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QUICK REFERENCE GUIDE 
November 1, 2019 

Groups Not Set to Post page 
This guide covers how to use the Groups Not Set to Post page to manage pending Items that have not 
been posted to customer accounts by the ARUpdate process. You will search by Business Unit to see all 
pending bills, maintenance worksheets, overdue charges, and transfer worksheets. You will learn how to 
review unposted pending groups, set pending groups to post, and handle groups with errors. 

The Groups Not Set to Post page should be checked regularly to ensure that transactions are posted in 
a timely manner, customer records are correct, and Accounts Receivable reporting is accurate. 

 

Steps to complete: 

• Step 1: Search for Groups Not Set to Post 

• Step 2: Set “Not Posted” Bill Groups to Batch Standard 

• Step 3: Review Bill Groups with Errors 

• Step 4: Review Maintenance Worksheets Not Set to Post 

• Step 5: Review Maintenance Worksheets with Errors 
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Step 1: Search for Groups Not Set to Post 

Navigate to the Groups Not Set to Post page to find groups that are not set to post. This page will 
show all groups that are not set to post, including bills, maintenance worksheets, overdue charges, and 
transfers. 

1. Navigate to the Groups Not Set to Post page by using one of the options below. 

Navigation Options Navigation Path 

Navigation Collection Accounting, Accounts Receivable, Pending Items, left-menu, Groups Not 
Set To Post. 

Navigation Collection Accounting, Accounts Receivable, Process Accounts Receivable, left-
menu, Pending Items, Groups Not Set To Post. 

2. At the Groups Not Set To Post page, enter the search criteria provided below. 

Field Name Field Description 

*Business Unit Accept the default Business Unit or select a different Business 
Unit. 

*Posting Status Accept the default “Never Posted and Error Groups”. 

User ID By default, your User ID is automatically entered. Remove the 
User ID so that the search results will include all unposted groups 
for the Business Unit. 

*Balance Status Accept the default “In And Out Of Balance Groups”. 

3. Click on the Search button. The Groups Not Set to Post section displays entries matching your 
criteria. 

 



 

3 | P a g e - Q u i c k  R e f e r e n c e  G u i d e  

4. Review the information displayed in the Groups Not Set to Post section. Fields are described 
below. 

Field Name Field Description 

Item Dtl You can click on the Item Dtl ( ) icon to open the Group 
Control pages in a new window. These pages are used to view 
error messages, and to set the group to post if, for example, 
“Batch Standard” was not selected for the bill group on the Single 
Action Invoice (SAIP) page. 

Group ID The Group ID assigned to the transaction(s) when they were 
processed by SAIP or the ARUpdate process. 

Type Transactions run through the ARUpdate process in groups. The 
most common group Types include: B (Billing), and M 
(Maintenance). You may also see: F (Overdue Charges), T 
(Transfer), and U (Unpost). 

Origin ID The module where the transaction originated:  
PS_BI = Billing 
PS_AR = Accounts Receivable 

Accounting Date The Accounting Date of the transaction. 

Post Status Post Statuses include: 
-- Not Posted:  
If a Billing Group has a Post Status of “Not Posted”, the group 
must be set to “Batch Standard”. 
If maintenance worksheets have a Post Status of “Not Posted”, it 
could mean the worksheet is in various stages of the process, 
such as awaiting approval. Further review is needed. 
-- Errors: Errors were encountered that need to be resolved. 

Assigned  The User ID for the person who processed the transaction. 

To Be Posted The amount to be posted. 

Currency USD is the currency used by SWIFT. 

5. Proceed to the step indicated below to resolve the posting issue. 

WARNING! All pending bill groups (Group Type B) must be posted since accounting entries have 
been entered in the Billing Module. 

Post Status Step to Follow 

Bills Not Posted Step 2: For bill groups with Post Status of “Not Posted”, proceed 
to Step 2 to set the bill groups to “Batch Standard”. 

Bills with Errors Step 3: For bills with a Post Status of “Errors”, proceed to Step 3 to 
view more detail about the errors and determine next steps. 
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Post Status Step to Follow 

Maintenance 
Worksheets Not 
Posted 

Step 4: For maintenance worksheets with Post Status of “Not 
Posted”, proceed to Step 4. 

Maintenance 
Worksheets with 
Errors 

Step 5: For maintenance worksheets with Post Status of “Errors”, 
proceed to Step 5. 

All Other For all other pending transactions in error, contact the SWIFT 
Helpdesk for assistance. 

Step 2: Bill Groups Not Posted: Set to Batch Standard 

If there are bill groups that have a Post Status of “Not Posted”, it means that “Batch Standard” was not 
selected on the Single Action Invoice Process page. AR staff with the supervisor role can set the group 
of pending items to post by following the instructions in this guide. 

 

Note: The Single Item page can also be used to set pending bills to post and review bills in error. An 
advantage to using this page is that it displays the individual Item IDs included in the pending bill 
groups. You can search by Group ID, Item ID, Customer ID, and User ID. Refer to the Set Pending 
Items to Post on Single Item page guide for instructions. 

1. For each unposted billing group (Type B), click on the Item Dtl ( ) icon in the Search Results. 
The Group Control page displays in a new window. 
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• The Control Totals section displays the Control amount and the number of bills (Count) 
processed in this group. The Group Status section displays the Posting Status “Not Posted” 
and the Posting Action is “Do Not Post”. 

2. Click on the Group Action tab. 

3. Click on the Batch Standard button in the Posting Action section. 
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4. Click on the Save button. The Group Control tab now shows a Posting Action of “Batch 
Standard”. If you receive an error, contact the SWIFT Helpdesk for assistance.  

Note: The items are set to post to the customer accounts the next time the ARUpdate process is 
run. It runs automatically several times a day. It can also be run manually. Refer to the “Run the 
ARUpdate Process” guide for instructions. 

Step 3: Bill Groups with Errors 

Errors can be encountered by the ARUpdate process when processing bills. This is indicated by the 
Posting Status: “Errors”. You will be able to view more information about the type of error that was 
encountered by looking at the Item Dtl (Detail) page. 

 

 

1. For each billing group (Type B) with a Posting Status of “Error”, click on the Item Dtl ( ) icon 
in the Search Results. The Group Control page displays in a new window. The Group Posting 
Status is “Errors”. 

http://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-run-arupdate.pdf
http://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-run-arupdate.pdf
http://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-run-arupdate.pdf
http://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-run-arupdate.pdf
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2. Click on the Pending Item 1 tab to view additional information for the Item in error, including 
the Accounting Date, Item ID, Amount, and Customer. 

 

3. View the Error Code. The most common error codes include: 

Error Code Description 

ACTPD Accounting Period: a transaction has an accounting date in a closed 
period. If you see this error, enter a service desk ticket with the SWIFT 
Helpdesk. If an accounting period needs to be re-opened, your ticket 
will be routed to SWIFT Module Support for assistance. This error may 
occur if an accounting date is entered when a bill is created but the 
bill is not run through the Single Action Invoice process until the 
accounting period is closed. 

COMBO Combo Edit Error: usually means a transaction has incorrect project 
information or a closed project. If the project just needs to be 
reopened, you can resolve this error with the assistance of agency 
staff with security to view and edit projects. 
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Error Code Description 

CUSOM Customer Options Missing: usually means that the customer effective 
date is later than the transaction or the customer is not flagged as a 
Bill To Customer. If you see this error, enter a service desk ticket with 
the SWIFT Helpdesk. 

4. Click on the Error Info button to see more detailed information. In this example, the Error Code 
is “ACTPD” and the Error Info message indicates that the problem is that the Accounting Period 
for the Bill is not open. 

 

 

5. In most cases, you will need to contact the SWIFT Helpdesk for assistance in resolving a Posting 
Error. 

Step 4: Maintenance Worksheets Not Posted 

If there are Maintenance Worksheet groups (Type M) that have a Post Status of “Not Posted”, it means 
that “Batch Standard” has not been selected on the Worksheet Action page. You will need to review 
the worksheet pages to determine next steps.  
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1. To review the maintenance worksheet (Type M) pages, click on the Item Dtl ( ) icon in the 
Search Results. The Worksheet Action page displays in a new window and shows the Posting 
Action selected for the maintenance worksheet. You can also click on the Worksheet Selection 
and Worksheet Application links to view the entries. 

 

2. Review the worksheet and determine the appropriate action. Common examples include: 

Scenario Action 

Unfinished 
Worksheet 

Staff with the role, can finish the maintenance worksheet and set the 
posting action to “Batch Standard” or “Submit for Approval” on the 
Worksheet Action page. (All write-offs and refunds must be 
approved.) 

Worksheet 
Pending Approval  
-or- 
Approval Denied 

Maintenance transactions for write-offs and refunds must be 
approved. 
• If the Posting Action is “Pending Approval”, ensure that the 

approver reviews the transaction and approves or denies the 
request. If the request is approved, the Posting Action will be set 
to “Batch Standard” automatically. 

• If the Posting Action is “Denied”, the requestor may need to 
update the maintenance transaction and resubmit it for approval 
or delete the worksheet by clicking on the Delete Worksheet 
button on the Worksheet Action page. 

Unneeded 
Worksheet 

If the worksheet is no longer needed, it can be deleted by clicking on 
the Delete Worksheet button on the Worksheet Action page. 
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Step 5: Maintenance Worksheets with Errors 

Errors can be encountered by the ARUpdate process when processing maintenance worksheets (Group 
Type “M”). This is indicated by the Posting Status: “Errors”. You will be able to view more information 
about the type of error that was encountered by looking at the Item Dtl (Detail) page. 

 

 

1. Click on the Item Dtl ( ) icon for the maintenance transaction in error. The Group Control 
page displays in a new window. The Group Status section displays the Posting Status “Errors.” 

2. Click on the Pending Item 1 tab to view additional information for the item in error, including 
the Accounting Date, Item ID, Amount, and Customer. 
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3. View the Error Code Common errors include: 

Error Code Description 

ACTOB Account Out of Balance: the debits and credits for the accounting 
entries in a group do not balance (offset). This error can happen when 
one of the items within the partially completed worksheet was closed 
before the ARUpdate process was run. When this error occurs, you’ll 
need to: 
1. Review the worksheet and make note of the Items that are 

referenced, if the worksheet is needed. 
2. Delete the worksheet group by clicking on the Delete Group 

button on the Group Action tab. 
3. Re-enter the maintenance worksheet, if necessary. 
Contact the SWIFT Helpdesk for assistance. 

COMBO Combo Edit Error: usually means a transaction has incorrect project 
information or the project is closed. 
• If a project needs to be re-opened (activated), staff with access to 

the Project Costing module will need to activate the project and 
you’ll need to navigate back to the Groups Not Set to Post page 
to set the transaction to post. The project needs to remain open 
overnight while the maintenance worksheet accounting entries 
post to the General Ledger. 

• If the project information was incorrect, you’ll need to enter a 
service desk ticket with the SWIFT Helpdesk for assistance. 

4. Click on the Error Info button to see more detailed information. In this example, the Error Code 
is “ACTOB”. 

 

• In this example, the group can be deleted on the Group Action tab by clicking on the Delete 
Group button. 
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