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Run the Payment Detail Report 
The guide covers how to run the Payment Detail Report. This report provides detailed information for all 
payments in a deposit (direct journal and AR Item) for the time period specified in the report 
parameters. 

Step 1: Enter the Payment Detail Report Parameters 

1. Navigate to the Payment Detail report parameters page using one of the option below. 

Navigation Options Navigation Path 

Navigation Collection Accounting, Accounts Receivable, Review Payments and Items, Review 
Payments, Payment Detail. 

WorkCenter Accounting, Accounts Receivable, left-menu, Reports/Processes section, 
General, Payment Detail. 

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

3. Complete the Payment Detail parameter page as described below. 
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Field Name Description 

From Date and To 
Date 

Enter the date range to include in the report. 

Deposit Unit Enter the Deposit Unit (same as Business Unit). 

Amount Type Accept the default “Base Curr” value. 

User ID Optionally, enter a User ID to limit the report to deposits 
entered by this person. 

Deposit ID Optionally, enter a specific Deposit ID. 

Posting Status You will most likely select “ALL” to see all deposits in the report. 
Options include: 
ALL 
Complete 
Not Posted 
Partial 

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

 

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

6. Click on the Process Monitor link. The Process List page displays. Refresh the page until the 
Run Status = Success, and the Distribution Status = Posted. 
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7. Click on the Report Manager link located under the Refresh button. 

8. On the Report Manager page, select Administration tab. 

9. To view the report, click on the Payment Detail link in the Description column. A pdf of the 
report displays in a new window. 

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

Note 

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

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

https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-payment-status-codes.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-payment-status-codes.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-payment-status-codes.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-payment-status-codes.pdf
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