SWIFTHS

Statewide Integrated Financial Tools

QUICK REFERENCE GUIDE

Unposting a Payment Applied to the Wrong Item or Customer

October 31, 2016

Unpost a Payment Applied to Wrong Item or Customer

This guide covers the process for unposting a payment applied to the wrong 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.

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 = Item List

SetlD: G1001 Q ypit: G1001 /A customer: QU Level: Nao Relationship -

*Status: Open - Search Advanced Search

Range: GO Select All Deselect All Select Action... - GO
Debits: Debit Amount: Currency:

Credits: Credit Amount: Currency:

Total: Total Amount: Currency:

Selected: Currency:

i Refresh

Iltem List | Advanced Search
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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.

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

ST I  Advanced Search

SetiD: G1001 Q. ynit: 61001 | Q cystomer: [TRN0100006

Q. Al BERT LEA CITY OF*Level:

*Status: All ™| search Preferences: | [ &

. Search  Cancel  Clear  Sae . Delete
AR Specialist: | Equal | [ o
Credit Analyst: |Equa| V| liq
Broker ID: | Equal | | Q

Collector: | Equal V| aQ,
Sales Person: |Equa| V| Q,

* Reference Data

[tem ID: |Equa| V| |TRND1ARU1E
Entry Type: |Equa| V| QL

5. Click on the Search button. The Item List page displays with the selected Item displayed in the Item List
section.

Favorites Main Menu > Accounts Recevable > Customer Accounts > Item Information > Item List

2 New Window [
'iﬂii“a. Advanced Search
SetiD: G1001 |G Unit: G1001 & customer: Q *Level: ‘ No Relationship V|
*Status: Al hd J

Advanced Search

Account Qverview

Range: | . 6o || SelectAll || DeselectAl | [Select Action... v| | eo ‘

H 25
Personalize | Find | View All| = | i

First K1 1 o7 1 D (ast
WEERIN (Detail? || Detail3 | Detail4 |[ Detail5 |( Detail6 |

ﬁ{: Select ltem Line  Activities Unit Customer ID Status Terms ::_:g: ER:::on Due x: Bal::c:; Cur
1 O TRMO1ARO16 1 4 G1001 TRMNO100006 Closed NET30 N 09/08/2016 -1 usD

Debits: 1 Debit Amount: Currency: usD

Credits: Credit Amount: Currency: usD

Total: 1 Total Amount: currency: uso

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.

Favortes = Mam Menu > Accounts Recevable : Customer Accounts > Rem Informatoon > Item List
gy
Dietail 1 Cigtail 2 Detail 3 ) ftem Accounting Entries ttermn Audit Histary
Unit: G001 Customer: TRMO100006ALBERT LEA CITY OF
Hem il TRMO1ARO16 Ling: 1 Days Late: Status: Clozad
Balance: 0.00 UED
Boeisodinddici il Fiog] View Al Frat & 4.2 of 2 13 {0t
Sequence; i Accounting Date: 080912016 Posted Date: 08MO2018
Eniry Type 1N Reason: Voucher ID:
Document: Amount 750.00 USD
Group Unit: G1001 Group I0: 13791 Billing
Sequence: 2 Accounting Date: O80e:2016 Posted Date: 09/062016
Entry Type PY Reason: Worksheet Reason: Voucher ID:
Document: Amount: -750.00 USD
Group Unit: G1001 Group ID: 13854 Payment
Deposit Unit: G001 Depasit i: 132950182 Payment Ilx
OK Cancel Apply
Detall 1 | Detal 2 | Detall 3 | bem Activity | lem Ac
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.

Favovntes MalﬂvMEﬂU > Accountsl(ecervahle B Recervab\gsul:date > Uﬂposthruups » 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: = v G0 q

Deposit ID: begins with v/|[132350182

Payment Sequence: |= v‘ [

Payment ID: begins with V||

Payment Type: = v | v\
Entered Date: = v

Posted Date: = v
Assigned Operator ID:| begins with |

[Ccase sensitive

Search || Clear |BasicSearch [E) Save Search Criteria

Search Results

View All First [§] 1-2of2 [3] Last
Deposit Unit Deposit 1D Payment Payment ID Group Unit Group ID Payment Type Origin ID Entered Date Posted Date Assigned Operator ID
G1001 132950182 1 CK 4986 G1001 13894 |Payment PS AR |09/06/2016 09/06/2016 TRNO1
G1001 1329501822 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.

Favovrites MainvMenu » Accountsgece'rvable b Rece'rvabl_esUpdate » Unposthroups > Payment Group

Payment Control Options Action

Deposit Unit: G1001 Deposit 1D: 132950182 Payment ID: CK 4986
Accounting Date: 09/06/2016  Approved By: TRNOA
Group Type: b Payment
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 PosFed: 09/06/2016
bosted Count Assign: TREMO1
sted: -750.00 Count: 1 User: TRNOA
Group Status
Edit Status: Edited Accounting Entries: Balanced
Balanced: Yes Posting Action: Do Mot Post
Posting Status: Complete

B Save| [ RetumnioSearch | [+ Previous st | 4E] NextinList | | Notify |

Payment Control | Options | Action
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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 | N Action

Unit: G1001 Group 1D: MNEXT Description: Unpost

~| Keep Original Document Type

Unpost Reason: PAYMENT Q Payment Worksheet Unpost
Accounting Date: 09/06/2016 [+ [+] Edit Accounting Date
[§ save L Return to Search +E| Mext in List 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.

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 Control ' Options

Unit: 51001 Unpost Group ID: 13896 Description: Unpost Accounting Date: 09/06/2016
Action: Batch Standard

Delete Unpost Action: | Batch Standard V| OK Review Unpost Now
[E save L Return to Search +[E Mextin List Notify

Payment Control | Options | Action
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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 in the AR/BI 3 Accounts Receivable advanced User Guide 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.

Navigation Links: Accounts Receivable, Payments, Online Payments, Regular Deposit.
Accept the default Deposit Unit or enter a Deposit Unit.

1

2

3. Enter the Deposit ID for the original deposit.

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

Favnvrites Mainiﬂenu > Acmuntszeceivah\e > Pavn:ents +  Onlne Pvayment; > Regular Deposit
E New Win|
Totals
Unit: G1001 Deposit ID: 132950182 Date: 09/06/2016 Balance: Balanced
[
Payment Seq: *Payment ID: *Accounting Date: 0910812016 [ =
Amount: Currency:
Rate Type: Exchange Rate:
[1 payment Predictor [ Journal Directly [IRange of References
Payment Method: Aftachments (0) View AuditLogs
Customer ID: Q Business Unit: Q =)
Remit From: Remit SetiD:
Name:
Corporate: Corporate SetiD:
SubCust1: SubCust2:
MICR ID: Q Link MICR
Detall References
I
Qual Code Reference To Reference
i @ [TRNO1ARD16 a =
[2) Save | |4 ReturntoSearch | [S] Netify |/ Refresh [Es Add
Totals | Payments

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. Update the Reference and/or Customer Information sections with the correct Item and/or Customer.
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Favu'rrtesEMam'MEﬂu B Accountsi(ecewab\e B Payrgeﬂts > Onling P'ayments > Regular Deposit

0 New Wi
Totals Payments
Unit: G1001 DepositID: 132050182 Date: 0810612016 Balance: Balanced
Payment Information Find | View All First 2 1012 D Last
Payment Seq: 1 *Payment ID: CK 4986 *Accounting Date: 09/06/2016 =
Amount: 750.00 Currency: UsD
Rate Type: CRRMT | ExchangeRate: | 100000000

Exchange Rate: SULGLLLY

[ payment Predictor [[] Journal Directly [JRange of References

Payment Method: Attachments (0 View Audit Logs

Customer Information Find First B8 4 074 D Last
] I =

Customer ID: < Business Unit: &

Remit From: Remit SetD:

Name:

Corporate: Corporate SetiD:

SubCust1: SubCust2:

MICRID: Q

Link MICR
Detail References

Personalize | Find | View 20| B | 2 Fist I 4 o1 I Last

Qual Code Reference To Reference

1] Q [TRMO24R016 a |

B Save (A ReturntoSearch | =] Notify | | Refresh

Totals | Payments

8. Click on the Save button.
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 “Manually Apply an AR Payment” topic.
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