter the Customer ID.

=

Favorites | Main Menu > Customers > Customer Information > General Information

General Information

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

| Add a New Yalue

SetlD: = - G1001 Q
CustomerID: begins with ~ |0000000001 Q
Name 1: begins with
Name 2: begins with =
Telephone: begins with -
City: begins with -
State: begins with -
Postal Code: begins with -
Include History Case Sensitive
Search Clear |Basic Search Save Search Criteria
5. Click on the Search button.
6. If there are multiple entries in the Search Results section, click on the link for the customer you want to
refund.
7. Atthe General Information page for the customer, click the Miscellaneous General Info tab.
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Favorites | Main Menu > Customers : Customer Information > General Information
- H - - -

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

SetlD: G1001 Customer ID: 0000000001 Hennepin County Research, Planning & Dev
Miscellaneous General Info

*Name 1: |Hennep|n County Research, Planning & Dev

Name 2: [

Name 3: |

Tax ID: ’7

Vendor SetlD: ’WQ VendorlD:lWQ Vendor Information
Workflow User: [ Q

Customer Web Site: | Go To Website URL
Stock Symbol: [ 1 coTosStockSymbol

Sub Customer Information

[Tl subCustomer

SubCustomer 1: SubCustomer 2
Date Last Maintained: 12M10/2014 Last Maintained By Operator ID: 00637293
General Info General Info Links: __More -
B save  |£\ ReturntoSearch | [ Notify | | Refresh Eadd| [2 | | nclude History |

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

8. Enter “SHARE” for the Vendor SetID

9. Enter the Customer’s Vendor ID.
Note: You can verify the details associated with the Vendor ID by clicking the Vendor Information Link.

You may receive the below error message that the vendor already points to a customer in a different
SetID (agency Business Unit). The message will also display the SetlD, and Customer ID that the vendor
is currently pointed to.

The HENNEPIN COUNTY vendor already points to the HENMEPIN COUNTY customer (SetiD: P7801, Customer ID: 00000013798). (9030,75)

PS/Receivables does not allow one Vendor to be associated with more than one Customer and the Vendor you have chosen already points to another Customer. Please associate the other customer with a different
Vendor before associating this Customer with the Vendor.

You will not be able to enter the Vendor ID on your Customer record until the other agency has removed
the Vendor ID on their customer record. You will need to contact the SWIFT Helpdesk or the other
agency and request that the Vendor ID be removed from the other agency’s customer after their refund
has processed.

You should also remove the Vendor ID from your customer after your refund is processed so that another
agency will not experience the same error.
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Step 2: Complete the Maintenance Worksheet Selection page

The next step in processing a refund is to create a maintenance worksheet. You can select the credit to be
refunded by entering customer information and searching for any open credits. You can also enter one or more
reference numbers to identify the credits to be refunded. This is the more common method and is used as an
example in this topic.

Most often the credit to be refunded is an “On Account” (OA) payment that the customer would like returned.
Occasionally, a refund is processed against a credit invoice with an entry type “CR”. This topic uses the OA credit
example.

Note: As of the printing of this manual, there is a budget-related issue regarding refunds of credit invoices
which does not impact the issuance of the payment check but may require a correcting journal entry.
Agency Assistance is able to identify the transactions at issue and will contact you with any additional
steps that may be required.

Begin by navigating to the Create Worksheet page.

1.

Navigation Links: Accounts Receivable, Receivables Maintenance, Maintenance Worksheet, Create
Worksheet.

Select the Add a New Value tab.
Accept the default Worksheet Business Unit or enter a Business Unit.

Accept the default “NEXT” for the Worksheet ID and the system will automatically assign the next number
available when the worksheet is saved.

Click on the Add button. The Worksheet Selection page displays. Use the Worksheet Selection page to
select the items that will appear on the worksheet.

e You can select Items by customer using the fields in the Customer Criteria section or by Item
using fields in the Reference Criteria section. You can also use the Customer and Reference
criteria in combination.

Optionally, enter the desired Customer Criteria described below. (In this example, no Customer Criteria
is used. We know the Item ID for the Item we want to refund.)
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7 New wir
WL EEEEEET W I © Worksheet Matches
Unit: G1001 Worksheet ID: MEXT
Customer Criteria
*Customer Criteria: Find | View All First 10f1 Last
MNone - =1
CustID: Q Business Unit: Q
Name:
Remit SetiD: Remit From ID:
Corporate SetlD: Corporate ID:
Rate Type: CRRNT  |Q Acctg Date: 1211212014
MICR ID: . LinkMICR |
Reference Criteria
“Reference Criteria: ltem Reference Personalize | Find | view A1 | B8 | 3 Fist £ 4 074 I st
MNone -
*Restrict to: Qual Code Reference To Reference
All Customers -] Q| Q, =l
*Match Rule:
Exact Match -
Anchor BU:
aQ,
Item Inclusion Options
All ltems (©) Deduction Items Only © Items in Dispute Only
Exclude Deduction ltems Exclude Collection ltems Exclude Dispute ltems
Item Selection Filter
Acctg Date From: [#] Acctg Date To: [#]
AR Specialist: &} Deduction Reason: &} Broker ID: &}
Worksheet Action
| Build | | Clear | Created Date/Time: Number of items in worksheet: 0
Worksheet Selection Worksheet Application Worksheet Action
Field Name Description
Customer Criteria The default is “None.” Generally you will accept the default to allow the

Iltems,” or “Remit From ltems.”

broadest search. Other options available in the drop-down list allow you
to restrict the type of items searched to “Corporate Items,” “Customer

Cust ID Enter the Customer ID or click on the Lookup icon to search for and
select a Customer ID.

Rate Type Always “CRRNT.

Acctg Date Confirm the accounting date. Defaults to current date. Generally, this

should not be changed.

MICR ID/Link MICR These are not used in Minnesota.

Released October 31, 2016 (Version # 5)

Page 165



. State of Minnesaota

o Intograted Financial Toois

AR-BI3 Accounts Receivable Advanced User Guide

7. Optionally, use the Reference Criteria section to specify which items will be selected when you build the
worksheet. In this example, Reference Criteria are entered on the worksheet since we know the Item 1D
for the item we want to refund.

Favorites - Main Menu > Accountszeceivable > Receivables'Maintenance > Ma\ntemancevWUrksheet > Create Worksheet

£ Mew Win|
Worksheet Selection Worksheet Matches
Unit: G1001 Worksheet ID: MNEXT
Customer Criteria
*Customer Criteria: Customer Reference Find | view Al First Kl 1011 13 Last
Mone - =
CustD: Q Business Unit: Q
Name:
Remit SetiD: Remit From ID:
Corporate SetlD; Corporate ID:
Rate Type: CRRNT Q@ Acctg Date: 1211212014
MICR ID: | LinkMIGR

Reference Criteria

“Reference Criteria: Item Reference Personaize | Find | View A1 1B | 3 First K1 1071 I Last
Specific Value
*Restrict to: Qual Code Reference To Reference
All Customers |l Q_ [0A71508 Q =]
*Match Rule:
Exact Match -
Anchor BU:
Glool @
Currency:
usD Q
@ All tems (©) Deduction Items Only (@ Items in Dispute Only
[] Exclude Deduction ltems [T] Exclude Collection Items ] Exclude Dispute ltems
Acctg Date From: [ Acctg Date To: )
AR Specialist: (&} Deduction Reason: Q. Broker ID: QL
| Build Clear Created Date/Time: Number of items in worksheet: 0
Worksheet Selection Worksheet Application Worksheet Action
Field Name Field Description
Reference Criteria Must = “Specific Value”. After you enter the Reference, the value will
automatically change to “Specific Value”.
Qual Code Select ‘I - Item”.
Reference Enter the Item to be refunded or click on the Lookup to search for the Item.

(This is generally an “On Account” (OA) Item. Occasionally, a refund is
processed against a credit invoice with an entry type “CR".)

Anchor BU Enter the Business Unit, if not already supplied in the Customer Criteria
section.
Currency Accept the default "USD".

8. Optionally, use the Item Inclusion Options section to indicate whether certain types of items will be
included or excluded from the worksheet. The default is to include all items.

9. After setting your criteria, click the Build button to create the new refund worksheet.
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Step 3: Apply the Payment to the Customer Account on the Worksheet Application page

Next, complete the Worksheet Application page to specify the action that should be taken for the selected Items.

1. Default Entry Types have been applied to the worksheet that you will need to change for the refund.
Complete the Item List section as follows:

Field Name Field Description

Type Select “RC” (Refund a Credit) for the Type field for the Iltems you want to
refund, indicating what action will be taken when the worksheet is posted.

Reason Select “REFND” (Refund). Reason codes in combination with Entry Type
help determine what accounting entries will be created as the result of a
transaction.

Sel Click the Sel checkbox for each item you want to refund.

Note: Optionally, the Item Action section fields can be used to set the Entry Type and Reason for all the
selected Items in the worksheet. This is most useful when there are multiple items on the list.

Favorites © Main Menu > Accounts Receivable > Receivables Maintenance » Maintenance Worksheet » Create Worksheet > Update Worksheet
E New Window [ H
Worksheet Application Anchor Information
Unit: G1001 Worksheet ID: 7539 Currency: UsD Accounting Date: 1211212014 Reason Code: Q
Entry Type: Offset an ltem - Choice: Select Range b Display: All ltems - Go f'w
Reason: Q Range: Go
= LY L1
)| Detail 2 Deetail 3 Deetail 4 Deetail 5 Deetail &
View Detail iz? Sel Hem Balance Currency Item ID Line Type Reason Unit Customer
E% 1 v -75.00/ USD OA-T1506 RC Q. |REFND Q. |G1001 0000000001 [=]
ddhilem Revenue Distribution
Dr: 0.00 Ccr 0.00 Adj: 0.00 Net: 0.00 WO 0.00 Ref: -75.00
Waorksheet Selection Worksheet Application Worksheet Action Aftachments (0} View Audit | ogs
B save | L Returnto Search |[S] Notify | | s Refresh

10. Click the Save button.

Step 4: Set the Worksheet Items for Posting on the Worksheet Action page

Next, use the Worksheet Action page to set the Items for posting.

1. Click on the Worksheet Action link.

2. WARNING! Make sure to select “Batch Standard” for the Action in the Posting Action section. If you
leave the default “Do Not Post”, the information entered will be saved, but the transaction will not be
posted.

3. Click on the OK button.
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4. Click on the Save button.

Favorites © Main Menu » Accounts Receivable > Receivables Maintenance » Maintenance Worksheet » Create Worksheet » Update Worksheet » Finalze Worksheet
- H - - - -
20 New Windaw

Worksheet Action

Unit: 1001 Worksheet ID: 7539 Accounting Date: 121212014

Status: Batch Standard
Worksheet Action Posting Action Accounting Entry Action
| Delete Worksheet Action: Batch Standard - | [ Greate/Re Entries |
BeleteMaintenance Group

Worksheet Selection Worksheet Application Worksheet Action
:ﬁ Save .Q Return to Search: EI Motify

Note: the Status field now displays “Batch Standard”.
Step 5: Run the ARUpdate Manually or Wait for the Batch
WARNING! The ARUpdate process must be run before proceeding to the next step.

Although the ARUpdate process does run automatically several times a day, many agencies prefer to run the
ARUpdate process manually so they can finish processing the refund.

1. Refer to the “Running the ARUpdate Process” topic for instructions on running the process manually.

2. After running the ARUpdate process, the refund should display on the Customer’s Activity page.

Favorites Main Menu > Accounts Receivable » Customer Accounts » Customer Information > Customer Activity

2 New
m Direct Journal

SetiD: G1001 | Q ynit: G1001 Q customer: 0000000001 Q. Level  NoRelationship ~ | Search |
Acctg Date From; 12/01/2014 [H] Acctg Date To: [5]

Pereonalize | Find | View Al | B |

m Activity 2 [ Activity 3 | Activity4 | Activity 5 || Activity

Acctg Date Item 1D Line Entry Type Entry Reason Entry Amount Entry Currency Unit

12/03/2014 00000223119 1IN 75.00/UsD G1001
12M10/2014 00000223119 1PY -75.00USD G100
12M10/2014 00000223119 1|PY 75.00/UsD G1001
121212014 0A-T1506 00A OVRPY -75.00USD G100
121212014 OA-T1506 0RC REFND 75.00/USD G100

Item Activity | Direct Journal
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Step 6:

Run the Receivable Refund Process Manually or Wait for the Nightly Batch

Next, the Receivable Refund process must be run to update the Voucher Staging tables.

Usually,

because of separation of duties requirements, staff that run the processes are different from staff that

create the refund worksheets. It is important for both groups to communicate to ensure that the requested number
of refund items is processed successfully.

After the refunds have been processed in AR, the vouchers must be approved and processed by Accounts
Payable staff in order for the customer refund to be paid.

Begin by navigating to the Request Refund Item page.

1. Navigation Links: Accounts Receivable, Receivables Maintenance, Refunds, Request Refund Item.
2. Use an existing Run Control ID or enter a new Run Control ID.
3. Atthe Refunds page, accept the default Unit or enter a Unit. (This is generally the same as your Business
Unit.)
4. Click on the Load Directly to AP checkbox.
Favu:uvrites Main‘r'v'lenu b Accountszece'NabIe b Recer\fables‘r'v'laintenance b Refgnds > Request Refund Item
Refunds
Run Control ID: Training Report Manager Process Monitor Run
Unit: |G1001 |Q,  Minnesota Management & Budget
¥| Load Directly to AP
Bl save |[S. Returnto Search [Z] MNotify Er Add
5. Click on the Save button.
6. Click the Run button. The Process Scheduler Request page displays.
7. Accept the default process AR_REFUND and click on the OK button. You are returned to the Refunds
page.
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Favorites | Main Menu > Accounts Receivable > Receivables Maintenance > Refunds > Request Refund Item

Process Scheduler Request

UseriD: TEST_TRMN Run Control ID: Training
Server Name: Run Date: |[12/12/2014 [5]
Recurrence: A Run Time: | 2:44.06PM Resetto Current Date/Time

Time Zone: Q

Select Description Process Name Process Type *Type *Format Distribution
AR_REFUND AR_REFUND Application Engine  Web * TXT  Distribution
OK Cancel

8. Note the Process Instance number and click on the Process Monitor link to ensure the process is
successful.

Favorites | Main Menu > Accounts Receivable » Receivables Maintenance > Refunds : Reguest Refund Item > Process Monitor

Process List [T AN
View Process Request For

UserID|TEST_TRMN &, Type ~ Last - 1| Days - Refresh
Server - Hame a Instance | to|
Run Status - Distribution Status - Save On Refresh
Process List Personalize | Find | View Al B | 3 Fist K 15075 I3 st
Select Seq. Process Type Process Hame User Run Date/Time Run Status W Details
11452010 Application Engine AR_REFUND | TEST_TRM  12M12/2014 2:44:06PM CST Success Posted Details
11452003 PSJob ARUPDATE TEST_TRM 121272014 Z31:11PM CST Success Posted Details
11451996 PSJob ARUPDATE TEST_TRM  12/12/2014 12:39:10PM CST Success Posted Details
11451989 PSJob ARUPDATE TEST_TRM  12M2/2014 12:22:11PM C3T Success Posted Details
11451982 PSJob DUNNINGA TEST_TRM  12/11/2014 2:56:25PM CST Success Posted Details

Go back to Request Refund Item

B save | =] wotity

Process List| Server List

9. Monitor for the Process Name “AR_REFUND?" for the instance you ran. Click on the Refresh button every
30 seconds to ensure that the Run Status = Success and the Distribution Status = “Posted”. Any other
combination of results indicates that the process failed to run successfully.

10. Click on the Details link to confirm the results of the Receivables Refund process. The Process Detail
page displays. This page shows details about how the process ran in the system, and can be used to
confirm that the process ran successfully or to determine the cause of errors.

11. Click on the Message Log link. The Message Log page displays. This page shows a step-by-step
breakdown of the actions performed during the process.
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Favorites © Main Menu > Accounts Receivable » Receivables Maintenance > Refunds » Request
- - - - -

Message Log

Instance: 11452010 Type: Application Engine
Hame: AR_REFUMND Description: AR_REFUND
i 4] ]
Severity Log Time Message Text Explain
10 2:45:43PM Start Receivables Refund Process Explain
10 245 53PM Selecting Refunds for Processing Explain
10 2:45.54PM Inserting refund row to Payables EC tables Explain
10 2:45:55PM Stop Receivables Refund Process Explain
Report Repository URL is:
10 2:45:56PM hitp./ireports.swift.state. mn.us:7181/3chedulerTransferfms91gq | Explain
(53,68)
10 245 R R ND 11452010100 fle s OKB (5353) | Ean
10 2:45:56PM File transfer successful. Success (63,52) Explain
10 2:45:56PM Successful Hitp Reply Code: 200 - OK (63,57) Explain
245 56PM Successfully posted generated files to the report repository Explain
Return

e The first row reads “Selecting Refunds for Processing” indicating that SWIFT was able to find refund
items.

e The second row reads “Inserting refund row to Payables EC tables” indicating that SWIFT created
payables items based on the refund items it found.

Note: There will be a row like this for each refund item that was processed. In this example there was
only one item, so only one row was inserted. It is important to verify that the count in the Message Log
matches the count of the number of refunds to be processed. This count is provided by the staff
responsible for entering the refund worksheets.

If the process failed to find refund items, the rows described above will not be present in the Message Log. There
could be several reasons for this:

e ARUpdate process was not run first, meaning there are no refund items for this process to find
e Process may have been run for the wrong Business Unit
e Posting Action was not changed to “Batch Standard” but left as “Do Not Post”

e Customer does not have a vendor number or one-time number was used instead of regular for an AR
Item with multiple lines
Check for any possible reasons for the missed refund items first. Work internally with the staff that created the
refund worksheets to troubleshoot the process. If you still believe the process should have found refund items but
did not, please contact the SWIFT Help Desk and provide the Process Instance and reference information for the
refund items, such as the Worksheet ID numbers or the Customer number.
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Step 7: Communicate with the Accounts Payable

Be aware that this process creates vouchers in Accounts Payable but this does not mean the customer will get
paid.

Although the refund processes are now complete in Accounts Receivable, the vouchers must be processed by
Accounts Payable staff in order for the customer refund to be paid. This generally occurs the next day or after
batch processes run. Follow agency procedures to authorize vendor payments and to verify and track payments
based on the requested refunds.

¢ If you do not want tax to be calculated on the AP voucher refund, the AR staff must notify the AP staff that
this transaction should be tax exempt. The AP staff will need to check the tax-exempt box on the Invoice
Information tab of the voucher; otherwise tax will be calculated based on the tax code used.

e You should remove the Vendor ID from your customer after your refund is processed so that another
agency can process a refund for that vendor.

After the refund is processed in Accounts Payable, you can view Refund information on the following pages:

e Navigation Links: Accounts Receivable, Receivable Maintenance, Refund Status. Information displayed
on this page will differ depending on whether the payment was made by check or electronically.

Favorkes | Main Menu » Accounts Receiable > Receiables Maintenance » Refunds > Refund Status
] 7 Hel F
Refund Status
Unit: B4201 Voucher QO0ETT40 Invosce: 50001506111
Vendor: Wame:  Training Vendor
Shorthame:
Date: Slatus: Posted
Gross: T Pay Status: Paig
Balance: 0.000 Due Date: 0212242016
w17y
L Bl ol
Bank Code Account Reference rsll::_: Nendof Payment Amount Currency Status Paict Amount
1001 WF 0003096053  Trining Vendor 97.00USD Paid 87.00 |4
4=t Return 1o Search 47 Mextinlst [=] Motify
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e Navigation Links: Accounts Receivable, Customer Accounts, Item Information, View/Update Item
Detalls, Item Activity tab. The Voucher ID displays on the Refund Activity. The Refund Detail link brings

you to the Refund Status page shown previously.

Favorkes  Man Menu » Accounts Recehable » Customer Accounts » Item Information > View/Update ltem Detals
& Mew Window 7 Help |s

Detail 1 Dgtail 2 Deetail 3 ) llem Accounting Enlrias Ikemn Audil History

Unit: B4201 Customer. 0000024281 Training Customer
ltem D 50001506111 Line: 1 Days Late: 87 Status: Closed

Balance: 0.00 UsD

Sequence: a Accounting Date: 120272015 Posted Date: 1202205

Entry Type PY Reason: Worksheet Reason: Voucher ID:

Document: Amount: -388.00 USD
Group Unit: B4201 Group 1D 148072 Payment

Deposit Unit: B4201  DepositiD: 15182 Payment ID: 100120215

Sequence: 4 Accounting Date: 0222016 Posted Date: Q2222016 Refund Detai
Entry Type RC Reason: REFHDWorksheel Reason: I Voucher [D: D00ETT4A0

Document: Amount: a7.00 UsSD
Group Unit: B4201 Group ID: 155854 Maintenanc  Match Group ID: 22939

¢ If you have the role, you can also view the voucher information in Accounts Payable. Navigation Links:
Accounts Payable, Vouchers, Add/Update, Regular Entry. (Tip: Search with Voucher Source =
Receivables, Customer Refunds).

Favorites = Main Menu > AccountsPayable » Vouchers > Add.l’ti_udéfe > Regular Entry

Voucher

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

Add a New Value

~ Search Criteria

BusinessUnit  [= | [Bazo1 Q
Voucher I0: begins with v:;onusnan

Invoice Number: W

Invoice Date: = v ]

Short Vendor Mame:| begins with ||

Vendor ID; begins with || Q

Hame 1: [begins with |

Voucher Style: = v] | bl |
Related Voucher: | begins with V||

Entry Status: = v| | w
Voucher Source: | = w| [Receivables Customer Refunds v
Agency Origin: begins with v F Q,

[case sensitive

Search Clear Basic Search [F Save Search Criteria

Search Results

Visucher Retated
Style Voucher

View All
G
Buginess Voucher |nvoice pﬂ"\eﬁl Involce Short Vendor
Unit D Number 'i‘—r‘lf:—’g'f.-‘:-“ Amount Date Name Wendorid Momed
B4201 |000877405000150811197 97 (0222212016 {Training |010000844g43Training Customer

Reqular (plank)

First m 1ef1 Iﬂ Last

Entry Vouchsr  Agsncy
Status  Source Qrigin

Postable Cust Rinds RF

Having completed this topic, you should now be able to:

e Process Refunds
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Transferring an Item to a Different Customer

Topic Overview

WARNING! This is a system feature that can be used to transfer items from one customer to another customer
within the same Business Unit. It is not recommended for use with external customers, and, before using this
process for interagency customers, consider the following:

o Unlike the Billing Module’s Credit and Rebill process, the Transfer Worksheet process does not include
the ability to generate an invoice for the state agency customer who receives the transferred Item. Also,
you will not have the detailed credit/rebill system documentation for historic/audit purposes.

e If you have security roles in more than one Business Unit within an agency, you can't create a Transfer
Worksheet that involves multiple Business Units. For example, you can't create a Transfer Worksheet that
takes an item from Business Unit GO201 to Business Unit G0202. It must remain in the same Business
Unit G0201 to G0201.

e The Transfer Worksheet process does not provide an opportunity to change the ChartFields where the
money is deposited.

After completing this topic, you should be able to:

e Transfer an Iltem to a Different Customer
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Process Steps

Create a Transfer Worksheet

This topic covers how to create a transfer worksheet.

Steps to complete:

Step 1: Create a Transfer Worksheet and Select Criteria for the Item(s) to Transfer
Step 2: Select the Customer that the Item will be Transferred to on the Worksheet Application page

Step 3: Set the Worksheet Item(s) for Posting on the Worksheet Action page

Step 1: Create a Transfer Worksheet and Select Criteria for the Item(s) to Transfer

Begin by navigating to the Create Worksheet page.

1.

Navigation Links: Accounts Receivable, Receivable Maintenance, Transfer Worksheet, Create
Worksheet.

Select the Add a New Value tab.
Accept the default Worksheet Business Unit or enter a Business Unit.

Accept the default “NEXT” for the Worksheet ID and the system will automatically assign the next number
available when the worksheet is saved.

Click the Add button. The Transfer Selection page displays.

e You can select ltems by customer using the fields in the Customer Criteria section or by Item using
fields in the Reference Criteria section. You can also use the Customer and Reference Criteria
sections in combination.

Optionally, enter information in the Customer Criteria section.

Field Name Field Description

Customer Criteria The default is “None”. Accept the default to allow the broadest search.
Other options available in the drop-down list allow you to restrict the type of
items searched to “Corporate Items,” “Customer Items,” or “Remit From

ltems”.

Customer ID Enter the Cust ID or click on the Lookup to search for and select a
Customer.

Business Unit Accept the Business Unit default or enter a Business Unit.

Note: once you select the Business Unit, SWIFT populates the other fields
in the Customer Reference section.
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Favorites - Main Menu > Accounts Receivable : Receivables Maintenance > Transfer Worksheet : Create Worksheet

7 New Window E{'

Transfer Selection

Unit: G1001 Transfer ID: MEXT
Customer Options
*Customer Criteria: Customer Reference Find | view Al First Kl 1 of 1 D L ast
Naone - Cust ID: Q Business Unit: Q ==
Name:
Remit SetlD: Remit From:
Corporate SetlD: Corporate:
Reference Options
*Reference Criteria: Reference Information Personaiize | Find | View 3 | B | B First K 4 011 O st
Specific Value h Qual Code Reference Range for Reference Value
“Restrict to: I @, (290000022 Q =
All Customers -
*Match Rule:
Exact Match -

Item Inclusion Options

@ All ltems (©) Deduction Items Only © Items in Dispute Only
Exclude Deduction ltems Exclude Collection ltems Exclude Dispute ltems
' Build Clear Created Date/Time: Items: 0
Build Doubtful |
Worksheet Selection Worksheet Application Worksheet Action
B save | [ Notity | [Ev Add | | J UpdateDisplay

7. Optionally, use the Reference Criteria section to specify which items will be selected when you build the
worksheet.

¢ Inthis example, Reference Criteria is entered on the worksheet.

Field Name Field Description

*Reference Criteria Must = “Specific Value”.

Qual Code Select ‘I - Item”.

Reference Enter the Item for the Transfer or click on the Lookup to search for the
Item.

*Restrict to Accept the default “All Customers”.

*Exact Match Accept the default “Exact Match”.

8. Optionally, use the Item Inclusion Options section to indicate whether certain types of items will be
included or excluded from the worksheet.

9. After setting your criteria, click the Build button. The Worksheetl page displays. The Item identified in the
Reference Criteria section of the Worksheet Selection page displays in the Item Listing. The Transfer ID
has been assigned by the system.

Note: The Build Doubtful option is not used in Minnesota.
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Step 2: Select the Customer that the Item will be transferred to on the Worksheet Application page

Next, use the Worksheetl page to indicate the "Transfer To" Business Unit and Customer that will receive the

item(s).

1. Accept the default Business Unit or enter a Business Unit.
Note: you cannot transfer from one Business Unit to another.

2. Enter the Customer ID or click on the Lookup to search for and select the Customer ID.

Favo_rrtes MainvMenu > Accountslleceivable > Receivablevaamtenance > Tmnsfer\nv\lorksheet » Create Worksheet » Update Worksheet

ENew Window & Personalize Page 4
ﬂiaﬁﬁi‘ Worksheet2

Unit: G1001 Transfer ID: 7533 Cantol Distribuion ¥
Business Unit G1001 Q, Customer 0000000002 Q Hame: City of Plymouth
City: Plymouth State: MM
Row Selection Display Control
Range Select: | G0 | Display: All tems + e | §

¥
Personalize | Find | Vizw a‘-.l\!‘-ﬂ | Hi

First K1 1 or 1 O Last

¢ DECTREN * Detail2 | Detail3 [ Detail4 | Detail 5 | Detail6

::"t Sel Unit Customer Item 1D Line Item Balance Currency To Unit To CustID Base Currency 1'?:; Exch Rt Exch Rt Dtl
1 1001 0000000001 990000022 1 750,00 USD G1001 0000000002  750.00 USD CRRNT 100000000 %

[ Additem |

Beg Amount: 750.00 Count: 1 Rem Amount: 0.00 Count: 0 Sel Amount: 750.00 Count: 1
Waorksheet Selection Waorksheet Application Worksheet Action Attachments (0} View Audit Logs

B Save L\ RetuntoSearch [T Notify | Refresh |

Worksheet1 | Worksheet2

3. Click on the Worksheet?2 tab.

4. Click on the Sel (Select) box confirming the transfer transaction.

Fa\rovr'rtes Main_Menu > Accountsfecewble > Receivab\es_h'laintenance > Tmnsfer\f_\rorksheet > Create Worksheet > Update Worksheet

" Worksheet1 m

Unit: G1001 Transfer ID: 7533

0 New Win

Business Unit: G1001 Customer: 0000000002 Name: City of Plymouth
City: Plymouth State: MM
Item List Pergonalize | Find | Vi
Remit B *Entry *DistID  Entry - . _
seq Sel Unit Item ID T Reason  *Analyst *Sales *Collector AR Fvent Location BrokerID Family Ship To 54

10015 990000022 IN DEFAUL'Q, [DEFAIGQ, [DEFAULT (@ AR @ [ @ 1Q Q a [ a []

Beg Amount: 750.00 Count: 1 Rem Amount: 0.00 Count: 0 Sel Amount: 750.00 Count: 1
Waorksheet Selection Worksheet Application Worksheet Action Aftachments (0}

=] Save\ {4 Retumnto Search | 5] Mmfy:‘ 7 Rerresn]

Worksheel! | Worksheet2

5. Click the Save button.

Released October 31, 2016 (Version # 5)




e
fﬁ!f’ﬁ%ﬂatﬁ of Minnesata
2 H
basatl

. SWIFT >

Statewice Integrated Financial Tools

AR-BI3 Accounts Receivable Advanced User Guide

Step 3: Set the Worksheet Item(s) for Posting on the Worksheet Action page
Next, use the Worksheet Action page to set the Iltem(s) for posting.

1. Click on the Worksheet Action link.

2. WARNING! Make sure to select “Batch Standard” for the Action in the Posting Action section. If you
leave the default “Do Not Post”, the information entered will be saved, but the transaction will not be
posted.

3. Click on the OK button.
4. Click on the Save button.

Favovrrtes MainvMenu > Accuuntsfecei\'ab\e > Recei\'ab\esvﬁﬂ'laintenance > Tmnsfer\i."orksheet » Create Worksheet :» Update Worksheet

Finalize Worksheet

Unit: 31001 Transfer ID: 7533
Status: Batch Standard
Delete Worksheet Action: Batch Standard - OK

Worksheet Selection Worksheet Action

[E save L. Returnto Search | [=] Notify

Note: the Status field now displays “Batch Standard”.

The transaction included on this worksheet will be picked up the next time the ARUpdate process runs and will be
posted to the customers' account.

Favorites  Main Menu > Accountszecel\fable > Customer Accounts > Customer Ivnformatlon > Customer Activity
=
| Direct Journal
SetiD: G1001 'Q, nit: G1001 Q, Customer: 0000000002 Q@ City of Plymouth| evel; Mo Relationship -
Acctg Date From; 7 Acctg Date To: El
i Kl ]
) Activity 2 | Activity 3 | Activity 4 | Activity 5 || Activity &
Acctg Date Item ID Line Entry Type Entry Reason Entry Amount Entry Currency Unit
05/28/2014 PEQO0001 1IN 30.00USD 31001
06/25/2014 PEQO0001 1PY -30.00 USD 31001
11/03/2014 990000022 1IN 750.00 USD G1001
11172014 00000223217 1IN 525.00 USD G1001
12/08/2014 00000223217CR 1CR -525.00/USD G1001
Item Activity | Direct Journal

Having completed this topic, you should now be able to:

e Transfer an Iltem to a Different Customer
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Updating Item Details to Place Items in Dispute or Collection
Topic Overview

You can place Items in Dispute or Collections by updating the View/Update Detail page for the item. When you
place an item in Dispute or Collections, overdue charges will no longer be calculated for the item.

Upon completion of this topic, you should be able to:

e Navigate to View/Update Details page for the Item
e Place Item in Dispute
e Place Item in Collections

e Add a Conversation
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Process Steps

Update Item Details

This topic covers updating Item Details in the Accounts Receivable module. The only updates that should be
made to Items are described in this topic.

Steps to complete:

e Step 1: Navigate to View/Update Details page for the Item
0 Option 1: Place Item in Dispute
0 Option 2: Place Item in Collections
0 Option 3: Add a Conversation

Step 1: Navigate to View/Update Details page for the Item
Begin by navigating to the View/Update Item Details page to search for the Item to update.

1. Navigation Links: Accounts Receivable, Customer Accounts, Iltem Information, View/Update ltem
Details.

2. Onthe View/Update Item Details page, enter the search criteria as described below:

Field Description
Business Unit Accept the default Business Unit or select a different Business Unit.
Customer ID Enter the Customer ID or click on the Lookup button to search for and

select a Customer ID.

Iltem ID Enter an Item ID or search for and select an Item ID.

Favorites : Main Menu > Accounts Receivable > Customer Accounts > Item Information > Wiew/Update Item Details|
- - - - -

View/Update Item Details

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

=

Business Unit: = - G1001 Q
Customer ID: begins with + 0000000001 Q

Item ID: begins with + 990000023

Item Line: = -

ltem Status: = - hd
Credit Analyst: begins with Q
Collector: begins with + Q
Purchase Order Reference: begins with Q
Document ID: begins with

Bill of Lading: begins with ~

Case Sensitive

Search Clear |Basic Search Save Search Criteria
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3. Click the Search button.

4. If more than one Item displays in the Search Results section, click on the link for the Item you want to
update. The Detail 1 page displays.

Favorites Mzin Menu > Accounts Receivable » Customer Accounts > Item Information > View/Update Item Details
2 New Wind
Detail 1 Dgtail 2 Detail 3 Itemn Activity Item Accounting Entries Item Audit History
Unit: 51001 Customer: poooooogo Hennepin County Research, Planning &
Dev
Item 1D: 990000023 Line: Days Late: 7 Status: Open
Accounting Date: 11/03/2014 Balance: 75000 ugp  Billing Unit: G1001 Detail
Entry Type: N Original Amount: 750.00 USD
Entry Reason:
AR Dist Info: AR
Discount Options Customer Relations
Due Date: 12/03/2014 Due Days: [T Dispute Reason: Q Date: 5]
Terms:; MET30 Q. Discount Days: Dispute Amount:
Discount Amount: [C] Deduction Reason: Q. Date: Eﬂ
Discount Amount 1: Doubtful
[T Aways Allow Discount [Tl collection Code: Q. Date: [
As Of Date: 11/03/2014 11/03/2014 Analyst: DEFAULT Q. Default Credit Analyst
PaymentDraft Options Collector: DEFAULT Q. BarbBoehmer
Payment Method Check - Sales Person: DEFAULT a,
AR Specialist: a
Draft Type: Preapproved?
_ _ Create Document? L ] a————
Direct Debit Profile ID: ‘ Revaluation Flag [¥] Available for Netting
One Item per Draft?
Split ltem Action Add Conversation View Audit Logs
_E Save | L Return to Search | _1EI Previous in List _¢E| Hextin dasts| _EI Motify _l’b Refresh |
Detail 1| Detail 2 | Detail 3 | ltem Activity | ltem Accounting Entries | ltem Audit History

Option 1: Place an Item in Dispute
To place an Item in Dispute:

1. Complete the Customer Relations section as follows:

Field Description

Dispute Click on the Dispute checkbox.

Reason You will select a predetermined Reason code. Click on the Lookup button
and select a Reason code.

Date After selecting the Reason, the Date is automatically populated with the

current date of the transaction. Accept this date or enter a different date.

Disputed Amount

After selecting the Reason, the Disputed Amount defaults to the total Item
amount. Accept this amount or enter a different amount.
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[¥] Dispute Reason: PRI |,  Date: [1210/2014 [3)

Dispute Amount: 750.00

[] peduction Reason: &} Date: Eﬂ
Doubtful

[Cl collection Code: Q. Date: Exl

Analyst DEFAULT @ Default Credit Analyst

Collector: DEFAULT 2, Barb Boehmer

Sales Person: DEFAULT aQ

AR Specialist: ARSPFSA Q. Paty Fischer

2. Click the Save button. Overdue charges will no longer be calculated for the item.
Note: The Deduction checkbox, reason and date fields are not used in Minnesota.

Option 2: Place Item in Collection

To place an Item in Collection:

1. Complete the Customer Relations section as follows

Field

Description

Collection

Click on the Collection checkbox.

Collection Date

After clicking on the Collection checkbox, the Collection Date is
automatically populated with the current date of the transaction. Accept this
date or enter a different date.

Code You will select a predetermined Collection code. Click on the Lookup
button and select a Collection code.
[T Dispute Reason: Q Date: =]
Dispute Amount:
[T] Deduction Reason: ] Date: 5
Doubtful
[¥] Collection Code: 01 Q Date: [12/10/2014 [5]
Analyst DEFAULT @ Default Credit Analyst
Collector: DEFAULT @, Barb Boehmer
Sales Person: DEFAULT Q
AR Specialist: ARSPFS Q. Patly Fischer

2. Optionally, click in the Add a Conversation link at the bottom of the page and add a conversation. (See
Option 3 for instructions.)
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3. Click the Save button. Overdue charges will no longer be calculated for the item.

Option 3: Add/Update a Conversation

The conversation documentation you create remains on the customer's account. To Add/Update a Conversation:

1. Click the Add Conversation link. The View/Update Conversation page displays.

2. The Add a New Value tab is automatically selected and the SetID, Business Unit and Customer ID
information has defaulted in to the fields.

3. Optionally, click on the Existing Value tab to search for and select an existing conversation to update, or
click the Add button. The Conversations page displays.

4. Add/update Conversations header information for the item as described below.

Field Description

*Status Select a Status from the drop-down menu. Options include: New, Open and
Closed.

Subject The Subject field is used to provide a categorization of the conversation.
Click on the Lookup to select a Subject. Options include “Invoice” and
“Payment”.

Sub-Topic The Sub-Topic field is used to provide a more detailed categorization of the
conversation. Click the Lookup button and select a Sub-Topic. Options
include “Invoice Issue” and “Payment Issue”.

*Description Use the Description field to specify the purpose of this conversation.

| References Attachments

SetlD: 1001 Business Unit:
*Status: New -
Subject: INVOICE Q

[C1Promise of Payment

Date: [ Review Days:
User ID: Done

] Supervisor Review

Keyword1: (s}

DateTime:
Contact ID: Q

*Comments: Disputed and Overcharged.

oK Cancel Apply

Conversations | References | Attachments

12101410 11AM User:

G1001 Customer:
*Description:

Sub-Topic:

Action:
User ID:

Letter:

Keywordz:

TEST_TRN

0000000001

Overcharged

INVOICE ISSUE

@, [Cpone
@, Date:

[[visible

Telephone:

Favorites | Main Menu > Accounts Receivable > Customer Accounts > Customer Information : Customer Activity
- - - - -

Hennepin County Research, Planning & Dev

Q
Amount: 0.00
Currency: usD |G
Promise Date: Eﬂ
Keyword3: o}

Add Conwversation Entry

=

Lo

Extension:

¢

e
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5. Add/update the Conversation Entries section as described below.

Field Description

Contact ID There is limited use of the Contact ID in Minnesota at this time.

If a Contact ID has been entered for the person you spoke with and related
to the customer, you can use the Lookup to search for and select the
contact. If a Contact ID is selected, the system automatically populates the
Telephone/Extension information if it was entered when creating the
contact.

If a Contact ID has not been entered, you could enter the customer contact
information in the Comments field.

*Comments Click into the Comments field to log the conversation information you want
to retain for your records. Do not enter private data into this field.

6. Optionally, view the References tab where the related Item ID is noted.

Favorites : Main Menu > Accounts Receivable » Customer Accounts > Customer Information > Customer Activity
- - - - -
&N
Conversations | ) Attachments
SetlD: G1001 Business Unit: 31001  Customer: 0000000001 Hennepin County Research, Planning & Dev
Date: 12102014 Description: Overcharged Status: Mew
Subject: INVOICE Subject Topic: INVOICE ISSUE [[include Closed Information
# 4] 0
Qualifier Reference ID Business Unit Customer ID / Deposit ID ltem Line
|G, |990000023 Q, |G1001 Q0000000001 &} 1/Q | View Item Activity [=]
OK Cancel Apply
Conversations | References | Atachments

7. Click on the OK button to save your conversation.

Having completed this topic, you should now be able to:

e Navigate to View/Update Details page for the Item
e Place Item in Dispute
e Place Item in Collections

e Add a Conversation
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Lesson Summary

Maintaining SWIFT Receivables is the process of keeping accounts receivable balances as accurate as possible.
This lesson included instructions for performing AR Account Maintenance of customer accounts.

After completing this lesson, you should now be able to:

e Apply Credit Bills or On Account Amounts (Offsetting Debits and Credits)
e Write-off an AR Item

e Process Refunds

e Create a Transfer Worksheet

e Update Item Details
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Lesson 5: AR Integration

Lesson Overview

The Receivable Update (ARUpdate) process is the posting process in the Accounts Receivable module. When
the ARUpdate process runs, the system processes groups of pending items to update customer balances for
items charged, adjustments made, and for payments received. This process also creates and validates the
accounting entries that the journal generator uses to create journal entries for posting to the general ledger in the
overnight batch. The ARUpdate process runs automatically 3-4 times a day or you can run it manually. This
lesson includes instructions for running the ARUpdate process manually.

You will also learn how to view information about the posting status of the group and the items included in the
group. The term "posting" is used differently than posting to the General Ledger. For AR items, "posting" means
the item has been budget-checked and the ARUpdate process run, which picked up the item and put it on
customer account.

The ARUpdate process may also generate errors that will need to be corrected before a “group” can be posted.

After completing this lesson, you should be able to:
e Runthe ARUpdate Process
o Verify the Posting Status
e Run Searches and Queries to Check for Posting Errors

e Correct Posting Errors

e Set Pending Items to Post
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Running the ARUpdate Process

Topic Overview

The posting process in SWIFT Accounts Receivables is called Receivable Update (ARUpdate). Running this
process updates customer balances in the system for transactions involving customer accounts. It updates
customer balances for items charged, adjustments, and payments. This process also creates the accounting

entries that the Journal Generator uses to transfer information to the General Ledger in the overnight batch.

The ARUpdate process runs automatically 3-4 times a day. This topic covers running the ARUpdate process
manually.

After completing this topic, you should be able to:

e Runthe ARUpdate Process
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Process Steps

Run the ARUpdate Process

This topic covers running the ARUpdate process manually. Running the ARUpdate process updates customer
accounts and prepares accounting entries that will be used to update the General Ledger. The ARUpdate process
runs automatically 3-4 times a day.

Steps to complete:
Step 1. Run the Request Receivables Update Process (ARUpdate)
Begin by navigating to the Request Receivables Update page.

1. Navigation Links: Accounts Receivable, Receivables Update, Request Receivables Update.

2. Select an existing Run Control ID or add a new Run Control ID for the ARUpdate process.

Fa\fovr'rtes Mainyenu b Accountsﬁecewable b Rece'rvablves Update » Reguest Receivables Update
) Options
Run Control ID: ARUPDATE  Report Manager Process Monitor iR
[4] L
*Group Unit: 1001 |Q F[E=
Process Frequency: Once M *High Balance Basis Date: Run Date h
*Accounting Date From: 010111800 ) =pccounting Date To: 10/30/2014 5]
User Defined Last Run On:
Payment Performance
DSO Process Instance:
SubCustomer
E save . Returnto Search +E Mextinlist [=] Notify E+ Add
Receivable Update Request | Options

3. Atthe Receivable Update Request page, enter the request parameters as described below.

Field Name Field Description

*Group Unit Accept the default Group Unit or enter a Group Unit. This is usually the
same as your Business Unit.

*Process Frequency WARNING! Select “Always”.

High Balance Basis This field is not used in Minnesota.

Date
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Field Name

Field Description

*Accounting Date From

Accept the default date of “01/01/1900 or enter a From Date field.
If you leave the default date, all transactions that are available will be
processed. Generally, you should use the default date.

If you enter the Accounting Date From and Accounting Date To fields,
only transactions with accounting dates that fall within the range
selected in these fields will be included in the ARUpdate process.

*Accounting Date To

Verify the To Date and enter a new date if desired. You should always
check the value that defaults in the Accounting Date To field.

When you first create a Run Control ID, this field defaults to the current
date. If you use a previously created Run Control ID, this field will default
to the date used when the existing Run Control ID was last saved.

The date in this field determines which transactions will be included
when the ARUpdate process runs. Generally you should use the current
date.

Customer History
Options

These options are not being used in Minnesota.

Last Run On Section
(display only)

The fields in the Last Run On section indicate the date on which the
process was last run using the current Run Control ID and the Process
Instance number that was generated when the process was last run.

4. Click on the Save button.

Note: You will not need to do entries on the Options tab.

5. Click on the Run button to start the processing. The Process Scheduler Request page appears.

Favorites
-

Process Scheduler Request

UserID: 00637298

Main Menu > Accounts Receivable > Receivables Update : Reguest Receivables Update

Run Control ID: ARUFPDATE

OK Cancel

Server Name: Run Date: [10/30/2014 El
Recurrence: - Run Time: |11:21:26AM Resetto Current Date/Time
Time Zone: Q
Select Description Process Hame Process Type Type *Format Distribution
v PSiAR Receivable Update ARUFPDATE PSJob (Mone) = (Mone)  Distribution

6. Accept the default selection “PS/AR Receivable Update” and click the OK button.

7. Click on the Process Monitor Link. The Process List page displays.
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Favorites © Main Menu > Accounts Receivable > Receivables Update > Reguest Receivables Update > Process Monitor

Process List Server List

View Process Request For
User IDWQ Type -+ Last - '71 Days - Refresh
Server v Hame| Q Instance | to|
Run Status - Distribution Status hd Save On Refresh

Personalize | Find | View A1 | BV | B8 First

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
12218357 PSJob ARUPDATE 00637298 10/30/2014 11:21:26AM CDT Processing  MN/A Details
12218332 PSJob BILIOBO3K 00637298 10/30/2014 11:10:49AM CDT Success Posted Details

Go backto Reguest Receivables Update
B save | [ Notity |

Process List| Server List

8. Click on the ARUPDATE link for the ARUpdate process that you ran.
Note: It is best practice to click on the process link to refresh rather than remaining on this page. That
way, if there are any warnings, you will see which job has the problem.

9. Atthe Process Detail page, view whether the process was successful. You can click on the Refresh
button to refresh the page.

Favorites | Main Menu > PeopleTools : Process Scheduler : Process Monitor
- ; - - >

Process Detail

Process Name: ARUPDATE . Refresh |

Main Job Instance: 11452028
Left | Right

B 11452028 - ARUPDATE Success
& 11452029 - AR UPDATE Success
= 11452030 - AR PGG Succass
B 11452033-AR PGG1 Success
=y 11452031 - AR POST Success
B 11452034-AR POST1 Success
B 11452032- AR UPDATE2 Success

Return

10. You should review the messages supplied by the processes to make sure that the ARUpdate process
picked up on transactions to process. For example,

a. Click on the underlying page icon for the AR_POST process to reveal the AR_POST1 process.
b. Click on the AR_POST1 link.
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c. Click on the Message Log link. In this example, one group for one customer was selected and
none were rejected.

Favorites | Main Menu > PeopleTools > Process Scheduler > Process Monitor

Message Log

Instance: 11452034 Type: Application Engine
Name: AR_POST1 Description: PS/AR Posting
Personalize | Find | View 41| E First &8 116 of 16 L |ast
Severity Log Time Message Text Explain
10 1:47:37PM Phase | - Building Work Tables
10 1:47:37PM 1 Groups Selected  Explain |
10 1:47:40PM 1 Row(s) Processed  Explain |
10 1:4743PM 1 Customers will be affected in 1 Business Units Explain
- 1 Transactions Selected(0 Affecting Existing ltems, 1 Creating i —
10 1:47:44PN New ltems) ~ Explain |
10 1:47:44PM 0 Transactions rejected  Explain |
- 1 Transactions affecting 1 Items (0 Existing, 1 Mew, 0 Errs) i —
10 1:47:46PM Seleciad ~ Explain |
10 1:47:46PM 1 Items to be processed, 1 New, 0 Existing Explain
10 1:47:47PM Phase Il - Database Update  Explain |
o 1 Groups with 1 Transactions affecting 1 ltems of 1 Customers || |
10 1:47:52PM Processed  Explain |

If you receive a "No Success" or "Error" status, contact the SWIFT Helpdesk for assistance.
Having completed this topic, you should now be able to:

e Runthe ARUpdate Process
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Verifying the Posted Status

Topic Overview

In this topic, you will be able to view information about the posting status of the group and the items included in
the group.

For this topic, the term "posting” is used differently than posting to the General Ledger. For AR items, "posting"
means the item has been budget-checked and the ARUpdate process run, which picked up the item and put it on
customer account.

After completing this topic, you should be able to:

o Verify Posting Status
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Process Steps

Verify the Posted Status

In this topic you will search for and verify the Posting Status for items that have been run through the ARUpdate
process.

Steps to complete:
Step 1: Navigate to the All Items with Details page and view information
Begin by navigating to the All ltems w/Detail search page.

1. Navigation Links: Accounts Receivable, Receivables Update, Posting Results — Pending Items.

2. Atthe All Items w/Detail page, enter the applicable search criteria as described below.

Favovr'rtes MainvMenu > AccountsBecei\'able ¥ Recei\fablgsUpdate s Posting Resultsv—Pending Items > All Items w/ Detail

All Items w/ Detail

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

[+

Group Unit: = - la1001 Q
Group 1D: begins with + |8125 aQ
User ID: begins with = Q
Assigned Operator ID: begins with Q
Group Type: begins with +
Origin 1D: begins with -
Entered Date: = - [&]
Posting Status: = - -
[T case Sensitive
Search Clear |Basic Search Save Search Criteria
Search Results
View All First [q] 1of1 [i] Last

Group Unit Group ID User ID  Assigned Operator ID Group Type Origin ID Entered Date Posting Status Posted Date
G1001 28125 |00537298 00637298 B PS Bl |10/30/2014 |Complete 10/30i2014

Field Name Field Description

Group Unit Accept the default Group Unit or enter a Group Unit. This is usually the
same as the Business Unit.

Group ID Invoices run through ARUpdate as a group and automatically receive a
generated Group ID. If you enter a Group ID, the search results will include
information for that group. If you leave this field blank, the search results will
include all groups within the selected Group Unit.

User ID The User ID of the person who ran the ARUpdate process.

Assigned Operator Usually the User ID of the person who ran the ARUpdate process with that
ID Run Control ID.
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Field Name Field Description

Group Type Group Type options include:
B — Billing
F — Overdue Charges
M — Maintenance

Origin ID Origin ID include:

-PS_BI (Billing)
-PS_AR (Accounts Receivable)

Entered Date

The date the deposit was entered or the maintenance transaction was built.

Posted Date

You can use the Posted Date field to limit search results to items posted to
the customer’s account on a specific day or within a range of dates.

3. Click on the Search button.

4. Click on an entry in the Search Results Listing. The All Items w/ Detail page displays. This page is for

viewing only.

Favorites

1B Pending Item 1

Main Menu > Accounts Receivable » Receivables Update > Posting Results-Pending Items >  All Items w/ Detai

Pending ltem 2

Pending ltem 3 Accounting Entries

Edit Status: Edited
Balanced: Yes
Posting Status: Complete

&4 Return to Search

Group Unit: G1001 Group 1D: 8004
Accounting Date: 10/09/2014 Approved By:
Croes Tk B Billing
Origin ID: PS_BI Billing Contk romat LsD
Controt: ; *Count: Received: 10/09/2014
Entared: 2.920.00 Count: 8 Entered: 10/09/2014
Difference; 0.00 Count 0 e e o
Assign:
Posted: 292000 Count 8 User:

T

+F NextinList | [=] Notify

Group Control | Pendina ltem 1 | Pendina ltem 2 | Pendina ltem 3 | Accountina Entries

Accounting Entries:
Posting Action:

Balanced
Do Mot Post

The Group Control tab displays the information described below:

Section

Fields to Note

Header

Displays the Accounting Date, Group Type, and Origin ID.
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Section

Fields to Note

Totals

The Totals section displays information about the Group.

Control — the total amount of the items included in the group
Count — the number of items in the group
Posted — the amount posted

Group Status

The Group Status section displays status information for the group. In this
example, the group has been “Edited”, it balanced, the “Posting Status” is
“Complete” and the “Accounting Entries” balanced.

Control Data

The Control Data section shows dates of interest for the item, and the User
ID for the person who created it and monitored it.

Currency

You may ignore the Currency section since the State of Minnesota will only
be using U. S. dollars for currency.

5. Click on the Pending Item 1 tab.

Favorites | Main Menu > Accounts Receivable » Receivables Update : Posting Results-Pending Iterms > All Ttems wif Detail
7 New Wi

Group Control | Pending ltem 2 Pending ltem 3 Accounting Entries

Group Unit: G1001 Group ID: 8004

o O

Acctg Date: 10/09/2014 As Of Date: 10/09/2014 Sequence: 1

Item ID: ELDESDP1501-1446111 Line: 1 Posted

Bus. Unit: G1001 Customer: BO40100001 AGRICULTUR

SubCust1: SubCust2:

Amount: 365.00 Currency: usD

Entry Type: IM Reason: AR Dist: Entry Event:

Revalue Flg

Terms: MET30 Due Date: Due Days:

Disc Amt: Disc Date: Disc Days:

Disc Amt 1: Disc Date 1: Always Allow Discount

PO Ref: PO Line: BOL:

Order No: Document: Line [tem:

Contract: LiC 1D: Case No:
£ Return to Search +E| MNextin List [=] Notify

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

The Pending Item 1 tab displays information as described below:

Section

Fields to Note

Payment Item Entry

Header information about the Item, including Accounting Date, Item ID,
Customer ID and Name, Amount, and Posted status.

Terms

The term and payment details.

PO

Purchasing information entered for the item.
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6. Optionally, click on the Show Next Row Arrows to view additional items included in the Group.

7. Click on the Pending Item 2 tab.

Favorites | Main Menu > Accounts Receivable > Receivables Update > Posting Results-Pending Items > Al Ttems wj Detail

Group Control Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries
— e e

Group Unit: G1001 Group 1D: ano4
Pending ltem Entry Find | View Al First = 4 of 3 I Last
ftem ID: ELDESDP1501-1446111 Line: 1 Posted
Bus. Unit: G1001 Customer: B040100001 SubCust1:
Amount: 365.00 Currency: UsD SubCust2:
Dispute Status: Date: Amount:
Collection Status: Date:
Last OC: Amount:
Latest Dunning: Date:
Last Statement:
Sales: DEFAULT Analyst: DEFALULT Collector: DEFAULT
Location: 2 Pay Method: CHK
Cash Forecasting
Bank Code: 1001 MIMNESOTA MANAGEMENT & BUDGET
Account: 0001 MMBA1
Draft Options
Description:
Pre-approved Create Document One ltem per Draft?

& Retumto Search | [+E] Freviousin List | [4E NextinList| |[Z] Notify

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

Section Fields to Note

Payment Item Entry Header information about the Item, including Item ID, Business Unit,

and Collection status, correspondence information, and the Customer
Location. The Analyst and Collector information will typically display

Customer ID, Amount, and Posted status. You are also able to view Dispute

“DEFAULT".
Cash Forecasting Bank information is displayed.
Draft Options This section is not being used in Minnesota.

Note: Pending Item 3 tab is not used in Minnesota.
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8. Click on the Accounting Entries tab. ChartField information is displayed for each item in the Group.

Favorites - Main Menu > Accounts Receivable > Receivables Update > Posting Results-Pending Items >  All Iterns w/ Detail

" Group Control | Pending ltem 1 || Pending ltem2 | Pending ltem 3 [ OE IRl

Group Unit: G1001 Group 1D: 8004

0 New V

Accounting Entries

Find | View All First =) 1073 I Last

Item IDx: ELDESDP1501-1446111 Line: 1 Entry Type: M Reason:
Bus. Unit: G1001 Customer: BO40100001 SubCust1: SubCust2:
Amount: 365.00 Currency: usD Tot Base: 365.00

Accounting Entries: Complete Display Totals: -

Revenue Estimate

Distribution Lines Personalize | Find | B | % First K 1 071 I Last
" Currency Details || Additional Details || Journal Reference Information |
_ ~ N Sub sw Agey Agcy ~ . o
Line GL Unit  Fund Fin DeptlD ApproplD Account Acct Cost Costd Cost?2 PC Bus Unit Project Activity
1 MMNOD1 5200 G1037610 G100086 120001
< I ] 3
Lines 1 DR 365.00 Currency: usD CR 000 Currency:  USD Net 365.000

& Returnto Search | [+E] Previous o Lisit | [VE NextinList| =] Notify |

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

Having completed this topic, you should now be able to:

e Verify Posting Status
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Using Searches and Queries to Check for Posting Errors

Topic Overview

There are several searches that should be performed on a regular basis to find errors that occurred during the
ARUpdate process. This topic includes a listing of the search pages found on the Correct Posting Errors menu
and provides suggested search criteria.

Note: These pages will also be used to correct the errors; however, in most instances, you will need assistance
from MMB SWIFT support to correct the error, and will enter a service desk ticket. You can refer to the
“Correcting Posting Errors” topic for an example of correcting a common error.

Additionally, there are queries that can be run from the Query Viewer.

A detailed list of inquiries that should be performed on a regular basis, along with search criteria tips, is located in
the Appendix of this User Guide (refer to the “SWIFT Inquiries for Clean-Up and Review” topic).

After completing this topic, you should be able to:

¢ Run Searches and Queries to Check for Posting Errors
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Process Steps
Use Searches and Queries to Check for Posting Errors
This topic covers some of the options available to check for errors that occurred during the ARUpdate process.

Steps include:

e Step 1: Search Correct Posting Errors Pages

e Step 2: Run Queries to Check for Errors
Step 1: Search Correct Posting Errors Pages
The Correct Posting Errors menu provides several searches that will uncover errors that occurred during the
ARUpdate process. You should perform these searches on a regular basis to check for errors. The following is a
listing of these options with suggested search criteria.

Option 1: To view payments that failed posting

1. Navigation Links: Accounts Receivable, Receivables Update, Correct Posting Errors, Payment

Field Name Description

Deposit Unit Enter your Deposit Unit (same as Business Unit). TIP: Use the
“IN” operator to select multiple Deposit Units and save your
search.

Group Unit Enter your Group Unit (usually same as Business Unit). TIP: Use
the “IN” operator to select multiple Group Units and save your
search.

Business Unit Enter your Business Unit. TIP: Use the “IN” operator to select
multiple Business Units and save your search.
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Fa\'ovrrces MainvMenu ¥ .-’.ccountszeceivab\e > Recenfab\gsUpdate > CDrrectPD:;ting Errors > Payment

Payment

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

=

Deposit Unit: in « G1001,G1002 (&}
Deposit ID: begins with

Payment ID: begins with ~

Group Unit: in - G1001,G1002 Q
Group ID: begins with +

Business Unit: in - G1001,G1002 Q
Customer ID: begins with ~

[tem ID: begins with +

Sequence: = -

Assigned Operator ID: begins with - Q,

Entered Date: = - [5]

Entry Type: begins with

Accounting Entries: =

-

[T case sensitive

Search Clear

Basic Search Save Search Criteria

Option 2: To perform error checking and edit external pending item groups during posting

1. Navigation Links: Accounts Receivable, Receivables Update, Correct Posting Errors, External Items

Field Name Description

Group Unit

search.

Enter your Group Unit (usually same as Business Unit). TIP: Use
the “IN” operator to select multiple Group Units and save your

Business Unit

Enter your Business Unit. TIP: Use the “IN” operator to select
multiple Business Units and save your search.
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Favorites - Main Menu > AccountsBece'wable > Rece'wablgsUpdate > Correct Posting Errors > External Items

External Items

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

ke

Group Unit: in - G1001,G1002 Q
Group 1D: begins with +

Business Unit: in - G1001,51002 Qa,
Customer ID: begins with - a,

Item ID: begins with -

Item Line: = -

Sequence: = -

Assigned Operator ID: begins with - a,

[T case Sensitive

Search Clear |Basic Search Save Search Criteria

Option 3: To check for errors on transfer worksheets, and review and edit transfer groups

1. Navigation Links: Accounts Receivable, Receivables Update, Correct Posting Errors, Transfer

Field Name Description

Group Unit Enter your Group Unit (usually same as Business Unit). TIP: Use
the “IN” operator to select multiple Group Units and save your
search.

Business Unit Enter your Business Unit. TIP: Use the “IN” operator to select
multiple Business Units and save your search.

Favorites © Main Menu > Accounts Receivable > Receiwables Update » Correct Posting Errors > Overdue Charge Irems
- - - - -

Overdue Charge Items

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

ke

Group Unit: in - 1001,G1002 Q
Group ID: begins with -

Business Unit: in - G1001,G1002 [}
Customer ID: begins with &}

Item 1D: begins with

Item Line: = -

Sequence: = -

Assigned Operator ID: begins with Q,

[l case sensitive

Search Clear  Basic Search Save Search Criteria
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Option 4: To perform error checking and edit overdue charge pending item groups

1. Navigation Links: Accounts Receivable, Receivables Update, Correct Posting Errors, Overdue Charge

Items
Field Name Description
Group Unit Enter your Group Unit (usually same as Business Unit). TIP: Use
the “IN” operator to select multiple Group Units and save your
search.
Business Unit Enter your Business Unit. TIP: Use the “IN” operator to select
multiple Business Units and save your search.

Fa\fuvrites Mainl\ﬂenu ¥ Accuuntsﬁecewable > Rece'rvab\gsUpdate > Correct Puvst\ng Errors » Overdue Charge Items

Overdue Charge Items

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

Group Unit: in - G1001,G1002 Q
Group ID: begins with

Business Unit: in - G1001,G1002 &}
Customer ID: begins with + &}

Item ID: begins with =

Item Line: = -

Sequence: = -

Assigned Operator ID: begins with ~ Q

Case Sensitive

Search Clear  |Basic Search Save Search Criteria

Option 5: To check for unpost function errors

1. Navigation Links: Accounts Receivable, Receivables Update, Correct Posting Errors, Unpost

Field Name Description

Group Unit Enter your Group Unit (usually same as Business Unit). TIP: Use
the “IN” operator to select multiple Group Units and save your
search.

Business Unit Enter your Business Unit. TIP: Use the “IN” operator to select
multiple Business Units and save your search.
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Fa\fovr'rtes Mainl\-'lenu ¥ AccountsBece'n.fable ¥ Rece'rvablves Update » Correct ansting Errors > Unpost
Unpost
Enter any information you have and click Search. Leave fields blank for a list of all values.
b
Group Unit: in - fG1DD1.G1DD2 Q
Group 1D: begins with -
Business Unit: in * |G1001,G1002 Q
Customer ID: begins with Q,
Item 1D: begins with
Item Line: = -
Sequence: = -
Assigned Operator ID: begins with - Q,
[l case sensitive
Search Clear |Basic Search Save Search Criteria

Option 6: To review and edit maintenance groups and check for errors on worksheet

1. Navigation Links: Accounts Receivable, Receivables Update, Correct Posting Errors, Worksheet

Field Name Description

Group Unit Enter your Group Unit (usually same as Business Unit). TIP: Use
the “IN” operator to select multiple Group Units and save your
search.

Business Unit Enter your Business Unit. TIP: Use the “IN” operator to select
multiple Business Units and save your search.
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Fa\fovr'rtes MainvMenu b Accountszece'NabIe > Rece'rvablves Update » Correct Po;sting Errors > Worksheet
Woerksheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
ks
Group Unit: in - G1001,G1002 Q
Group ID: begins with =
Business Unit: in * [G1001,G1002 Q
Customer ID: begins with - Q,
ltem 1D: begins with -
Item Line: = A
Sequence: = -
Assigned Operator ID: begins with - Q
[l case Sensitive
Search Clear |Basic Search Save Search Criteria

Step 2: Run Queries to Check for Errors that Occurred during the ARUpdate process
Begin by navigating to the Query Viewer page to run the queries.

1. Navigation Links: Reporting Tools, Query, Query Viewer.

2. Enter your search criteria: Search by Query Name begins with: “M_AR_GBL_PENDING”. The below
query is available:

Field Name Description

M_AR_GBL_PENDING_ITEM_ERR_EXT External Pending Item Errors

3. Click on the Search button. Both queries display in the Search Results listing.

Tip: Click on the Add to Favorite link to add these queries to your My Favorites Queries listing so you
won'’t have to search for them again.
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Fa'.fuvrites Ma\n'Menu > Repurtulg Tools » Qu'erv > Query Viewer

Query Viewer

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

QueryName beginswith +  M_AR_GBL_PENDING_ITEM

Description contains -
Uses Record Name Dggins with  ~
Uses Field Name 289ns with
Access Group Name  Degins with - a
Folder Hame Degins with -
*Query Type = User -
Owner = -

When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB,EMPLOYEE JRNL_LN.

Search Clear Basic Search

Search Results

*Folder View — All Folders — -
B
. Runto Runtio Runto
Query Name Description Owner Folder HTML Excel XML
M_AR_GBL_PEMDING_ITEM_ERR_EXT External Pending ltem Errors Public HTML | Excel XML
M_AR_GBL_PENDING_ITEM_ERR_ONL OnLine Pending ltem Errors Public HTML |Excel XML

#E st E

Schedule

(2]

chedul
|

o

(]

chedu

i

4. Inthe Search Results listing, click on the Excel link for one of the queries. A new tab opens to run the

guery. You can also click on the “HTML” option to view the results online.

5. Enter your Business unit.

M_AR_GBL_PENDING_ITEM_ERR_EXT - External Pending Item Errors

Business Unit: |H1201
View Results

Group Unit GroupID  Unit Type  Balance Editing  Posted  Action Control  Count  Entered

Count

Seq

Item ID

Line

Function

Error Code

6. Press the View Results button.

7. A prompt appears asking what you want to do with the Excel file. Open the Excel file to view the interface

errors.
8. The Excel file includes fields displaying a number of fields.

e The Err Code column provides a description of the error.
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@ =, B _2 = | AR G MG_ITEM_ER T_8553. Co ] e = = 2
File Home | Inset  Pagelayout  Formulas  Data  Review  View  Acrobat o @ =@ =
HJ :*:. Arial Unicode M5« 10 = A A7 S wrap Text Text - :rg :"-:Ef% r;d j'I' :Ir ﬂ_l ):: i}? \;ia
Paste o [B]r u- - & A EMerge & Center - $ = % 3 | %3 ;08 Fc:rrr:jalél‘\nnr:l =13 Sélee\;v nsert Delete Format | Sort& Find &

Clipboard Font Alignment Number Styles Cells Editing

Al A Jx | External Pending Item Errors v
A B & D E F G H | J K L M N o P Q C
1 [External Pending || 12 M
2 [aroup unit |@roup 1D Junit [Type|Balance [Editing [Posted |Action Jcontrol  |count [Entered  [[count [Seq [item 1D [Line [Function [Error code
3 |H1201 489 H1201 B | N E A 201071.560 19 201071.560 19 100000039037 11T-01 ACTPD
4 |H1201 "s89 H1201 B | N E A 201071.560 19 201071.560 19 200000039034 11T-01 ACTPD
5 |H1201 489 H1201 B | N E A 201071.560 19 201071.560 19 300000020036 11T-01 ACTPD
8 |H1201 489 H1201 B | N E A 201071 560 19 201071 560 19 400000039036 2 1T-01 ACTPD
7 |H1201 489 H1201 B | N E A 201071.560 19 201071.560 19 500000029036 3 IT-01 ACTPD
8 |H1201 489 H1201 B | N E A 201071.560 19 201071.560 19 600000039036 4 1T-01 ACTPD
9 |H1201 489 H1201 B | N E A 201071.560 19 201071.560 19 700000030036 5 IT-01 ACTPD

Note: These pages will also be used to correct the errors; however, in most instances, you will need assistance
from MMB SWIFT support to correct the error, and will enter a service desk ticket. You can refer to the
“Correcting Posting Errors” topic for an example of correcting a common error.

Having completed this topic, you should now be able to:
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Correcting Posting Errors

Topic Overview

When the ARUpdate process runs it checks the pending items for errors. These errors are flagged by the process
and can be found by searching the options located under the Correct Posting Errors menu. Refer to the “Using
Searches and Queries to Check for Posting Errors” topic for a listing of these searches and suggested search
criteria.

Note: These pages will also be used to correct the errors; however, in most instances, you will need help from
MMB SWIFT support to correct the error. You can enter a service desk ticket with the SWIFT helpdesk for
assistance.

This topic provides an example of correcting a common posting error.

After completing this topic, you should be able to:

e Correct Posting Errors
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Process Steps

Correct Posting Errors

This topic covers how to correct a common posting error. There are several pages available to find and correct
the posting errors. Refer to the “Using Searches and Queries to Check for Posting Errors” topic for a listing of the
search pages and suggested criteria. The most common types of posting errors include:

Error Code Description

ACTPD Accounting Period: a transaction has an accounting date in a closed
period. If you see this error, enter a service desk ticket with the SWIFT
Helpdesk. It is possible that the prior accounting period will need to be
reopened. This error may occur if an accounting date is entered when
a bill is created but the bill is not run through the Single Action Invoice
process until the accounting period is closed.

ACTOB Account Out of Balance: the debits and credits for the accounting
entries in a group do not balance (offset). If you see this error, enter a
service desk ticket with the SWIFT Helpdesk.

COMBO Combo Edit Error: usually means a transaction has incorrect project
information or a closed project. If the project just needs to be
reopened, you can resolve this error with the assistance of agency
staff with security to view and edit projects. This topic shows an
example of resolving this error.

CUSOM Customer Options Missing: usually means that the customer
effective date is later than the transaction or the customer is not
flagged as a Bill To Customer. If you see this error, enter a service
desk ticket with the SWIFT Helpdesk

In most cases, you will need to enter a service desk ticket if you encounter a Posting Error. The example in this
topic shows you how to resolve a COMBO error where a transaction contained ChartFields for a closed project.

Steps to complete:

e Step 1: Navigate to the Correct Posting Error page for the Error Type
e Step 2: View the Error Message
e Step 3: Correct the Error
e Step 4: Run ARUpdate
Step 1: Navigate to the Correct Posting Error page for the Error Type

In this example, a Combo Edit Error for a payment has occurred. You can view from the Correct Posting Error
page for Payments.

1. Navigation Links: Accounts Receivable, Receivables Update, Correct Posting Errors, Payment.
Released October 31, 2016 (Version # 5)
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2. Atthe Payment page, enter the required search criteria described below, along with any other applicable
criteria.

Favorites | Main Menu > Accounts Receivable > Receivables Update » Correct Posting Errors > Payment
- - - - -

Payment

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

=
Deposit Unit: = - H1201 a
Deposit ID: begins with -

Payment Iz begins with -

Group Unit: = - H1201 Q

Group ID: begins with -

Business Unit: = - H1201 Q
Customer ID: begins with -

Item ID: begins with -

Sequence: = -

Assigned Operator ID: begins with QL
Entered Date: = - El

Entry Type: begins with

Accounting Entries: = A A

[[case sensitive

Search Clear  |Basic Search Save Search Criteria
Field Name Field Description
*Deposit Unit Accept the default Deposit Unit or enter a Deposit Unit. This is usually the

same as the Business Unit but can be different. This is a required field.

*Group Unit Accept the default Group Unit or enter a Group Unit. This is usually the
same as the Business Unit but can be different. This is a required field.

*Business Unit Accept the default Business Unit or enter a Business Unit. This is usually
the same as the Business Unit but can be different. This is a required field.

3. Click on the Search button.

4. Click on an entry in the Search Results Listing. The Payment Control page displays.
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Favorites = Main Menu > Accounts Receivable > Receivables Update > Correct Posting Errors > Payment

EEELReN B~ Payment1 | Payment2 7| Payment3 7 Accounting Entries | PaymentAction
= = =

Deposit Unit: H1201

Deposit 1D 21179 Payment ID: INVOICE 217670

Accounting Date: 06/30/2014  Approved By: 00805702

Group Type: P Payment
Origin 1D: PS_AR PS AR

Control: UsD Format: UsD

Control: -32,100.00| *Count: Received: 08/11/2014
Entered: -32,100.00 Count: 1 Entered: 08/11/2014
Difference: 0.00 Count: 0 PosFeG:
posted Count: Assign: 00805702
sted: unt:
0.00 0 User: 00805702
Group Status
Edit Status: Edited Accounting Entries: Balanced
Balanced: Yes Posting Action: Do Mot Post
Posting Status: Errors

|B) save | [ Retumito Search | [ Notify |

Payment Control | Payment 1 | Payment 2 | Payment 3 | Accounting Entries | Payment Action

e Notice that the Posting Status field indicates “Errors”.

Step 2: View the Error Message

1. Click on the Payment 1 tab to locate error information.

Favorites Main Menu > Accounts Receivable > Receivables Update > Correct Posting Errors > Payment

 Payment Control ( Payment2 |/ Payment3 | Accounting Entries | PaymentAction |

Deposi it H1201 Deposit ID: 21179 Payment ID: INVOICE 217670
Pending ltem Entry Find | View Al Fist 4 3
B
*Acctg Date: 06/30/2014 *As Of Date: 061302014 Sequence: g
*Item ID: [o0000217870 | o 1] | T ]
*Business Unit: H1201 *Customer: GMH1200019 APHL

SubCust1: SubCust2:
*Amount: -32,100.00 *Currency:

*Entry Type: Reason: *AR Dist 4R
[V Revalue Flg
View Auditl ogs [/Posted
SF220 9 Types [ Emorifo | Erorcoder COWBO
Payment Terms
Terms: [ Due Date: 07302014 Due Days: |
Disc Amt: | Disc Date: |:| Disc Days: |:|
Disc Amt 1: ] Disc Date 1: ] [ Always Allow Discount

PO Ref: i 1 PO Line: ] BOL: [ ]
Order No: ’—| Document: |:| Line item: ’—|
Contract: ’—| LiC ID: |:| Case No: ’—|

| save | |2 ReturntoSearch | |[=] Notify |

Payment Control | Payment 1| Payment 2 | Fayment 3 | Accounting Entries | Payment Action
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2. Click on the Error Info button. The error message displays. In this case the error indicates that
“00000217670 Items(s) contain Combination Edit Errors. The message also indicates an action to be
taken: “Verify the ChartField combination on the accounting lines is a valid combination for the General
Ledger Business Unit. Modify ChartField values on the Correct Posting Errors, Accounting Entries page
or modify the Combination Editing rules.”

00000221864 tem(s) contain Combination Edit Errors in GL Business Unit MNOO1. (6035 29)

Action: Verify the ChartField combination on the accounting lines is a valid combination for the General Ledger Business Unit. Modify ChartField values on the Correct Posting Errors, Accounting Entries page or
modify the Combination Editing rules.

OK

This error message most often indicates:

o Projectis closed
o Project ID is incorrect
You'll need to research the cause of the error which most likely will require contacting other staff in your
agency.
Step 3: Correct the Error

As previously discussed, the error is usually the result of a closed or incorrect project.

If the project information was incorrect, you'll need to enter a service desk ticket with the SWIFT Helpdesk for
assistance.

If a project needs to be re-opened (activated), staff with access to the Project Costing module will need to activate
the project and you'll need to navigate back to the Correct Posting Error page for Payments to set the payment to
post.

1. Navigation Links: Accounts Receivable, Receivables Update, Correct Posting Errors, Payment.

2. Atthe Payment page, enter the required search criteria and click on the Search button.

3. If more than one entry displays in the Search Results, click on the entry for the transaction. The Payment
Control page displays.

4. Click on the Payment Action page.
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Favorites Main Menu > Accounts Receivable > Receivables Update > Correct Posting Errors > Payment

Payment Contral Payment 1 Payment 2 Payment 3 Accounting Entries Payment Action

Deposit Unit: H1201 Deposit ID: 211749 Payment ID: INVCICE 217670

Posting Status: Do Mot Post

Group Actions Posting Action

Balance ' ' BodotRost
: Delete Entries
Delete Group | | Batch Priority
Batch Standard

B save 2\ ReturntoSearch [ Notify

Payment Control | Payment 1 | Payment 2 | Payment 3 | Accounting Entries | Payment Action

5. Click on the Batch Standard button in the Posting Action section.
6. Click on the Save button.

After the ARUpdate process has run, the payment will be posted to the customer’s account.

Favorites | Main Menu » Accounts Receivable » Customer Accounts > Item Information > Item List
- H - - - -
LE' New Window E,-/
Detail 1 | Defail 2 | Dtail 3 item Accounting Entries [ ftem Audit History
—
Unit: H1201 Customer:  GjiHiZ00078Association of Public Health Lab
Item 1Dz 00000217670 Line: 1 Days Late: -30 Status: Closed
Balance: 0.00 usD
ftem Activities Eind | View All First Kl 12 0f 2 I L ast
Sequence: 1 Accounting Date: 06/30/2014 Posted Date: 07M14/2014
Entry Type N Reason: Voucher ID:
Document: Amount: 32,100.00 USD
Group Unit: H1201 Group ID: 10971 Billing
Sequence: 2 Accounting Date: 06/30/2014 Posted Date: 01/06/2015
Entry Type PY Reason: Worksheet Reason: Voucher ID:
Document: Amount: -32,100.00 USD
Group Unit: H1201 Group ID: 11314 Payment
Deposit Unit: H1201  Deposit ID: 21179 Payment ID: INVOICE 217670

Having completed this topic, you should now be able to:

e Correct Posting Errors
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Setting Pending Items to Post
Topic Overview

After bills are created in the Billing Module, they must be run through Single Action Invoice process. When this
process is run, staff is required to unselect the default “Do Not Post” on the process page and select the “Batch
Standard” so that when the ARUpdate process is run it will bring the Items into the Accounts Receivable module
and post the items to the customer accounts.

When staff forgets to select the “Batch Standard” option, the Group Control page will display with the Posting
Status “Not Posted”.

Fa\rovr'rtes © Main 'I'\-'Ienu ¥ Accountszece'rvable ¥ Pendinvg Items External Items » Group Entry
i
Group Control Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action
Group Unit: G1001 Group 1D: 7527
*Accounting Date: 121872014 E‘j
*Group Type: B @ Billing Currency
“Origin ID: PS_BI Q Billing Control: Q. *Format: UsD Q,
Control Totals Control Data
Control: 300.00 *Count: 1 *Received: 12M16i2014 |5 *Entered: 12162014 [5)
Entered: 0.00 Count: 1 Posted:
Difference: 300.00 Count: 1 Assign: TEST_TRN |Gy User: TEST_TRM
Posted: 0.00 Count: 0
Group Status
Edit Status: Mot Edited Accounting Entries: Balanced
Balanced: Mo Posting Action: Cio Mot Post
Posting Status: Mot Posted
:ﬁ Save .Q ReturntoSearch: EI NDtify:
Group Control | Pending ltem 1 | Pending ltem 2 | Pending ltem 2 | Accounting Entries | Group Action

AR staff with the supervisor role can set the pending item to post in the Accounts Receivable module by following
the instructions in this topic.

After completing this topic, you should be able to:

e Set Pending Items to Post
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Process Steps

Set Pending Item to Post

This topic covers setting pending items to post.
Steps to complete:

e Step 1: Navigate to the Group Entry page for the Group that was not Posted
e Step 2: Select Batch Standard on the Group Action tab
e Step 3: Run ARUpdate

Step 1: Navigate to the Group Entry page for the Group that was not Posted
Begin by navigating to the Group Entry page.

1. Navigation Links: Accounts Receivable, Pending Items, External Items, Group Entry.
2. Atthe Group page, enter your Group Unit (same as Business Unit).

3. Optionally, enter the Group ID.
Note: Other criteria are available to use to filter your search. (The Group ID for the Item(s) that have not
posted can be found in the Billings Module: Billing, Review Billing Information, AR Pending Items.)

Favorites | Main Menu > Accounts Receivable > Pending Items > External Items > Group Entry

Group Entry

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

hd

Group Unit: = G1001 &}

Group ID: pegins with « |7527 Q,

User ID: begins with Q
Assigned Operator ID: begins with &}

Origin ID: pegins with -

Entered Date: = - B

Posting Status: = - Mot Posted -

[[Icase Sensitive

Search Clear |Basic Search Save Search Criteria

4. Select “Not Posted” for the Posting Status.
5. Click on the Search button.

6. The Group Control page for the group displays.
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Fa\rovr'rtes Main 'I'\-'Ienu b Accountszecei\rable ¥ Pendinvg Items = Ex'terngl Items » Group Entry
i
e Pending tem 1 Pending tem 2 ) Pending ltem 3 1 Accounting Entries | Group Action
Group Unit: G1001 Group ID: 7527 View Audit Logs
*Accounting Date: 12/16/2014 |[5]
“Group Type: 5@ giing
*Origin ID: PS_BI Q Billing Control: @ *Format: UsD &}
Control Totals Control Data
Control: 300.00 *Count: 1 *Received: 12M16i2014 |5 *Entered: 121612014 [5]
Entered: 0.00 Count: 1 Posted:
Difference: 300.00 Count: 1 Assign: TEST_TRN|Q User: TEST_TRM
Posted: 0.00 Count: 0
Group Status
Edit Status: Mot Edited Accounting Entries: Balanced
Balanced: Mo Posting Action: Do Mot Post
Posting Status: Mot Posted
|[@ save |£\ ReturntoSearch | |[Z] Motify |
Group Control | Pending ltem 1 | Pending Item 2 | Pending Item 2 | Accounting Entries | Group Action

¢ Notice that the Group Status indicates “Not Posted” and the Posting Action is “Do Not Post”.

Step 2: Select Batch Standard on the Group Action tab

1. Click onthe Group Action tab.

Favorites | Main Menu > Accounts Receivable > Pending Items > Externalltems > Group Entry

© Group Control 7 Pending ltem 1 1 Pending tem 2 [ Pending ltem 3 | Accounting Entries [ Bl

Group Unit: G1001 Group 1D: Th27
Posting Status: Do Mot Post
Group Actions Posting Action Accounting Entry Actions
li Balance { | DoMotPost | | Greate,Entries |
| Delete Group | | Batch Priority |
| Batch Standard |

) save 2\ RetumioSearch| [=] Notify |

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

2. Click on the Batch Standard button in the Posting Action section.

3. Click on the Save button. The Group Control tab now shows a Posting Action of “Batch Standard”.
Note: If you receive an error, contact the SWIFT Helpdesk for assistance.
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Favc»vr'rtesg MainvMenu > Accountsgeceivable B Pending tems > E)ctemgl Items > Group Entry

Sl B Pending ltem 1 Pending ltem 2 Pending tem 3 || Accounting Entries | Group Action

Group Unit: G1001 Group 1D: 7527
*Accounting Date:
*Group Type: B | silng
Control Totals Control Data
Control: 300.00]  *Count: *Received: “Entered: 12116/2014
Entered: 300.00 Count: 1 Posted:
Difference: 0.00 Count: 0 Assign: TEST_TRN User: TEST_TRM
Posted: 0.00 Count: 0
Group Status
Edit Status: Mot Edited Accounting Entries: Balanced
Balanced: Yes Posting Action: Batch Standard
Posting Status: Mot Posted

B save | £ Returnto Search | |[Z] Notify |

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

Step 3: Run the ARUpdate Process

The ARUpdate process runs automatically several times a day. It can also be run manually. Refer to the “Running
the ARUpdate Process” topic for instructions. After the ARUpdate process runs, the Posting Status will update to
“Complete”.

Favorites | Main Menu > Accounts Receivable > Receivables Update > Posting Results-Pending Items > Al Ttems wy Detail
- H - - - -

S B Pending ltem 1 [ Pendingltem 2 | Pending ltem 3 [ Accounting Entries

Group Unit: G1001 Group 1D: 7527
Accounting Date: 12/16/2014  Approved By: TEST_TREN
Group Type: 5 Billing
Origin ID: PS_BI Billing Control: Format: usb
Control Data
Control: 300.00| *Count: Received: 1211612014
Entered: 300.00 Count: 1 Entered: 12M6/2014
Difference: 0.00 Count: 0 Posted: 12162014
posted Count Assign: TEST_TRM
sted: 30000 Count: 1 User: TEST_TRN
Group Status
Edit Status: Edited Accounting Entries: Balanced
Balanced: Yes Posting Action: Do Mot Post
Posting Status: Complete

|& Returnto Search | (=] Notity |

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

Having completed this topic, you should be able to:

e Set Pending Items to Post
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Lesson Summary
After completing this lesson, you should now be able to:

e Runthe ARUpdate Process

o Verify the Posted Status

e Run Searches and Queries to Check for Posting Errors
e Correct Posting Errors

e Set Pending Items to Post
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Lesson 6: Managing Customer Collections

Lesson Overview

The AR module includes features that can be used to manage customer collections. The Aging process runs
nightly and updates the age of your outstanding AR Items. Customer Statements can be created using the
Statements process. The Dunning Letter process is used to create late notices to alert customers of overdue
items. Overdue charges can be posted to a customer’s account using the Overdue Charges process. When
creating Customer Statements, the overdue charges will be included. Items that reach a predetermined aging
category will be sent to a third party collection agency.

Managing Customer Collections

Run the Aging Create Customer
Process Statements

Review Send

Statements Statements

Run the Aging,

Overdue Charging, Create Dunning

View Dunning
ARUpdate Letters Send Letters

Status/History

Run Collections Sendto
Query Collections

After completing this lesson, you should be able to:
e Run the Aging Process
e Run Overdue Charges Process
e Prevent Overdue Charges from being Assessed to a Customer
o Create Customer Statements
e Create Customer Statement Note
¢ Review Customer Statements
e Review a Last Statement
e Run the Dunning Letter Process
e Preview, Edit and Delete a Dunning Letter
e Delete an Item on a Dunning Letter
e Print a Dunning Letter
e Delete a Dunning Letter
e Review History of Letters
e Review a Last Letter
e Review Item Dunning Status
e Review Item Dunning History
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Running the Aging Process

Overview

The Aging process is used to update the age of your outstanding accounts receivable items. When the Aging
process is run, SWIFT compares the due dates of items to the current system date.

The process runs in the nightly batch or it can also be run manually as described in this topic.
You most likely will not need to run this process manually.
After completing this topic, you should be able to:

e Run the Aging Process
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Process Steps

Run the Aging Process

This topic covers running the Aging Process. The process runs in the nightly batch or it can also be run manually
as described in this topic. You most likely will not need to run this process manually.

Steps to complete:
Step 1. Run the Request Aging Process
Begin by navigating to the Request Aging Process page.

1. Navigation Links: Accounts Receivable, Receivables Analysis, Aging, Request Aging Process.
2. Use an existing Run Control ID or add a new Run Control ID.

3. Atthe Aging page, enter the below parameters.

Field Name Field Description

Unit Accept the default Business Unit or click on the Lookup button and select a
different Business Unit.

Process Frequency Select “Always”.

Favorites = Main Menu » Accounts Receivable > Receivables Analysis > Aging > Reguest Aging Process

- - - - -

Aging
Run Control 1D: Training Report Manager Process Monitor s

B 4] ]
*Unit =R Process Sub Customer Last Run On Process Instance
Frequency
1)c1001Q, | Always - =]
B Save [E. Returnto Search [ Notify Ev Add

4. Click on the Save button.

5. Click on the Run button. The Process Scheduler Request page displays.
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Favorites Main Menu > Accounts Receivable > Recewables Analysis > Aging > Request Aging Process

Process Scheduler Request

UserID: TEST_TRN Run Control ID: Training
Server Name: Run Date: |[12/16/2014 [#]
Recurrence: - Run Time: |2:21:05PM Resetto Current Date/Time

Time Zone: Q

Select Description Process Hame Process Type *Type *Format Distribution
PSIAR Aging - Preprocessor ARAGE PSlob (Mone) - (Mone) - Distribution
0K Cancel

6. Accept the default process “PS/AR Aging — Preprocessor” and click the OK button.

7. You are returned to the Aging page. Click on the Process Monitor link. The Process List page appears.

Favorites : Main Menu » Accounts Receivable > Receivables Analysis > Aging > Reguest Aging Process > Process Monitor
- H - - - -

View Process Request For

UseriID[TEST_TRN @ Type v Last - 1 Days - i..Refesh |
Server - Name Q Instance‘ to|
Run Status - Distribution Status h Save On Refresh

Personalize | Find | View A1 BV | B ot B 5 0r6 I Last

Select Seq. Process Type Process Hame User Run Date/Time Run Status W Details
11451932 PSJob ARAGE TEST_TRN  12M16/2014 2:21:05PM CST Success Posted Details
11451925 PSJob ARUPDATE  TEST_TRN 12162014 1:42:47PM CST Success Posted Details
11451918 PSJob ARUPDATE | TEST_TRN  12/16/2014 12:57:36PM CST Success Posted Details
11451911 PSlob ARUPDATE  TEST_TRN  12/16/2014 12:42:40PM CST Success Posted Details
11451897 PSJob BIIOBO3K TEST_TRN  12M16/2014 12:20:53PM CST Success Posted Details
11451893 SQR Report ARZ21001 TEST_TRN  12M15/2014 2:50:10PM CST Success Posted Details

Go backto Request Aging Process

D save | [ Notty |

Process List | Server List

8. Inthe Process Name column, click on the “ARAGE?” link for the Aging process you ran.

9. Atthe Process Detail page, ensure that the process is successful. Click on the Refresh button to refresh

the screen.

Having completed this topic, you should now be able to:

e Run the Aging Process
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Running the Overdue Charges Process

Overview

WARNING! Before an agency can use the Overdue Charges process, a ticket must be entered with the SWIFT
help desk. There is set up that must be done centrally by MMB staff and there are configuration issues that must
be discussed prior to implementing this feature.

You can also contact the SWIFT Help Desk and request that Overdue Charges be processed for your agency
during the nightly batch processing.

This topic covers how to run the Overdue Charges process. The Overdue Charges process will post overdue
charges to customer accounts for the entire Business Unit unless you select a specific customer. When creating
Customer Statements, the overdue charges will be included. You will need the appropriate security to run this
process.

Note: If you know that a customer should NEVER be assessed overdue charges, follow the steps in the “Prevent
Overdue Charges From Being Assessed to a Customer” topic in this User Guide. When you place an Item in
dispute or collection, overdue charges will no longer be calculated for the item. Refer to the “Updating Item Details
to Place Items in Dispute or Collection” topic in Lesson 4.

After completing this topic, you should be able to:

e Run the Overdue Charges Process
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Process Steps
Run the Overdue Charges Process
This topic covers running the Overdue Charges process.

WARNING! Before an agency can use the Overdue Charges process, a ticket must be entered with the SWIFT
help desk. There is set up that must be done centrally by MMB staff and there are issues that must be discussed
prior to implementing this feature.

Steps to complete:

e Step 1: Run the Overdue Charges Process

e Step 2: Optionally, Review, and Review Last Overdue Charge
Step 1. Run the Overdue Charges Process
Begin by navigating to the Process Overdue Charges page.

1. Navigation Links: Accounts Receivable, Customer Interactions, Overdue Charges, Process Overdue
Charges.

2. Use an existing Run Control ID or add a new Run Control ID.

3. Atthe Overdue Charges page, select the options as described below.

Favorites  Main Menu > Accounts f.ecewahle » Customer Interactions > Dva_rduevcha:ges » Process Overdue Charges
Overdue Charges
Run Control ID: Training Report Manager Process Monitor Run
Language: English -
 Reporl Request Parameters
As of Date: 01022015 [
SetiD: H551T7 Q, MNursing Home Surcharge
Business Unit: H5517 Q MNursing Home Surcharge
Customer ID: 000000255822000 4  Testcustomer
Correspondence Customer: Q
Overdue Charge Group: All Overdue Charge Groups -
Group Unit: H5517 Q,
Prime Rate:
E Save L. ReturnioSearch [=] Nofify 5% Add
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Field Description

As of Date The As of Date defaults to the current date. It is important to enter the date
you want to use to run the Overdue Charges process. If you don't change
the date, the process will run for the date entered in the field. Overdue
charges are calculated based on this date and the due date.

SetID Enter your Business Unit or use the Lookup icon to select your Business

Unit. The SetID is where the customer exists. In most cases the Business
Unit and the SetID are the same unless a Business Unit shares customers
with a different business unit.

Business Unit

Accept the default Business Unit or click on the Lookup icon and select a
Business Unit. (The Business Unit is where the receivable exists.)

Customer ID

Optionally, select a specific Customer. If you do not enter a Customer, you
will create overdue charges for all Customers in the selected Business Unit.

Correspondence
Customer

Optionally, select a specific Correspondence Customer. If you do not enter
a Correspondence Customer, you will create overdue charges for all
Correspondence Customers in the selected Business Unit.

Overdue Charge
Group

Accept the default “All Overdue Charge Groups”.

Group Unit

Select a Group Unit (the same as your Business Unit.)

Prime Rate

Leave this field blank. Minnesota has no overdue charges based on prime

rate.

Note: If you know that a customer should never be assessed overdue charges, follow the steps in the
“Prevent Overdue Charges From Being Assessed to a Customer” topic in this User Guide.

4. Click on the Save hutton.
5. Click on the Run button. The Process Scheduler Request page displays.

6. WARNING! In the Process List section, make sure to select the PS/AR Overdue Charges
(AR_OVRDUE) process name.
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Favorites = Main Menu > Accounts Recevable > Customer Interactions > Overdue Charges > Process Overdue Charges

Process Scheduler Request

UserID: 00637288 Run Control ID: Training
Server Name:| -| Run Date:|01/02/2015 ]
Recurrence: - Run Time: [2:13:32PM Resetto Current Date/Time

Time Zone: QL

Select Description Process Hame Process Type Type *Format Distribution
[l Owverdue Charges AROVRDUE PSJob (Mone) - (Mone) - Distribution
PS/AR Overdue Charges AR_DVRDUE Application Engine  Web * TXT » Distribution

Ok Cancel

7. Click the OK button.

8. You are returned to the Overdue Charges page. Click on the Process Monitor link. The Process List page
appears.

Fa\rg"rtes Mainvl'\-'lenu ¥ Accountszece'rvabIe b Customerlvnteractions ¥ D\rerduevcharges » Process Overdue Charges » Process Monitar

View Process Request For

UserID[00637208 @, Type + Last - | 1500  Days v  Refresh
Server *~ Name| = a Instance | to
Run Status hd Distribution Status hd Save On Refresh
Personalize | Find | View 21 B First Kl 4 of 1 I | ast
Select Instance Seq. Process Type Process Hame  User Run Date/Time Run Status W Details
11451959 Application Engine AR_OVRDUE 00637298 |01/02/2015 2:11:41PM CST Success Posted Details

Go back to Process Overdue Charges

9. Monitor the process to ensure that the process is successful. Click on the Refresh button to refresh the
screen.

10. After the ARUpdate process is run, the overdue charges will be posted to your customer accounts. The
ARUpdate process runs automatically several times a day but can be ran manually if you have the role.
Refer to the “Running the ARUpdate Process” topic for instructions.

Note: When creating Customer Statements, the overdue charges will be included.
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Step 2: Optionally, Review or Review Last Overdue Charge

You can view the overdue charges that were created by running the process or just review the last overdue
charge that was posted to a customer’s account. Begin by navigating to the Review Overdue Charges page.

1. Navigation Links: Accounts Receivable, Customer Interactions, Overdue Charge, Review Overdue

Charges.

2. Atthe Review Overdue Charges page, enter your search criteria.

Field Name Field Description

SetID Select the SetID. The SetID is where the customer exists. In most cases the
Business Unit and the SetlID are the same unless a Business Unit shares
customers with a different business unit.

Correspondence Optionally, enter a Correspondence Customer or use the Lookup to select

Customer a Correspondence Customer.

Overdue Charge Optionally, enter the Overdue Charge Number that you want to view or use

Number the Lookup to select an Overdue Charge Number.

3. Click on the Search button.

Review Overdue Charges

SetiD: = - H5517
Correspondence Customer: begins with « |(000000255822000

Overdue Charge Number: = -

Search Clear |Basic Search Save Search Criteria

Search Results
View All First [4] 1of1 [§] Last

SetlD Correspondence Customer Overdue Charge Number
H5517 000000255822000 159

Favorites : Main Menu > Accounts Receivable » Customer Interactions > Owerdue Charges > Review Overdue Charges

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

a
qQ,
150/Q,

4. |If there is more than one entry in the Search Results listing, click on the link for the Overdue Charge you

want to view.
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Fa'«c:_rﬁes Main Menu Acccuntsgﬁeceuahé Customer @:eracts}ns » D'-'erdue.charqas Review Overdue Charges

Review Overdue Charges

SetiD: HE5517 Overdue Charge Number: 159
Customer: 000000255822000 Test customer Overdue Charge Date: 010212015
. o P S LY - il a e
e CHQ | VRN SR TSR B 081 S LAt |
Location; 1 Overdue Charges: 106.070.38 Currency: Ush
Item Balance: 106,070.36 Balance Currency: uso
ettt v o st arrrrrat — — =  LRISNLE JLBIg ] vEW SRy - | PR Dt 2 Sesedl®. . . a3
Winit Customer Short Hame Hem 1D Line Overdue Charge Entry Reason Current Hem Amount
Amt Type
1H5517 000000255822000 Test INEODD12974 2 206.7T30C FINHS 296.73

The Review Overdue Charges page displays showing information about the Overdue Charge including
the Item ID assigned, amount, and reason code.

To view only the last overdue charges applied.

1. Navigation Links: Accounts Receivable, Customer Interactions, Overdue Charge, Review Last Overdue

Charges.

2. Atthe Review Overdue Charges page, enter your search criteria.

Field Name Field Description

SetID Select the SetID. The SetlD is where the customer exists. In most cases the
Business Unit and the SetID are the same unless a Business Unit shares
customers with a different business unit.

Correspondence Optionally, enter a Correspondence Customer or use the Lookup to select

Customer a Correspondence Customer.

Overdue Charge
Number

Optionally, enter the Overdue Charge Number that you want to view or use
the Lookup to select an Overdue Charge Number.

Business Unit

Accept the default Business Unit or click on the Lookup icon and select a
Business Unit. (The Business Unit is the where the receivable exists.)

Customer ID

Optionally, enter a Customer ID or use the Lookup to select a Customer
ID.
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Review Last Overdue Charges

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

Find an Existing Value

~ Search Criteria

SetiD: = - hss17q
Correspondence Customer: begins with - \UUUUUUESSBEEUUU Q
Overdue Charge Number: = - ‘ 159
Business Unit: begins with - ‘ aQ
Customer ID: begins with v‘

: Search Clear |gasicSearch [§) Save Search Criteria

Search Results

Wiew All First [q] 1ef1 [i] Last
SetlD Corr d Customer Overdue Charge Number B Unit Customer ID
HE5517 000000255822000 159 H5517 000000255822000

Fa\rg'rtes Main_Menu > Accountsfecervable > Customer I'nteractions > O\rerdue'Charges » Review Last Qverdue Charges

3. Click on the Search button.

Review Last Overdue Charges
SetiD: H5517

Customer: 000000255822000 | ot CUStOMer

Location: 1 Overdue Charges:

item Balance: 106.070.36

Balance Currency:

Fa\'g_rltes Hanyenu - hccuunwgecewabie » Cugtomer yterat:ﬁuns ] Overciuiﬁ'larues » Review Last Overdue Charges

Overdua Charge Number: 158

Overdue Charge Date: 010212015

Parsons 1202 L [ae

Unit Customer Short Hame  Item ID Line EUSATE C AR T Reazon Current ltem Amount
Ami Type

1H5517 000000255322000 Test INEDDD12974 2 296.73 0C FINHS 296.73

View Al First 511 ol 1

106.070.36 Currency: UsD

The Review Last Overdue Charges page displays showing information about the Overdue Charge
including the Item ID assigned, amount, and reason code.

Having completed this topic, you should now be able to:

¢ Run the Overdue Charges Process
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Prevent Overdue Charges from being Assessed to a Customer

Topic Overview

These instructions should only be used in cases where it has been determined that an Accounts Receivable
customer should NEVER be assessed overdue charges. To stop overdue charges from being assessed to a
customer, you will need to uncheck the Assess Overdue Charges checkbox on the Correspondence Options
tab for the customer record.

Note: When you place an Item in dispute or collection, overdue charges will no longer be calculated for the item.
Refer to the “Updating Item Details to Place Items in Dispute or Collection” topic in Lesson 4.

After completing this topic, you should be able to:

e Prevent Overdue Charges from being Assessed to a Customer
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Process Steps

Prevent Overdue Charges from being Assessed to a Customer

This topic covers preventing overdue charges from being assessed to a customer.

These instructions should only be used in cases where it has been determined that an Accounts Receivable
customer should NEVER be assessed overdue charges. To stop overdue charges from being assessed to a
customer, you will need to uncheck the Assess Overdue Charges checkbox on the Correspondence Options
tab for the customer record.

Steps to Complete:
Begin by navigating to the customer record.

Navigation Links: Customers, Customer Information, General Information.
Click on the Find an Existing Value tab, if necessary.
You must enter your SetlID field (usually the same as your Business Unit) or click on the Lookup icon
and select a SetID. Note: Do not use the default (“SHARE").

4. Enter the Customer ID. Note: if you do not have the Customer ID, you can use any of the other search
variables to locate the existing customer information.

5. Click on the Include History checkbox to view all of the information for the Customer.

Favorites | Main Menu > Customers > Customer Information > General Information

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

) Add a New Value

SetlD: = - EG001 Q
Customer ID: begins with - |[GMEG0O00002 Q
Name 1: begins with -
Name 2 begins with -

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

egins with -

Case Sensitive

Search Clear | Basic Search Save Search Criteria

6. Click the Search button. The General Info tab displays.

7. Click on the General Info Links drop-down (top-right of page) and select the “0040-Correspondence

Options”. The Correspondence Options tab displays.
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8. Click on the Add New Row icon (plus sign) to create a new Correspondence Options record.

9. Inthe Overdue Charging section, uncheck the Assess Overdue Charges checkbox.

10. Click on the Save button.

Favgrites MainvMenu e Custgmers = Cuﬁomergformation > General Information

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

SetlD: E6001 Customer ID: GMEG000002 US Department of Justice

Customer Defaults
Primary Contact:

Primary Address: 1 Address 1

Correspondence Options

*Effective Date: 05/20/2015 *Status: Active -
Language Code: ENG O
@ Suppress Contact © Contact Address
© Primary Contact © Primary Address
© override D © Item Address

© Override D
e o e ———

Dunning ID: Q Dunning Group: All Groups M
Dunning Hold

Statements

Statement 1D: Q Statement Group: All Statement Groups -

Statement Hold

Overdue Charging
[[ Assess Overdue Charges

QOverdue Charge Group: All Overdue Charge Groups

Administration I1D: I—Q Hold Date: ,7@
Finance ID: [ e Hold Date:] |5
Penalty ID: I—Q Hold Date: liﬁ

Note: If you are creating a new customer record and you know that there should never be overdue charges
assessed for the customer, create the customer record as you would normally, making sure to do the following:

1. Click on the General Info Links drop-down (top-right of page) and select the “0040-Correspondence

Options”. The Correspondence Options tab displays.

2. Inthe Overdue Charging section, uncheck the Assess Overdue Charges checkbox.

Having completed this topic, you should now be able to:

e Prevent Overdue Charges from being Assessed to a Customer
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Creating Customer Statements

Topic Overview

The Statements process generates customer statements for customers who have open items on their account.
The statements reflect all open activity on a customer account in Accounts Receivable.

After completing this topic, you should be able to:

e Create Customer Statements
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Process Steps

Create Customer Statements

This topic covers creating customer statements.
Steps to complete Customer Statements:

e Step 1: Run the Create Customer Statements Process
e Step 2: Navigate to the Report Manager to View and Print the Statements
Step 1. Run the Create Customer Statements Process

Use the Statements Parameters page to enter the request parameters. These parameters will be used to define
the processing rules and data to be included when the process is run.

Begin by navigating to Create Customer Statements page.

1. Navigation Links: Accounts Receivable, Customer Interactions, Statements, Create Customer
Statements.
2. Select an existing Run Control ID or add a new Run Control ID.

3. Atthe Statements Parameters page, select the options as described below.

FE\'DvI'itES MEiHvMEI'ILI > ACCDUHtSEECEWEME > Customer Ivl'lteI?CtiCII'IS > State‘l:nents » Create Customer Statements

Currency to Convert

Run Control ID: Training Report Manager Process Monitor g
Language: English M

Open Item
As of Date: 12/09/2014 [5

[T open item Include Drafts

Business Unit: G1001 & Minnesota Management & Budget [ Balance Forward
Balance Forward Re-run

Location ID: 001 |Qy

SetlD: G1001 |y Minnesota Management & Budget

Customer: 100100007 Q MINNESOTA MANAGEMENT & BUDGET
Correspondence Customer: % (&}

Statement Group: All Statement Groups -

Balance Forward Due Date:

Statement Note Code G10TEST &} TEST

[E Save £\ Returnto Search | [=] Netify |l Refresh Es Add

Statements Parameters | Currency to Convert
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Field

Description

As of Date

The As of Date defaults to the current date. It is important to enter the date
you want to use to run the Create Customer Statements process. If you
don't change the date, the process will run for the date entered in the field.
Note: The Customer Statements will include Open Items posted to the
Customer’s account as of this date.

Business Unit

Accept the default Business Unit or click on the Lookup icon and select a
Business Unit. (The Business Unit is where the receivable exists.)

Location ID Accept the default Location ID or click on the Lookup icon and select a
Location ID. This is the return address that will be printed on the customer
statement.

SetID Select the SetID. The SetID is where the customer exists. In most cases the
Business Unit and the SetID are the same unless a Business Unit shares
customers with a different business unit.

Customer Optionally, select a specific customer. If you do not enter a Customer, you
will create statements for all Customers with open items in the selected
Business Unit.

Correspondence Optionally, select a specific Correspondence Customer. If you do not enter

Customer a Correspondence Customer, you will create statements for all

Correspondence Customers in the selected Business Unit.

Statement Group

Accept the default. Statement Group is not used by the State of MN.

Balance Forward
Due Date (display

only)

Minnesota does not use the Balance Forward options.

Statement Note Code

Optionally, select a Statement Note Code. Statement Notes are determined
by the agency and set up behind the scenes. If you select a Statement Note
Code, the corresponding note text will be printed on the Statement. Refer to
the “Creating Customer Statement Notes” topic to learn how to set up
notes.

Open Item

Produces statements that show the open items for each customer.

Open Item Includes
Drafts

The Open Item Include Drafts option is not used by the State of MN.

Balance Forward

WARNING! Minnesota does not use the Balance Forward options. Do not
select.

Balance Forward Re-
run

WARNING! Minnesota does not use the Balance Forward options. Do not
select.
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Favorices Main Menu > Accuuntsﬁecemble » Customer Interactions » Statements » Create Customer Statements

Statements Parameters Currency to Convert

Run Control ID: Training Report Manager Process WMonitor s
Language: English -
Report Request Parameters
Gpen Item
: 12/09/2014
As of Date: B [7] open item Include Drafts
Business Unit. G1001 @ Minnesota Management & Budget [|Balance Forward
[ Balance Forward Re-run
Location 1D: oot Gy
SetlD: G1001 |3 Minnesota Management & Budget
Customer: |G100100001 Q MINMESOTA MANAGEMENT & BUDGET
Correspondence Customer: |% Q
Statement Group: All Statement Groups -

Balance Forward Due Date:

Statement Note Code G10TEST L TEST
:ﬁ Save: 'g FteturntuS«aarch: E Mn‘uf_v r:, Ftefres,h: E‘-l- Adcl Llr.dat&-'jisr,la;.-:

Statements Parameters | Currency to Convert

4. Click the Save button.
5. Click the Run button.

6. WARNING! Make sure to select the process “PS/AR Statements - Preprocessor” and click the OK
button. You are returned to the Statements Parameters page.

Favorites - Main Menu > Accounts Receivable > Customer Interactions > Statements > Create Customer Statements
Process Scheduler Request
UseriD: TEST_TRM Run Control ID: Training
Server Name: | -] Run Date: [12/09/2014 E
Recurrence: - Run Time: |10:57:51AM Reset to Current Date/Time
Time Zone: Q.
Select Description Process Name Process Type *Type *Format Distribution
PSIAR Statements -Preprocessor ARSTMT PSJob (Mone) + (Mone) - Distribution
0= PSIAR Statements STATEMNT PSJob (Mone) - (Mone) - Distribution
OK | Cancel | Refresh
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8. Once the Run Status displays “Success” and the Distribution Status displays “Posted” navigate to the
Report Manager to view and print the report. Click on the “Go back to Create Customer Statements”

link.

Favorites | Main Menu > Accounts Receivable > Customer Interactions > Statements > Create Customer Statements > Process Monitor

View Process Request For
UserD[TEST_TRM @, Type ~ Last - | 1 Days - . Refresh
Server *  Hame Q Instance | to
Run Status hd Distribution Status hd Save On Refresh
Personalize | Find | View Al B | 3 First K1 14 or 4 DN | ast
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status w Details
[ | 11451925 P3SJob ARSTMT TEST_TRM 12/09/2014 10:57:51AM CST Success Posted Details
[] |11451924 S0R Report AR30003 TEST_TRN 12/09/2014 3:54:45AM CST Success Posted Details
[ 11451914 PSJob ARUPDATE TEST_TRN 12/08/2014 430:07PM CST Success Posted Details
i 11451907 PSJob ARUPDATE TEST_TRM 12/08/2014 4:21:26PM CST Success Posted Details

Go backto Create Customer Statements

B save | [ Notiy

Process List| Server List

9. Click on the “Report Manager” link.
10. Click on the Administration tab of the Report Manager page.

11. Click on the “ARX32000S — ARX32000S.pdf" link in the Description column for the process you ran. The

PDF file displays in a new window.

Favorites - Main Menu > Accounts Receivable » Customer Interactions > Statements > Create Customer Statements > Report Manage

List Explorer Administration Archives

View Reports For
User ID: TEST_TRN Type: * Last hd 1 Days - - Refresh |

Status: * Folder: ~ Instance: | to: |
Personalize | Find | View A1 | § First K1 116 of 16 1 Last
Report Prcs L Reguest B
Select D _Instanne Description DatelTime Format  Status Details
12/08/2014  Acrobat )
[ 10404768 11451938 ARX320008S - ARX320005. pdf 111759AM | (*.pdf) Posted Details
121002014 120
| 10404767 11451939 PS/AR Statements . Files Posted Details
11:15:04AM
("tet)
120012014 10
"] 10404765 11451936 Statemnt Parallel Preprocessaor . Files Posted Details
11:15:04AM )
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12. View and print the PDF report as you would normally. In this example, the “Open Items” option was

selected. The Statement displays information including: Statement Date, Account Number, and

Statement Total.

e Open Items, including the Invoice Date, Due Date, ID, Entry Type, Amount Due, Activity, Payment,
and Purchase Order number. Aging information, including Current, 0-30, 31-60, 61-90, and Over 90

days

MINNESOTA MANAGEMENT & BUDGET G1001 001
G100000000-001

400 CENTENNIAL BUILDING Statement
ST. PAUL, MN 55155
Statement Number: 2041 Bill To:
Statement Date: December 3, 2014 MINNESOTA MANAGEMENT & BUDGET
Account Number: G100100001 58 CEDAR ST
Page: 1 of 1 ST PAUL, MN 55155
Statement Total: 10,860.50 USD

We appreciate your business. If you have questions about your account, please call 651/259-3744

State of Minnesota

Account: G100100001

BI7I2014 B3V2014  2014-001-07-14 1 Invoice 10.437.50 10.437.50

BITI2014 982014 ELDDWYB1501- 1 Invoice 148.50 148.50
1430282

BI7I2014 982014 ELDDWYB1501- 1 Invoice 148.50 148.50
1430854

8112014 912014  ELD385T1502- 1 Invoice 130.00 130.00
1440241

Total for MINNESOTA MANAGEMENT & BUDGET | 10,860.50 USD
Total For G1001 | 10,860.50 USD

Trans Date | Due Date Ilt_em (] Lime # | Entry Type | Amount Due| ltem Activity| FPayment P Order Num

5 Total | 10,860.50 USD |
Current 0-30 31-60 §1-90 Over 90 Total
No. of tems 1 3 4
Amount 130.00 10,730.50 10,860.50 USD

This is the Statement Mote Text: If you have any questions regarding this statement, please email John Smith at
john.smithi@state mn.us.

Bill Te:

MINNESOTA MANAGEMENT & BUDGET Statement Number: 2041

BS8 CEDAR ST Statement Date: December 9, 2014
ST PAUL, MM 55155 Account Number: G100100001

Address Change? If yes, Check box_
Write correct address on back. I:I

i Statement Total: 10,860.50 USD
Please Remit To:

G100000000-001
400 CENTENMNIAL BUILDING Amount Remitted
658 CEDAR STREET
ST. PAUL, MN 55155

61001 6L00L0000100000 L 2041ZZZZZ7Z77777777777 1 000L0O&LDSO

13. Print the PDF file as you would normally and close the window when finished.

Having completed this topic, you should now be able to:

e Create Customer Statements
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Creating Customer Statement Notes

Topic Overview

Agencies can create notes that will be printed on customer statements. This requires the AR Receivables
Supervisor role. Staff that generates the customer statements will select which note that will appear on the
statement, if any.

After completing this topic, you should be able to:

e Create Customer Statement Note
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Process Steps

Create Customer Statement Note

This topic covers creating Statement Notes that can be selected to display on customer statements.

Steps to complete:

Step 1:

Create a Customer Statement Note

Begin by navigating to the Statement Note Code page.

1. Navigation Links: Set Up Financials/Supply Chain, Product Related, Receivables, Credit/Collections,
Statement Note Code.

2. Click the Add New Value tab.

3. Enter your SetID (your Business Unit).

4. Enter a Statement Note Code. The Statement Note Code can be any 10-digit alphanumeric value you
choose. The code(s) should be recognizable by staff who generate customer statements and who will
need to select these code(s).

Favnvrites Mainlﬂenu > SetUp Financiavls,fSupphr Chain » PruductheIated ¥ Rece'&fables B Cred'rt,"CgllectiDns »  Statement Mote Code

SetlD:

Add

Statement Note Code

Find an Existing Value

Statement Note Code:|G10TEST

Find an Existing Value | Add a New Value

G1001 @

5.

Click the Add button. The Statement Note page displays.
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*Description TEST

Favorites | Main Menu > Set Up Financials/Supply Chain > Product Related > Receiables » Credit/Colections : Statement Note Code

SetiD G1001 Statement Note Code G10TEST

*Text This is the Statement Note Text: If you have any questions regarding this
statement, please email John Smith at john.smith@state. mn.us.

E Save |EL Returnto Search  [Z] Motify

Er Add

6. Complete the Statement Note page as described below:

Field Name

Field Description

*Description

Enter a description for the note.

*Text

Enter the text that will appear on the statements when this code is selected.

7. Click on the Save button.

If you want to edit the Statement Note text, navigate back to the Statement Code page, use the Find an Existing
Value tab to search for and select the existing code, and edit the fields as described above.

Having completed this topic, you should now be able to:

e Create a Customer Statement Note

Released October 31, 2016 (Version # 5)

Page 240




ﬁ!f" 4) State of Minnesota
é? ﬁ Statewics Inwral-u annl:lal Toois

AR-BI3 Accounts Receivable Advanced User Guide

Reviewing Customer Statements

Topic Overview

You can review customer statements after they have been created using the Review Customer Statements
feature. You are able to view all statements for a customer, including the total amount of the statement, the
customer's current balance, and the statement type (open or balance forward).

After completing this topic, you should be able to:

e Review Customer Statements
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Process Steps

Review Customer Statements

This topic covers reviewing customer statements.
Steps to complete:

Step 1: Review Customer Statements

Begin by navigating to the Review Statements page.

1. Navigation Links: Accounts Receivable, Customer Interactions, Statements, Review Statements.

2. Enter criteria on the Review Statements page as described below:

Field Name Field Description

*SetlD Accept the default or enter a SetID (your Business Unit).

Correspondence Optionally, enter a Correspondence Customer ID or click on the Lookup to

Customer search for and select a Correspondence Customer.

Statement Number Optionally, enter a Statement Number or click on the Lookup to search for
and select a Statement Number.

Statement Date Optionally, enter a Statement Date.

3. Click on the Search button.

Fa\'ovr'rtes MainvMenu h AccountszeceNabIe » Customer Ivntemctions ¥ State:nents > Review Statements

Review Statements

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

SetlD: = - 51001 Q

Correspondence Customer: begins with - (5100100001 [}

Statement Number: = - Q

Statement Date: = - 5]
Search Clear |Basic Search Save Search Criteria

Search Results

View All First [4] 1-8of6 [i] Last

SetlD Correspondence Customer Siatement Humber Statement Date

G1001/G100100001 1759 03/21/2014

G1001/G100100001 1760

G1001/G100100001 1878

G1001/G100100001 2039

G1001/G100100001 2040

G1001/G100100001 2041

4. |If there is more than one entry in the Search Results section, click on an entry in the listing. The Review
Statements page displays.
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Favorites Main Menu > Accounts Receivable > Customer Interactions > Statements > Review Statements

Review Statements

SetlD: G1001 Correspondence Customer: G100100001

Statement Number: 2041 Statement Date: 12/08/2014

Subtotals by Currency and Locations Find | View All First Kl 1 o714 I Last

Subtotal: 10,860.50 USD Current Balance: 10,860.50 USD
Converted Subtotal: 0.000 Converted Current Balance: 0.000
Location: 1 Balance Forward: 0.000

Type: Open ltem

Personalize | Find | View 2 | B

MINNESOTA MANAGEMENT & BUDGET

Item
Itern ID Line Statement Lo EMY  ynit  customerm 1T pr
Amount Type Name
Amount
12014-001-07-14 1 10,437 50USD 10,437.50USD IN G1001  G100100001  MMB M
ZELD365T1502-1440241 1 130.00USD 130.00USD IN G1001 G100100001  MMB M
3JELDDWYB1501-14392582 1 146.50U38D 146.50U3D IN G1001 G100100001  MMB ¥
4ELDDWYB1501-1439854 1 146.50US8D 146.50USD IN G1001 G100100001  MMB M
,Q Return tDSearch: f|§| Previous in List: J-|§| Nestin _-:-:: El Nntify:

st K 14014 I Last

5. Review the statement information included in each section:

Field Name

Field Description

Header

Displays the overall statement information including Statement
Number, Correspondence Customer Number and Statement Date.

Subtotals by Currency and
Locations

Displays balances, along with the Location and type of statement.

Details

Displays the Item ID, Line, Item Statement Amount, Item Current
Amount, Entry Type, Business Unit, Customer ID, and Customer
Short Name.

Having completed this topic, you should now be able to:

e View Customer Statements
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Reviewing a Last Statement

Topic Overview

The Review a Last Statement enables you to view the last statement for a customer. The Review a Last
Statement page displays the same information as the Statements page.

After completing this topic, you should be able to:

e Review a Last Statement
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Process Steps

Review a Last Statement

This topic covers reviewing the last statement created for a customer.

Steps to complete:

Step 1: Review the Last Statement Created for a Customer

Begin by navigating to the Review Last Statement page.

1. Navigation Links: Accounts Receivable, Customer Interactions, Statements, Review Last Statement.

2. Enter criteria on the Review Statements page as described below:

Field Name Field Description

*SetlD Enter a SetID (your Business Unit).

Correspondence Optionally, enter a Correspondence Customer ID or click on the Lookup to
Customer search for and select a Correspondence Customer.

Business Unit

Enter your Business Unit.

Customer ID
select Customer ID.

Optionally, enter a Customer ID or click on the Lookup to search for and

Favorites
-

Review Last Statement

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

SetlD: = - 1001

Correspondence Customer: bDegins with  G100100001

pLLop

Business Unit: begins with -

Customer ID: begins with -

Search Clear |Basic Search Save Search Criteria

Search Results
View All First [4] 1of1 [¥] Last

SetlD Correspondence Customer Statement Number Business Unit Customer ID
G1001/G100100001 2041 G1001 G100100001

Main Menu > Accounts Recewable » Customner Interactions > Statements » Review Last Statement
- - - -

3. Click on the Search button. The Review Statements page displays.
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Favorites Main Menu > Accounts Receivable > Customer Interactions > Statements > Review Last Statement

Review Last Statement

SetlD: G1001 Correspondence Customer: 5100100001 MINNESOTA MANAGEMENT & BUDGET
Statement Number: 2041 Statement Date: 12/09/2014
Subtotal: 10,860.50 UsD Current Balance: 1086050 UsD
Converted Subtotal: 0.000 Converted Current Balance: 0.000
Location: 1 Balance Forward: 0.000
Type: Open ltem
Personalize | Find | View 2 | 1
Item 1D Line Stater::nmt 'temg:'n';z:: 5_:::: Unit  Customer ID ﬁ:fn': DR
Amount
12014-001-07-14 1 10,437 .50 USD 10,437.50USD 1IN G1001  G100100001  MMB M
2ELD365T1502-1440241 1 130.00USD 130.00USD IN G1001  G100100001  MMB M
JELDDWYB1501-1439282 1 146.50USD 146.50USD IN G1001  G100100001  MMB N
4 ELDDWYB1501-1439854 1 146.50USD 146.50USD IN G1001  G100100001  MMB M

:Q\ RetumtoSearch: EI Nutify:

Note: The “View All” option was selected in the Details section to view all of the Items.

4. Review the statement information included in each section:

Field Name Field Description

Header Displays the overall statement information including Statement
Number, Customer Number and Statement Date.

Subtotals by Currency and | Displays Balances, along with the Location and Type of statement.

Locations

Details Displays the Item ID, Line, Iltem Statement Amount, Item Current
Amount, Entry Type, Business Unit, Customer ID, and Customer
Short Name.

Having completed this topic, you should now be able to:

e Review a Customer’s Last Statement
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Running the Dunning Letter Process

Topic Overview

You can create Dunning (Late Notice) letters to alert customers of overdue items and expedite the collection of
outstanding accounts receivable.

After the Dunning Letter process is run, you will be able to preview, edit, print, review, delete an item, and delete
the entire letter.

After completing this topic, you should be able to:

e Run the Dunning Letter Process
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Process Steps

Run the Dunning Letter Process

This topic covers running the Dunning Letter Process.

Steps to complete:

Step 1: Run the Dunning Letter Process

Begin by navigating to the Extract Dunning Letter Info page.

1. Navigation Links: Accounts Receivable, Customer Interactions, Dunning Letters, Extract Dunning Letter

Info.

2. Enter an existing Run Control ID or add a new Run Control ID.

3. Enter parameters on the Dunning Letters Parameters page as described below.

Field Name Field Description

*As of Date Defaults to the current date. It is important to enter the date you want
to use to run the Dunning process. If you don't change the date, the
process will run for the date entered in the field.
Note: Dunning letters will be created for Open Items that are overdue
as of this date.

*SetID Enter a SetID (usually the same as your Business Unit).

*Unit Enter your Business Unit.

Customer ID

Optionally, enter a Customer ID to run the process for the customer.
If you don't select a Customer ID, the process will run for all
customers in the selected Business Unit.

Correspondence Customer

Optionally, enter a Correspondence Customer ID to run the process
for the correspondence customer. If you don't select a
Correspondence Customer, the process will run for all.

Dunning Group

The field is not used in the State of Minnesota.

Letter Options

Options include:
-Use the Severest Dunning Letter
-Use Modest Dunning Letter

The appropriate letter will be sent. The level of the letter depends on
how it was set up. It also is determined according to the information in
the customer account.
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Favorites Main Menu > Accounts Receivable » Customner Interactions > Dunning Letters » Bxtract Dunning Letter Info

Dunning Letters Parameters Display Currency

Run Control 1D: Training Report Manager Process Monitor Run
Language: English M
Report Request Parameters

As of Date: [12/09i2014 |5

SetlD: IWQ Minnesota Management & Budget

Unit: IWQ Minnesota Management & Budget

Customer 1D 0000000001 @, Hennepin County Research, Planning & Dev
Correspondence Customer: l%—Q

Dunning Group: All Groups -

@ Use Severest Dunning Letter

) Use Modest Dunning Letter

.ﬁ Save | -Q Return to Search | .El Nutify. f‘:; Refresh | E'q. Add | . h:LtﬁZE':i:lﬁ:.'.
Dunning Letters Parameters | Display Currency

4. Click the Run button. The Process Scheduler Request page displays.

5. WARNING! Select the AR Dunning process.

Note: If you select the Dunning Letters or Dunning for all Levels job, you will not be able to change the
text or delete unwanted letters before printing.

Favorites Main Menu > Accounts Receivable : Customer Interactions : Dunning Letters : BExtract Dunning Letter Info

Process Scheduler Request

UserIl: TEST_TREM Run Control ID: Training

Server Name: Run Date: ,WEJ

Recurrence: hd RunTime:W Resetto Current Date/Time

TimeZone:,iq
Select Description Process Name Process Type *Type *Format Distribution
AR Dunning AR_DUNNING Application Engine  \Web * TKT « Distribution
] Dunning Letters DUNNING PSJob (Mone) =+ (Mone) - Distribution
| Dunning for all levels DUMNINGA PSJob (Mone) - (Mone) « Distribution

OK Cancel Refresh

6. Click the OK button. You are returned to the Dunning Letters Parameters page.

7. Click the Process Monitor link. The Process List page displays.
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Favorites =~ Main Menu > PeopleTools > Process Scheduler > Process Monitor
- - - B

View Process Request For
User D[TEST_TRN G Type - Last - I 1 Days - i Refresh
Server v MName | Q Instance| 11451981  to| 11451981
Run Status - Distribution Status - Save On Refresh
Personalize | Find | Vizw 41 | B First K 1 of 1 I3 Last
Select Instance Seq. Process Type Process Hame  User Run Date/Time Run Status S;:::Ii:ntiun Details
11451981 Application Engine AR_DUNMING  TEST_TRN  12111/2014 1:25:20PM CST Success Posted Details

B save | [ Notity |

Process List| Server List

8. Click the Refresh button until the Run Status shows “Success” and the Distribution shows “Posted”.

9. Next, because this is not a multiple job process, click on the Details link to display the Process Detalil
page.

10. Click on the Message Log link to view the results of running the Dunning Letter process and make note of
the Dunning ID (Dunning Number) which you will need for upcoming steps.

Message Log
Instance: 11451981 Type: Application Engine
Hame: AR_DUMNING Description: AR Dunning
Personalize | Find | View Al | B | B First K1 445 of 45 I3 Last
Severity Log Time Message Text Explain
10 1:25:51PM Dunning Application Engine Process. Version: "8.8".
Parameters: As Of Date=2014-12-09, SetlD=G1001, ) )
10 1.25:52PM Unit=G1001, Customer=0000000001, Corresp. Customer=%, | Explain |
Dunning Group=%.
10 |1:25:52PM Dunning ID=1033. - Explain
10 1:25:55PM Dunning candidate items count: & Explain
10 1:25:55PM Dunning candidate customer count: 1 Explain
10 1:25:56PM ltems deleted from Dunning: 1 - Explain
10 |12557PM Item deleted from dunning: 0 - Evplain
10 1:25:59PM Total 1 customers with 7 items selected for dunning Explain
10 1:26:00PM Dunning Application Engine process complete. Explain
Report Repository URL is: ) )
10 1.26:03PM hitp:lireports.swift.state. mn.us: 7181/3chedulerTransferfms81gg | Explain |
(63,68)
o raswen  JHTSAle Moot G0 20T | copen.
10 1:26:03PM File transfer successful. Success (63,52) Explain
10 1.26:03PM Successful Hitp Reply Code; 200 - OK (63,57) Explain
vy PSS DRSS | ppen
1.26:03PM Successfully posted generated files to the report repository Explain
Return
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¢ In this example, the Dunning Number = 1033. It will be helpful to make note of the Dunning Number for
future reference when previewing, printing, reviewing and deleting a Dunning Letter.

e ltis also important to see the total number of customers it picked up. In this example, it picked up 1
customer.

e If you did not set the parameters to run for a specific customer, and only entered the Business Unit, it
would have picked up all the customers for the Business Unit you entered.

After you have successfully run the Dunning Letter process, refer to the upcoming topics to preview, edit, and
print the Dunning Letter(s).

Having completed this topic, you should now be able to:

e Run the Dunning Letter Process
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Previewing, Editing and Deleting a Dunning Letter

Topic Overview

The Preview Dunning Letters feature enables you to preview a dunning letter, edit the text and delete a dunning
letter.

After completing this topic, you should be able to:

e Preview and Edit a Dunning Letter
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Process Steps
Preview a Dunning Letter
In this topic, you will preview a Dunning Letter. You will view the letter content and edit the text.

Steps to complete:

e Step 1: View the Letter Preview page
e Step 2: View and Edit the Letter on the Letter Editing tab
e Step 3: Delete the Dunning Letter (Optional)

Step 1: View the Letter Preview page

Begin by navigating to the Preview Letter page.

1. Navigation Links: Customer Interactions, Dunning Letters, Preview Letter

2. Enter your search criteria on the Preview Letter page

Field Name Field Description
*SetlD Enter a SetID (usually your Business Unit).
*Dunning Number Enter the Dunning Number (available from the Message Log of the

Dunning Letter Process) Also called the Dunning ID.

Correspondence Customer | Enter a Correspondence Customer ID to run the process for the
Correspondence Customer.

Favorites | Main Menu > Accounts Receivable » Customer Interactions > Dunning Letters > Preview Letter
- - - - -

Preview Letter

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

o

SetiD: = - 1001 QL
Dunning Number: = - 1033 Q
Correspondence Customer: begins with - (0000000001 Q.

Search Clear |Basic Search Save Search Criteria

3. Click on the Search button.

4. If more than one entry displays in the Search Results section, click on the link for the Dunning Letter you
want to preview. The Letter Preview page displays.
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Favorites
|| Letter Editing

SetiD: G1001 Customer. 0000000001 Name:
Unit: 51001 Dunning Number: 1033

Date: 12/09/2014 Letter: 1 Sequence:
Country: USA  United States

Address 1: A-2308 Government Center

Address 2: 300 South 6th Street MC 238

Address 3:

City: Minneapolis

County: Hennepin Cl postal: 55487-0238
State: 1N Quinnesoata

B save [\ Returnto Search | [S] Nofify Next tab

Letter Preview | Letter Editing

Main Menu » Accounts Receivable > Customer Interactions > Dunning Letters : Preview Letter
- - - -

Hennepin County Research, Planning & Dev
n ]
Delete Letter

1

5. View Customer Information on the Letter Preview page including SetID, Customer ID and Name, the
Dunning Number, Date, Letter Code, Sequence and customer address information.

Note: Sequence refers to the order of dates the letters were generated.

6. Click the Letter Editing tab.

Favorites
-

Letter Preview

Dunning Letter Text:

B save | [\ Returnto Search | [Z] Motify Frevious tab

Letter Preview | Letter Editing

SetiD: G1001

Correspondence Customer: 0000000001

Dunning Number: 1033 User ID:
Letter Code: Sequence: 1 Dunning Date:

This is to inform you that the items listed below are past due. Please remit payment within the next ten days to avoid penalty.

Main Menu > Accounts Receivable > Customer Interactions > Dunning Letters > Preview Letter
- - - -

Date Last Modification:

TEST_TRN

12/09/2014 S

(]

e View additional information including the Date Last Modified which indicates whether the letter has
been modified and the date it was modified. In this example, the letter has not been modified

previously.

7. Optionally, click on the Edit button and the Dunning Letter Text field becomes available for editing. You

can edit the default text or create new text.
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8. Optionally, click on the Letter Code Lookup to select a different Letter. Options include:

Letter Code Letter Name Default Text

1 First Letter This is to inform you that the items listed below are past due.
Please remit payment within the next ten days to avoid
penalty.

2 Second Letter Please be advised that your account is now in a delinquent
status and further action could be taken if a payment from
you is not received in the next ten days.

3 Last Letter Please be advised that we have not received any
correspondence from you regarding your delinquent account
after repeated notifications, therefore we have turned your
account to a collection agency.

F Follow Up Letter User-defined text.

9. Click the Save button.
Note: the Date Last Modification field is updated after you save.

Step 3: Delete a Dunning Letter (Optional)

You can optionally, delete a Dunning Letter.

Favorites | Main Menu > Accounts Receivable > Customer Interactions > Dunning Letters > Preview Letter
) Letter Editing
SetlD: G1001 Customer: 0000000001 Name: Hennepin County Research, Planning & Dev
L LA
Unit: 1001 Dunning Number: 1033 Delete Letter
Date: 12/09/2014 Letter: 1 Sequence: 1
Country: USA  United States
Address 1: A-2308 Government Center
Address 2: 300 South 6th Street MC 238
Address 3:
City: Minneapaolis
County: Hennepin QL postal: 55487-0238
state: MM Qpinnesota
[ Save (L ReturntoSearch [] Motify Mext tab
Letter Preview | Letter Editing

1. From the Letter Preview tab, click on the Delete Letter button.

Having completed this topic, you should now be able to:

e Preview, Edit or Delete a Dunning Letter
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Deleting an Item in a Dunning Letter

Topic Overview
The Delete Item on Letter page enables you to view and delete an Item on a Dunning Letter.
After completing this topic, you should be able to:

e Delete an Item on a Dunning Letter
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Process Steps

Delete an Item in a Dunning Letter

This topic covers deleting an Item on a Dunning Letter.
Steps to complete:

Step 1: Delete an Item on a Dunning Letter

Begin by navigating to the Delete Iltem on Letter page.

1. Navigation Links: Accounts Receivable, Customer Interactions link, Dunning Letters, Delete Item on
Letter.

2. Atthe Delete Item on Letter page, enter your search criteria.

Field Name Field Description
*SetlD Enter a SetID (usually your Business Unit).
*Dunning Number Enter the Dunning Number (available from the Message Log of the

Dunning Letter Process). Also called the Dunning ID.

Correspondence Customer | Enter a Customer ID to run the process for the customer.

FE\'DvI"[tES Mainyenu > .‘\CCDUHtSBECEi’\.’EmE » CUStDmEI'IthEI'ECtiDI'IS > DUHI‘IiHQvLEtteI'S » Delete Item on Letter

Delete [tem on Letter

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

SetlD: = - G1001 Q

Dunning Number: = - 1033 Q

Correspondence Customer: beqgins with - |0000000001 Q,
Search Clear  |Basic Search Save Search Criteria

3. Click the Search button. The Dunning Preview Delete Item page displays.

4. Inthe Dunning Letter Generated and Not Printed section, click on the Delete Item checkbox to select
the Item Line you want to delete.
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Favorites © Main Menu > Accounts Receivable > Customer Interactions > Dunning Letters » Delete Item on Lette

Dunning Preview Delete Item

SetiD: G1001 Business Unit: G1001
Customer: 0000000001 Hennepin County Research, Planning & Dev
Dunning Number: 1033
Dunning Date: 12/09/2014 Dunning Method: Dunning by Days
Letter Code: 1
Dunning Letter Generated and Not Printed Personalize | Find | View A1 B First K1 17 or7 X Last
Delete ltem Sequence Item 1D item Line Iltem Balance Currency Overdue Charges
1 100000223165 1 300.00 UsD
2 [l 1990000001 1 300.00USD
3 [l 1990000003 1 750.00USD
4 [l 1990000004 1 300.00USD
5 | 1990000004 2 3000.00USD
G [l 1990000010 1 T50.00USD
T | 1990000020 1 750.00USD

B save [\ RetwmntoSearch | [=] Notify

5. Click the Save button.

6. After saving the deleting action, this message will appear to confirm your decision to delete the Item. Click
the Yes button.
Note: The State of Minnesota is not using the dunning by level method.

Are you sure you want to delete the selected items from dunning letter? (6835, 16)

The items checked for deletion will not be printed on dunning letter. Also the associated dunning date, dunning sequence, and letter code will be rolled back to previous values of dunning process. Ifthere is no
previous dunning, they will be reset. This affects the ones using dunning by level method only.

7. Click the Save button.

Having completed this topic, you should now be able to:

e Delete an Item in a Dunning Letter
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Printing a Dunning Letter

Topic Overview

You can print Dunning Letters after reviewing them. The Dunning Letter Print page defines the Print selection
criteria for the Dunning Letter Print process. A Dunning Number is a required field. This is also called the Dunning
ID. The next step is to run the Print Letter process.

After completing this topic, you should be able to:

e Print a Dunning Letter
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Process Steps

Print a Dunning Letter

This topic covers printing a Dunning Letter after it has been previewed and is ready to be printed.
Steps to complete:

e Step 1: Run the Dunning Letter Print Process

e Step 2: Navigate to the Report Manager to View and Print the Dunning Letters
Step 1: Run the Dunning Letter Print Process
You will navigate to the Print Letter page to print Dunning letters.

1. Navigation Links: Accounts Receivable, Customer Interactions, Dunning Letters, Print Letter.
2. Atthe Print Letter page, enter an existing Run Control ID or add a new Run Control ID.

3. Atthe Dunning Letter Print page, make sure to update/enter the Dunning Number for the Dunning Letter
you want to print.

Note: From the Dunning Number Lookup page, you are able to see if this Dunning Letter has been
printed before.

Favorites : Main Menu » Accounts Receivable > Customer Interactions > Dunning Letters > Print Letter

Dunning Letter Print

Run Control ID: Training Report Manager Process Monitor fua
Language: English -

Dunning Number: 1033 4
E save | [\ Returnto Search | +[E PreviousinList | +F MNextinList | [=] Notify Er Add

4. Click the Save button. A warning message displays requesting that you run this process immediately.

Warning — Please remember to process this request immediately. (6835,22)

Please remember to process this request immediately. Failure to do so will resultin the dunning letters in this run be set to printing completed.

Cancel

5. Click the OK button.
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6. Click on the Run button.
7. Select the “Dunning for all Levels” process.

e The Dunning for All Levels process (DUNNINGA), which is a multi-process job, runs both the AR
Dunning process and then the Dunning Letter All Levels report (AR33000 or AR33A00) in one step.

e If you run the Dunning or Dunning for All Levels multi-process jobs, you cannot change the text or
delete unwanted letters before printing.

Fa\fovr'rtes : Main vI\l'lenu > Accuuntszecei\fab\e » Customer Ivntemctions > Dunninngetters » Delete Item on Letter > Print Lety
Process Scheduler Request
User|D: TEST_TRN Run Control ID: Training
Server Name: Run Date: |12/11/2014 Eﬂ

Recurrence: - Run Time: |2:56:25PM Resetto Current Date/Time

Time Zone: Q,
Select Description Process Hame Process Type Type *Format Distribution
(=} Dunning Letters - All Levels AR33000 Crystal Web * PDF  Distribution
= Level One Dunning Letter AR33001- Crystal Web * PDF  Distribution
[} Level Two Dunning Letter AR33002- Crystal Web ~ PDF ~ Distribution
= Level Three Dunning Letter AR33003- Crystal Web ~ PDF ~ Distribution
[} Dunning Control Report AR33005- Crystal Web ~ PDF ~ Distribution
[} Dunning Preview Report AR33006- Crystal Web * PDF +  Distribution
(=} Dunning Letters - All wiAgiro AR33A00 Crystal Web * PDF  Distribution
= Level One Dunning wiAgiro AR3IZAN- Crystal Web * PDF « Distribution
= Level Two Dunning wiAgiro AR3IZADZ- Crystal Web * PDF  Distribution
[} Level Three Dunning w/Agrio AR33A03- Crystal Web ~ PDF ~ Distribution
[} Dunning Letters - All Levels ARX33000 Bl Publisher Web ~ PDF ~ Distribution
[} Level One Dunning Letter ARX33001 Bl Publisher Web * PDF +  Distribution
(=} Level Two Dunning Letter ARX33002 Bl Publisher Web * PDF  Distribution
= Level Three Dunning Letter ARX33003 Bl Publisher Web * PDF « Distribution
= Dunning Control Report ARX33005 Bl Publisher Web * PDF  Distribution
[} Dunning Letter Preview Report ARX3I3006 Bl Publisher Web ~ PDF ~ Distribution
[} Dunning Letters - All wiAgiro ARXIZA00 Bl Publisher Web ~ PDF ~ Distribution
0= Level One Dunning wiAgiro ARX33A01 Bl Publisher Web ~ PDF = Distribution
(=} Level Two Dunning w/Agiro ARX33A02 Bl Publisher Web * PDF  Distribution
= Level Three Dunning wiAgrio ARX33A03 Bl Fublisher Web * PDF  Distribution
= Dunning Letters DUMMING P3Job (Mone) « (Mone) « Distribution

Dunning for all levels DUNMINGA PSJob (None) - (Mone) ~ Distribution

0K Cancel

8. Click the OK button. You are returned to the Dunning Letter Print page.
9. Click the Process Monitor link.

10. Click the “DUNNINGA" link in the Process Name column for the Dunning Letter process that you ran.
Note: It is best practice to click on the process link to refresh rather than remaining on this page.
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Fa\fovrtes Main _Menu ¥ Accountsfecewab\e » Customer Ivntemctions b Dunning_ Letters » Delete Item on Letter > Print Letter » Process Monitor
| Server List
User ID TEST_TRN | C Type « Last - 1 Days - Refresh
Server - Name Q, Instance to
Run Status A Distribution Status A Save On Refresh
T 0
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
11451982 P3Job DUNNINGA TEST_TRMN  12M11/2014 2:56:25PM CST Success Posted Details
11451981 Application Engine AR_DUNNING | TEST_TRM | 12/11/2014 1:25:20PM CST Success Posted Details
11451977 P3Job ARAGE TEST_TRMN | 12/11/2014 1:18:47PM CST Success Posted Details
Go back to Print Letter
& Save |[=] Notify
Process List| Server List

11. At the Process Detail page, view whether the process was successful. You can click on the Refresh
button to refresh the page.

Favorites - Main Menu > Accounts Receiable > Customer Interactions > Dunning Letters > Delete Item on Letter : Print Letter > Process Monitor

L.EI Mew Window

Process Detail

Process Name:  DUNNINGA micieshe|
Main Job Instance: 11451932

Left | Rignt

B 11451982 - DUNNINGA Succe
& 11451983 - AR DUNNING Succe
B 11451984
B 11451

3000 Success
{33000 Success

Return

12. Click on the Return button.

13. Click on the Go Back to Print Letter link. You are returned to the Dunning Letter Print page.

14. Click on the Report Manager link.

15. Click on the Administration tab of the Report Manager.

16. Click the “ARX33000_ARX33000.pdf" link in the Description column for the process that you ran.
17. The PDF file displays in a new window.

The print screen below is from the SWIFT training environment. The actual letter run from the Production
environment will not say Oracle. It will have the State of Minnesota logo and the word “Late Notice” will be
displayed on the letter.
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15

ORACLE

12/9/2014

Hennepin County Research, Planning & Dev
A-2308 Govemment Center

300 South 6th Street MC 238

Minneapolis, MN 55487-0238

Dear Valued Customer

This is to inform you that the items listed below are past due. Please remit payment within the next ten days to avoid penalty.

Business Unit  G1001 Cusfomer 0000000001 Hennepin
Sequence Item Line Entry Type/Reason Balance Overdue Due Date Accounting Days Late
Charges Date
1 00000223165 1 IN 300.00 USD 000 111372014 10/14/2014 26
2 990000001 1 IN 300.00 USD 0.00 10112014 9112014 59
2 990000003 1 IN 750.00 UsD 000 10112014 9112014 59
2 990000004 1 IN 300.00 UsSD 0.00 12372014 11/3/2014 6
2 990000004 2 IN 3,000.00 USD 0.00 1232014 11/3/2014 6
2 990000010 1 IN 750.00 USD 0.00 10M92014 9192014 5
2 990000020 1 IN 750.00 USD 0.00 12372014 11/3/2014 6
6150.00 g5p 00.0000
6,150.00

Please remit payment to me immediately usD

G100000000-001

400 CENTENNIAL BUILDING
658 CEDAR STREET

ST. PAUL MN 55155

please feel free to call if you have any questions regarding your account.
651/259-3744

18. Print or save the file as you would normally.
19. Close the window to return to the Report Manager.

Having completed this topic, you should now be able to:

e Print a Dunning Letter
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Deleting a Dunning Letter

Topic Overview

The Delete Letter page enables you to delete an entire Dunning letter. You are also able to delete a Dunning
letter using the Preview Dunning Letter feature.

After completing this topic, you should be able to:

e Delete a Dunning Letter
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Process Steps

Delete a Dunning Letter

This topic covers deleting a Dunning Letter.
Steps to complete:

Step 1: Delete a Dunning Letter

Begin by navigating to the Delete Letter page.

1. Navigation Links: Customer Interactions, Dunning Letters, Delete Letter

2. Enter your search criteria on the Delete Letter page.

Field Name Field Description
*SetlD Enter a SetID (usually the same as your Business Unit).
*Dunning Number Enter the Dunning Number (available from the Message Log of the

Dunning Letter Process). Also called the Dunning ID.

Correspondence Customer Enter a Customer ID to run the process for the customer.

Favorites @ Main Menu > Accounts Receivable » Customner Interactions > Dunning Letters > Delete Letter
- - - > -

Delete Letter

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

SetlD: = - [z1001 Q,

Dunning Number: = - 10343,

Correspondence Customer: begins with « (0000000001 Q,
Search Clear | Basic Search Save Search Criteria

3. Click on the Search button.

4. If more than one entry displays in the Search Results, click on the link for the Dunning Letter you want to
preview. The Dunning Letter Review page displays.
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Favorites Main Menu > Accountsﬁece'rvable > Customer Interactions > Dunning Letters > Delete Letter

r_E'Ne\.

Dunning Letter Review

SetlD: G1001 Customer: 0000000001 Hennepin County Research, Planning & Dev
Dunning Number: 1034
Letter Code: 1
Date: 12/09/2014
Dunning Sequence Number: 2
Dunning Letter Generated and Printed Personalize | Find | View 21| B | 8 Fret B 47057 10 Last
Business Unit  Delete Letter Delete ltem Item ID Item Line iumr;i:tt =T Currency Overdue Charges
1G1001 M M 00000223165 1 300.00USD
2G1001 M M 990000001 1 300.00USD
3G1001 il M 990000003 1 750.00USD
4.G1001 M M 990000004 1 300.00USD
5G1001 N M 990000004 2 3000.00USD
6/G1001 M M 990000010 1 750.00USD
7G1001 M M 990000020 1 750.00U8D

:E Save Q\ FteturntnSearch: EI Nn‘tify:

5. Click the Delete button. You will receive the message to confirm that you want to delete the Dunning
Letter for a particular customer.
Note: The State of Minnesota is not using the dunning by level method.

Are you sure you want to delete this letter for customer 000000000172 (6835 15)

The letter was printed. If you chose to delete now, the items on this letter will be selected again using the same dunning sequence you are aboutto delste when dunning process is run
nexttime. This only affects the letters produced with dunning by level method

6. Click the Yes button.
7. Click the Save button.

8. Optionally, click on the Return to Search button and search for the Dunning Letter you deleted. If the
letter does not display in the Search Results section, it is confirmation that the letter was deleted.

Having completed this topic, you should now be able to:

e Delete a Dunning Letter
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Reviewing History of Letters

Topic Overview
The Review History of Letters page enables you to view a list of Dunning letters by customer.
After completing this topic, you should be able to:

e Review a History of Letters
e View Dunning Letter details

e View Dunning Letter content
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Process Steps

Review History of Dunning Letters

This topic covers reviewing a history of Dunning Letters.

Steps to complete:
Step 1: Review History of Dunning Letters

Begin by navigating to the History of Letters page.

1. Navigation Links: Accounts Receivable, Customer Interactions, Dunning Letters, History of Letters.

2. Enter your search criteria on the History of Letters page.

Field Name Field Description

*SetlD Enter a SetID (usually the same as your Business Unit).
Correspondence Customer | Enter a Correspondence Customer ID or search for and select a
ID Correspondence Customer ID.

Dunning Number Enter the Dunning Number (available from the Message Log of the

Dunning Letter Process). Also called a Dunning ID.

Dunning Date Enter a Dunning Date.
Delete Letter Click on the Delete Letter checkbox to limit your results to deleted
letters.

History of Letters

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

=

SetlD: = - 1001
Correspondence Customer: begins with ~ |0000000001
Dunning Number: = -

o000

Dunning Date: = -
Delete Letter [}

Search Clear |Basic Search Save Search Criteria

Search Results

View All First [§] 1-20of2 [3] Last

. Correspondence Customer Dunning Humber Dunning Date Date Last Modification Delete Letter
1033 12/09/2014 |12111/2014 N
G1001/0000000001 1034 12/09/2014  |(blank) ¥

Fa\fovr'rtes MainvMenu > Accountszecei\fabIe > Customerlvntemctions > Dunninngetters > History of Letters

3. Click the Search button.
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4. If more than one entry is listed in the Search Results section, click on the link for the Dunning Letter you
want to view. The Dunning Letters page displays.

Favovrites Ma\nvMenu > A(muﬂtslie(eivable > Customer Ivﬂtem(tiuns > Duﬂninngetters > History of Letters
& New Window E.'/PEFSUHE\IZE Page , http
Dunning Letters Letter Content
SetlD: G1001 Customer: 0000000001 Hennepin County Research, Planning & Dev
Dunning Number: 1033 Letter Code: 1
Sequence: 1 Delete: N
Dunning Date: 12/08/2014
Date Modified: 1212014
Dunning Letter Details
Location: 1
Letter Total: 6,150.00 USD Item Balance: 6,150.00 USD
. Forsowiz|iglV
ttem . Display Letter  Display Hem Bal Balance Display Display
Unit  Customer Short Hame Deleteq  temiD Line  Letter Amount Currency  , =F/ Currency  EPTYTyPe Reasons O A |t Rreed
161001 0000000001  Hennepin N 990000001 1 300.00USD 300.00 USD N 300.00 USD 300.00 USD
2/G1001 0000000001  Hennepin N 990000010 1 750.00/USD 750.00 USD N 750.00 USD 750.00 USD
3G1001 0000000001  Hennepin N 990000020 1 750.00 USD 750.00 USD N 750.00 USD 750.00 USD
461001 0000000001 Hennepin Y 00000223165 1 300.00USD 30000 USD N 300.00 USD 300.00 USD
5G1001 0000000001  Hennepin N 990000004 1 300.00USD 300.00 USD N 300.00 USD 300.00 USD
6G1001 0000000001  Hennepin N 990000004 2 3,000.00 USD 3,000.00 USD N 3,000.00USD 3,000.00 USD
7.G1001 0000000001 Hennepin N 990000003 1 750.00/USD 750.00 USD N 750.00 USD 750.00 USD
£\ Retumto Searcn | [+F] Previous i st | 4 Nestinlist | =] Motity

5. View Dunning Letter information in the header section, including Dunning Number, Sequence, Dunning
Date, Date Modified, Letter Code, and whether the letter has been deleted.

6. View the Dunning Letter Details section, you are able to view:
e Location, Letter Total and Item Balance

e Row, Business Unit, Customer ID and Customer Short Name, Item Deleted, Item ID, Item Line
Number, Letter Amount, Entry Type, Reason, Item Balance, and Overdue Charges

7. Click in the Grid icon to load the information to an Excel spreadsheet.

8. Click the Letter Content tab. You are able to view but not edit text.

Favovrites Mainvrv'lenu ¥ Hccountsﬁeceivable »  Customer Ivnteractions * DunningLetters » History of Letters

Dunning Letters LEIEIConlenl

SetlD: G1001 Dunning Number: 1033 Dunning Date: 12/09/2014
Customer: 0000000001 Hennepin County Research, Planning & Letter Code: 1
Dev

Dunning Letter Text

This is to inform you that the items listed below are past due. Please remit payment within the next ten days to avoid B
penalty.

Having completed this topic, you should now be able to:

e Review History of Letters
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Reviewing a Last Letter

Topic Overview

The Last Letter page enables you to review the last letter for a customer that the Dunning Letter process has
generated.

After completing this topic, you should be able to:

e Review the Last Dunning Letter
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Process Steps

Review a Last Letter

This topic covers reviewing the last Dunning Letter for a customer that the Dunning Letter process has generated.
Steps to complete:

Step 1: Review the Last Dunning Letter Generated for a Customer

Begin by navigating to the Last Letter page.

1. Navigation Links: Accounts Receivable, Customer Interactions, Dunning Letters, Last Letter.

2. Atthe Last Letter page, enter your search criteria.

Field Name Field Description
*SetlD Enter a SetID (usually the same as your Business Unit).
*Business Unit Enter the Business Unit.

Correspondence Customer | Enter a Customer Correspondence ID to run the process for the
Correspondence Customer.

Favorites | Main Menu > Accounts Receivable » Customer Interactions > Dunning Letters > Last Letter

Last Letter

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

Fur?
SetiD: = - G1001
Business Unit: = - G1001

200

Correspondence Customer: begins with ~ (0000000001

Search Clear  |Basic Search Save Search Criteria

3. Click the Search button. The search automatically brings you to the Last Dunning Letter page.
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Favu'rites Ma\n'Menu > Acmuﬂtsl?e(ervable > Customerlvnteractions > Dunmﬂg'Letters > Last Letter

& New Window [,/Persunahzer—‘age nnp

LastDunning Letter Letter Content

SetiD: G1001 Customer: 0000000001 Hennepin County Research, Planning & Dev

Dunning Number: 1034 Letter Code: 1

Sequence: 2 Delete: Y

Dunning Date: 12/08/2014

Date Modified:

‘Dunning Letter Details
Location: 1
Letter Total: 5150.00 USD Item Balance: 6,150.00 USD
Unit  Customer Short Hame ltem Deleted Item 1D Line Letter Amount Currency 2;‘:)'3z(LE“E' g':r"r‘::w Entry Type Reason :fn';‘ = ?i'fr"::w

1/G1001 0000000001  Hennepin Y 00000223165 1 300.00/USD 300.00 USD IN 300.00 USD
2/G1001 0000000001  Hennepin Y 990000001 1 300.00/USD 300.00 USD IN 300.00 USD
3G1001 0000000001  Hennepin \4 990000003 1 750.00 USD 750.00 USD IN 750.00 USD
4G1001 0000000001  Hennepin Y 390000004 1 300.00USD 300.00 USD IN 300.00 USD
5G1001 0000000001  Hennepin \4 990000004 2 3,000.00USD 3,000.00 USD IN 3,000.00 USD
6G1001 0000000001  Hennepin Y 990000010 1 750.00USD 750.00 USD IN 750.00 USD
7/G1001 0000000001  Hennepin Y 390000020 1 750.00 USD 750.00 USD IN 750.00 USD

& save [ Retmito Search  [Z] Hotity

1. View Dunning Letter information in the header section, including Dunning Number, Sequence, Dunning
Date, Date Modified, Letter Code, and whether the letter has been deleted.

2. View the Dunning Letter Details section, where you are able to view:
e Location, Letter Total and Item Balance

e Row, Business Unit, Customer ID and Customer Short Name, Item Deleted, Item ID, Item Line
Number, Letter Amount, Entry Type, Reason, Item Balance, and Overdue Charges

3. Click the Letter Content tab. You are able to view but not edit text.

Favorites - Main Menu > Accounts Receivable > Customer Interactions > Dunning Letfers > Last Lefter

Last Dunning Letter Letter Content

SetiD: G1001 Dunning Number: 1034 Dunning Date: 12/09/2014
Customer: 0000000004 Hennepin County Research, Planning & Letter Code: 1
Dev

Dunning Letter Text

This is to inform you that the items listed below are past due. Please remit payment within the next ten days to avoid
penalty.

:ﬁ S.ave ,Q\ FleturntnSearch: El Nn‘tify:

Last Dunning Letter | Letter Content

Having completed this topic, you should now be able to:

e Review Last Dunning Letter
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Reviewing Item Dunning Status

Topic Overview
The Dunning Status page enables you to review the dunning status for items.
After completing this topic, you should be able to:

e Review Item Dunning Status
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Process Steps

Review Item Dunning Status

This topic covers reviewing an Item Dunning Status.

Steps to complete:

Step 1: Review Item Dunning Status

Begin by navigating to the Item Dunning Status page.

1. Navigation Links: Account Receivable, Customer Interactions, Dunning Letters, Iltem Dunning Status.

2. Atthe Iltem Dunning Status page, enter your search criteria for the Item you want to view.

Field Name

Field Description

*Business Unit

Enter a SetID (usually the same as your Business Unit).

Customer ID

Enter a Customer ID or search for and select a Customer ID.

Item ID

Enter an Item ID or search for and select an Item ID.

Item Line

Enter an Item Line or search for and select an Item Line.

Item Dunning Status

-
Business Unit: = - G1001 &}
CustomerID: begins with ~ (0000000001 &}
Item 1D: begins with
Item Line: = -

Search Clear  |Basic Search Save Search Criteria

Search Results
Wiew All First [4] 16 ofe [»] Last

Business Unit Customer ID ltem ID ltem Line
0000000001/990000001 1
G1001 0000000001/990000003 1

loy]
=
=

G1001 0000000001 990000004 1
G1001 0000000001/ 990000004 2
G1001 0000000001/ 9900000101
G1001 0000000001/ 9900000201

Favorites | Main Menu > Accounts Receivable » Customer Interactions » Dunning Letters » Item Dunning Status
- - - - -

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

3. Click the Search button. The Item Dunning Status page displays.
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Favorites | Main Menu > Accounts Receivable > Customer Interactions > Dunning Letters > Itern Dunning Status
Item Dunning Status

Unit: G1001

Customer: 0000000001

Item ID: 980000001 Line: 1

Item Balance: 300.00 UsD

Dunning Date; 12/09/2014 Sequence:; 1 Letter Code: 1
Acctg Date: 09M1/2014 Entry Type: IM

Due Date: 101112014

Days Late: 62

Finance Charge Date: Overdue Charges:

Dispute Date: Dispute Reason;

E save | | S\ Return to Search +E MextinList [=] Motify

4. View the Status information for each Item Line including Customer ID, Line number, Item Balance,
Dunning Date, Accounting Date, Due Date, Days Late, Finance Charge Date, Overdue Charges. The
Sequence number, Letter Code and Entry Type are also displayed.

5. Click on the Next in List button to view the Item Status for the next Line numbers.

Having completed this topic, you should now be able to:

e Review Iltem Dunning Status
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Reviewing Item Dunning History

Topic Overview
The Dunned Item History page enables you to review Item dunning history.
After completing this topic, you should be able to:

e Review Item Dunning History
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Process Steps

Review Item Dunning History

This topic covers reviewing Item Dunning History.
Steps to Complete:

Step 1: Review Item Dunning History

Begin by navigating to the Item Dunning History page.

1. Navigation Links: Accounts Receivable, Customer Interaction, Dunning Letters, Item Dunning History.

2. Enter your search criteria on the Item Dunning History page.

Field Name Field Description

*Business Unit Enter a SetID (usually the same as your Business Unit).
Customer ID Enter a Customer ID or search for and select a Customer ID.
Item ID Enter an Item ID or search for and select an Item ID.

Item Line Enter an Item Line or search for and select an Item Line.

3. Click the Search button.

4. If more than one entry is listed in the Search Results section, click on the link for the Item/Line that you
want to view. The Dunned Item History page displays.

Favorites i Main Menu > Accounts Receivable » Customer Interactions > Dunning Letters » Item Dunning History
Dunned Item History
Unit: G1001
Customer: 0000000001
[tem ID: 00000223165 Line: 1
Item Balance: 300.00 UsD
| 4] |}
Sequence Dunning Date :E'Zgzr Overdue Charges Ili_lzlt;i;d gz:q;ted Date Modified

1 112/09/2014 1 Y Y

2 112/09/2014 1 M Y 121172014
E save L Returnto Search +E| Mextin List Motify
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5. View Dunned Item information in the header section, including Unit, Customer ID, Item ID and Line
Number, and the Item Balance.

o

View the Dunned Item History section which displays the Sequence number, Dunning Date, the Letter
Code for the severity of the letter, and any Overdue Charges.

e You are able to view if the Letter has been deleted.

e You are also able to view if an Item within the Letter has been deleted.

e You will be able to see if and when the Item Line has been modified.

e Using the Grid icon, you can download this information to an Excel spreadsheet.
7. Click on the Next in List button to view each Item Line Dunning History.

Having completed this topic, you should now be able to:
e Review Item Dunning History

Lesson Summary

After completing this lesson, you should now be able to:

e Run the Aging Process
e Run Overdue Charges Process

e Prevent Overdue Charges from being Assessed to a Customer

o Create Customer Statements

o Create Customer Statement Note

e Review Customer Statements

e Review a Last Statement

e Run the Dunning Letter Process

e Preview, Edit and D