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Billing and Accounts Receivable Viewing Information
Course Overview

The AR-BI4 User Guide covers viewing bill information in the Billing (BI) and the Accounts Receivable (AR)
modules of the SWIFT system.

Billing and Accounts Receivable together create a process for:

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

e Creating adjustments to bills

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, you apply the payment 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
Bill?n Invoi'::e is 4 Step:hAR Step > AR a Iie: ment
s ' Sk creates i oo

creates sent to ) ) payment & record tothe
> < & 2 = payment entry :
invoice Customer P 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 contains several jobs including:

Finalize and Print Invoices

e Pre-Load

e Budget Check

e Load General Ledger (GL) entries
e Loadto AR

The Single Action Invoice process is covered more thoroughly in AR-BI2 Billing Advanced User Guide.

The lessons in this course will show you how to:

e Review billing information
e Review customer account information

e Review item information
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Lesson 1: Review Billing Information

Lesson Overview

SWIFT Billing provides many different ways to view billing information for customers. The billing information
provides more details related to an invoice. It may be important to drill down to a bill to view information on the
original invoice.

After completing this lesson, you should be able to:

e View billing summary information

e View billing details

e View accounts receivable pending items
e Review accounting entries by invoice

e Review accounting entries by journal

Viewing Billing Summary Information

Topic Overview

The Billing Summary inquiry pages can be used to review summary information for a bill. A bill can be viewed
regardless of the bill status. You are able to view information only. You are not able to edit any fields. The bill
header information is displayed. In addition, you are able to see what processes have been completed to
generate the invoice. You can use Link options in the Go to section and the Navigation drop-down menu to look
at specific bill information.

After completing this topic, you should be able to:

e Locate an existing invoice to review billing information
¢ View header level information
e Use Link options to view additional billing summary information

e Use the Navigation menu to view additional bill information

Released October 27, 2014 (Version 2)
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Process Steps

View Billing Summary Information

This topic covers how to view billing summary information. Billing Summary information is for viewing only and
cannot be edited.

Steps to access billing summary information:

Step 1:

Step 1: Locate an existing invoice to review billing information

Step 2: View bill summary header information

Step 3: View status of bill processes on the Bill Summary Info 2 page
Step 4: Use the Go to section links to view bill information

Step 5: Use the Navigation menu to view bill information

Locate an existing invoice to review billing information

Begin by navigating to the Bill Summary search page to locate an existing invoice to view billing summary

information.
1. Navigation Links: Billing, Review Billing Information, Summary.
2. Verify the default Business Unit or enter the Business Unit.
3. Enter an existing Invoice ID.
Note: Additional search criteria are available, including Bill Status, and Customer ID.
4. Click the Search button. The Bill Summary Info page for the invoice displays.

Financial Management System

|Fa\f0'r'rtes ;

Home | Print | Worklist | Mu
Main Menu > Biling > Review Biling Information > Summary

Bill Summary

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

Maximum number of rows to return (up to 300): |300

Business Unit: = v 0702 BN
Invoice: begins with |+ (00000086015 a, |

Bill Status: = v | v]
Customer: begins with OJ
Contract: begins with

Bills in Business Unit: |= @,
Template Invoice Flag:| = v| | w

[Icase sensitive

Search | Clear |Basic Search [&7 Save Search Criteria

Released
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Step 2: View bill summary header information

Bill information is viewed at the header level on the Bill Summary Info page. When the bill is in “INV” (invoiced) bill
status, no changes can be made to the invoice. It is for viewing only.

Header level billing information displays fields including:

e Business Unit

e Invoice ID

e Invoice Date

e Customer ID and name

e Bill Status. Note: Bill Status options include: INV=invoiced; RDY= ready to invoice; NEW=newly created
invoice; CAN=cancelled

e Gross Extended Amount

g y | Print | Workist | MutiChannel Conzole
Favorites Main Menu > Billing > Review Billingv Information > Summary
LEII“-JEW Window @Help |L/ Customizy
i
|Unit: PO702  Invoice: 00000086015 Invoice Date: 0718/2012
|Gr055 Extended Amount: 27,117.86 Customer: R290100001 MNATURAL RESOURCES
CEFT
Total Discounts: 0.00 Invoice Type: Regular
Total Surcharges: 0.00 Bill Type: MSC Miscellaneous
Bill Source: ONLINE online Bill Entry

Total VAT Amount: 0.00 Bill Status: MY

Total Taxes: 0.00 Template: Mo

Total Invoice Amount: 27117.86 Cf)nsol Har. Mo

Forward Bal: 0.00 Bill By ID:

Paid Amount: 0.00 Invoice Media: Frint Copy

Due Date: 08M7/2012
Total Due: )
otal Due: 27117.85 USD page pinl Added: 07812012 10:454M

Goto: Header Infa 1 Address Copy Address Motes

Bill Search Line Search

Return to Billing

[S* Returnto Search | |[=] Motify
Bill Summary Info | Bill Summary Info 2

The Go to section displays links which are available to drill down for specific information. Links available from
the Bill Summary Info page include:

e Header Info 1 — information that applies to the entire bill
e Address — the customer’s address
e Copy Address — the name and address of an entity that will receive a courtesy copy of the bill

Released October 27, 2014 (Version 2)
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¢ View Invoice Image — print a pdf of the invoice if the bill is in “INV” (Invoiced) status and has an Invoice
Format of “XMLPUB” format

¢ Notes — bill header notes
e Bill Search — system issues occur on the Bills Invoiced and Bills Not Invoiced pages
e Line Search — system issues occur on the Lines Invoiced and Lines Not Invoiced pages

Step 3: View bill processes status

On the Bill Summary Info 2 page, most jobs included in the Single Action Invoice process are displayed, along
with the status of the job. This information can be used to cross-check the Single Action Invoice process jobs.

1. Click the Bill Summary Info 2 tab.

g -y Home | Print | Workiist
Favorites Main Menu > Biing » Review Biing Information > Details
&N
Bill Surmary Info | == ary Info
Unit: B4201 Invoice: 00000075110
GL Level: Bl Creates GL Acct Entries
AR Level: Bill Line is AR Open Item
AR Option: Use Line for Distribution
Pre-Load Status: Done
Budget Check Status: alid
Approval Status: Mot Required
VAT Defaults Applied GL Entries Created
Invoice Printed AR Pending Iltem Created
EDI Sent
Currency Converted
Email Sent
Go Header Info 1 Address Copy Address Motes
to:
Bill Search Line Search
Feturn to Mon-Consolidated
[Eh Return to Search | |[=] Notify |
Bill Surmmmary Info | Bill Surmmary Info 2

Released October 27, 2014 (Version 2)
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If the Single Action Invoice (SAIP) process runs successfully, the jobs should appear as follows:

Status Description/Resolution

Pre-Load Status The Pre-Load job performs functions to prepare preliminary accounting
entry information for bills. The status is initially “Pending” and will change
to “Done” if the “SAIP” had run the job successfully.

Budget Check Status The Budget Check job budget checks entries and updates the Revenue
Budget. If the job was successful, the status would indicate “Valid”. This is
one of the most common reasons for failure.

Approval Status All credit bills require approval. The SAIP will not pick up on a credit bill
that has not been approved.

If the Status indicates “Required”, the approval was not requested.

If the approval is required and the Status indicates “Pending” you'll need
to bring this to the attention of your supervisor.

Invoice Printed If this is checked, the job was run successfully by the SAIP.
Currency Converted If this is checked, the job was run successfully by the SAIP.
GL Entries Created The Load GL Accounting Entries job places billing accounting data

(AR/Revenue or Expense account entries) on export tables for processing
by the General Ledger. If this is checked, the job was run successfully by

the SAIP.
AR Pending Items The Load AR Pending Items job creates items in AR so that invoicing
Created information can be posted to the customer’s account. If this is checked,

the job was run successfully by the SAIP.

After an invoice is run through the Single Action Invoice process, the bill status will change from “RDY” (ready to
invoice) to “INV” (invoiced). When an invoice has a bill status of “INV”, no changes can be made to the invoice.

When Errors/Warnings appear, they need to be corrected and the Single Action Invoice process needs to be run
again to move the invoice into AR as an Open item for payment to be applied to the item. Refer to the Trouble-
shooting Single Action Invoice Process topic in the ARBI2 Billing Advanced User Guide for instructions.

Step 4: Use the Go to section links to view additional bill information
Most viewing pages include links to drill down to specific pages to view additional billing information. The first link

you will view is Header Info 1. Information displayed on the bill header applies to the entire bill. The Line — Info 1
page billing information will also be viewed, as well as the accounting information entered.

Released October 27, 2014 (Version 2)
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1. Click on the Bill Summary Info tab.

Financial Management System

Favuvr'rtes MainvMenu » Biling > Review Biling Inforrmation > Summary

Home

Print

| workist |

@Neu\r'.“."indow @Help

Unit: PO702  Invoice: 00000086015 Invoice Date: 07182012
Gross Extended Amount: 27,117.86 Customer: RZ290100001
Total Discounts: 0.00 Invoice Type: Regular
Total Surcharges: 0.00 Bill Type: MSC Miscellaneous
Bill Source: OMLINE
Total VAT Amount: 0.00 Bill Status: INY
Total Taxes: 0.00 Template: Mo
Total Invoice Amount: 27 117.86 C.onsol Hr. Mo
Forward Bal: 0.00 Bill By ID:
Paid Amount: 0.00 Invoice Media: Print Copy
Due Date: 081712012
Total Due: ]
2111786 USD  pate gill Added: 07/18/2012 10:45A1
Go to: Header Info 1 Address Copy Address Motes
Bill Search Line Search

Return to Billing

MuliChannel Console

NATURAL RES!

COnline Bill Entry

2. Click Header Info 1 link. The Header Info 1 page displays the information entered when creating the bill.
Some of the fields to note include:

e Invoice Amount

e Bill Status

e Invoice Date

e Customer ID and Name

Released October 27, 2014 (Version 2)
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Financial Management System

Favorites  Main Menu > Eewg »  Review Bhgr.nformatu:n »  Summary

Header - Info 1 |L:ne-lnru'1 i

Home | Prnt | Workist |  MuliChannel Console

= " ;
=Y New Window (f)Help |

Unit: POT02 Invoice: 00000036015 Invoice Amt: 27.117.86 +SD i
| Status: NV | |rmroit:e Date: 07182012 Cycle ID: OM_DEMAND
Type: MSC Source: OMLINE Frequency: Once
Customer: R290100001 SubCust1: SubCust2:
NATURAL RESOURCES DEPT
Invoice Form: CRYSTAL From Date: To Date:
Accounting Date: 07Henr012 Pay Terms: MNET30 Pay Method: Check
Remit To: POT02 Bank Account: 0001
Sales: DEFAULT Bill Inquiry Phone: 651-201-7439
Credit: DEFAULT Collect: DEFAULT
Biller: BISPEC Billing Authority: BISUP
Go to: Header Info 2 Address Copy Address Hotes
Summary Commit Cnir )
Bill Search Line Search Header - Info 1 v | Brev o

Return tg Billing

3. Click on the Line — Info 1 tab to view bill line information. The Line — Info 1 page displays bill line
information entered when the bill was created. Some of the fields to note include:

e Invoice Amount

e Line number

e Description displays what the customer is billed for and prints on the invoice

e Line shows number of lines, which you can navigate between using the arrows
e Quantity, Unit of Measure and Price

Note: Discount/Surcharge is not being used by the State of MN.

Released October 27, 2014 (Version 2)

Page 8



State of Minnesaota

AR-BI4 Billing and Accounts Receivable Viewing Information

Financial Management Systel
Home | Print | Workist | MultiChannel Console
Favorites | Main Menu : Biling > Review Biling Information > Summary
- H - - -
& hew Window (Z)Help |

Header - Info 1 Line - Info 1

Unit: POT02 Bill To: R290100001 Invoice Amt: [ZrTArss]usD

Invoice: 00000086015 NATURAL RESOURCES DEPT [Z] (2]  max Rows: 5 3 = =

[
Find | View All First K 4 of1 |
Seq: 1 Line: 1 Net Extended: 27 117.86
Identifier: DR-1648 REIMB Description: DR-1648 |

Quantity: 1.0000 Line Type: REV Accumulate

Unit of Measure: EA FromiTo Dt:

Unit Price: 27,117.8600 Tax Code: Tax Exempt

Gross Extended: 27 117.86 Exempt Cert:

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: 27,117.86

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 27 117.86
Goto: Line Info 2 Tax Accounting DiscountSurcharge
Motes Commit Cntrl Page Series
Summary Bill Search Line Search | Line - Info 1 "| Prev Mext
Return to Billing

4. Click the Accounting link in the Go to section. The Accounting — Rev Distribution page displays.

Released October 27, 2014 (Version 2)
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Financial Management Systen

Favarites Main Menu > Biing > Review Biling Information » Summary

Print |

Home |

MultiChannel Console | Add to Favorites |

Worklist |

LElNewWindow @Help E,)CustomizePage E

Header - Info 1

Line - Info 1 Acctg - Rev Distribution

R290100001
NATURAL RESOURCES DEPT [Z] [£]  max Rows:

27,117.86 USD B8]

5 [ =

Unit: Bill To: Invoice Amt:

Invoice:

PO702
00000036015

Find | View All Firet EI 4 oF 4 I | ast

Net Extended: 27 117.86

DR-1648

Line: 1
DR-1648 REIMB

Seq: 1

Identifier: Description:

Bl Creates GL Acct Entries
First K1 4 of 1 I Last

Customize | Find | View Al [ | 5

| Acctg Information | Reference Information

- Sub 3 Egcy Egcy ~ Fund
Code Fund Fin DeptiD ApproplD Account Acct Cost Cost 1 Cost 2 Project Affil Affil Percen
3000 PO732300 PO72713 511001 PO7201648PA 1
< il | B
Percent: 100.00 Amount: 27 117.86  Gross Extended: 27 117.86
Goto Line Info 2 Tax Accounting Discount/Surcharge
Notes Commit Cntrl
Summary Bill Search Ling Search | Acelg - Rev Distribution v| |Prev Next

The Acctg. Information tab displays the ChartField information entered for each bill line when the bhill
was created. You will need to scroll over to view the entire ChartField string and values entered. Most
often when a budget error occurs while running the Single Action Invoice process, it happens because
incorrect accounting information has been entered. From this tab, you are able to view the accounting

information to see if any errors have been made.

5. To move back to view additional links, click the Header-Info 1 tab.

6. Click the Address link.

For 'd Bal:

Paid Amount: U:UU Invoice Media: Print Copy
oD Due Date: 081712012

ofal Due: 21117.86 USD pate gill Added: 0711212012 10:4
Go to: Header Infio 1 Copy Address MNotes
Bill Search Line Search

Return to Billing

[Gh Return to Search | =] Notify |

Bill Summary Info | Bill Summary Info 2

Released October 27, 2014 (Version 2)
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The Address Info page displays address information entered in the customer’s account. After address
and location information has been entered in the customer’s account, it is available when creating the hill.

Financial Management System

Favorites Main Menu > Biling > Review Biling Information > Summary

Header - Infa 1 '.' Address Info b Line-Info 1

Worklist | MuMiCha

] New Window

Unit: FO702 R290100001 Invoice Amt: 27117.86 UsD
Invoice: 00000086015 MATURAL RESOURCES DEPT

Attention To: Aaron Strodgell

Location; 5 Fof Copies: 1 Invoice Media:

Email 10

Language Code:

Country: U3A

Address 1: Minnesota DMNR Region 1

Address 2: 2115 Birchmont Beach Road

City: Bemidji

County: Postal: 56601

State: (1

Goto: Address Copy Address

Bill Search | Address Info v|| Prev

and Invoice Amount.
e A contact name is displayed, if one is configured for this customer location.

e Location number 5 has been selected to receive the invoice.
e The address information selected for Location 5 is displayed.

7. Click the Copy Address link.

Return to Billing
[oh Retumto Search (2] Notify

Bill Summary Info | Bill Summary Info 2

Invoice Media: Print Copy

Fow_fd Bal:
Paid Amount:
Due Date: 0817/2012
Total Due: Date Bill Adde: 07M812012 10:454)
Goto: Header Info 1 Copy Address Notes
Bill Search Line Search

Released October 27, 2014 (Version 2)
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Financial Management System
| Print | Workiist
Favorites Main Menu > Biling » Review Biling Information > Summary
I'_,E M ew W
Header - Info 1 Courtesy Copy Adr Line - Info 1
Unit: POT02 Bill To: R290100001 Invoice Ami: 27 117.86 USD
Invoice: 00000086015 NATURAL RESOURCES DEPT 2
Courtesy Copy Address Find | View All First B8 4 of 1
Customer ID: Customer Name:
Attention To: Contact Name:
Location: Number of Copies: 1
Language Code; EMG Invoice Media: Print Copy
Email IDx:
Country:
Address 1.
Address 2:
City:
County: Postal:
State:

The Courtesy Copy Address page displays information if the bill creator chose to send a courtesy copy to
another customer. (In the screenshot example, the courtesy copy option was not selected.)

8. Click the Notes link.

FON_Ad Bal: \ :

Paid Amount: 0.00 Invoice Media: Print Copy
Due Date: 08N7/2012
Total Due: )
ofal Due 2111786 USD - pate gil Added: 0711812012 10:4
Goto Header Info 1 Address Copy Address Maotes
Bill Search Line Search

Return to Billing

[ch Returnto Search | | =] Notify

Notes can be added on the Header level and the Line level when creating a bill. When you click on the
Notes link, you will move to the Header — Note page. To view notes on the Line level, you can use

the Navigation drop down and select “Line - Note”. You will see this displayed in an upcoming
screenshot showing the navigation list of links. You can also view notes at the Line level by clicking on
the Notes link from the Line — Info 1 page.

Released October 27, 2014 (Version 2)
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Financial Management System

Favarites Main Menu > Biing > Review Biling Information > Summary

Home | Print | Workist | MutiChannel Console |

LElNew'."."indow @Help [,/Cus
Header - Info 1 Line - Info 1 Header - Note

Unit: FOT02 Bill To: R290100001 Invoice Amt: 27,117.86 USD
Invoice: 00000026015 MATURAL RESOURCES DEPT 2]

Customer Notes

Bill Header Notes Find | View All First &I 4 of 1 L | ast
Standard Note Flag Std Note:
Internal Only Flag Note Type:
Note Text:
(]
Gota: Header Info 2 Address Copy Address Notes
Summary Commit Cntrl _F'a_pm
|
Bill Search Line Search ||Header—N0te v|! Frey ted

Return to Billing

|Gt Returnto Search | =] Notify | [ Refresh |

Header - Info 1 | Line - Info 1 | Header - Mote

Header or Line note options include:

e Standard Note Flag check box. Standard notes can be set up by the agency. These are
predetermined notes. This note will be displayed on the printed invoice when the box is checked.

¢ Internal Only Flag check box. This means the note text will not appear on the invoice.
e Note Text box. The Note Text box displays the note text.

Step 5: Use the Navigation field to view bill header information

In addition to the links displayed on the bottom of the pages in the Go to section, you can use the Navigation
drop-down field to view more links to locate additional billing information.

1. Click the drop-down arrow in the Navigation field.
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Financial Management Syst

_ Home | Print | Workist | MuliChannel Console |  Adi
Favorites | Main Menu > Billing »  Review BiIIing Information » Summary
L.El MNew Window @ Help E{' Cul
Line - Info 1
Unit: PO702 Invoice: 00000086015 Invoice Amt: 27 117.86 UsD f%
Status: MY Invoice Date: 07M8/2012 Cycle 1D: OMN_DEMAND
Type: MsC Source: OMLINE Freguency: Once
Customer: R280100001 SubCust1: SubCust2:
NATURAL RESOURCES DEPT
Invoice Form: CRYSTAL From Date: To Date:
Accounting Date: 07182012 Pay Terms: MET30 Pay Method: Check
Remit To: PO702 Bank Account: 0001
Sales: DEFAULT Bill Inquiry Phone: 651-201-7439
Credit: DEFAULT Collect: DEFAULT
Biller: BISFEC Billing Authority: BISUP
Goto: Header Info 2 Address Copy Address Motes
Summary Commit Cntrl
Bill Search Line Search | | Header - Info 1 v|| — —

You can view additional billing information from this list.

- Financial Management Syst

Favores. | Man Menu » Biling > Review Eiﬂ-i_Infmtm > Summary

| Header - Info 1 Line - Info 1

Accly - Defered Rev Dist
ACcl - imterUnit Expiny
Accly - InteriUnit Payables
ACClg - Rev Distnbution
Accly - Statistical info
ALY - Unbilled AR

Address Infe
Courlesy Copy Addr

MukChannel Consale

LB Help

Jaw Window

D) =

OM_DEMAMND
Qnce

Check

:' Unit: PoO702 Ivoice: 000000BE015 Ivoice DiscrSurchange
DigoSurcharge Digirbution
i DigoSurcharge Defemed
Status: I Involce Date: Header - AR Distribution
Type: MSC Source: :
Header - infg 2
Customer R280100001 SubCusti: Header - Misg Infg
. Header - Mabé
.r‘:ll-.'.n."!El‘:ﬁ'.L. .R_E.ggl':lﬁl‘?.EE .D.EF.]; Hgaﬂgr - Qrger [m’n
Imvoice Form: CRYSTAL From Date: Header - Project Info
Header - Senice Info
Accounting Date: 07HER012 Pay Terms: Ling - Into 1
Femit To: POTO2 Bank Account: Line - Info 2
Ling - Misc info
Sales: DEFAULT Bill Inquairy Phone: Ling - Mote
. Ling - Cvder Infp
Cradit DEFAULT Collect: Line - Project Info
Biller: BiSPEC Billing Authority: Ling - Serdce Info
Ling - Tax info
Golo: Header intp 2 Addulr Ling - VAT Infa
Summary Commit Coirl Lina List
Biil Search Line Segrch Huaoe - 1o 3

Batum to Billing

e
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Many of the pages listed are not currently used in Minnesota. (Refer to the Appendix of the ARBI2 Billing
Advanced User Guide for a list of pages used in MN.)

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

e Locate an existing invoice to review billing information

e View header level information
e Use Link options in the Go to section to view additional billing summary information

e Use the Navigation menu options for view bill information

Released October 27, 2014 (Version 2)
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Viewing Bill Details

Topic Overview
The Bill Details inquiry pages work similarly to the Bill Summary pages discussed in the previous topic except that
you are immediately brought to the Bill Header and Bill Line detail information, rather than the Bill Summary

pages. The Bill Details Inquiry pages also enable you to select links to review specific billing information.

Billing details can be viewed regardless of the bill status. You are able to view information only. You are not able
to edit or modify information entered when the bill was created.

After completing this topic, you should be able to:

e Locate an existing invoice to review bill details
e View Header and Line details

e Use link options to view additional bill details

Released October 27, 2014 (Version 2)

Page 16



3, State of Minnescta

T/ SWIFT >

Statewice Integrated Financial Tools

AR-BI4 Billing and Accounts Receivable Viewing Information

Process Steps

View Bill Details

This topic covers reviewing billing information from the Details option. Many of the viewing options, including links
on the Bill Details pages, are the same as those found on the Billing Summary pages discussed in the previous
topic “Viewing Billing Summary Information.”

The Bill Detail information is for viewing only and cannot be edited.
Steps to access bill detail information:

e Step 1: Locate an existing invoice to review bill details
e Step 2: View Header and Line details

e Step 3: Use link options to view additional bill details
Step 1: Locate an existing invoice to review bill details
Begin by navigating to the Bill Inquiry search page to locate an existing invoice to view bill details.

1. Navigation Links: Billing, Review Billing Information, Details.
2. Verify the default Business Unit or enter the Business Unit.

3. Enter existing Invoice ID.
Note: Additional search criteria are available, including Bill Status, and Customer ID.

4. Click Search. The Header — Info 1 page appears.

Financial Management System

Home | Print |
Fa\fo_r'rtes : Main'Menu >| Biling > Review Biling Information > Details
: - -

Bill Inquiry

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

Maxirmum number of rows to return (up to 300} (300

usiness Unit:| = [B4201 @
nvoice: begins with v| 00000075110 @,
Bill Status: | = | v
Customer: begins with | QJ

Contract: begins with |« |

[case Sensitive

| Search Clear  |Basic Search [EF Save Search Criteria

Released October 27, 2014 (Version 2)
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Step 2: View Header and Line details

On the Header — Info 1 page, you are able to review details entered into fields when the bill was created. Some of
the common header fields include:

e Invoice Amount
e Bill Status

e Invoice Date

e Customer ID

Heme | Print | Workist | MutiChannel Console |

& Mew Window (P Help [F (

Unit: B4207 Invoice: 00000075110 Invoice Amt; 5,030.00 | USD 2]
|Status: MY | | Invoice Date: 082312011 | Cycle 1D: DAILY
Type: MSC Source: OMLIME Frequency: Once

|Cu510men 0000000001 | SubCust1: SubCust2:

MIDWEST DISTRIBUTORS LLC

Invoice Form: CRYSTAL From Date: 08/29/2011 To Date: 05/M16/2012
Accounting Date: 05M6/2012 Pay Terms: MET20 Pay Method: Check
Remit To: B4201 Bank Account: o0

Sales: DEFALULT Bill Inquiry Phone: 551-284-5311

Credit: DEFAULT Collect: DEFAULT

Biller: BISFEC Billing Authority: BISUP

Goto: Header Info 2 Address Copy Address Motes |

Summary Commit Cntrl i

Bill Search Line Search || Header - Info 1 "”_M Next

Return to Billing

You are also able to view bill details using the Go to section link options. A list of additional links is located in
the Navigation drop-down field.

1. Toview bill details on the Line — Info 1 page, click the Line — Info 1 tab. The Line — Info 1 page displays
bill line details entered when the bill was created. Some of the fields to note include:

e Invoice Amount

e Line number

e Description displays what the customer is billed for and prints on the invoice

e Line shows number of lines, which you can navigate between using the arrows
e View All enables you to see all the bill lines

e Quantity, Unit of Measure and Price

Released October 27, 2014 (Version 2)
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g y Home | Print | wWorkist | MuttiChannel Console
Favorites Main Menu > Billijg »  Review BiIIinngnfurmatiun » Details
@New Window @Help [,(/Cu

Header - Info 1 'E:i.

Unit: B4201 Bill To: 0000000001 |Invoice Amt: 5020.00 USD]

Invoice: 00000075110 MIDWEST DISTRIBUTORS LLC =] [Z]  pax Rows: [ 9 EE 2

Find | view Al 7irst B 4 or2 D L ast
Seq: 1 [ ine: 1 | metExtendea: 5,000.00
Identifier: |Descripti0n: MSF 5356 PEMALTY 5100101338i

Quantity: 1.0000 Line Type: REV Accumulate

Unit of Measure: EA FromiTo Dt: 08/28/2011 05MB/2012

Unit Price: 5000.0000 Tax Code: Tax Exempt

[Gross Extended: 5.000.00 Exempt Cert:

Less Discount: 0.00

Plus Surcharge: 0.00

Het Extended: 5000.00

VAT Amount: 0.00

Tax Amount: 0.00

Het Plus Tax: 5000.00

Go ta: Line Info 2 Tax Accounting Discount’Surcharge

Motes Commit Cntrl Page Series

Summary Bill Search Line Search Line - Info 1 "| Frev Next

Return ta Billing

2. To move back to select links to view additional bill details, click the Header — Info 1 tab.

Step 3: Use link options to view additional bill details.

Links are available to select specific bill details. Refer to the Viewing Billing Summary Information topic to learn

about the following links:

e Address

e Copy Address
e Notes

e Bill Search

e Line Search
This topic includes information on the following links:

e Summary
e Commitment Control (Commit Cntrl)

Note: You can use the drop-down option in the Navigation field to view additional links containing specific bill

details.
Released October 27, 2014 (Version 2)
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1. Click the Summary link.

Return to Billing

[Gh Return to Search | (=] Notify | [&2 Refresh |

Header - Info 1 | Line - Info 1

Ul 0
Salew! EFAULT Bill nuiry Phone: G51-284-5311
Credit: DEFAULT Collect: DEFAULT
Biller: BISPEC Billing Authority: BISUP
Goto: Header Info 2 Address Copy Address Motes
Summary Commit Cntrl
Bill Search Ling Search Header - Info 1

On the Bill Summary Info page, you are able to view Header information entered when the bill was

created.
Home | Print | Workist | MultiChannel Console
L.EINEW Window @Help [,/Cust-:nmiz
Bill SummaryInfo 2 |
g
Unit: B4201  Invoice: 00000075110 | Invoice Date: 08/23/2011 )
| Gross Extended Amount: 5,020.00 | | Customer: 0000000001 MIDWEST DISTRIBUTORS
LLC
Total Discounts: 0.00 Invoice Type: Regular
Total Surcharges: 0.00 Bill Type: MSC Miscellaneous
Bill Source: ONLINE Online Bill Entry
Total VAT Amount: 0.00 [ Bl Status: NV ]
Total Taxes: 0.00 Template: No
Total Invoice Amount: 5,030.00 Cf)nsol Har. Mo
Forward Bal: 0.00 Bill By ID:
Paid Amount: 0.00 Invoice Media: Print Copy
Due Date: 09/2z/20M
Total Due: )
5.030.00 USD  pate il Added: 05/16/2012 3:04PM
Goto: Header Info 1 Address Copy Address MNotes
Bill Search Line Search
Return to Mon-Consolidated
[GF Return to Search | [ Notify |

e Header level billing details display fields including:
o0 Invoice Date
o Amount
0 Customer ID and Name
o Bill Status

Released October 27, 2014 (Version 2)
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Links are available to view additional bill details. To learn about the links on this page, please refer Viewing Billing
Summary Information topic.

2. Click the Bill Summary Info 2 tab.

On the Bill Summary Info 2 page, most jobs included in the Single Action Invoice process are displayed.

Information can serve as a cross-check to see if necessary jobs ran successfully when processing the Single
Action Invoice process.

Specific jobs to note include:
e Pre-Load
e Budget Check
e GL Entries Created
e AR Pending Iltem Created

Note: To learn more detailed information concerning these jobs, refer to the Viewing Billing Summary
Information topic.

3. Click on the Header Info 1 link.

g y j | Print | Workist
Favarites Main Menu > Biling > Review Biing Information > Details
&N
Bill Summary Info | REIEENulu WAl
Unit: B4201 Invoice: 00000075110
GL Level: Bl Creates GL Acct Entries
AR Level: Bill Line is AR Open ltem
AR Option: Use Line for Distribution
Pre-Load Status: Done
Budget Check Status: Valid
Approval Status: Mot Required
VAT Defaults Applied GL Entries Created
Invoice Printed AR Pending ltem Created
EDI Sent
Currency Converted
Email Sent
Go Header Info 1 Address Copy Address Motes
to:
Bill Search Line Search
Return to Mon-Consolidated
[Eh Return to Search | [=] Notify |
Bill Surnmary Info | Bill Surmmary Info 2

4. Click the Commit Cntrl link.
Released October 27, 2014 (Version 2)

Page 21



State of Minnesaota

55'!!! e O AR-BI4 Billing and Accounts Receivable Viewing Information

Rel o (201 Bal (ccount: o001

Sales: DEFAULT Bill Inquiry Phone: 651-284-5311

Credit: DEFAULT Collect: DEFAULT

Biller: BISPEC Billing Authority: BISUP

Goto Header Info 2 Address Copy Address Dlotes

Summar
Bill Search Line Search Header - Info 1 ] | Brev -

Return to Billing

& Returnto Searen | =] Notity | [#3 Refresh |

Header - Info 1 | Line - Info 1

You will receive this message on the Commit Cntrl link:

e Budget Checking is one of the jobs included in the Single Action Invoice process. If this job fails, you
will correct the budget check error on the Commitment Control Correction page. Correcting budget
errors is covered in the AR-BI2 Billing Advanced User Guide.

¢ In the example below, the invoice passed budget checking successfully.

Financial Management Syster o e el Conae
Home | Print | Worklist | MultiChannel Conzsole |

Favaorites Main Menu > Biling > Review Biling Information > Details

Commitment Caontrol Correction is not necessary for this invaice. (12500,402)

You can only access the Cammitrment Control Correction page when this
invoice has failed the budget checking process. Ifyou have naot run budget
chiecking for this invoice, or if budget checking is not required far this invaice,
you will not be able to access the Commitment Contral Correction Page.

Ok

5. Click the OK button.

Having completed this topic, you should now be able to:
e Locate an existing invoice to review bill details
e View Header and Line details

e Use link options to view additional bill details

Released October 27, 2014 (Version 2)
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Viewing AR Pending Iltems

Topic Overview

The AR Pending Items inquiry pages can be used to review information about pending items in the Accounts
Receivable module. Pending Items are searchable by Group Unit, Group ID, User ID, or Assigned Operator ID.
Information is presented in view-only mode and cannot be edited or modified.

Note: AR Pending Items are bills that have been processed by the Single Action Invoice process and have been
successfully sent to the Accounts Receivable module. All invoices included in a single run of the Single Action
Invoice process are assigned a single group ID in Accounts Receivable.

If the bills have been posted to the customer account by the ARUpdate process, they will have a Posting Status of
“Complete”. If they have not yet been posted, the invoice will have a Posting Status of “Not Posted”. If ARUpdate
finds errors when attempting to post a group, the group will have a Posting Status of “Errors”.

After completing this topic, you should be able to:

e Locate an existing AR pending item

e View AR pending item general information

Released October 27, 2014 (Version 2)
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Process Steps

Viewing AR Pending Items

These Process Steps show how to view AR pending items located in the AR module. Once an invoice has been
processed by the Single Action Invoice process, it is sent to the Accounts Receivable module as a pending item.

Even though an item is a pending item in AR, it does not mean it has been posted to the customer’s account.
When it posts to the customer’s account the posting status will be “Complete”. If it has not been posted, the status
will be “Not Posted”. If Errors exist, the status will be “Errors”. The error will need to be corrected before the item
will be posted to the customer’s account.

Steps to access an existing pending item:

e Step 1: Locate an existing AR pending item
e Step 2: View AR pending item general information

Step 1: Locate an existing pending item
Begin by navigating to the AR Pending Items search page to view an existing AR pending item.

1. Navigation Links: Billing, Review Billing Information, AR Pending Items.
2. Accept the default Group Unit or enter a Group Unit. This is normally the agency Business Unit.

3. Optionally, narrow your search by entering a Group ID or User ID.
Note: The Group ID is generated when the Load AR Pending Items process runs. You can locate
the Group ID in the Message Log within the Load AR Pending Items process.

4. Click the Search button.

Home | Print | Worklist
Fa\.rovrites MainvMenu >| Billigg > Review BiIIing_Infurmation > AR Pending Ttems

AR Pending Items

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

Maximum number of rows to return (up to 300): |300

Group Unit: [= & [B2201 Q,
|Gr0upID: [begins with |+ ||292 @,
User ID: [ begins with |+ @,

OJ

Assigned Operator |D:| begins with

[Jcase Sensitive

Search | Clear |Basic Search [P Save Search Criteria
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Step 2: View Pending Item General Information
The header section of the AR Pending Items page displays:

e Business Unit
e GroupID
e Date pending item was entered into the AR Module

The Billing Pending Items section displays:

e Customer ID

e Item ID (the same as Invoice ID)
e Line number

e Terms

e |tem Amount

Financial Management Syster

Favorites | Main Menu > Biing > Review Biling Information > AR Pending Items

Home | Print | Worklist | MutiChannel Console \ Add to Favorites | Sign out

B New Window @He\p E,/Cuslomize Page ﬁhﬂp
AR Pending ltems

| Unit: B2201 | |Group 1D: 202 |Entered: 08i21/2012 |

B First KE 4 ofq L3 | agt

Customize | Find | View 21 | E | #

Seq Customer Item ID Line  AcctgDate Terms Amount Currency Base Amt Currency Exchange Rate Detail
1 E260100001 00000093085 1/08/21/2012 |NET20 1909.05 USD 1909.05 USD =
Group Total: 1,909.058

Return to Review Billing Information

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

e Locate an existing pending item

e View pending item general information
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Reviewing Accounting Entries by Invoice

Topic Overview

The Review Entries by Invoice page can be used to review accouning entries for an invoice. Accounting entries
are created by running the Load-to-GL process. Load to GL is one of the jobs included in the Single Action
Invoice process.

To learn about the Single Action Invoice process, review the information in the ARBI2 Billing Advanced User
Guide.

This information is for viewing only and cannot be edited or modified.
After completing this topic, you should be able to:

e Locate an existing invoice to review accounting entries
e Review accounting information

¢ Review Transaction Amounts

e Review Journal Information

¢ Review Reference Information

Released October 27, 2014 (Version 2)
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Process Steps

Reviewing Accounting Entries by Invoice

These Process Steps show how to review accounting entries by invoice. Billing accounting entries are created in
the Load GL process, which is one of the jobs included in the Single Action Invoice process.

Steps to access accounting entries by invoice:

Step 1:

Step 1: Locate an existing invoice to review accounting entries
Step 2: Review bill header and accounting information

Step 3: Review transaction amounts

Step 4: Review journal information

Step 5: Review reference information

Locate an existing invoice to review accounting entries

Navigate to the Accounting Entries by Invoice search page to review accounting entries for an exisiting invoice.

1.
2.

4.

Navigation Links: Billing, Review Billing Information, Review Entries by Invoice.
Accept the default Business Unit or enter the Business Unit.

Enter the Invoice ID. You also have the option to leave the Invoice field blank to see all invoices in that
specific Business Unit.

Click the Search button.

Financial Management System

Favorites Main Menu > Biling » Review Biling Information » Review Entries by Invoice

Accounting Entries by Invoice

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

Home | Print | Workist | MuftiChannelConsole | A

@ New Wir

Invoice:

Business Unit; =

Maximur number of raws to return (up to 300) 300
61001 Q,
begins with |+ |LRB10000094 T

' Search

+ Clear |Basic Search [& Save Search Criteria
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Step 2: Review bill header and accounting information

Bill header and accounting information are displayed on the Review Entries by Invoice page.

The bill header information displays:

e Business Unit

e Invoice ID

e Customer ID and Name

¢ Invoice Amount including Total Debits and Credits

The Accounting Information tab displays:

e Accounting Date
e Type, including Accounts Receivable (debit side) and Recognized Revenue (credit side)
e ChartField values, including, Fund, Fin Dept ID, Approp ID, and Account

Note: More information about ChartFields can be found on the Financial Support page of the SWIFT
Web pages.

Financial Management Syste

Favorites Main Menu > Biling » Review Biling Information » Review Entries by Invoice

Review Entries by Invoice

Home | Print | workist | MuliChannelConsole | AddtoFavorites |  Sig

LElr\lew'.".findow @Help I:,/CustomizePage El_:lht

Unit:

Invoice:

LY
G1001 Bill To: R2890100001 Invoice Amt: 227380 UsD W s
LRE10000094 MNATURAL RESOURCES DEPT

2 rret K g0ra O ast

Discounts/Surcharge Journal Information

Reference Information

. i | Sub W Ay Ay . X
GL Unit |ADc‘lg Date |lType Ifund Fin DeptlD ApproplD Account A;c‘l Cost 53{31 Cg::rz Project Affi
Accounts
MMNO01  06/30/2012 Receivable 2001 1038100 100013 120001
Recognized
MMO01  06/30/2012 e 2001 1038100 G100013 512605
Accounts
MMNO01  06/30/2012 Receivable 2001 1038100 100013 120001
Recognized
MMO01  06/30/2012 Revenue 2001 1038100 100013 512606
< >
Total Debits: 2,273.80 USD Total Credits: -2,273.80 USD

[Gh Return to Search | =] Notify |
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Step 3: Review Transaction Amounts

1. Click on the Transaction Amounts tab. This tab displays the amount of the transaction, showing the
debit and credit amounts. Note: Discounts/Surcharge is not being used by the State of MN.

Financial Management System

Favortes | Main Menu > Bi‘_ﬂg > Review Biling Information » -RwEntrresbn,-In-.lmce

Home | Print | ‘Workist | MuBiChannei Console |  Addto Favorges |

& Mew Window () Help _-."' Customize Page E3

Review Entries by Invoice

T HY
Unit: G1001 Bill To: R290100001 Invoice Amt: 227380 Usp © i
Invoice: LRE10000034 NATURAL RESOURCES DEPT

DscouniziSurchange Jowmnad lformation 1 Reference informabon
GL Unit  Acctg Date Type Fund Fin DeptiD AppropiD Account Transaction Amt JCurrency
MNOD1 | DE/30/2012 ;‘;‘:‘:ﬂ;ile 2001 G1038100  |G100013 120001 2.2z23.80fusp
MNDO1  06/30/2012 2:::3:':“ 2001 61038100  |G100012 512605 2.22180|usD
MNDO1 | 05/30/2012 ;‘;ﬁ“j\'};ile 2001 G1038100  G100043 120001 s0.00|uso
MNOO1 08302012 RocodnEd o001 1038100 6100013 512606 -50.00|USD
i J | ¥
Total Debits: 2.273.80 USD Total Credits: -2,273.80 USD
Step 4: Review Journal Information
1.

Click on the Journal Information tab. The Journal Information tab displays:

e Journal ID - the Journal ID is generated when the Journal Generator process runs. It is a SWIFT
process that runs nightly

e Line number references the Journal lines
e Journal Date reflects the date the Journal posted to the General Ledger

e Status — “D” represents Distributed, which shows the accounting entry has been distributed to the GL
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Financial Management Syste

Favorites Main Menu > Biling > Review Biling Information > Review Entries by Invoice

| Print | Workist | MuttiChannel Console |  Add to Favorit

@NewWindow @Help E,)Customize F
Review Entries by Invoice

SLY
Unit: G1001 Bill To: R290100001 Invoice Amt: 227380 UsSD @ =
Invoice: LR210000094 NATURAL RESOURCES DEPT

Accounting Entries 3

Acctg Information Transaction Amounts Discounts/Surcharge

Customize | Find | Vi

" Journal Information Reference Information |

GL Unit  Acctg Date Type Fund Fin DeptiD ApproplD Account [ourmar® |__tine#|pournal Date |  [Status |||
MNOO1 | 0B/30/2012 Accounts o004 G1033100 100013 120001 BID0576531 2 0B/30/2012 D

! Receivahle

MNOOT | 0B/30/2012 g:\fgﬁﬂged 2001 |G1038100  G100013 512605 BID0S76531 3/ 06/30/2012 D

MNOO1 | 06/30/2012 Accounts o001 1038100 G100013 120001 BID0S7E531 2 06/30/2012 D

! Receivable

MNOO1 | 06/30/2012 Ez\fgﬁﬂ;m 2001 |G1038100  G100013 512606 BID0S76531 4 06/30/2012 D

] il |

Step 5: Review Reference Information

1. Click on the Reference Information tab. This tab displays:

¢ Journal Line Reference information. It is optional to enter Journal line information when creating a
journal entry. If information is entered, it will appear in this field.

Financial Management Syste

Favorites Main Menu > Biling > Review Biling Information > Review Entries by Invoice

| Print | ‘Workist | MutiChannel Console |  Add to Favorit

2] New Windaw @ Help E{' Customize P
Review Entries by Invoice

$EY
Unit: G1001 Bill To: R290100001 Invoice Amt: 227380 UsD =
Invoice: LR&10000094 MNATURAL RESOURCES DEPT

Accounting Entries 2

Acetg Information Tranzsaction Amountz Dizcountz/Surcharge Journal Infermation Reference Information

First BN 19014 I Last

GL Unit Acctg Date Type Fund Fin DeptiD ApproplD Account [Journal Line Reference |]
MMO01 06/30/2012 Accounts Receivable 2001 G1038100 G100013 120001
MO0 06/30/2012 Recognized Revenue 2001 1038100 G100013 512605
MMO01 06/30/2012 Accounts Receivable 2001 G1038100 G100012 120001
MMO01 06/30/2012 Recognized Revenue 2001 G1038100 G100013 512606
Total Debits: 2,273.80 USD Total Credits: -2,273.80 USD

Return to Review Billing Information

[ Returnto Search | [t5] PreviousinList| 45| NextinList | [= notify |
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2. Click on the ChartFields Display Override icon. The Online Override of ChartField Display Template
enables you to:

e Select how you want the ChartFields displayed
e Select the ChartFields you want displayed by checking or unchecking the boxes
3. Click the OK button.

Financial Management Syster

Fa\.rovr'rtes MainvMenu > Biing > Review Biling Inforrmation » Review Entries by Invoice

Home | Print | Workist |

L.EI Mew Window|

nline Override of ChartField Display Template |

Accounting Display Template: DEFAULT

Show Distribution Code
Show Budget Date
Show Unit of Measure
Show Statistics Code

Customize | Find | B | 3 First £ 44 040 1 st
Select  Field Name Long Hame

' ACCOUNT Account = =
AFFILIATE Affiliate [+ [=]
AFFILIATE_INTRA Fund Affiliate [+ |[=]
CHARTFIELD1 Agency Cost 1 (CF1) | [=]
CHARTFIELD2 Agency Cost2 (CF2) [+ [=]
CHARTFIELD3 Appropriation ID (CF3) = [=
CLASS_FLD Sub Account (Class) [+ [=]
DEPTID Financial Department ID [+ |[=]
FUND_CODE Fund Code [+ |[=]
PROGRAM_CODE Statewide Cast (Prog) [+][=]
PROJECT_ID Project | =

Select All O DeselectAl B Restore

| oK |F Cancel

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

e Locate an existing invoice to review accounting entries
¢ Review accounting information

e Review Transaction Amounts

¢ Review Journal Information

¢ Review Reference Information
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Reviewing Entries by Journal

Topic Overview

Reviewing accounting entries by journal enables you to view GL journals generated from billing transactions. The
entries have gone through the Journal Generator process and have posted to the GL. You are able to drill down
to the corresponding invoices. Information is for viewing only.

After completing this topic, you should be able to:

e Locate an existing journal to review accounting entries

e View accounting entries information and drill down to locate invoice 1D
e Use GL Journal link to drill down to view additional information

e View Journal Lines information

e View Journal Header information
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Process Steps

Reviewing Entries by Journal

This topic shows how to view GL journals generated from billing. You will see how to drill down to locate the
Invoice ID.

Steps to access and view entries by Journal:

e Step 1: Locate an existing journal to review accounting entries

e Step 2: View accounting entries information and drill down to locate Invoice ID
e Step 3: Use GL Journal link to view additional journal information

e Step 4: View Journal Lines

e Step 5: View Journal Header
Step 1: Locate an existing journal to review accounting entries
Navigate to the Accounting Entries by Journal search page to locate a GL journal to view accounting entries.

1. Navigation Links: Billing, Review Billing Information, Review Entries by Journal
2. Select the GL Business Unit “MNO0O01".

3. Enter the Journal ID.

Note: You can also use additional search criteria including Journal Date, GL Journal Line Number or
Ledger.

4. Click on the Search button.

Financial Management System:

Fa\ravr'rtes : Main_Menu B BiIIi'ng > Review BiIIing_ Information > Review Entries by Journal

Home | Print |

Accounting Entries by Journal

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

Maximum nurnber of rows to return (up to 300); |300

| Business Unit: [= v [MMD01 N
ournal D: contains |+ [[BI0057653] |
Journal Date: = w El
GL Journal Line Number:| = v |
Ledger: begins with » |

. Search Clear |BasicSearch [ Save Search Criteria
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5. The search results display all the GL journal line numbers for the journal.

Financial Management Systen

Fa*.fqrr'rtes MainvMenu » Biling > Review Biling Information » Review Entries by Journal
H - -

Accounting Entries by Journal

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

Find an Existing Value

Maxirnum number of rows to return (up to 200): (300

Business Unit: = v IMNOOA @,
Journal 1D begins with |« |EIII:II:IE?5531
Journal Date: = v | El
GL Journal Line Number:| = vl |
Ledger:; begins with |« |

Search || Clear |Basic Search & Save Search Criteria
Search Results
View Al First E 1-5of & E| Last
-Business Unit Journal ID Journal Date GL Journal Line Humber|Ledger
MO0 BIOOST 6531 | 06/30/2012 (1 ACTUALS
MO0 BIOOST 6531 06/30/2012 |2 ACTUALS
MO0 BIOOST 6531 | 06/30/2012 (3 ACTUALS
MO0 BIOOSTE531|06/30/2012 |4 ACTUALS
MO0 BIOOST 6531 DEISDIEDWE ACTUALS

Step 2: View accounting entries information and drill down to locate invoice ID

1. Click on a GL Journal Line Number link in the Accounting Entries by Journal page Search Results.
The Review Entries by Journal page displays.
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Financial Management Syste

Favg"rtes MainvMenu » Biing : Review Biing Information > Review Entries by Journal

Print | ‘Workist | MuttiChannel Console

2] New Window @Help E{“Cust
Review Entries by Journal

Business Unit MMO01 Journal BIOD576621 Date 063002012

ACTUALS Line 5 Line Descr Bl Billing GL Journal
Customize | Find | View 21 | &

Fund  Fin DeptiD ApproplD  Account UL Sl Agcy Agcy PC Bus Unit Project Activity

Acct Cost Cost1 Cost2 B s

5200 G1037610 G100086 513304

(_ ALY

Base Currency Ush Base Amount -21,965.00

Currency UsD Transaction Amount -21,965.00

Statistics Code Statistic Amount

Accounting Journal Entries Customize | Find | View 100 | B |
Tranzaction Amts Reference Information [F2H

E = | = 1 ! Sub W Agcy Agcy .
I_SI Unit oice _Sequence l_'und Fin DeptlD ApproplD Account ADc‘l Cost Cost1 Cost 2 Proje|
1001 |[ELD 365T1205-12049 7 15200 G1037610 G100086 513304
‘ < il 7 |

|5t Return to Search | | ] Previous in List '|[4.|:| Nextindusts| [ Motify.|

On the Review Entries by Journal page, you can review Journal ID information including:

e Journal Date

e Line number

e Journal ID

e View ChartField information.

e Locate Invoice ID

¢ View additional journal lines by clicking on the “Previous in List” button

Step 3: Use GL Journal link to drill down to view Journal Lines and Header
Journal Header and Line data can be accessed from the Review Entries by Journal page.

1. Click on the GL Journal link and the Journal Lines page appears, displaying Journal Line data including
Line Numbers and corresponding accounting entries information.
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Financial Management Systen

Favorites Main Menu > Biing » Review Biling Information > Rewview Entries by Journal

Journal Header |BNGITGERNGES

Home | Print | Workist | MultiChannel Console | Add

&2 New Window @ Help II.-/' Cug

Unit: MHO0 Journal 1D: BIO0576531 Journal Date: 06/30/2012

Template List = E Line: 10 E =

Journal Line Data Customize | Fing | view 211 | B
Tne® | Foreign Amount Fund  Fin DeptiD Gl Gmsrrm Y i Agcy Agcy PC Bus Unit  Project
] | Acct Cost Cost1 Cost2

1 2196500 5200  G1037610 G100086 120001

2 - 16,617.06/2001 G1038100 G100013 120001

2 - -16,517.06/2001  G1038100 G100013 512605

4 -100.00/2001 | G1038100 G100013 512606

5 -21,965.00 5200  G1037610 G100086 513304

< - i} |
[5) c2v= | [Gh Returnto Search | (] Notify |

Journal Header | Journal Lines

2. Click on the Journal Header tab and the Journal Header page displays.

e Fiscal Year

e Accounting Period
e Description

e Status

e Budget Status

e Journal Line Totals
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Financial Management Systen: e .
Print | Worklist | MultiChannel Conzole |

Fa\rc;rites Mainvl'v'lenu > Biing » Review Biling Information » Rewview Entries by Journal

NGITGEWNEEEG TS Journal Lines

[_E' Mew Window @ Help E{* Cu

Unit: MNO01 Journal 1D: BIDOSTES31 Journal Date: 0Bi30/201]

|F|sca| Year: 201 2| Source: Bl Process Instance:

|hccoun1ing Period: 12 | Reference Humber: IStatus.’ Posted |
Ledger Group: ACTUALS Ledger: IBudge-t Status: Valid |

Long Description: Bl Billing

Journal Line Totals
3858206 US

Lines: 5 Debits: 38,582.06 USD Credits:

w Commitment Control Amount Type

Amount Type: Actuals and Recognized Override: M
User:
5] 2ave | [@h Returnto Search | =] Motify |

Journal Header | Journal Lines
Having completed this topic, you should now be able to:

e Locate an existing journal to review accounting entries

View accounting entries information and drill down to locate invoice ID
e Use GL Journal link to drill down to view additional information

e View Journal Lines information

¢ View Journal Header information
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Lesson Summary

The Review Billing Information lesson covered how to review an invoice by searching for an existing invoice and
viewing the billing information contained in the invoice. You are not able to modify or change entered information.

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

¢ View billing information

e View billing details

e View accounts receivable pending items
e Review accounting entries by invoice

e Review accounting entries by journal

Released October 27, 2014 (Version 2)

Page 38



.,.'f“ i State of Minnesota

AR-BI4 Billing and Accounts Receivable Viewing Information

Lesson 2: Reviewing Customer Account Information

Overview

SWIFT accounts receivables makes it easy to review and analyze customer account information. The customer
account information links provide access to review a customer’s account and related customer information. You
will view different ways to locate specific customer account information.

After completing this lesson, you should be able to view:

e Customer Account Overview
e Customer Aging Information
e Payment Activity

e Customer Activity

Viewing Customer Account Overview

Overview

The Account Overview page provides a central location to research information for each customer. You are able
to analyze a customer’s account at a high level. Summary balances (for example, Past Due, Disputed) are shown.
It enables you to drill down to see item details that make up the balance.

After completing this topic, you should be able to:

e Locate an existing customer account overview by entering criteria into the Balances search page fields

e Use links on the Balances page to view customer account information.
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Process Steps

Viewing Customer Account Overview

The Account Overview page provides a high level summary view of the customer’s receivable status. It is a
central location to help provide tools to research information for each customer. It shows a list of balances and
enables you to drill down to see the details behind the scenes.

Steps to complete customer account overview:

e Step 1: Locate an existing customer account overview

e Step 2: Use the Balances page to view customer account information
Step 1: Locate an existing customer account overview

Navigate to the Balances page to locate an existing customer account overview. The SetID field is a required
field. You would normally enter your agency business unit into the SetID and Unit fields.

The remaining tabs on this page will be covered later in this topic.

1. Navigation Links: Accounts Receivable, Customer Accounts, Customer Information, Account Overview

2. Accept the default SetID or enter the SetID. Normally the SetID and Unit will be the agency business unit.
3. Accept the default enter the Unit. Normally the SetID and Unit will be the agency business unit.
4

Enter Customer ID or click on the Lookup icon (magnifying glass) to search for a customer.
Note: Accept the default value “No Relationship”. This indicates that all customer roles will be reflected in
the customer account information.

5. Click the Search button.

Financial Management System e _
Home | Print | Worklizt | MuttiChannel Conzole | Add to Favorites

Favorites Main Menu > | Accounts Receivable > Customer Accounts > Customer Information > Account Overview

LE‘ New Window @ Help B) Customize Page

[ ) Profle | Customer Action | Customer Trend 1 CustomerTrend2  Customer Trend 3
=

et P20 Ay B2201 Qe ustomer: E260100001 Q| slever |NoRelationship v|

Balances | Profile | Custamer Action | Custamer Trend 1 | Customer Trend 2 | Customer Trend 3

Step 2: Use the Balances page to view customer account information

The Balances page displays the most recent activity related to a customer and summarized aging information.
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Account Overview Balances page link options include:

e Add Conversation
e |temID

e Payment

e Pay History Days
e Credit Limit

e Balance
e Past Due
e Disputed

e Collections
¢ View Adjusted Balance
e Pay Balance by Credit Card

Financial Management Systel

Home | Print | Workist | MuliCha
Favorites Main Menu > Accounts Receivable » Customer Accounts » Customner Information > Account Overview
B - - -

@New‘.".findom
Profile || Customer Action || CustomerTrend1 || CustomerTrend2 || Customer Trend 3

SetiD: B2201 2 ypit B2201 A customer: E260100001 @, N STATE COLLEGESUNIVERSITIES*L
Add Conversation

Most Recent Activity

Item 1D Date Amount Currency
Itemn ID: 00000093085 08212012 1,908.05 UsD
| Eavment: | 000000016283 0812712012 53.00 UsD
Count Amount Currency
Pay History Days: 0.00
Credit Limnit 0.00 usD
Balance: g 255275 usD
Past Due: g 64370 UsD
Disputed: 0 0.00 usD
Collections: ] 0.00 UsD
Custormer Deposits: 0 0.00 usD

" View Adjusted Balance Pay Balance by Credit Card

Find | View Al First Kl 42 0f2 I ast

01 Current 1 1,909.05 UsD
07 121-365 g 643.70 usD
Aging Chart

1. Click on the Add Conversation link to view adding conversation information.
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erAction 7 Customertrend 1 || Glistomer Tred2 || Custimer Trend

" prafle | Custh

SetlD: B2201 S ypit B2201 % Customer: E260100001 @ 1IN STATE COLLEGESIUNIVERSITIES L eve: @

| Add Conuersationl
Most Recent Activity

[tem ID Date Amount Currency
ltem |0 00000083085 08/21/2012 1,809.05 UsD
Pavment 000000016283 08272012 53.00 U3D

A new window will open and the View/Update Conversations page displays.

Financial Management Systen e : . _
Home | Print | Worklist | MultiChannel Console | Add to Favorites |

Fa\rc;r'rtes Mainvl\-'lenu » Accounts Receivable » Custormer Interactions » Conversations > View/Update Conversations
H - - -

_ LENewWindow @Help [,/CustomizeF'age E
/ References \W\nachments \l

SetlD: B2201 Business Unit: B2201 Customer: E260100001 MM STATE COLLEGES/UNIVERSITIES
*Status: New M | *Description: | |
Subject: | @, Sub-Topic: | @

[ promise of Payment

[Review [ Folowlp Reference Totals

Date: ] Review Days: Action: @, Amount: 0.00
User ID: I:I Done User ID: @, [Joone Currency: UsD @,
O Supervisor Review Letter: Q@ Date: Promise Date: E‘j
Keyword1: Q@ Keyword2: Q@ Keyword3: Q@
| Add Conversation Entry |

Find | View Al First BN 1 of 1 I Last

Conversation Entries

DateTime: 09/0512 2:42P N User: FIVOED (e el | m—c 0 —
Contact ID: Q% Telephone: Extension:

me

[F save :| |=7 notify :| &% Refresh :| E Mﬂ] |#] Updaf

e The Conversations tab is used to add a Conversation Entry.
e The Reference tab is used to include related information.
e The Attachments tab is used to include existing attachments.

e A Description is required.
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e You have an option to make the conversation visible or not. If you check the Visible box, the
comments in the conversation will be visible on documents, such as Customer Statements. If the box
is not checked, the comments will remain internal and not available to the customer.

e Comments can be entered into the Comment box.

Note: To learn more about adding conversations, refer to the ARBI 3 Advanced Receivables User Guide.

2. Close the View/Update Conversations window to return to the Account Overview page.

3. Click on the Item ID link to view information for a specific Item.

Add Conversation
[tem ID Date Amount Currency
ftern 1D: 00000093085 0ar21/2012 1,909.05 UsD
Payment: 000000016283 08272012 53.00 UsD
Count Amount Currency
Pay History Days: 0.00
e elib |y it i tul LIS
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Financial Management System

Worklist | MultiChannel Console |

| Print |
MainvMenu > Accounts Receivable > Customer Accounts > Customer Information > Account Overview
- - -

Favorites !
&0 Mew Window (2} Help

Add to Favorites |

Sign out

& customize Page [ hitp

m“:)gtailz T Detaill 3| ltern Activity || Item Accounting Entries | ltern Audit History ]

Unit: B2201 Customer: E260100001 MM SIATE COLLEGES/UNVERSITIES
Item 1D: 00000093085 Line: 1 Days Late: -5 Status: Open

Accounting Date: 08/21/2012 Balance: 1,909.05 USD Billing Unit: B2201 Detail
Entry Type: ™ Original Amount: 1,909.058 UsD
Entry Reason:

AR Dist Info: AR

Due Date: 09M0/2012 Due Days: [ pispute Reasomn: @,
Terms: MNETZ0 2, Discount Days: Dispute Amount:
Discount Amount: [ ] opate ] [l peduction Reason: @,
Discount Amount 1: [ ] opaten: [ Doubtul
[ always Allow Discount [ collection Code: @,
As Of Date: 08/21/2012 Posted: 0812112012 Analyst: DEFAULT @
——— Collector:
Payment/Draft Options: DEFAULT @,
Sales P :
Payment Method Check ~ Pay By Credit Card ales Person DEFAULT @,
AR Specialist: @,
Draft Type: Preapproved?
Other Options

Create Document?

L 1

Direct Debit Profile 1D: Revaluation Flag

One tem per Draft?

Iltem Action Add Conversation View Audit Logs

Split

ok corcer | roon

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

[~] Aavailable for Netting

Discount Options |Customer Relations

Date: 1
Date: [
Date: [

Default Credit Analyst
Default Collector

Clicking on the Item ID link will move you to the Detail 1 page. The remaining tabs will be covered in Lesson

3.

e |tem information is displayed including:

Item ID

Customer ID and Name
Iltem Status

Iltem Balance

O O O O

e The Discount Options section:

o0 Due date is displayed
o Net Terms is displayed

Note: Discount is not being used by the State of MN.

e The Payment/Draft Options section:

o Payment Method is typically Check

Note: Pay by Credit Card, Draft Type and Direct Debit are not being used by the State of MN.

e The Customer Relations section:

o Dispute review and updates are available
Released October 27, 2014 (Version 2)

Page 44




Y State of Minnesata

'SWIFT 3

o Intograted Financial Toois

AR-BI4 Billing and Accounts Receivable Viewing Information

0 Collection review and updates are available

Note: To learn more about Disputed Items and Items placed in Collections, view training materials
located in ARBI3 Advanced Receivables User Guide.

4. Click OK to return to the Account Overview Balances page to view additional links.

5. Click on the Payment link to view recent payment information for a specific Item.

Most Recent Activity
[tem 1D Date Amount Currency
[tern [D: Q0000093085 0arz120:2 1,809.05 UsD
Payment ] 000000016283 QBIZTI2012 53.00 UsD
Count Amount Currency
FPay History Days: 0.00

The Item Activity From A Payment page displays showing:

Financial Management System

Home | Print | ‘Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favovr'rtes MainvMenu > Accounts Receivable > Customer Accounts » Customer Information » Account Overview
- - - -

LE'NewWindow @Help [,/Customize FPage Ehnp

Item Activity From A Payment
| Payment ID: 000000016283 | Payment Amount: -53.00 Currency: usD
*Display Amount Switch: | Payment Amount b
ltem Activity Customize | Find | view Al B | # cirst Kl g o1 T Lo
Unit Customer Name Item 1D Line Entry Type Reason Payment Amount Currel}ﬂr i
B2201 |E260100001 MM STATE COLLEGES/UNIVERSITIES 00000090412 1|PY -53.00 USD
Total ltems: 1 Total Amount: -53.000 Currency: uso

oK ||_ Cancel

¢ Payment ID that was entered when creating the deposit

e An option to upload payment information to an excel spreadsheet
e Navigation within payments

e Item Activity section contains the following payment information:

o Business Unit
o Customer ID

0 Customer Name
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Item ID

Line number

Entry Type

Reason, if required

o Payment Amount and type of currency

O O O O

Note: Additional Payment information will be covered later in this lesson.

6. Click OK to return to the Accounts Overview Balances page to view additional links.

7. Click on the Pay History Days link to view calculated amounts for the number of days per period.
Note: This feature is not used often. An example of how this would be displayed: If there were 5 invoices
late, it would calculate the number of days late per period.

0 7 5
Count Amount Currency
Pay History Days 0.00
Credit Limit; 0.00 UsD
Balance: g 255275 UsD
PastNue g el 1150

The Payment History page includes:

e The Pay History Days Details section displays information used to determine the history day’s
calculation.

e The Totals section will display the Total Average Days and Total Amount.

8. Click OK to return to the Accounts Overview Balances page to view additional links.

Financial Management System

Favarites '
- -

Home | Print |
MainvMenu > Accounts Receivable > Customer Accounts > Customer Information = Account Overview
- v -

@Neu\r'.".findou\r @Help [,/C

Worklist |  MuliChannel Console |

Payment History

Pay History Days Details

Year

Period Weighted Average Days

_Totals

Total Average Days:

oK |[_ Cancel

Customize | Find | View A1l | B

Basis Amount

0.000

0.00 Total Basis Amount:

0.000

Currency

0.000 Currency:
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Note: the Credit Limit link is not being used by the State of MN.

0 7 B
Count Amount Currency
Pay History Days: 0.00
Credit Limit: 0.00 usD
Balance: g 2,552.75 usD
Pact e £4370 Lsn

9. Click on the Balance link to view Item Balances for a specific customer. The Item List page displays.

0 T 3
Count Amount Currency
Pay History Days: 0.00
Credit Limit 0.00 usD
g 2,552.75 ush
PactNua a A4 70 1an

Financial Management Syste

Favorites | Main Menu> Accounts Recsivable » Customer Accounts »  Customer Information > Acoount Owverview
2 New Window  (2) Hel
LU REE B | Advanced Search
TetlD: BIZ01 L Uit 4 Customer: [E250100001 4, N STATE COLLEGES/UNIVERSITIES Level: No Relstionship A
|'5tatus: Open Seap Advanced Ssarch
Add Conversation Account Ov
Rangs: 29 o'l Beselerdt [setect Action... | =2
Detall 2 Detall 3 Detall 4 Detall 5 Detall 6
m | Salact | Linga  Tama Acthvities unit Customer ID Status Tanms %";2 ‘Eﬁm” - Dus Dias Lats Bam m.lham Last actv Ot
1 O 1| 00000025665 1/ B2201 EZ26:0 100001 Open NETZD IN 02172011 a5 300.00 200.00 | 08/0152011
rd O 1|000000437 16 1/ B2201 EZ60 100001 Open NETZD IN 1270672011 275 11.70; T0|11/
3| O 1| B2201 E26:0 100001 Open NET20 IN 02072012 212 57.00] S7.00 (017182
4 O 1| B2201 EZ26:0 100001 Cpen NETZD IN QEMZi2012 207 2.00 5.00|01/2%20M2
5 O 2| 00000055165 1| B2201 EZ26:0100001 Open NET2D IN 021272012 207 31.00 31.00 (017232012
[} O 3 | DODDD055165 1| B2201 EZ26:0 100001 Cpen NETZD IN QEMZi2012 207 2.5 22.50 017232012
I 0 100000085345 1|B2201 E260100001 Open NET20 IN 04/04/2012 155 85.00 55,00 03152012
8 O 2| D00DD0GEI45 1| B2201 EZ260100001 Cpen NET2D IN 040472012 155 13.50] 112,50 03152012
Search Result Totals
Debits: 13 Debit Amount: 8210.75 Currency: usD
Credits: Credit Amount: Currency: uso
Total: 13 Total Amount: 8210.75 Currency: uso
Selected: Currency:
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The Item List page includes:

e |tem Status. In this example the Item Status is Open. The Item results will show all Open Items for the
customer entered in the search criteria. Other Status options include:

Closed
Past Due
All
Disputed
Collection

O O 0O 0O

e The Detail 1 section includes:

Line number

Item ID

Number of Activities relating to the Item ID
Business Unit

Customer ID

Status

Terms

Entry Type (IN =invoice)

Days Late

Item Balance

Latest Date that any Activity happened

O O O0OO0OO0OO0OO0OO0OO0OOoOOo

Note: Additional Item List information will be covered in Lesson 3.

10. Click Cancel to return to the Account Overview Balances page to view additional links.

11. Click on the Past Due link to view Past Due information for a specific customer.

oul Al cy

Pay History Days: 0.00

Credit Limit: 0.00 UsD
Balance: 9 255275 Ush
3 64370 UsD
Digputed: 0 0.00 UsD
Collections: 0 0.00 Ush
Customer Deposits: 0 0.00 UsD

View Adiusted Balance e Dl b P it P

Past Due information will be displayed for the selected customer.
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Financial Management Systt
| Print MultiChannel Console | Add to Favorites | Sign out
Fa\rc;r'rtes Mainvl'«'lenu > Accountsgece'rvable > CustomervAccounts » Customer Ivnformation > Account Overview
LElNewWindow @Help E,)Customize Page E hitp ~ [#%]
(AN Advanced Search |
SetiD: P2201 2 ypit, B2201 % customer: E260100001 @, N STATE COLL EGESIUNIVERSITIES Levet: [ Ne Relationship vl
*Status: | Search | Advanced Search
Add Conversation Account Overview
Range: | GO || selectAll || DeselectAll | | [gelectaction . v| 6o ]
Customize | Find | Vie
WCTRNAN  Detail2 || Detal 3 || Detail4 || Details | Detail |
m Select Linga |IlemA Activities Unit Customer ID Status _E;tpr: ::tar:on ||Due | g: ” Bal::c:"; lg::';
I ] = - o= F
1 O 1|00000026665 1/B2201 E260100001 Open MET20 1] 09/21/2011 350 300.00
2 O 100000043716 182201 E260100001 Open MET20 I} 1210612011 274 11.70
3 O 100000055463 182201 E260100001 Open MET20 I 02/0712012 21 57.00
4 O 100000056169 1 B2201 E260100001 Open MET20 1M 021212012 208 9.00
5 O 2 00000056169 1/B2201 E260100001 Open MET20 1] 021212012 206 31.00
i} O 3|00000056169 1.B2201 E260100001 Open MET20 1] 021212012 206 2250
7 O 100000065345 182201 E260100001 Open MET20 M 04/04/2012 194 99.00
g O 2/00000065345 1 B2201 E260100001 Open MET20 I 04/04/2012 154 113.50
Search Result Totals
Debits: ] Debit Amount: 643.70 Currency: usD
Credits: Credit Amount; Currency: UsD
Total: g Total Amount: 54370  Currency: uUsD
v
< I | 3
e Item List page fields to note:
0 Item Status is Past Due
0 Line number
o ItemID
o0 Number of Activities pertaining to Item
o Terms
o Due Date of invoice
o Days Late
0 Item Balance

12. Click on Cancel to return to the Account Overview Balances page to review additional links.
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13. Click on the Disputed link to view Disputed information for a specific customer.

Bifance: QVVE.\Eé?E\(SDV

Past Due: a 643.70 LIsD
Disputed: 0 0.00 JsD
Collections: 0 0.00 LIsD

Customer Deposits: 0 0.00 sD

iebiaiadEalnnas Pay Balance by Credit Card

Financial Management System e
| Print | Workiit

Favr.yites MainvMenu > Accounts Receiwvable » Customer Accounts > Customer Information » Account Overview
H - - -

Advanced Search
SetiD: B2201 A, ypit- B2201 A customer: E260100001 @, 4N STATE COLLEGES/UNIVERSITIES Level: |

MultiChannel Conzole

@ Mew Window @ Help

*Status: _ Search | Advanced Search

Add Conversation

Range: GO SelectAll  DeselectAll [ select Adtion.. v GO0
Debits:

Credits:

Total:

Selected: Currency:

Cancel

Itern List | Advanced Search

Disputed information will be displayed for the selected customer.

e Item List page fields to note:

o Item Status is Disputed. Disputed information will be displayed for the selected customer. In this
example, the customer has zero items in Dispute.

o Debit and Credit and Total information will display when the customer is in Dispute.
14. Click on Cancel to return to the Account Overview Balances page to view additional links.

15. Click on the Collections link to view Collection information for a specific customer.
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Pay History Days:

Credit Limit 0.00 Uso
Balance: g 255275 Usp
PastDue: ] 643,70 Uso
Disputed: ] 0.00 Usp
Collections: 1] 0.00 Usp
Customer Deposits: 1] 0.00 Uso
| View Adjusted Balance | Ceeriol b P it ned

The Item List page includes:

e |tem Status is Collection. Collection information will be displayed for the selected customer. In this
example, the selected customer has zero items placed in Collection.

e Debits and Credits and the Total will be displayed when customer is placed in Collection.

Financial Management Syste e _
| Print | Wiorklist | MultiChannel Conso

FEVCLF“CE‘.'S MEiI"IvMEHU > Accounts Receivable » Customer Accounts > Customer Information > Account Overview
H - - -

@Newwmdow @Hel
Advanced Search

SetiD: B2201 A ypit 82201 A customer: E260100001 @, N STATE COLLEGESIUNIVERSITIES Level:
*Status: Caollection h . Search Advanced Search

Add Conversation

Range: GO || selectAll || DeselectAll | | [gelectaction.. v| [ o

Search Result Totals

Debits:
Credits:
Total:

Selected: Currency:

Cancel

ltern List | Advanced Search

16. Click Cancel to return to the Account Overview Balances page to view additional links.

17. Click on the View Adjusted Balance link to make adjustments to the balance.
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d:
Chflections: 0 0 D
Customer Deposifs: 0 0.00 ush
View Adjusted Balance |  PayBalance by Credit Card
Summary Aging Find | View Al First & 4-20f 2 L1 | ast
01 Current 1 1,909.05 usD
07 121-365 8 643.70 UsD

Financial Management Systen

Home | Prit | Workist | MultiChan
Favu_r'rtes Main_Menu » Accounts Receivable » Customer Accounts » Customer Information > Account Overview
H - - -

L!,Z| Mew Window

Adjust Balance

[1Exclude Disputed ltems

[1Exclude Collection ltems

Re-Calculate || |adjusted Amount: 2,552.75 Currency Code: usb

OK 1 Cancel

The Adjust Balance page provides an option to adjust and re-calculate the balance of the item(s).

e The options to use to adjust the balance include:
0 Exclude Disputed Items
0 Exclude Collections Items
e After selecting the excluded choice(s), you would
o Click the Re-Calculate button to view the Adjusted Amount.

18. Click the OK button to return to the Account Overview Balances page to view additional links.
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Note: Pay Balance by Credit Card is not being used by the State of MN.

N VA VA VA VA YA VA VYAYAVYA

Disputed:

0.00 Us
Collections: 0 0.00 usD
Customer Depaosits: 0 0.00 usD

View Adjusted Balance Fay Balance by Credit Card

Find | View All First KN 4-20f2 I3 Last

01 Current 1
07 121-365 8

1,909.08
643.70

usD
usD

The Summary Aging grid has one line for each Aging Category. The grid is populated after the Aging process is
run.

Financial Management Syst _ _ _
Home | Prnt | Workigt | MultiChannel Console |
Favarites Main Menu > Accounts Receivable > Customer Accounts > Customer Information > Account Overview
2 New Window @ Help E,) CJ
Praofile Customer Action Customer Trend 1 Customer Trend 2 Customer Trend 3

SetiD: B2201 4 ynit: B2201 . customer: E260100001 . JN STATE COLLEGES/UNIVERSITIES Levet: Mo Rel
| Add Conversation |

Mosi Recent Activity

ltem ID Date Amount Currency
ltern ID 00000093085 nai21/2012 1,909.05 usD
| Pavment: 000000016283 081272012 53.00 uUsD
Count Amount Currency

Fay History Days: 0.00

Credit Limit: 0.00 usD

Balance: g 2585275 UsD

PastDue: 8 643.70 usD

Disputed: 0 0.00 uso

Collections: 0 0.00 usD

Customer Deposits: 0 0.00 usD

; 1
" ET TR Pay Balance by Credit Card
Find | View All First B! 4.2 0f2 I | ast

01 Current 1 1,909.05 usD

07 121-365 8 643.70 uUsD

Aging Chart
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The Summary Aging grid includes:
e The Aging Categories:
0 01 Current will display current item information
0 07 121-365 will display item information within a range of 121-365 days
e The Count column displays the number of items in that category on the customer’s account.
e The Amount column displays the total amount of the items in that category.
o0 Inthis example, you will view the current item information.

19. Click on the 01 Current link to view items within that category.

VA VAVAVAVAVAVAVANVANVAR

Disputed: 0.00
Collections: 0 0.00 Usb
Customer Deposits: 0 0.00 usD
' View Adjusted Balance '

Pay Balance by Credit Card

Find | View Al First B 4.20f2 Y Last

[ 01 Current | 100905 |  usD

0?121 365 g G43.70 usD

Clicking on the Summary Aging category link will move you to the Item List page.

Financial Management Syste e | oot | o

Fa\rovr'rtes Mainvl'«'lenu > Accounts Receivable » Customer Accounts » Customer Information > Account Overview
- - - -

L.EI Mew Window @ Help E{' Customize Page E hitp
Item List Advanced Search

| MuttiChannel Conzole | Add to Favorites

Sign out

SetiD: [B2201 [&  ypi [B2201 [& cystomer: E260100001 @, 4N STATE COLI EGESIUNIVERSITIES Level: | Ne Relatienship vl
*Status: Search Advanced Search

Add Conversation Account Overview

e Acton

Range: 60 ||  selectAl || DeselectAll | | |[SeiectAction.. o] G0

Customize | Find | View

Detail 1 Detail 2 | Detail3 || Detail4 | Detai5 | Detai§

Seq . S . Entry Entry = Item |Orig It

Nbr Select  Linea |ItemA JAc‘ll\rltles Unit Customer ID Status Terms rype T Due t:‘lye Balance |Amta
] | | ]

1 [} 1/ 00000093085 182201 E260100001 Open NET20 I 09M10/2012 -5/ 1,909.05 1

Search Result Totals

Debits: 1 Debit Amount: 1,909.05 Currency: usD
Credits: Credit Amount: Currency: UsD
Total: 1 Total Amount: 1,909.05  Currency: UsD
Selected: Currency:

l- Cancel |
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Important fields to note on the Item List page pertaining to items include:

e |temID

e Terms

e Due date
e Days late

e |tem Balance

20. Click on the Cancel button to return to the Account Overview Balances page to view Aging Chart link.

21. Click on the Aging Chart link.

Find | View Al First EJ 42072 10 Last

01 Current 1 1,909.05 usD
07 121-365 3 64370 usD
Aging Chart

The Customer Aging Chart page displays summary aging information.

Financial Management Syst : : :
Home | Print | Workist | MultiChannel Console |
Favgtes Mainvl\-'lenu > Accounts&ece'rvable > CustomervAccounts > Customer Igformation > Account Overview
7 New Window @Help E,/[

Customer Aging Chart

Chart Selection

Business Unit: B2201 Customer ID: E260100001

|rcnart Selection: Aging Chart By Amount J&%3 ||‘CharlType: 20 Bar Chart v | | Draw Chart

Showing 1-2 of 2

LCurrent 121-365

Aging Catagory
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The Customer Aging Chart page can be used to create an aging chart using the following options:

Chart Selection options:

0 Aging Chart by Amount
0 Aging Chart by Count

Chart Type options:

o Bar
o Pie
o Line

After selecting your chart options, you would click the Draw Chart button to see chart results
displayed.

22. Click on the Return button to return to the Account Overview Balances page.

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

e Locate an existing customer account overview

e Use the Account Overview Balances page to view links providing customer information
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Viewing Customer Aging

Overview

Accounts Receivable Aging is the process of categorizing customer’s outstanding items into aging groups, based
on the item’s due date. Once receivables are aged, Dunning Letters and Statements can be sent to the customer
and analysis, planning and collection work can be performed.

The Aging Process runs in a nightly batch or it can be run manually.

Additional Summary Aging information was covered in the Viewing Customer Account Overview topic.

After completing this topic, you should be able to:

e Locate aging information for a specific customer.

e Review aging information for a specific customer.
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Process Steps

Viewing Customer Aging

These Process Steps show how to review customer aging information based on the item’s due date.
Steps to access customer aging information:

e Step 1: Locate aging information for a customer
e Step 2: Review aging information for a customer

Step 1: Locate customer aging information for a customer
Navigate to the Customer Aging search page to locate aging information for a customer.

Navigation Links: Accounts Receivable, Customer Accounts, Customer Information, Customer Aging
Accept the default SetID or enter SetID. Normally the SetID and the Unit is the agency business unit.
Enter Unit.

Enter Customer ID. You can also use the Lookup (magnifying glass) to search for the customer.

a M w0 DpoPRE

Click the Search button.

Financial Management System _ _ _ _
Home | Print | Workist | MuttiChannel Console | Addto Favorites

Fa\.rovr'rtes’MainvMenu > |Acc0untsReceh.fabIe > Customer Accounts » Customer Information > Customer Aging

& New Window (Z)Help [ Customize Page

Customer Agin

SetiD: B2201 [ || ynit: 82201 | A [customer: E260100001 Al s ever No Relationship | | Search |

Step 2: Review customer aging information for a customer

Use the Customer Aging page to review aged accounts for the selected customer.
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Financial Management System: e _ .
Home | Print | ‘Workist | MultiChannel Console | Add to Favori

Favgrites Main Menu > Accounts Receivable > Customer Accounts > Customer Information > Customer Aging
& New Window (Z)Help [ Customize P

Customer Aging

SetiD: B2201 @ ypi: B2201 % customer: E260100001 @, N STATE COLLEGESIUNIVERSITIES Level: Mo Relationship
Add Conversation

[ |

Aged Date: 08/31/2012

2,552.750 85,078.000 | Balance Date: 1112812011
[PastDue] 643.700 2,421.950 | Past Due Date: 08/10/2012
customize | Find | view A1 | B | 7 First B 42072 I gt
Aging ID Amount Currency Aging Count
01 Current &TD 1,909.05 USD 1
07 121-365 STD 643,70 USD 8

Customer aging information displayed on the Customer Aging page includes:
e Add Conversation link which allows you to add comments for documentation
e Aging Information section shows the date the aging process was last run
e Clicking on the Update Aging icon will update the latest aging information and create new current
balance

e Balance Link. Clicking on the Balance link will move you to the Item List page to view all Open items and
balances

e Past Due Link. Clicking on the Past Due link will move you to the Item List page to view all Past Due
items and balances

e Customer Balances section shows the High Balance and High Past Due amounts which reflect the
amounts as of the Balance and Past Due dates

e Customer Aging section shows:

0 Aging Category
o Aging ID
o Amount

e Aging Count displays the number of items on the customer’s account that fall into each category
Note: To locate aging information for a different customer, enter the Customer ID in the field and click the

Search button.
Having completed this topic, you should now be able to:
e Locate aging information for a specific customer.

e Review aging information for a specific customer.
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Viewing Payments

Overview

This topic will show you how to review payments for a customer. You are able to select a date range for payments
to be included in the search results.

Additional payment information was covered in the Viewing Customer Account Overview topic.

After completing this topic, you should be able to:

e Locate payment information for a customer using a selected date range
e Review payment information for a customer
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Process Steps

Viewing Payments
These Process Steps show how to locate and review payment information within a date range for a specific
customer.

Steps to access payment information for a customer:

e Step 1: Locate payment information for a customer using a selected date range

e Step 2: Review payment information for a customer
Step 1: Locate payment information for a customer using a selected date range
Begin by navigating to the Customer Payments search page to locate payment information for a specific
customer.
Navigation Links: Accounts Receivable, Customer Accounts, Customer Information, Payments
Accept the default SetID or enter a SetID. Normally SetID and Unit is the agency business unit.
Accept the default Unit or enter a Unit.
Enter Customer ID. You can also use the Lookup (magnifying glass) to search for the customer.
Select the From Date.

Select the To Date.

N o o &~ w N PE

Click on the Search button.

Home | Print | Workist | MuliChannel Console | Add to Favoritef

Favorites = Main Menu > Accounts Receivable > Customer Accounts > Customer Information > Payments
g - - -

L.EII"JEW Window @Help |;,/ Customize Pag
Customer Payments

| SetiD: B2201 % ynitt__ B2201 % customer: E260100001 Oal MM STATE COLLEGES/UNIVERSITIES
Add Conversation

From Date: 07/01/2012 To Date: 09/07i2012

Step 2: Review payment information for a customer within a selected date range

Use the Customer Payments page to review payment information for a customer within a selected date range.
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Financial Management System

| Print |
Fa\.rnvr'rtes MainvMenu » Accounts Recevable > Customer Accounts » Customer Information > Payments
- - - -

Customer Payments

SetlD: B2201 [, Unit: B2201 @ Customer:

E260100001 @, N STATE COLLEGESIUNIVERSITIES

Worklist | MultiChannel Conzole

& New Window (2 Help [

Add Conversation

From Date: 07/01/2012 To Date: 09/07/2012
| FastDue: 54370 USD | |Elalance: 255275 UsD

*Display Amount Switch:

More Info Unit Deposit ID S5eq PaymentID Acctg Date
1 B2201 1000000016283 08/27/2012
2 E% B2201 000000015576 1000000015576 08M14/2012
3 E% B2201 000000015201 1000000015201 08/08/2012
4 E% B2201 000000014604 1000000014604 | 07/31/2012
5 % B2201 000000014128 1000000014128 07/24/2012
G E% B2201 000000013766 1000000013766 07872012
7 % B2201 000000013288 1000000013288 07/09/2012
Totals
Payment Count: 7 Total: -3,067.30 LsD

Customize | Find | View A1 B | 38 Frst Bl 47087 7 Last

Entry Currency
-53.00{USD
-1,686.75 USD
-91.50|USD
-34.00/USD
-118.50|USD
-159.00/USD

-8914.55 UsD

Customer payment information displayed on the Customer Payments page includes:

e Add Conversation link which allows you to add comments for documentation

e From and To Date range selected

e Past Due link. Clicking on the Past Due link will move you to the Item List page to view all Open items

and balances for this customer.

e Balance link. Clicking on the Balances link will move you to the Item List page to view all Past Due items

and balances for this customer.
e Payment Details section displays:

0 The number of items within the selected date range.

o A More Info icon link used to drill down to view additional information. See second screenshot below.

o0 Deposit ID and Payment ID
0 Accounting Date and Amount

0 Totals including Payment count and Payment total

Note: To locate payment information for a different customer, enter the customer ID in the field and click

the Search button.
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1. Click on the More Info icon link for an item. The Item Activity From a Payment page displays in a new

window.

24~ [@rayments IPMﬂcﬁhﬂ?ﬁmaPav... x| Pl - B - [ M- Page- Safetyr Took

FinanCla' Management SySte -}: Home | Print | Workist | MuliChannel Console | Add to Favorites

Favc!,mes Ma'rl!!enu > Accounts Receivable > Customer Accounts > Item Information > Item Activity From a Payment

& New Window (Z) Help _;,/ Customize Page

Item Activity From a Payment

Deposit Unit: B2201 Deposit 10 000000016282 Group 1Dz a0
Acctg Date: 0812712012 Posted Date: 08/27/2012

Payment ID: 000000016283 Payment Amount: <5300 Currency: uso
*Display Amount Switch: Fayment Amount b

Item Activity | view an | B E rs B g orq

acivy | O W

Pnit Csmmer Name Item 1D Line Type Reason Payment ID Payment Amount  Qurrency
82201  E260100001 MM STATE COLLEGESUNIVERSITIES 00000090412 1PY 000000016283 -53.00USD
Total: 1 | Total Amount: -53.00 | Currency: usD

Payment information displayed on the Item Activity From a Payment page includes:

e Header information on the top of the page was entered when creating the deposit:

Deposit ID

Group ID

Posted date which reflects the date the payment was posted to the customer’s account
Accounting date

Payment ID

Payment amount

O O O OO0 Oo

e The Activity 1 tab displays the following payment information:

Business Unit

Customer ID

Customer name

Item ID

Bill Line number

Type — PY refers to payment
Reason if required

Payment ID

Payment amount

O OO0 O0OO0OO0OOOoOOo

e The Activity 2 tab displays Purchase Order information, if applicable.
0 The Totals section will display the total amount of the payment applied to the selected item.

2. Toreturn to the Customer Payments page, close the Item Activity From a Payment window.
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Having completed this topic, you should now be able to:
e Locate payment information for a customer using a selected date range

e Review payment information for a customer

Released October 27, 2014 (Version 2)

Page 64



,,.'f“ s State of Minnesota

é% i@[ Statewics Inwrll-u anm:lal Toois

AR-BI4 Billing and Accounts Receivable Viewing Information

Viewing Customer Activity

Overview

The Viewing Customer Activity page enables you to review item activity for a customer within a selected range of
accounting dates.

After completing this topic, you should be able to:

e Locate customer activity information for a customer

e Review customer activity
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Process Steps

Viewing Customer Activity

These Process Steps show how to view a chronological history of transactions for a customer within a range of
accounting dates.

Steps to access customer activity information for a customer:

e Step 1: Locate customer activity information for a customer using a selected range of accounting dates
e Step 2: Review history of item activity for a customer

Step 1. Locate customer activity information for a customer using a selected range of accounting dates.
Begin by navigating to the Item Activity search page to locate customer activity for a customer.

1. Navigation Links: Accounts Receivable, Customer Accounts, Customer Information, Customer Activity
2. Accept the default SetID or enter a SetID. Normally, the SetID and Unit will be the agency business unit.
3. Enter Customer ID.

4. Select From and To Accounting Dates.

5. Click the Search button.

Note: The Direct Journal tab is not being used by the State of MN.

Financial Management System _ _ _ :
Home | Print | Worklist | MuttiChannel Console | Add to Favorites |

Favorites | Main Menu » [Accounts Recewvable > Customer Accounts » Customer Information > Customer AcEnity

LE'HBW Window @Help |£./Cust-:umize Fage B

A Direct Journal
st 52201 [yt o |bustomer:  [coz0100001 Q| . Level: | No Relationship v| [searen ]|

|Acctg Date From: 08/01/2012 [ Acctg Date To: (09102012 [ |

Itemn Activity | Direct Journal
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Step 2: Review history of item activity for a customer

Use the Customer Activity page to review a history of item activity for a customer. Customer activity information
displayed on the Item Activity page includes:

e Accounting Date in chronological order

e |temID

e Line number

e Entry type: IN (invoice), PY (payment)

e Entry Reason, if applicable

e Entry Amount

e Unit

1. Click on an Item ID link to drill down to view additional activity information.

Financial Management Syster e _ .
Home | Print | Worklist | MultiChannel Console | Add to Favorite:

Favorites | Main Menu » AccountsRecewable > Customer Accounts > Customer Information > Customer Activity

& New Window @ Help I:,(/ Customize Pag
Direct Journal

SetlD: B2201 @ ynit: @, customer: 5020100001 @, ADMINISTRATIOMDEFT  Level: |N0 Relationship v

Acctg Date From: 08/01/2012 [5]  Acctg Date To:

Customize | Find | View Al B | Firet T 44074 0 Last

Activity 3 || Activity 4 || Activity 5 | Activity 6
—_—

|Aoc1g Date —EID Line Entry Type Entry Reason Entry Amount Entry Currency Unit

I[]B.l’22.|'20‘12 |UUUUUUQ34B? |I 1IN 5.28/UsSD B2201 |
ng/2z2i2012 00000093487 I 2/IN 83.12/UsD B2201

08/24i2012 00000093487 1|PY -5.28|USD B2201

na/24i2012 00000093487 2 PY -83.12 UsSD B2201
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Financial Management Syster

Home | Print | Worklist | MultiChannel Console | Add to Favorites | Sign out
Favgtes Mainvl\-'lenu » Accounts Receivable » Customer Accounts » Customer Information » Customer Activity
: - - -

LE' Mew Window @ Help E{' Customize Page E hitp

S5-I EN Detail 2 | Detail 3 1 Itern Activity || ltem Accounting Entries || Itern Audit Histary |

Unit: B2201 Customer: 5020100001 ADMINISTRATION DEPT
Item ID: 00000093487 Line: 1 Days Late: -18 Status: Closed

Accounting Date: 08/22/2012 Balance: 0.00 usp  Billing Unit B2201 Detail

Entry Type: N Original Amount: 528 UsSD

Entry Reason:

AR Dist Info: AR
Discount Options Customer Relations

Due Date: oaM1/2012 Due Days: | | ] Dispute | Reason: Oq Date: E‘j
Terms: MNETZ20 OQ Discount Days: Dispute Amount:

Discount Amount: l:l Date: |:| [ Deduction Reason: @, Date: B
Discount Amount 1: l:l Date 1: l:l Doubtful

[J aiways Allow Discount [Jcollection Code: @, Date: [
As Of Date: 0812212012 Posted: 0812412012 Analyst: DEFAULT @, Default Credit Analyst
Collector:
Payment/Draft Options DEFAULT @, Default Collector
Payment Method Chec Sales Person: DEFAULT @,
AR Specialist: OQ
Draft Type: l:l Preapproved?
Create Document? i U —
; ; - reate Document?
Direct Debit Profile ID: l:l Revaluation Flag Available for Netting
One Item per Draft?
Split Add Conversation View Audit Logs

o), oo oy

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

The Detail 1 page displays showing the following item activity:

e Customer Relations section to include:
0 Placing an item in Dispute
o0 Placing an item in Collection
e The remaining Tabs on the Detail 1 page will be covered in more detail in Lesson 3 of this course.
2. Click OK to return to the Activity 1 page.
3. Click on the Activity 2 tab.
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Financial Management Systel e | re |

Fa\rc;r'rtes Main_l\-'lenu > Accounts Receivable > Customer Accounts > Customer Information >
H - - -

| MuliChannel Console | Add to Favorite:

Customer Activity

B new Window (ZJHelp [ Customize Pag
Iltemn Activity Direct Journal
SetiD: 82201 @, ynit: @, customer: 5020100001 @,  ADMINISTRATION DEFT  Level: [ No Relationship v

Acctg Date From: 08012012 Eﬂ Acctg Date To:

TR Activity 2 | Activity 3 | Activity 4 | Activity 5 | Activity 6

Acctg Date Item ID Line Entry Type Entry Reason Entry Amount Entry Currency Unit

08/22/2012 00000093487 11N 5.28|USD B2201
0812212012 00000093487 2N 83.12 UsD B2201
08/24/2012 00000093487 1|PY -5.28|UsSD B2201
08/24/2012 00000093487 2 PY -83.12 UsD B2201

Customer Activity displayed on Activity 2 page includes:
e Number of Activities for a specific item. Note: Activities including payments and credits, etc.
e As of Date and Date Posted to customer’s account
e Group Type including:
o B-Billing
0 F —Overdue Charges
o P - Payment

e GroupID

Financial Management Syste

rin 1 i | Add to Favorite
Fa\rc;r'rtes Mainvl\-'lenu » Accounts Receivable » Customner Accounts > Customer Information » Customer Activity
: - - -

LElNewWincIow @Help E,)Customize Pa
Item Activity Direct Journal

SetiD: B2201 9, ynit: 2, customer: 020100001 @, Level: |N0 Relationship v| Search
Acctg Date From: 0a/01/2012 Eﬂ Acctg Date To: 09/10/2012 B

Item Activity

Customize | Find | Vi First 4] 14 of 4 a Last
Activity 3 || Activity 4 | Activity 5 || Activity 6

Acctg Date ltem ID ICIJSlCIITIer Fctivities | S:Ed IAs Of Date ISroup Type |0rigin ID  Group Unit |Group ID ISul:l Group 1D
08/22/2012 | 00000093487 5020100001 ‘1I[JBJ’22I2EJ12 IDBJ’22I2012 IEI IPS_EII B2201 293 !

08/22/2012 | 00000093487 5020100001 1/08/22/2012 |08/22/2012 B PS_BI B2201 293

08/24/2012 00000093483 020100001 2/08/24/2012 |08/24/2012 P PS_AR |B2201 298

08/24/2012 | 00000093487 020100001 2/08/24/2012 |08/24/12012 P PS_AR  B2201 298
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4. Click on the Activity 3 tab. Customer Activity displayed on the Activity 3 page includes:
e Deposit ID

e Payment ID entered when creating the deposit allows you to change it

e Payment Sequence references the payment row when creating the deposit

e Document and Document Line include information if applicable. For example, if the item was a credit,

the original invoice ID would be displayed.

e Purchase Order and PO Line information if applicable

Financial Management Systen

Favorites |
7

Home |
;Mainvl'«'lenu » Accounts Receivable » Customer Accounts > Customer Information > Customner Activity

Print | Workiet | MuttiChannel Console |  Add to Favorite:

LElNewWindow @Help E,)Customize Par

Itemn Activity Direct Journal

setp:  [B2201 @ ypt: @ customer: 6020100001 @ Level: |NoRelationship v| | Search
Acctg Date From: 08/01/2012 Eﬂ Acctg Date To: 09/10/2012 E

Customize | Find | View 0| B | 28 First B q_g 074 1 Last
Activity 1 Activity 2 RCEIGVERN Activity 4 |[ Activity 5 || Activity 6

Acctg Date Item 1D Deposit Unit Deposit ID "’aymentID |Payrrlent Il)ocument 'Dpcument Purchase Order PO Line
Sequence Line

08/22/2012 00000093487 ' ' ' '

08/22/2012 00000093487

08/24/2012 00000093487 B2201 000000016243 (000000016 1

08/24/2012 00000093487 B2201 000000016243 (000000016 1

5. Click on the Activity 4 tab.

Customer Activity displayed on the Activity 4 page includes Contract information, if applicable.

Financial Management System

Home |
Favovrrtes MainvMenu » Accountssece'rmble > Customervﬁccounts > Customerlgformat\on » Customer Activity

Print | Worklist | MultiChannel Console | Add to Favorites | Sign out

7 New Window @Help E,/"CustomizePage Eht‘tp

Direct Journal
B2201 | ynit

SetiD:

@, Customer:

5020100001 @

Level: ‘No Relationship v| Search
Acctg Date From: 08/01/2012 5  Acctg Date To: 09M0/2012 |[H

)
Customize | Find | View 1 | B

First Kl 1.4 074 I (o]

Activity 1 || Activity2 || Activiy 3 |RECELE | TActivty 5 | Activity 8

Acctg Date  Item ID |0l.'| T O lmmhm il (St G RS FEolTh fEmsiloh SN ErmnEme T |
Business Unit Line

08/22/2012 00000093487 B2201

08/22/2012 | 00000093487 B2201

08/24/2012 00000093487

08/24/2012 00000093487
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6. Click on the Activity 5 tab. Customer Activity displayed on the Activity 5 page includes:
e Those who have worked on the items
e Unpost information:
e Reason Code and Unpost Reason options to include:

0 BUDERROR: Budget Error
0 WRGCUST: Applied to wrong customer
0 WRGINV: Applied to the wrong invoice

e Voucher ID, if applicable
Note: Activity 6 tab is not being used by the State of MN.

Financial Management Syste _ _ _ :
Home | Print | ‘Workist | MuttiChannel Console | .Add to Favorit

Fa\.rovrites MainvMenu » Accounts Receivable » Customer Accounts » Custorner Information > Customer Activity

Direct Journal

2 New Window @Help [,/Customize P:

SetiD: B2201 @, ypi; 2, customer: 020100001 @ Level: | No Relationship v|  Searcn
Acctg Date From: 08012012 Eﬂ Acctg Date To: 09102012 |

Customize | Find | View 41 [ B |

Activity 1 Activity 2 ][ Activity 3 ][ Activity 4 m Activity &

Acctg Date Item ID Credit Analyst Sales Person Collector |Fason Code Enable Unpost Reason l;’loucher | SubCust1 SubCust2

08/22/2012 |0000009348TDEFAULT DEFAULT DEFAULT

08/22/2012 (00000093487 DEFAULT DEFAULT DEFAULT

08/24/2012 | 00000093487

Having completed this topic, you should now be able to:
e Locate customer activity information for a customer

e Review customer activity
Lesson Summary

The Reviewing Customer Account Information lesson covered how to review customer information on a summary
level. You are able to locate customer accounts and drill down to review detailed information. In most cases, all
information is for viewing only and modifications are not able to be made.

Having completed this lesson, you should now be able to view:
e Customer Account Overview
e Customer Aging information
o Payment Activity

e Customer Activity
Released October 27, 2014 (Version 2)

Page 71



.,.'f“ i State of Minnesota

AR-BI4 Billing and Accounts Receivable Viewing Information

Lesson 3: Reviewing Item Information

Overview

SWIFT Accounts Receivable item information pages enable users to view detailed information associated with an
item. The Item List page and associated links make it easy to view item detail, activity and accounting entries.
Users are able to view item details to identify an item or change selected fields on the item as needed.

Each time users perform an action on an item, the ARUpdate process updates the Item Activity table to reflect
new activity.

After completing this lesson, you should be able to view:

e |tem List information
e |tem activity from a group

e Item activity summary

Viewing an Item List

Overview

The Item List page is used to locate and view activity and accounting information for an item. It provides an
opportunity to review detailed information for one or all items listed for a customer. Once an invoice is created in
billing and has been run through the Single Action Invoice process successfully, and after the ARUpdate process
moves the invoice into AR as an Open item, you can use the Item List page to view detailed information
associated with the item.

After completing this topic, you should be able to:

e Locate Item List for a specific item or all items for a customer
e Use the Item List page to view item information

e Use Item links to drill down to view additional item information
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Process Steps

Viewing an Item List

These Process Steps show how to locate and view item information for a customer.
Steps to complete viewing an Item List:

e Step 1: Locate Item List for a specific item or all items for a customer.

e Step 2: Use the Item List page to view item information.

e Step 3: Use Item links to drill down to view additional item information.
Step 1: Locate Item List for a specific item or all items for a customer
Begin by navigating to the Item List page to locate an item or all items for a customer. In this example, we will
search by Status.

1. Navigation Links: Accounts Receivable, Customer Accounts, Item Information, Item List

2. Accept the default SetID or enter a SetID. Normally the SetID and Unit will be the agency business unit
3. Accept the default Unit or enter a Unit.
4

Enter Customer ID or use the Lookup icon (magnifying glass) to search for a customer
Note: All customers in the selected SetlD would display when the Customer field is left blank.

5. Select Item Status.
Note: Options include: All, Open, Closed, Disputed, Collection and Past Due
Note: Additional fields on this page will be covered later in the lesson

6. Click the Search button.

Financial Management Syste

Home | Print | Workist | MuliChannel Censole
Favarites Main Menu >|Acc0unt5 Eece'r'.fable 2 CustomervAccounts * Itemlnfgrmation » Itemn List
2 Mew Window
e List
SetiD: H5501 &, |Unit: | Q=||Customen |H550100001 QBlHUI'ﬂ.#.NSERVICES DEFT*Level: No Relations
|"Stﬁtus: Closed ‘;l [_ SR Advanced Search
Add Conversation Display Curre
Range: [ GO | SelectAl || DeseclectAl [ select Action. . v/ o G0
Debits: Debit Amount: Currency:
Credits: Credit Amount: Currency:
Total: Total Amount: Currency:
Selected: Currency:
:S Refresh

Released October 27, 2014 (Version 2)

Page 73



. State of Minnesaota

SWIFT >

o Intograted Financial Toois

AR-BI4 Billing and Accounts Receivable Viewing Information

Step 2: Use the Iltem List page to view item information

Use the Item List page to view an item or all items for a selected customer. You will have an option to filter row
selection and use additional item action.

Financial Management System

Favorites | Main Menu:  Accounts Receivable » Customer Accounts > Item Information @ Item List

Priml | Workllst | MuRiChan

2 New W
]
SetlD: HEEOT S Unit: 4. Customer: HEE0100001 - HUMAN SERVICES DEFT  *Level: |Nc- Relationship hd
*Status: Searly | Advanced Search |

Add Conversatio Account Overview

Customesr 1D Status Tarms
O MMNDODOD0EED 1 2 HeE HEEDT 00T Closad MET2O IM om =100 UsDr
z O [MNDODODESE i 2| HE501 HESD100001 Clozed NET2D IN 0212/2011 -3 usD
3 O MMNDODON0T 12 1 2| HEED HEEE0 1 D06 Closad MET3D IM 0302011 -3 UsDr
Debits: a Diebit Amount: Currency: uso
Credits: Credit Amount: Currency: uso
Total: 3 Total Amount: Currency: uso
Selected: Currency:

Item information and other options displayed on the Item List page include:

e Add Conversation link
Note: Adding Conversation is covered in the Viewing Customer Account Overview topic in Lesson 2.

e Advanced Search link moves you to a search page to include filter options
e Account Overview link brings you back to the Balances page
e Row Selection section:
o0 Enter a specific range of rows to choose
0 Select All rows/Deselect All rows
e Item Action section choices include:
0 Reprint Invoice
0 Add conversation
0 Generate Dunning Letter
¢ Navigation between pages is available by using the back and forward arrows

e Detail tabs 2-6 will be covered later in this topic
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Item information displayed on the Item List section, Detail 1 tab include:

e Select box used to select one or more items to drill down to view additional information
e |tem line number

e Number of activities performed

e Business Unit

e Customer ID

e |tem Status

e NetTerms

e Entry Type options include:

IN — invoice

OC - overdue charge
CR — credit

RC — refund credit
PY — payment

O O O OO

e Entry Reason (if applicable/required):

WOC — write off credit

WOD — write off debit

REFND - refund

NSF — non-sufficient funds

FIN — finance charge

Due Date

Note: Due date is determined by the invoice date and pay terms
o Days Late

o Item Balance

O OO0 00O

e Search Result Totals displays number of Debits/Credits for the selected customer

7. Click the Advanced Search tab.
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Financial Management Syst¢

Faworites | Main Menu :  Accounts Receivable :  Custorner Sccounts  » Itern Infornation @ Itern List
- : = = = =

SetlD: Has01 (4, g

% Customer: HE50100001 . HUMAN SER\ICES DEPTLevel: [

 ltern Responsible Parties

Sales Person:

w Reference Data

Bqual
Bqual

AR Specialist: Er [ e

Credit Aralyst: @ [ |

Broker 100: @ Ii

Collectar: I:I :
I

Proof of Delivery:
Eill of Lading:
Purchase Order:
PO Lire:

Claim Murmber:
Aging Category:
Contract:
Promotion Code:
Subrog Case Mo
Sold To Custorner:

Ship To Custormer:

Collection Code:

Equal
Bqual
Bqual
Bqual
Bqual
Bqual
Bqual
Bqual
Bqual

Bqual
Bqual
Bqual

Bqual el

LT

£

I_ A

ftern 1D: Bqual v

Eritry Type: Equal w [
Entry Reazon: Equal o iy,
I e Bqual

Consal Imw: Bqual

Order Mo: Equal

Docurnent 10:

I
I
—
I
I
I
I
I
I
I
I
I
I
I
I
I

*Htatus: Clozed | fearch Preferences: |_qu
| gearch | | Cancel | | Clear | | save | Delste

The Advanced Search page provides multiple options to filter your search. Note: Item ID field is commonly
used, especially if you do not have a customer ID.

8. Click on the Item List tab to return to the Item List page.
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9. Click on the Detail 2 tab.

Financial Management Sys

Favorites | Main Menu >  Accounts Receivable > Customer Accounts 3  Item Information » Item List

e S
SetlD: HE501 [@, Unit: a, Customer: a4

*5tatus: Clozed v ol

*Level: | No Relationship

Advanped Search
Account Overview

Row Selection

Range: GO Select All Ciezslect Al

[ seiect Action... v —

mz [ Detall3 || Detall4 || Detall5 || Desall§
2aq

| Convarsation Entry Entry
NDT Select  rem Lina  Activities Conv | Fiten Unit Customar ID Status Terms Typs R - Dus|
1 ] MNOODD00G4D 1 3 @ |y HEE01  |0DD0024556 Closad NET20 IN 0140

The Detail 2 page displays item information including:

e Customer Name

e People who have worked on an item

Financial Management Syst

L.EI e Window E,) Custamize Page E hitp
" Advanced Search |

SetiD: H501 D i U customer: H550100001 % HUMANGERVICES DEPT  *Level: [No Refationship
St e

Add Canversation

Advanced Search
Account Ovetyiew

Range: | || 60 ||  Selectal ||  Deselectal | [SelectAction. 3 [eo |

Item List omize | Find

© Detail 1 Detail 3 | Detsil4 || Details || Detail 6

3::’ Select Hem Fustomer Hame ISuhCusﬂ ISuhCustZ 'g:lre:m ISales Person2 ':]roker Ig& ICollet:tor ISpet:iali
1 O MMO000006S0 ;UMAN SERVICES DEPT I I IDEFAULT I I IDEFAULT IDEFAULT I
2 O MMO00000695 HUMAN SERVICES DEPT DEFAULT DEFALLT DEFAULT
3 || mMO00000712 HUImAN SERVICES DEFT DEFAULT DEFAILT DEFAULT

Debits: 3 Dehit Amount: Currency: USD

Credits: Credit Amount; currency: UsD

Total: 3 Total Amount: Currency: UsD

Selected: Currency:
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10. Click on the Detail 3 tab. The Detail 3 page displays:
e Dispute information

e Collection information

Financial Management Syste e | o

Favovrites MainvMenu s Arcounts Receivable > Customer Accounts  »  Themn Information > Them List
H - - -

LElNewWindow E{'Customize Fage Ehﬂp

Item List Advanced Search

SetiD: H5501 S ynit; . customer: H550100001 @ LuMANSERVICESDEPT ‘Level: Mo Relationship v
*Status: SR Advanced Search

Add Conversation Account Cverview

Row Selection

Range: . 60 || geletal || DeselectAll | [elect Action.. 60

Item List
Dretail 1

2 ppst K q30r3 O Las

Detail 2 (el )| Detail 4 | Detsils [ Detail 6

Seq

e Deduction  Deduection  Ref Promotion  c\inbo  Claim Date }:ouecﬁon Collection Date

Select  ltem Date Reason Code

1 il MMOOOO00ES0
2 O MMOOOO006SS

3 il mMrOOOO00712

Search Result Totals

Dehits: 3 Debit Amount: Currency: UsD
Credits: Credit Amount: Currency: Ush
Total: 3 Total Amount: Currency: Ush
Selected: Currency:

11. Click on the Detail 4 tab. Detail 4 page displays item information related to account aging (if applicable)
including:
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Financial Management Syst

Advanced Search

Home |
Favarites Main Menu > Accounts Receivable > Customer Accounts > Item Information > Item List

Print |

SetlD: HEs01 @ Unit: N Customer:
st

Add Conversation

Range: GO Select All

Item List

H350100001 . LUMAN SERVICES DEPT “Level

Search

Advanced Search

Account Overview

Row Selection
| [ | Deselectal |

| Select Action...

L.EI e Window E{' Custamize Page

|N0 Relationship

GO

First K1 13073 D Last

Dehits: 3 Debit Amount:
Credits: Credit Amount:
Total: 3 Total Amount:
Selected:

4 Refrach

Currency:
Currency:
Currency:
Currency:

Detai 1 | Detaiz  Detai3 | ((ECIARDetals | Detalls [

ﬁ:‘r‘ Select  Mtem 3:::"“““9 &s Of Date lﬂ'::;‘:‘::‘ g:s’"“‘ :“’;ho a 'ggti:gory DunDate  Statement Date n
1 O MMO00000G50 25000 1211412010 1211472010 CHK 0210172011 1
2 [O MM000000635 12500 01132011 011372011 CHK 02/01/2011
3 [0 mMM000000712 12500 020172011 02101/2011 CHK

Search Result Totals

usD
usD

usD

Note: Discount is not being used by the State of MN.

e Original ltem Amount
e Accounting Date

e As of Date

e Pay Method

e Aging Category

e Dunning Date

e Statement Date
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12. Click on the Detail 5 tab.

The Detail 5 page displays Purchase Order and Contract information, if applicable.

Financial Management Syste

Fawvorites | Main Menu = Accounts Receivable :  Customner Accounts > Irern Information > Itern List

g Adwanced Search ]
Set|D: HEE01 4 it 4 Custorner: HESD0001 “. HUMAN SERVICES DERTLevel: Mo Relationship b
#Status: | search | Advanced Search

Privt

T Mew window

Add Conwversation Aocount Dhverview
i Selection ftern Action
: GO Select Al Deselect Al GO
Fange: | | /| Il | | Salect Action... "l i}
tern List nat | vewan | B L2 et B igors I an
Demllt | DewlZ | DemN3 | Demid  ELCIE ™0 -

Buq t ‘Contracts Buninenr ' ‘Bllof ¥ ‘BubrogCam ¥
Wb Selet  Hem ll:-ocum ant PO PO LIna  Ondar Mo unit Confract Contract Line Lading oD No Sald To Ehip To

1 00 MNODDOOOESD T T T T T T T T T T T T

2 O  WNOODDOOG3S

3 O  WNOODDOO? 12

tesult Totalz
3 Debit Srnourt: Currency: uso
Credits: Credit Armourt: Currency: usD
Total : 3 Total Lrnournt: Currency: uso
Selected: Currency:

13. Click on the Detail 6 tab. The Detail 6 page displays the last time there was activity associated with an
item.

Note: Examples of item activity include: payments, credits or worksheets created.

Financial Management Syst

L!.Zl e WWindow E{' Customize
" Advanced Search |

SetiD: HES0T S it A customer: H550100001 @ LUMAN SERVICES DEPT “Level: Mo Relationship
*Status: |ﬂ] Advanced Search

Add Conversation Account Cverview
Row Selection
Range: |58 | [mBelett Bl | [mmmbeselect Al [Select Action._ v (|

" Detail1 || Detail 2 | Detail 3 | Detaild || Detsils

Se Invoice Consol e
q Select  Hem Bl Unit Invoice . : Consol Iny Base Curr  |Last Activ Ot | etter
Hbr Date Unit
Currency 1
1 F MrO0O0006S0 Ha501 mMO00000650 121452010 UsD 017032011
2 O MMO00000695 Ha501 MMO00000695 0151302011 UsD 011302011
3 i MEOO0000712 Ha501 MMOO0000712 azmir2o11 UsD 0022011

Search Result Totals
Dehits: 3 Debit Amount: currency: gD

P ool A " o~ LI=n

14. Click on the Detail 1 tab..
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15. Click on the Item ID link to drill down to see additional item information.

Financial Management Syste

Favorites | Main Menu > Acoounts Receivable » Customer Accounts »  Item Information > Item List

m Advanced Search
HE501 @,

| womns |

a, HE50100001 a,

SetiD: Unit: Customer: HUMAN SERVICES DEFT *Level: | No Relationship ™
*5tatus: Closzd il Seach Advsnced Sesrch

dd Conversation Account Overview
Range: e Salect Al Deszslect All |Sele{:‘l.5v:.‘tbn___ 2 GO

m Demllz | Defmll3 | Detmll4 | Detmlls | Demlls | [FTH)

= et ftsm Line  |acthvities Uit Customsr 1D Stetus Terms %"‘;‘E E“"m . Dus Days Lats mm Cur
1 O ||MNOOI0EED L 1 2| HEED1 HES0100001 Closad NET3D IN 01132011 -10 UsD
2 O MNOODD0DESE 1 2| HEED1 HES0100001 Closad NET3D IN 021272011 -0 UsD
3 O MNODDDD0T12 1 2| HEED1 HES0100001 Closad NET3D IN 03032011 -28 UsD

The Detail 1 page displays item information including:
e Dispute information

e Collection information
Note: To view the Detail 1 page directly, navigate to: Accounts Receivable, Customer Accounts, Item
Information, View/Update Iltem Information

Financial Management Systi

Home | Print |

Fa\rovrites MainvMenu > Accounts Receivable > Customer Accounts > Item Information > Item List
H - - -
170 M Window IE./ Custarize Page =
Detail 2 || Detail 3 | Itern Activity | Itern Accounting Entries || Itern Audit History
Unit: H5501 Cust H350100001 HUMAN SERVICES DEPT
ftem ID: MMO000006S0 Line: 1 Days Late: -10 Status: Closed
Accounting Date: 1214720010 Balance: 000 ugp  Billing Unit: H5501 Detail
Entry Type: 1M Original Amount: 250,00 UsSD
Entry Reason:
AR Dist Info: AR
Discount Options Customer Relations
Due Date: 0151302011 Due Days: pute Reason: oq Date:
Terms: MET30 @, Discount Days: Dispute Amount:
Discount Amount: l:l Date: l:l [Ipeduction Reason: @ Date:
Discount Amount 1: l:l Date 1: D
[ aweays allow Discount | [colection Code: Q@ Date:
As Of Date: 121142010 Posted: 01/03/2011 Analyst: DEFAULT D, Default Gredit An
Collector:
Payment/Draft Options DEFAULT . Defautt Callecto
Sales Person:
Payment Method Check DEFALLT @,
AR Specialist: OQ
Draft Type: [ ] Preapproved?
Create D t? Other Options
i i . reate Document?
Direct bebit Profile ID: L 1 Revaluation Flag Available for Netting
One ltem per Draft?
Split Add Conversation Wiew AuditLogs
I o]l4 Cancel Apply
Diefail 1 | Dedail @ ) Dietail 31 fem Activitw | tem Acennnting Eofries | iem A dif Histon:
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16. Click on the Detail 2 tab.

Financial Management Systen

Hoime | Pririt |
Faw:nvrites Mainvr'-flenu s Accounts Receivable  »  Customer Accounts  »  Item Informnation @ Item List

Detail 1 | Detail 3 || [tem Activity | itern Accounting Entries  Itern Audit History

Unit: H5501 Customer: H550100001 HUMAMN SERWVICES DEPT
ttem ID: MNO0DO00E50 Line: 1 Days Late: -10 Status: Closed
Balance: 0oo ush
| Reference Information
Related Unit: Hssm1 @ Document: [
Related Invoice: MMNOO0O00AS0 @ Detail OM Business Unit: [
Related Imoice Date: 121412010 Order Number:
Claim Date: El Purchase Order:
Claim Number: | Contracts BU:
Promotion Code: | @, Contract:
Merchandising Type: | @, Contract Line:
Letter of Credit: Reference Reason: ’—
AG Number: Subrog Case Mo:
Recefvable Type: ’_‘

'Contacts & Shipping

Sales Person 2: ’7@. Carrier ID: ’—
Broker: ’7@. Proof of Delivery: ’—
Ship From Site: [ ] Bill of Lading: [
Sold To Customer: ’7@. Location: ’—1‘
Shin To Customer: lic% Memo Status Code:

The Detail 2 page displays item information including:

e Purchase Order details
e Contract details
e Contact and Shipping details

Note: Product Information section is not being used by the State of MN.
Note: Detail 3 tab is not used by the State of MN.

17. Click on the Item Activity tab.
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Financial Management Systen

Home | Print | Worklist | MultiChannel Console | Add to Favorites |
Fa\.rnvr'rtes MainvMenu » Accounts Receiable » Customer Accounts » Item Information > Ttemn List
: - - -

LElr\Jew'.".findow [,/Customize Page Eht

Detail 1 || Detail 2 || Defail 3 'ItemAccountingEntries 1| ttem Audit History

Unit: H5501 Customer:  H550100001HUMAN SERVICES DEFT
Item ID: MMNO00000650 Line: 1 Days Late: -10 Status: Closed
Balance 0.00 usD
Item Activities Find | View All First B 4.2 of 2 L2
Sequence: 1 Accounting Date: 12/14/2010 |Posted Date: 12/2812010)
Entry Type M Reason: Voucher ID:
Document: Amount: 250.00 |U9
Group Unit: HE501 Group 1D: 2 Billing
Sequence: 2 Accounting Date: 01/03/2011 Posted Date: 01/03/2011
Entry Type PY Reason: Worksheet Reason: Voucher 1D:
Document: Amount: -250.00Q U4
Group Unit: H5501 | Group 1D: B Paymentl
Deposit Unit: H5501 | Deposit ID: DJ AND ITEM | Payment ID: [TEM PORTION

The Item Activity page displays item information including:

e Date Invoice was Posted to the customer’s account

e Billing Group ID link refers to the number of the group where this item was included
Note: Clicking on the Billing Group ID link will move you to a list of all Invoice IDs in that group
number

e Item Amount
e Date Item Payment Posted to the customer’s account

e Payment Group ID link refers to the number of the group that this payment was included in
Note: Clicking on the Payment Group ID link will move you to a list of all payments in that group

e Deposit ID

18. Click on the Item Accounting Entries tab.
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Financial Management Systel e .
Home | Print | Worklizt | MultiChannel Console | Add

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

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

LEI Mew Window E.) Cus

Unit: H5501 Customer: HZ50100001 HUMAN SERVICES DEPT
ftem ID: MNO00000650 Line: 1 Days Late: -10 Status: Closed
Balance: 000 USD

ftem Activity Find | View A1l First Kl 2 0f 2

Revenue Estimate

B2 g B 42012

Seq: 2 Entry Type: PY Acctg Date: 01/03/2011 Amount: -250.00

Customize | Find |

r Accounting Information | r Line Information Document Journal Reference Information [T W

| ) ) L Sub ) Agency  Agency
Line :fdg‘" Ledger GL Unit E”’:’d E'"a“;'a' D ‘e::"F';m"”at"’" D account  |Account gmf“;de Cost1  Cost2
roup ode epartme (CF3) [Class) ost (Prog) (CF1) (CF2)
1 ACTUALS ACTUALS MMO01 6000 H5510001 H550001 100001
100 |ACTUALS ACTUALS MMO01 6000 H5510001 H550001 120001
£ 1 |
Split Add Conversation View Audit Logs
[l 10 Cancal 1L Annly

The Item Accounting Entries page displays ChartField information in the Accounting Information tab.

e Additional ChartFields can be viewed by scrolling to the right. Some additional fields include Project
and Budget Date.

Note: Remaining tabs will be covered later in this topic.

Note: To navigate directly to the Revenue Estimate link, go to: Accounts Receivable, Receivables
Update, Revenue Estimates, Review Tran by Activity.

19. Click on the Revenue Estimate link.
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Financial Management System

| Print | Workist | MultiChannel Console | Addto Favorites | Sig
Favorites Main Menu > Accounts Receivable » Receivables Update > Revenue Estimates > Review Trans by Activity
- - - -

7 New Window I:,/Customize Page =
Revenue Estimate by Activity

Unit: H5501 Customer: H550100001 HUMAN SERVICES DEPT
Item ID: MMNO00000E50 Line: 1 Days Late: Status: Closed View/Update Conversations
Item Balance: 0.00 Currency: usD

| Item Activity

Sequence: 2 |Accounﬁng Date: 01/03/2011 Posted Date: 01/03/2011 |

Entry Type: PY Reason: Group Type: Fayment

Group Unit: H5501 Group 1D: 3]

Deposit Unit: H5501 Deposit ID: DJ AMD ITEM Payment 1D: ITEM PORTION

Amount: -250.00 Currency: usD

Find | View A1l First I 40f 1 I3 Last
Status: Processed Budget Status: Valid Rev Estimate: Collected
Customize | Lﬂ-] ui

Revenues
m Chartfields
Budget Date 'g:;ﬁ:‘ GL Unit Fund Fin DeptiD ApproplD  Account i;; g“;‘;t ‘233'1 ‘ég::’z PC Bus Unit  Project
1 121412010 Valid MMOO1 6000 H5510001 H550001 512259
— L |

| *

Revenue Amount: -250.00 Currency: USD Base Rev Amount: -250.00 Base Currency: usD

The Revenue Estimate by Activity page displays in a new Window The Revenue Estimate by Actvity page
displays item information including:

e |tem Activity section information to note:

0 Accounting and Posted dates reference payment dates
Note: In this example, the date 2011(FY 12).

e Revenue Estimate details including:

Field Name Field Description
Status e Gen by Bl — original invoice — budget information is held in Billing
(Good)

e No Effect — hit a Balance Sheet Account (Good)
e Processed — perfect (Good)

¢ No Item Revenue — Grant GM Journal is not complete/not updated
collected revenue Budget (Bad)

e  Skip — original Invoice Budget in Error or Not Budget Checked yet. Not
updated collected Budget (Bad)

Budget Status e Bypass — (Good) because it hit the Balance Sheet Account

e Error — (Bad)

e Not Ckd'd — has not yet been budget checked

e Valid — (Good)

e Warning (Good) most likely an FYI that it exceeds budget tolerance

Released October 27, 2014 (Version 2)

Page 85




State of Minnesata

SWIFT >

o Intograted Financial Toois

AR-BI4 Billing and Accounts Receivable Viewing Information

¢ Revenue Estimate Section Information to note:
o0 Rev Estimate: Collected; None
Note: This value will be determined by the Status and Budget Status results.

20. Click on the Amounts tab. The Amounts tab displays ChartField information including amounts
Note: Budget Date reflects the invoice date. In this example, the Budget Date is 2010 (FY 11). Even
though the Budget Date is FY11, the system will apply the collected revenue to the FY11 budget.

Note: Scrolling to the right will allow you to view the amounts.
21. Click on the Revenue Line Source icon (magnifying glass next to the line number) to open a new
window and move to the Review Entries by Invoice page.

The Review Entries by Invoice page displays item information including:

e Accounting Information displaying ChartField information from the original invoice accounting entries.

e Total Debits and Credits

Financial Management Syste

Favorites Main Menu > Biling » Review Biling Information » Review Entries by Invoice

Home | Print | Workiist

MutiChannel Console | Add

0 New Window [ Cust

Review Entries by Invoice
o B

Unit: H5501 Bill To: H550100001 Invoice Amt: 250.00 USD
Invoice: MMNO00000E50 HUMAM SERVICES DEFT

Customize | Find | View ol | B | 8 First £
Dizcounts/Surcharge Journal Information Reference Information ==K

ransaction Amounts

. . Sub s Agcy Agcy .
GL Unit  Acctg Date Type Fund Fin DeptiD ApproplD Account Acct Cost Cost 1 Cost? Project
Accounts
MHO01 121442010 Receivable G000 H5510001 H550001 120001
Recognized
MMO01 121442010 Revenue G000 H5510001 H550001 512259
<5
Total Debits: 250.00 USD Total Credits: -250.001U4

22. Click on the Transaction Amounts tab.

e The Transaction Amounts page displays amount of transaction for a specific item.
Note: Discount/Surcharge is not being used by the State of MN.
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Financial Management Syst

Favarites Main Menu > Biling > Review Biling Informmation > Review Enfries by Invoice

Worklist | MuliChannel Conzsole

Review Entries by Invoice

SLY¥
Unit: H5501 Bill Tor H550100001 Invoice Amt: 250.00 UsD B m
Invoice: MMNO00000650 HUMAN SERVICES DEPT

Accounting Entries 3

Acctg Information Tranzaction Amounts | el R aeaE b |gm.rma11nfnrmaﬁnrn II" Reference Infarmation

GL Unit |Acctg Date Type Fund Fin DeptiD ApproplD Account Transaction Amt] Currency
Accounts
MNOD1 | 12M14/2010 Roosivaple 000 |H5510001  HS50001 120001 250.00/USD
MNODT | 12M14/2010 Eemg”'m BOOD | H5510001 H550001 512250 -250.00 USD
evenue
i. 1li} ]
Total Debits: 250.00 USD Total Credits:

-250.00 USD

23. Click on the Journal Information tab.

Financial Management Syster

| Print | Workist | MuliChannel Console | Add to Favorites
avorites Main Menu > Biling > Review Biling Information > Review Entries by Invoice
L@Newwmdow E{'Customize Fage
Review Entries by Invoice
$EY
Unit: H5501 Bill To: H550100001 Invoice Amt: 250.00 USD 0 m

Invoice: MMO00000650 HUMAMN SERVICES DEPT

Accounting Entries 32

Customize | Find | Wiew All| B First |4 1-2 of 2 b La

Acetg Information Transaction Amounts Dizcounts/Surcharge Journal Infermation

GL Unit  Acctg Date Type Fund Fin DeptiD ApproplD Account Tax Authority Line # |Journal Date
Accounts f

MMO01 [ 12/14/2010 . 6000 H5510001 H550001 120001 BI00153440 1/1214/2010
Receivable

MNOO1 1211412010 EZESES?U 000 H5510001 | HB50001 512259 BID0153440 21211412010

£ | |
Total Debits: 250.00 UsD Total Credits: -250.00 LsD

e The Journal Information page displays:
o Journal ID

o Journal Date

Note: The system generates a Journal ID to the Billing side when it is posted to the General Ledger.
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24. Click on the Reference Information tab.

Financial Management Systen

Favagrites Main Menu > Biling > Review Biling Information > Review Entries by Invoice

Home | Print | Workist | MutiChannel Console

2 New Window E,/Cush
Review Entries by Invoice

$£Y
Unit: H5501 Bill To: HE50100001 Invoice Amt: 250.00 UsSD W =
Invoice: MMNO00000650 HUMAM SERVICES DEPT

Accounting Entries 2

T
Customize | Find | View A1 B | 2 First Kl 42072
Acctg Infermation Transaction Amounts Dizcountz/Surcharge Journal Information Reference Information

GL Unit Acctg Date Type Fund Fin DeptlD ApproplD Account lournal Line Reference
MO0 12(14/2010 Accounts Receivable 6000 H5510001 H550001 120001
MMO01 121142010 Recognized Revenue G000 H5510001 H550001 512259

Total Debits: 250.00 UsD Total Credits: -250.00 US

The Reference Information page displays Journal Line Reference details.

Note: You are able to enter Journal Line Reference information when creating the invoice when you enter
the accounting information.

25. Close out the Review Entries by Invoice and Review Trans by Activity windows to move back to the Item
Accounting Entries page.

26. Click on the Line Information tab.
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Financial Management Syst

Home Worklis | MultiChannel Console | Add to Favo
a\rovr'rtes Mainvl'«'lenu > Accounts Receivable > Customer Accounts > Item Information » Item List
: - - -

Detail 1 | Detail2 || Detail3 || tem Activity |[ICQ el bi=0=00 | Item Audit History

@ Mew Window Customize

Unit: H5501 Customer: H550100001 HUMAN SERVICES DEPT
Item 1D: MMO00000650 Line: 1 Days Late: -10 Status: Closed
Balance: 0.00 UsD
Item Activity Find | View Al First Kl 2 072 T [ ast
Seq: 2 Entry Type: PY Acctg Date: 01/03/2011 Amount: -250.00 Revenue Estimate
Accounting Lines customize | Find | B | # First £ 12012 T ast
i Accounting Information | | Line Information | IDncurnent " Journal Reference Information
f | _ . . Sub . Agency Agency
Line (';‘:gfer Ledger GL Unit ‘F:‘(':’: ;'e"a"ft':e . ‘I"C"F';';""”a""" Y e e g‘::?;:’e , Cost1  Costz  PCE
p pal (Class) °akcry (CF2)
1 ACTUALS ACTUALS MNOO1 6000 HE510001 HE50001 100001
100 ACTUALS ACTUALS MMNOO1 6000 H5510001 H550001 120001
< i | >
Split Add Conversation View Audit L ogs
OK | Cancel | Apply |

The Line Information page displays the Journal ID and Date posted to the General Ledger (AR side)

Financial Management Systen

Home: | Prirt i 2 Addto

B Mewe Window EffCuston
C Detail1 [ Detail 2 | Detail 3 1 e Activity

Unit: H5501 Customer: H550100001 HUMAN SERVICES DEFT
Item ID: MrO00000GS0 Line: 1 Days Late: -10 Status: Closed
Balance: 000 s

ftem Activity

Seq: 2 Entry Type: Py Accty Date: 015032011 Amount: -250.00
Accounting Lines

( Accounting Information M Line Information | Document i Journal Reference Information |
Line Base DR Amount Base CR Amount Base Amount Currency
1 25000 UsD 010372011
100 -250.00 UsD 010372011
2| T d |
Split Add Conversation Wiew Audit Logs
| ok || cancel | Apply |
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27. Click on the Document tab.

e The Document page displays information within a document. For example, if this was a credit invoice,
the original invoice ID would be displayed.

Note: The Journal Reference Information tab is not being used by the State of MN.

e Clicking on the OK button moves you back to the Iltem Accounting Entries page.

Financial Management Syster

Home | Print | Worklist | MultiChannel Console |
Fa\rr.}vr'rtes MainvMenu » Accounts Receivable » Customer Accounts » Item Information » Item List
H - - -

I_E'New‘.“.findow Ef

Detail 1 Detail 2 Detail 3 Itern Activity Item Accounting Entries Itermn Audit History

Unit: H5501 Customer: H550100001 HUMAN SERVICES DEPT

Item ID: MMOO0000650 Line: 1 Days Late: =10 Status: Closed

Balance: 0.00 UsD

Item Activity Find | View All First &l 2 o
Seq: 2 Entry Type: PY Acctg Date: 010312011 Amount: -250.00 Revenue Estimate

Customize | Find | B | 3 First B 12072 1 Last

Accounting Information Line Information Document Journal Reference Information
Line Stat
1
100
Split Add Conversation View Audit Logs
OK | Cancel = Apply

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

e Locate Item List for a specific item or all items for a customer

e Use the Item List page and link options to review item information including:

Add conversations

Advanced Search option

Drill down feature

Item activity details

Iltem accounting entries details
Revenue estimate details

O OO0 0O O0o0Oo
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Viewing Activity From a Group

Overview

SWIFT enables you to view activity for all items in a selected group. A group contains items that have gone
through a process together and has a Group ID.

After completing this topic, you should be able to:

e Locate a group or list of groups to view item activity

e Use the Item Activity From a Group page to view activity for all items in a group
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Process Steps

Viewing Activity From a Group

These Process Steps show how to locate a specific group ID or a list of group IDs within a business unit using
entered criteria. You will use the Viewing Activity From a Group page to review item activity.

Steps to complete viewing item activity from a group:

e Step 1: Locate an existing group or all groups within a business unit.

e Step 2: Use the Viewing Activity From a Group page to view activity for all items in a group
Step 1: Locate an existing group or all groups within a business unit

Navigate to the Item Activity From a Group search page to locate an existing group or all groups within a business
unit.

1. Navigation Links: Accounts Receivable, Customer Accounts, Item Information, Item Activity From a
Group.
Note: The fields on this search page will determine search results. The more criteria entered the more
narrow the search/search results. The Group ID and Business Unit fields are required. The Group Unit is
normally the Business Unit.

Financial Management System e | ot | o |

Favorites | Main Menu |Accnunts Receivable > Customer Accounts » Item Information > Item Activity From a Group
- - - h e .

Item Activity From a Group

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

Waxirnum number of rows to return (up to 300y 200
Group Unit: | = IH5501

Group 1D begins with + |

Business Unit: = | H5501
ICustomer ID: | begins with |« |H55EI1I:IDEIEI'I
Posted Date: | = v |

iGroup Type: begins with | » |

| Search | Clear | Basic Search [@F Save Search Criteria

@ e ppp
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2. Enter the applicable search criteria described below.

Field Name Field Description
Group Unit This is usually the same as the Business Unit.
Group ID Invoices and Customer payments each 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 and business units.

Customer ID

If you enter a Customer ID, the search results will include groups for that
customer. If you leave this field blank, the search results will include groups
for all customers within the selected group and business units.

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.

Group Type

Group Types options include:
B — Billing

F — Overdue Charges

M — Maintenance

P — Payment

Item Activity From a Group

Maximurn number of rows to return (up to 300); |300

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

Group Unit:  [= v H5501 @,
Group 1D begins with @,
Business Unit:|= |+ H5501 @,
Customer ID: | begins with |+ |(H550100001 @,
Posted Date: |= v El
Group Type; begins with

Search Clear | Basic Search [GF Save Search Criteria
Search Results
WView All

First 4] 1-2of2 [ Last
Group UnitErou;_r IE'Business Unit Customer ID Posted Date Group Type

5501 14 H5501

550100001 01/13/2011

|Hs501

550100001/12/28/2010

Im I

5501 E

3. Click the Search button.

Note: In this example, the Group ID field was left blank, so the search results include all groups for the

selected customer.

4. Click on an entry in the Search Results Listing. The Item Activity From a Group page displays.
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Step 2: Use the Viewing Activity From a Group page to view activity for all items in a group

The Item Activity From a Group page displays item activity for all items included in the
selected Group ID including.

Display Customer Switch. The default is to display the Customer ID; you can switch to display Customer
Name.

View All feature to view all items within the Group.

Customer ID. Customer IDs reflect all customers within the Group. The customer entered on the search
page displays in this column.

Item ID. An Item ID may appear more than once in this column if the item has multiple lines.
Item Line.

Entry. Entry reflects the amount of an item line.

Total ltems.

Group Total Amount.

Next in List. This feature can be used to bring up additional Group IDs without having to return to the
search page.

Financial Management System

Item Activity From A Group

Home | Print | Worklist |
Fa\rovr'rtes MainvMenu » Accounts Receivable > Customer Accounts > Item Information > Item Activity From a Group
= - - -

Group Unit: H5501 Posted Date: 1212812010
Group 1D: 2
}Display Customer Switch: | 3 | | *Display Amount Switch: IE

Customer ID " Item 1D :ET’:; |Entr5r Type Reason Currency

1/H5501 0000034956 MMNO00000G40 11N 125.00 USD

2 H5501 0000034958 MMNO00D00E41 11N 125.00 USD

3 H5501 | GD20100001 MMNO00000G49 11N 125.00 USD

4 H5501  H550100001 MMO0DD0O0ES0 11N 250.00 USD
|Tota| ltems: 5 Group Amount: 750.00 Currency: g

[5] save | |G Returnto Search | [=] Previous in List | |:( Ned in List | =] Notify |

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

Locate an existing group or all groups within a business unit

Use the Viewing Activity From a Group page to view activity for all items in a group
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Viewing Item Activity Summary

Overview

SWIFT enables you to view a single-line summary for each item-related activity. Each time an action is performed
on an item, the ARUpdate process updates the Item Activity table. These activities could include transferring an
item to another customer or applying a payment to an item.

After completing this topic, you should be able to:

e Locate a single-line summary to view item-related activity

o Use the Item Activity Summary page to view a summary of a single-line item activity
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Process Steps

Viewing Item Activity Summary

These Process Steps show how to locate a single-line summary to view item-related activity within a business unit
using entered criteria. You will use the Item Activity Summary page to review item activity summary.

Steps to complete viewing item activity summary:

e Step 1: Locate an existing single-line item activity summary

e Step 2: Use the Item Activity Summary page to view item activity summary for a single-line item
Step 1: Locate an existing single-line item activity summary

Begin by navigating to the Item Activity Summary search page to locate an existing single-line item activity
summary.

1. Navigation: Accounts Receivable, Customer Accounts, Iltem Information, Item Activity Summary.

Financial Management System

Home | Print |  Wiorkiist
Favorites © Main Menu > |Acc0unts§ecer\.’able > CustomervAccounts > ItemInfgrmation » Iftemn Activity Summary

Item Activity Summary

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

Maximum number of rows to return (up to 300): (300

Business Unit: = v [H5501 @,
Customer ID: begins with |+ [[H550100001 @,

Item ID: begins with |+ |[MNO0DOD0OES0

Tiem Line: = ~ I;
Item Status: = - | -
Credit Analyst: begins with » | QJ
Collector: begins with » | QJ
Purchase Order Reference:| begins with v| QJ
Document 1D: begins with » |

Bill of Lading: begins with ||

[JTCase Sensitive

I Search I'\ Clear |Basic Search [EF Save Search Criteria

The fields on this search page will determine search results. The more criteria entered the narrower the
search/search results.

2. Verify the default Business Unit or enter the Business Unit.
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3. Enter Customer ID.
Note: A Customer ID or an Item ID is required to conduct a search. If you enter a Customer ID and leave
the Item ID field blank, the search results will include all single-line items.

4. Enter Item ID.

5. The remaining fields are optional and, if used, will narrow the search results. Enter any optional fields you
desire.

6. Click the Search button.
7. Select an entry from the Search Results. The Item Activity Summary page displays.
Step 2: Use the Item Activity Summary page to view item activity summary for a single-line item

Use the Item Activity Summary page to view a single-line item activity summary. Activity summary information for
a single-line item displayed on the Item Activity Summary page includes:

e JtemID
e Line number
e Days Late

e ltem Status
The Item Activity section displays Invoice and Payment activity including:

e Item Balance

e Entry Type

e Reason, if applicable

e Document ID, if applicable
e Accounting Date

e Balance

e Posted Date

Financial Management System

Home | Print | Workist | MuliChannel
Fa\fovrites Main_Menu »  Accounts Receivable » Customer Accounts » Ttemn Information > Item Activity Surmmary
H - b -

r_El New W

Item Activity Summary

Unit: H5501 Customer: H550100001HUMAN SERVICES DEFT
|Item 10: MMO00000GS0 | | Line: 1 | |Da',rs Late: —1D| | Status: Closed |
[ftem Balance: 0.00 USD|
*Display Amount Switch: | Entry "|
Seq | Entry Type  Reason Document ID Accounting Date Balance Currency Posted
1 IN 12M14/2010 250.00 uso 12/28/2010
2 PY 01/03/2011 -250.00 uso 01/03/2011

Having completed this topic, you should now be able to:
e Locate an existing single-line item activity summary
e Use the Item Activity Summary page to view item activity summary for a single-line item

Released October 27, 2014 (Version 2)

Page 97



ﬁ!f" 4) State of Minnesota
é? ﬁ Statewics Inwral-u annl:lal Toois

AR-BI4 Billing and Accounts Receivable Viewing Information

Lesson Summary

The Reviewing Item Information lesson covered how to review detailed item information. The Item List page and
associated links display information to view item details, activity and accounting entries. You are also able to view
item activity information from a group and single-line item summary.

Having completed this lesson, you should now be able to view:

e |tem List information
e |tem activity from a group

e |tem activity single-line activity summary
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Course Summary

The Billing and Accounts Receivable Viewing Information course covered the following Lessons and Topics
including Process Steps for each Topic:

Lesson 1: Viewing Billing Information Topics:

e Viewing Billing Summary

e Viewing Billing Details

e Viewing AR Pending Items

e Reviewing Accounting Entries by Invoice
e Reviewing Entries by Journal

Lesson 2. Reviewing Customer Account Information Topics:

e Viewing Customer Account Overview
e Viewing Customer Aging

e Viewing Payments

e Viewing Customer Activity

Lesson 3: Reviewing Item Information Topics:

Viewing an Item List

Viewing Activity From a Group

Viewing Item Activity Summary
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Key Billing and Accounts Receivable Viewing Information Terms

Term Definition

Accounting Date The accounting date is the date a transaction is recognized versus the
date the transaction actually occurred (although the two dates can be the
same). Accounting date determines the period in the General Ledger to
which the transaction is to be posted. A user can only select an accounting
date that falls within an open period in the ledger to which s/he is posting

ARUpdate This process creates an open item or invoice in Accounts Receivable and
prepares the related accounting entries to be picked up by GL.

Business Unit For the State of Minnesota, the Business Unit typically corresponds to an
agency with the exception of the General Ledger. The GL business unit is
at a statewide level (i.e., MNOO1)

ChartField The Chart of Accounts is comprised of informational fields that provide the
basic structure to segregate and categorize transactional and budget data.
Each Chart of Accounts field is called a ChartField. Statewide Reporting
ChartFields are: Fund, Department ID (also known as Financial
Department ID), Appropriation ID, Account, and Statewide Cost (optional
field). Optional Agency Reporting ChartFields are: SubAccount, Agency
Cost 1 and Agency Cost 2. Project/Grant Reporting ChartFields are: PC
Business Unit, Project, Activity, Source Type, Category, and Sub-
Category.

Customer Invoices are created and sent to a business, individual or to another
agency to hill them for a product or service. They are considered a
Customer. Payments are received from the customer and applied to the
outstanding item.

Each business or individual customer has a Customer ID. Either it is
generated by the system or you can create your own.

Agency customers have a pre-determined Customer ID and should not be

changed.

Drilldown The act of moving from general to specific data is to drill down. By drilling
down, users can examine the data underlying any summarized form of
information.

Dunning Letter In the AR module, letters are used to notify the customer that an item

(invoice) is past due, the overdue amount and due date.

Group Invoices and Customer payments each run through ARUPDATE as a
group and automatically receive a generated Group ID.

Invoice In the Bl module, an invoice is a bill that has been printed. The invoice ID
becomes the AR Open Item. Each invoice has a unique invoice ID. The
system generates the invoice ID or the user can create his or her own
invoice ID. It can be alphanumeric.
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Term Definition

Invoice Date The invoice date is entered when creating an invoice. Most often the
invoice date is the current date. When creating an invoice, you can leave
the invoice date field blank and a date will be entered automatically when
the invoice goes through the Single Action Invoice process if the
Processing Date field is checked.

Item Each Bill created in SWIFT Billing has a unique Invoice ID when it is
moved into AR, it has an Item ID which the same as the Invoice ID. Each
Item ID reflects the Invoice Bill Line.

Item Activity Examples of item activity include: credits, payments, refunds, etc.

Item in Dispute In the AR module an item is placed in dispute when there is an outstanding
issue that needs to be resolved. When an item is placed in dispute, it is not
aged, and late charges will not be applied.

Journal A journal consists of a header and either detailed or summarized entry
lines. Each journal has a system generated journal ID.

Journal Generator Journal generator is the process of creating a journal in GL from the
subsystem accounting line tables like AP, AR, Inventory, etc.

Payment Money received to be applied to an item or direct journal.

Pay Terms Payment terms are the customer rules that determine due dates, and

amounts, and due date grace periods.
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