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Accounts Receivable WorkCenter

WorkCenters provide a centralized place where you can access frequently used pages, queries,
processes, and reports. Options that you see in the WorkCenter depend on your security roles. You may
see more or fewer options than shown in this guide.

The following Receivables WorkCenter sections are covered in this guide:

e My Work —Resolve Exceptions

o Links -- Access Frequently Used pages

e Queries — Run WorkCenter Queries

e Reports/Processes — Run Frequently Used Reports or Processes

e Monitor — Access the Process Monitor, Query Viewer, and Report Manager

Access the Receivables WorkCenter

1. Navigate to the Receivables WorkCenter as described below.

Navigation Option

Navigation Path

Receivables WorkCenter

Accounting, Accounts Receivable, Receivables WorkCenter.

The Receivables WorkCenter displays with the Item List page opened in the Work Area by default

(right side page).

Scope M = a A

b My Work

Exceptions

Not Run

I Links

Enter Payments

Maintain [tems
Review Payments and Items

and Contact:

F Queries

My Queries

r Reports/Processes

General

[Monitor

Item List ‘ Advanced Search

SetiD | 1001 Q
*Status | Open ~]
Add Conversation
Row Selection

Range

Search Result Totals
Debits
redits
ofal

Selected

Refresh

Item List | Advanced Search

unit [G1001 Q.

.1 SN A

§ Need Help?

Customer | TRNDDODO1 Q
Search Advanced Search
Item Action

Select All Deselect All Selest Action [~

Debit Amount Currency

Credit Amount Currency

Total Amount Currency

Currency
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e Expand the drop-downs in the Left Menu to select WorkCenter options.

e Click on the Hide Menu button to hide the Left Menu.

o Select the Need Help? button to access SWIFT QRG’s and Help Desk contact information
(top right of page).

My Work — Resolve Exceptions

The My Work section contains inquiries that will help you identify transactions with issues that need to
be resolved. These exceptions should be checked regularly to ensure that transactions are posted in a
timely manner, customer records are correct, and Accounts Receivable reporting is accurate.

< Accounts Receivable Receivables WorkCenter

‘Welcome to the Administrative Portal, Boehmer,Barbara K. Sign Out

Scope = N
e . Posting Errors

¥ My Scope 1 row

= My Work
g Detail 1 Detail 2 General
| Exceptions £ i = =5 i
3 Unit Group Type GroupID Business Unit UserID Assigned  OriginlD Entered Date Accounting Date Posting Status More
Posting Errors 1
G1001  Billing 23563 G1001 01159534 01159534 PS_BI 05/03/2019 05/03/2019 Errors >

Deposit Balancing Errors 1

Revenue Estimate Exceptions n

Direct Journal Budget Exce 1

The Exceptions section includes inquires described below. If the inquiry name is greyed out, no journals
were found. If there are results, the number of journals found will be listed next to the inquiry name.
Note: The security role required to view the information is noted in the inquiry description.

Exceptions Inquiry Description

Posting Errors Lists transactions with posting errors, including bills,
maintenance worksheets, overdue charges, and transfer
worksheets. Refer to the “Groups Not Set to Post” guide for
more information about posting errors.

Staff who have the “AR Supervisor” or “AR Specialist” role will
see this option.

Deposit Balancing Errors Lists deposits that are not balanced (Control Amount and/or
Count does not equal Total Payment Amount and/or Count.)
Refer to the deposit entry guides in the Need Help? for more
information.

Staff who have the “AR Payment Processing Accountant” role
will see this option.
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Exceptions Inquiry

Description

Revenue Estimate Exception

Lists AR Items that have failed budget check. Typically,
transactions listed are write-offs of AR Items that have failed
budget check. Write-offs require that a revenue budget exists
for the account code “590001” (Revenue Write-Off) in the
appropriate budget period with the same funding string as the
item being written off.

Staff with the “AR Supervisor” or “AR — Billing Set-up” role will
see this option.

S

Direct Journal Budget
Exceptions

Lists Direct Journal deposits that have failed budget check. Refer
to the “Direct Journal Budget Errors” guide for more
information.

Staff with the “AR Supervisor” or “AR — Billing Set-up” role will
see this option.

When you select an inquiry, the Detail 1 tab displays by default. Select the Detail 2 or General

tab to see additional fields or click on the More button at the end of the line to access the

related page.

< Accounts Receivable

‘Welcome to the Administrative Portal, Boehmer,Barbara K. Sign Out

- &

Scope .
Posting Errors

v My Scope
v

« My Work

Detail 1 Detail 2

Exceptions

Posting Errors

G1001 Billing
Deposit Balancing Errors
Reven

ue Eslimate Exceptions

Direct Journal Budget Exce.. 1

Unit & Group Type GroupID  Business Unit  UserID

23563

[afalvl: @

Receivables WorkCenter

General

Assigned OriginID  Entered Date  Accounting Date  Posting Status More

G1001 01159534 01159534 PS_BI 05/03/2019 05/03/2019 Errors

Note: You should also check
instructions provided below.

for incomplete payment worksheets and deposits using the

Inquiry

Description

Incomplete Deposits

The pages below can be used to search for unfinished deposits:
--Search by Deposit Unit on the Regular or Express Deposit
pages. (Navigation: AR WorkCenter, Links Section, Enter
Payments folder.)

--Run the Incomplete Deposits inquiry. Refer to the “Check for
Incomplete Deposits” guide for instructions.
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https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-dj-correct-budget-errors.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-dj-correct-budget-errors.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-incomplete-deposits.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-incomplete-deposits.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-incomplete-deposits.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-ar-incomplete-deposits.pdf
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Inquiry Description
Incomplete Payments The pages below can be used to search for unfinished payment
worksheets:

--Search by your Business Unit on any of the Apply Payment
Worksheet search pages. (Navigation: AR WorkCenter, Links
Section, Enter Payments folder.)

--Run the Incomplete Payments inquiry. Refer to the “Check for
Incomplete Payments” guide for instructions.

2. To limit the transactions displayed, click on the Filters ( IZI ) icon and complete the Refine
Filter Criteria page.

e The filter options available depend on the exception inquiry selected.

e After entering your filter criteria, select the Done button to apply the criteria or the Cancel
button to return to the list without setting a filter.

e Use the Reset button to remove a filter you have applied.

Cancel Refine Filter Criteria Done
Group Unit | ERIN | Q ~
Group Type | = V| Q
GroupID | = v Q
Business Unit | = V| Q
Customer ID | = v Q
ltemID | = v Q
ltem Line | = & Q
Sequence | = V| Q
Assigned UserID | = V| Q,
AR Update Error Co... | = ™ Q v
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Links -- Access Frequently Used pages

The Links section includes links to frequently used pages.

¢ Accounts Receivable Express Deposit m ﬂ n

le Links ~ print | NewWindow | Help | B A
Express Deposit
Enter Payments e
Enter any information you have and click Search. Leave fields blank for a list of all values.
Regular Deposit
. Find an Existing Value Add 2 New Value
Express Deposit ‘ 9 |
* Search Criteria
Complete Payments ~
Maintain ltems Use Saved Search: [~]
v
Review Payments and Items o Deposit Unit [= [<] T a
Customer and Contacts " Deposit 1D | begins win |
e UserID | begins with %] Q
_ Assigned Operator ID | begins with [v] Q
My Queries
v .
Ocase Sensitive
~ Reports/Processes
— a
General ~ | SEEH ‘ Clear | BasicSearch [ Save Search Criteria  Delete Saved Search

Expand the folders listed below to access the pages:

o Enter Payments: Regular and Express Deposit pages.
e Complete Payments: Payment Worksheet and Accounting Entries pages.
e Maintain Items: Maintenance Worksheets pages.

e Review Payments and Items: Account Overview, Item List, View/Update Item Details,
Conversations, Owner Action List pages.

e Customer and Contacts: Customers and Contacts viewing and entry pages.

Queries — Run WorkCenter Queries

Queries have been selected to display in the My Queries section.

e When you select a query, the parameter page displays on the right where you can enter
parameters and run the query.

e You can also access the Query Viewer page to run your favorite queries or to search for any
available query. The page is available in the Monitor folder under the Reports/Processes

section.
< Accounts Receivable Express Deposit m E B
I* Queries ~ M_AR DEPOSIT DJRNLS_DETAIL - Direct JRNL Deposits Detail
My Queries v Deposit BU
From Accounting Date i}
Direct JRNL Deposits Detail
To Accounting Date i}
Listing of all Deposit Totals View Resuts
_ Agey Agey PC
., Deposit Acctg B Payment GL Fi Sub SW ) s
Ditect Joutnal Budget Erors n Rom it 5™ Typm Bank Accourt 59 Receee Entred Uner Line Seq % D account (T8, Funt 245 S, Cont Cout Agpropin B Projct Actiity Coegory “Fonc”
List of Incomplete Deposits
All activity by customer
Deposit Detail For AR Items o
< >
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Reports/Processes — Run Frequently Used Reports or Processes

The Reports/Processes section provides links to frequently used reports and processes.
Expand the folders listed below to access the pages:

e General: Request Receivable Update (ARUpdate) process, Request Refund Item, and Payment
Detail report pages.

e Customer Interactions: Customer Statements, Overdue Charges, Conversations, and Dunning
Letter pages.

< Accounts Receivable Request Receivables Update

‘Welcome to the Administrative Portal, Boehmer,Barbara K. Sign Out
My Queries

v A Hep |

- ReportsiProcesses Request Receivables Update

Enter any information you have and click Search. Leave fields blank for a list of all values.
General
Request Receivables Update Find an Existing Value | | Add 2 New Value
Request Refund ltem ¥ Search Criteria

Request Payment Predictor Run Control ID | begins witn|v]

Condition Monitor
Create Rev Est Transactions m

Payment Detail

Ocase sensitive

‘ search Clear | BesicSeach [ Saves:

Customer Interactions
Monitor
Process Monitor
Report Manager

Query Viewer

Monitor — Access the Process Monitor, Query Viewer, and Report
Manager

The Monitor folder under the Reports/Processes section (shown above) provides access to the Process
Monitor, Report Manager, and Query Viewer.
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