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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: 

• Creating outgoing bills

• Matching payments to invoices

• Handling and applying payments correctly

• 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. 

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

• Pre-Load

• Budget Check

• Load General Ledger (GL) entries

• Load to 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: 

• Review billing  information

• Review customer account information

• 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: 

• View billing summary information

• View billing details

• View accounts receivable pending items

• Review accounting entries by invoice

• 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: 

• Locate an existing invoice to review billing information

• View header level information

• Use Link options to view additional billing summary information

• Use the Navigation menu to view additional bill information
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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: 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

Step 1: 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.
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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: 

• Business Unit
• Invoice ID
• Invoice Date
• Customer ID and name
• Bill Status. Note: Bill Status options include: INV=invoiced; RDY= ready to invoice; NEW=newly created

invoice; CAN=cancelled
• Gross Extended Amount

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

• Header Info 1 – information that applies to the entire bill
• Address – the customer’s address
• Copy Address – the name and address of an entity that will receive a courtesy copy of the bill
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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
• Bill Search – system issues occur on the Bills Invoiced and Bills Not Invoiced pages
• 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.
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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 
Created 

The Load AR Pending Items job creates items in AR so that invoicing 
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. 
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1. Click on the Bill Summary Info tab. 

.  

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: 

• Invoice Amount 
• Bill Status 
• Invoice Date 
• Customer ID and Name 
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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:  

• Invoice Amount  
• Line number  
• Description displays what the customer is billed for and prints on the invoice 
• Line shows number of lines, which you can navigate between using the arrows 
• Quantity, Unit of Measure and Price 
Note: Discount/Surcharge is not being used by the State of MN. 
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4. Click the Accounting link in the Go to section. The Accounting – Rev Distribution page displays.  
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The Acctg. Information tab displays the ChartField information entered for each bill line when the bill 
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. 
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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 bill. 

 

• The bill header information is displayed, including Customer ID and Name, Invoice ID, Business Unit 
and Invoice Amount. 

• A contact name is displayed, if one is configured for this customer location. 
• Location number 5 has been selected to receive the invoice. 
• The address information selected for Location 5 is displayed. 

7. Click the Copy Address  link. 
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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. 

 

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. 
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Header or Line note options include: 

• 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. 

• 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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You can view additional billing information from this list. 
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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: 

• Locate an existing invoice to review billing information 

• View header level information 

• Use Link options in the Go to section to view additional billing summary information 

• Use the Navigation menu options for view bill information 
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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: 

• Locate an existing invoice to review bill details 

• View Header and Line details 

• Use link options to view additional bill details 
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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: 

• Step 1: Locate an existing invoice to review bill details 

• Step 2: View Header and Line details 

• 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. 
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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: 

• Invoice Amount 
• Bill Status 
• Invoice Date 
• Customer ID 

 

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. To view 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: 

• Invoice Amount 
• Line number 
• Description displays what the customer is billed for and prints on the invoice 
• Line shows number of lines, which you can navigate between using the arrows  
• View All enables you to see all the bill lines 
• Quantity, Unit of Measure and Price 
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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: 

• Address 
• Copy Address 
• Notes 
• Bill Search 
• Line Search 

This topic includes information on the following links: 

• Summary 
• Commitment Control (Commit Cntrl) 

Note: You can use the drop-down option in the Navigation field to view additional links containing specific bill 
details. 
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1. Click the Summary link. 

 

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

 

• Header level billing details display fields including: 
o Invoice Date 
o Amount 
o Customer ID and Name 
o Bill Status 
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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: 
• Pre-Load 
• Budget Check 
• GL Entries Created 
• AR Pending Item 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. 

 

4. Click the Commit Cntrl link. 
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You will receive this message on the Commit Cntrl link: 

• 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. 

 

5. Click the OK button. 

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

• Locate an existing invoice to review bill details 

• View Header and Line details 

• Use link options to view additional bill details 
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Viewing AR Pending Items 

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: 

• Locate an existing AR pending item 

• View AR pending item general information 
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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: 

• Step 1: Locate an existing AR pending item 

• 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  User ID or . 
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. 
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Step 2: View Pending Item General Information 

The header section of the AR Pending Items page displays: 

• Business Unit 
• Group ID 
• Date pending item was entered into the AR Module 

The Billing Pending Items section displays: 

• Customer ID 
• Item ID (the same as Invoice ID) 
• Line number 
• Terms 
• Item Amount 

 

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

• Locate an existing pending item 

• 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: 

• Locate an existing invoice to review accounting entries 

• Review accounting information 

• Review Transaction Amounts 

• Review Journal Information 

• Review Reference Information 
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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: 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 

Step 1: 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. Navigation Links: Billing, Review Billing Information, Review Entries by Invoice. 

2. Accept the default Business Unit or enter the Business Unit. 

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

4. Click the Search button. 
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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: 

• Business Unit 
• Invoice ID 
• Customer ID and Name 
• Invoice Amount including Total Debits and Credits 

The Accounting Information tab displays: 

• Accounting Date 
 Type, including Accounts Receivable (debit side) and Recognized Revenue (credit side) 
 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. 

•
•
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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. 

  

Step 4: Review Journal Information 

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

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

• Line number references the Journal lines 

• Journal Date reflects the date the Journal posted to the General Ledger 

• Status – “D” represents Distributed, which shows the accounting entry has been distributed to the GL 
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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. 
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2. Click on the ChartFields Display Override icon. The Online Override of ChartField Display Template 
enables you to: 

• Select how you want the ChartFields displayed 

• Select the ChartFields you want displayed by checking or unchecking the boxes 

3. Click the OK button. 

 

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

• Locate an existing invoice to review accounting entries 

• Review accounting information 

• 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: 

• Locate an existing journal to review accounting entries 

• View accounting entries information and drill down to locate invoice ID 

• Use GL Journal link to drill down to view additional information 

• View Journal Lines information 

• 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: 

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

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

• Step 3: Use GL Journal link to view additional journal information 

• Step 4: View Journal Lines 

• 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 “MN001”. 

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. 
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5. The search results display all the GL journal line numbers for the journal. 

 

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

• Journal Date 
• Line number 
• Journal ID 
• View ChartField information. 
• 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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2. Click on the Journal Header tab and the Journal Header page displays. 

• Fiscal Year 
• Accounting Period 
• Description 
• Status 
• Budget Status 
• Journal Line Totals 
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Having completed this topic, you should now be able to: 

• Locate an existing journal to review accounting entries 

• View accounting entries information and drill down to locate invoice ID 

• Use GL Journal link to drill down to view additional information 

• 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 

• View billing details 

• View accounts receivable pending items 

• Review accounting entries by invoice 

• Review accounting entries by journal 

Released October 27, 2014 (Version 2) 
  Page 38 



 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: 

• Customer Account Overview 

• Customer Aging Information 

• Payment Activity 

• 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: 

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

• 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: 

• Step 1: Locate an existing customer account overview 

• 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. 

 

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: 

• Add Conversation 
• Item ID 
• Payment 
• Pay History Days 
• Credit Limit 
• Balance 
• Past Due 
• Disputed 
• Collections 
• View Adjusted Balance 
• Pay Balance by Credit Card 

 

1. Click on the Add Conversation link to view adding conversation information.  

Released October 27, 2014 (Version 2) 
  Page 41 



 AR-BI4 Billing and Accounts Receivable Viewing Information 

 

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

 

• The Conversations tab is used to add a Conversation Entry. 

• The Reference tab is used to include related information. 

• The Attachments tab is used to include existing attachments. 

• A Description is required. 
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• 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. 

• 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. 
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Clicking on the Item ID link will move you to the Detail 1 page. The remaining tabs will be covered in Lesson 
3.  

• Item information is displayed including: 

o Item ID 
o Customer ID and Name 
o Item Status 
o Item Balance 

• The Discount Options section: 

o Due date is displayed 
o Net Terms is displayed 

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

• 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. 

• The Customer Relations section: 

o Dispute review and updates are available 
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o 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. 

 

The Item Activity From A Payment page displays showing: 

 

• Payment ID that was entered when creating the deposit 

• An option to upload payment information to an excel spreadsheet 

• Navigation within payments 

• Item Activity section contains the following payment information: 

o Business Unit 
o Customer ID 
o Customer Name 
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o Item ID 
o Line number 
o Entry Type 
o Reason, if required 
o Payment Amount and type of currency 

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. 

 

The Payment History page includes: 

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

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

 

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

• Item 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: 

o Closed 
o Past Due  
o All 
o Disputed 
o Collection 

• The Detail 1 section includes: 

o Line number 
o Item ID 
o Number of Activities relating to the Item ID 
o Business Unit 
o Customer ID 
o Status 
o Terms 
o Entry Type (IN =invoice) 
o Days Late 
o Item Balance 
o Latest Date that any Activity happened 

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. 

 

Past Due information will be displayed for the selected customer. 
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• Item List page fields to note: 

o Item Status is Past Due  

o Line number 

o Item ID 

o Number of Activities pertaining to Item 

o Terms 

o Due Date of invoice 

o Days Late 

o 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. 

 

 

Disputed information will be displayed for the selected customer. 

• 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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The Item List page includes: 

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

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

 

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

• The options to use to adjust the balance include: 

o Exclude Disputed Items 

o Exclude Collections Items 

• 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.  

Released October 27, 2014 (Version 2) 
  Page 52 



 AR-BI4 Billing and Accounts Receivable Viewing Information 

Note: Pay Balance by Credit Card is not being used by the State of MN. 

 

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

• The Aging Categories: 

o 01 Current will display current item information 

o 07 121-365 will display item information within a range of 121-365 days 

• The Count column displays the number of items in that category on the customer’s account. 

• The Amount column displays the total amount of the items in that category. 

o In this example, you will view the current item information. 

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

 

Clicking on the Summary Aging category link will move you to the Item List page. 
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Important fields to note on the Item List page pertaining to items include: 

• Item ID 
• Terms 
• Due date 
• Days late 
• Item 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.  

 

The Customer Aging Chart page displays summary aging information. 
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The Customer Aging Chart page can be used to create an aging chart using the following options: 

• Chart Selection options: 

o Aging Chart by Amount 
o 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: 

• Locate an existing customer account overview 

• 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: 

• Locate aging information for a specific customer. 

• 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: 

• Step 1: Locate aging information for a customer 

• 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. 

1. Navigation Links: Accounts Receivable, Customer Accounts, Customer Information, Customer Aging 

2. Accept the default SetID or enter SetID. Normally the SetID and the Unit is the agency business unit. 

3. Enter Unit. 

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

5. Click the Search button. 

 

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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Customer aging information displayed on the Customer Aging page includes: 

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

• Aging Information section shows the date the aging process was last run 

• Clicking on the Update Aging icon will update the latest aging information and create new current 
balance 

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

• 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 

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

• Customer Aging section shows: 

o Aging Category 
o Aging ID 
o Amount 

• 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: 

• Locate aging information for a specific customer. 

• 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: 

• Locate payment information for a customer using a selected date range 
• 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: 

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

• 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.  

1. Navigation Links: Accounts Receivable, Customer Accounts, Customer Information, Payments 

2. Accept the default SetID or enter a SetID. Normally SetID and Unit is the agency business unit. 

3. Accept the default Unit or enter a Unit. 

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

5. Select the From Date. 

6. Select the To Date. 

7. Click on the Search button. 

 

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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Customer payment information displayed on the Customer Payments page includes: 

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

• From and To Date range selected 

• 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. 

• 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. 

• Payment Details section displays: 

o 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. 

o Deposit ID and Payment ID 

o Accounting Date and Amount 

o 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. 

 

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

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

o Deposit ID 
o Group ID 
o Posted date which reflects the date the payment was posted to the customer’s account 
o Accounting date 
o Payment ID 
o Payment amount 

• The Activity 1 tab displays the following payment information: 

o Business Unit 
o Customer ID 
o Customer name 
o Item ID 
o Bill Line number 
o Type – PY refers to payment 
o Reason if required 
o Payment ID 
o Payment amount 

• The Activity 2 tab displays Purchase Order information, if applicable. 

o The Totals section will display the total amount of the payment applied to the selected item.  

2. To return to the Customer Payments page, close the Item Activity From a Payment window. 

Released October 27, 2014 (Version 2) 
  Page 63 



 AR-BI4 Billing and Accounts Receivable Viewing Information 

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

• Locate payment information for a customer using a selected date range 

• Review payment information for a customer 
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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: 

• Locate customer activity information for a customer 

• 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: 

• Step 1: Locate customer activity information for a customer using a selected range of accounting dates 

• 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. 
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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: 

• Accounting Date in chronological order 

• Item ID 

• Line number 

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

• Entry Reason, if applicable 

• Entry Amount 

• Unit 

1. Click on an Item ID link to drill down to view additional activity information. 
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The Detail 1 page displays showing the following item activity: 

• Customer Relations section to include: 

o Placing an item in Dispute 

o Placing an item in Collection 

• 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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Customer Activity displayed on Activity 2 page includes: 

• Number of Activities for a specific item. Note: Activities including payments and credits, etc.  

• As of Date and Date Posted to customer’s account 

• Group Type including: 

o B – Billing 

o F – Overdue Charges 

o P – Payment 

• Group ID 
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4. Click on the Activity 3 tab. Customer Activity displayed on the Activity 3 page includes: 

• Deposit  ID 

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

• Payment Sequence references the payment row when creating the deposit 

• Document and Document Line include information if applicable. For example, if the item was a credit, 
the original invoice ID would be displayed. 

• Purchase Order and PO Line information if applicable 

 

5. Click on the Activity 4 tab. 

Customer Activity displayed on the Activity 4 page includes Contract information, if applicable. 
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6. Click on the Activity 5 tab. Customer Activity displayed on the Activity 5 page includes: 

• Those who have worked on the items 

• Unpost information: 

• Reason Code and Unpost Reason options to include: 

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

• Voucher ID, if applicable 

Note: Activity 6 tab is not being used by the State of MN. 

 

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

• Locate customer activity information for a customer 

• 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: 

• Customer Account Overview 

• Customer Aging information 

• Payment Activity 

• Customer Activity  
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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: 

• Item List information 

• Item activity from a group 

• 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: 

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

• Use the Item List page to view item information 

• 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: 

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

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

• 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 SetID 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. 
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Step 2: Use the Item 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. 

 

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

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

• Advanced Search link moves you to a search page to include filter options 

• Account Overview link brings you back to the Balances page 

• Row Selection section: 

o Enter a specific range of rows to choose 

o Select All rows/Deselect All rows 

• Item Action section choices include: 

o Reprint Invoice 

o Add conversation 

o Generate Dunning Letter 

• Navigation between pages is available by using the back and forward arrows 

• 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: 

• Select box used to select one or more items to drill down to view additional information 

• Item line number 

• Number of activities performed 

• Business Unit 

• Customer ID 

• Item Status 

• Net Terms 

• Entry Type options include: 

o IN – invoice 
o OC – overdue charge 
o CR – credit 
o RC – refund credit 
o PY – payment 

• Entry Reason (if applicable/required): 

o WOC – write off credit 
o WOD – write off debit 
o REFND – refund 
o NSF – non-sufficient funds 
o FIN – finance charge 
o Due Date 

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

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

7. Click the Advanced Search tab.  
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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. 

 

The Detail 2 page displays item information including: 

• Customer Name 

• People who have worked on an item 
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10. Click on the Detail 3 tab. The Detail 3 page displays: 

• Dispute information 

• Collection information 

 

11. Click on the Detail 4 tab. Detail 4 page displays item information related to account aging (if applicable) 
including:  
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• Original Item Amount 

• Accounting Date 

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

• Pay Method 

• Aging Category 

• Dunning Date 

• 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. 

 

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. 

  

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. 

 

The Detail 1 page displays item information including: 

• Dispute information 

• Collection information 
Note: To view the Detail 1 page directly, navigate to: Accounts Receivable, Customer Accounts, Item 
Information, View/Update Item Information 
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16. Click on the Detail 2 tab.  

 

The Detail 2 page displays item information including: 

• Purchase Order details 

• Contract details 

• 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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The Item Activity page displays item information including: 

• Date Invoice was Posted to the customer’s account 

• 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 

• Item Amount 

• Date Item Payment Posted to the customer’s account 

• 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 

• Deposit ID 

18. Click on the Item Accounting Entries tab. 

Released October 27, 2014 (Version 2) 
  Page 83 



 AR-BI4 Billing and Accounts Receivable Viewing Information 

 

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

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

• Item Activity section information to note: 

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

• Revenue Estimate details including: 

Field Name Field Description 

Status • Gen by BI – original invoice – budget information is held in Billing 
(Good) 

• No Effect – hit a Balance Sheet Account (Good) 
• Processed – perfect (Good) 
• No Item Revenue – Grant GM Journal is not complete/not updated 

collected revenue Budget (Bad) 
• Skip – original Invoice Budget in Error or Not Budget Checked yet. Not 

updated collected Budget (Bad) 
Budget Status • Bypass – (Good) because it hit the Balance Sheet Account 

• Error – (Bad) 
• Not Ckd’d – has not yet been budget checked 
• Valid – (Good) 
• Warning (Good) most likely an FYI that it exceeds budget tolerance 
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• Revenue Estimate Section Information to note: 

o 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: 

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

• Total Debits and Credits  

 

22. Click on the Transaction Amounts tab. 

• 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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23. Click on the Journal Information tab. 

 

• 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. 

 

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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The Line Information page displays the Journal ID and Date posted to the General Ledger (AR side) 
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27. Click on the Document tab. 

• 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. 

• Clicking on the OK button moves you back to the Item Accounting Entries page. 

 

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

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

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

o Add conversations 
o Advanced Search option 
o Drill down feature 
o Item activity details 
o Item accounting entries details 
o Revenue estimate details 
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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: 

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

• 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: 

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

• 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. 

 

Released October 27, 2014 (Version 2) 
  Page 92 



 AR-BI4 Billing and Accounts Receivable Viewing Information 

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 

 

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 Items. 

• 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. 

 

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: 

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

• 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: 

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

• 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, Item Information, Item Activity Summary. 

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: 

• Item ID  
• Line number 
• Days Late 
• Item Status 

The Item Activity section displays Invoice and Payment activity including: 

• Item Balance 
• Entry Type 
• Reason, if applicable 
• Document ID, if applicable 
• Accounting Date 
• Balance 
• Posted Date 

 

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

• Locate an existing single-line item activity summary  

• Use the Item Activity Summary page to view item activity summary for a single-line item 
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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: 

• Item List information 

• Item activity from a group 

• Item 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: 

• Viewing Billing Summary 

• Viewing Billing Details 

• Viewing AR Pending Items 

• Reviewing Accounting Entries by Invoice 

• Reviewing Entries by Journal 

Lesson 2. Reviewing Customer Account Information Topics: 

• Viewing Customer Account Overview 

• Viewing Customer Aging 

• Viewing Payments 

• 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., MN001) 

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 bill 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 BI 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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