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PURPOSE AND DESCRIPTION

The Receivables Processing Job Aid is used to illustrate the processes of manually entering receivables, interfacing
externally sourced receivables, posting receivables, and maintaining receivables using the Maintenance
Worksheet.

The following icons are depicted throughout this document to bring special attention to additional information,
key points, and warnings.

Icon Description Purpose
N . . . Provides more information on the fields highlighted or
/ﬁ\ Additional information gnie
selected on the screenshot.
£ Key Points Explains the purpo.se/lmpo.rtance of a particular
field/option.
& Warning Provides any critical information for critical fields.

ENTERING ONLINE RECEIVABLES

In the activity below, the process of manually adding pending items directly into the Receivables application is
illustrated. When all pending items have been entered, the action that the system will perform on group of
pending items is selected in the Group Action tab.

1. Navigate to: Accounts Receivables > Pending Items > Online Items > Group Entry

Click Add a New Value tab and click Add.

i,i e The values displayed in Group Unit and Group ID fields are system-generated and can be left
unchanged.
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Use the Group Control page to enter Accounting Date, Group Type, Origin ID, Currency, and Control
Totals.

Group Control Pending ltem 3 Accounting Entries Group Acdtion

Group ID NEXT

*Accounting Date 12022014 [#1

*Group Type B @, ilBilling Currency.

*Origin |0 OBILL L oniine il Control USD @ Format ]

Control Totals Control Data

[ Control 1.000.00 *Count 2 ] *Received 02/23/2015 |[if *Entered 03/23/2015 i
Entered 000 Count 1 Posted
3‘ Difference 1,00000 Count -1 Assign TIE\HUSEI‘JB'\" User Trainlserd®
Posted .00 Count o

Group Status
Accounting Entries Mot Balanced

Do Mot Post

Edit Status Edited
Balanced Mo
Posting Status Not Posted

Posting Action

[ Save ||=] Motify s Add || %] updste/Display

Group Control | Pending ltem 1 | Pending Item 2 | Pending Item 3 | Accounting Entries | Group Action

\\é e The Control Total is total dollar amount of pending items.
S e The Control Count is the total number of pending items.
e The control amount must match the entered totals amount.

Select the Pending Item 1 tab to enter information about the pending items, such as Item ID, Business
Unit, Customer, Amount, and Currency.

Group Unit US001

Rate Type |

Group Control Pending Item 1 Fending ltem 2 Fending [tem 3 Accounting Eniries Sroup Actior

Group ID NEXT

W Revalue Flg

Group Conftrol | Pending ltem 1 | Pending Item 2 | Pending tem 3 | Accounting Entries | Group Action

Entry Event

MNew Window | Help | Persaonalizy

Pending ltem Entry Find | View All First ‘& 10f1 &' Last
*Acctg Date 04/M15/2013 ] [’:‘.s Of Date |04/15/2013 1!]] Sequence
*ltem ID 1832 Line Copy Line X
4
"Business Unit US001 4, {Customer USADS J] SOUTHEAST -
subCust1 SOUTH @, SubCustz |ATL @
l Amount 50,000.00 l 'Eurlen:yl_l_'_
(CEntry Type[in =] Reason [SALES L',] *AR Dist |AR @,

Exchange Rate = Attachments (0
Payment Terms
Terms MET30 Q@ Due Daleli Due Days
Disc nmll— Disc Harel— Disc Days
Disc Amt1 ’7 Disc Date 1 Ii r Always Allow Discount
Reference Information
PO Ref PO Line BOL
Order Ho Document Line item
Contract LCID Case No
SPID
[ Save | [=] Motity & Add | #] Update/Display

Click + (Add Row) to enter another pending item to Group Entry.

3
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/e\ o In the Accounting Entries tab, Entry Type and Reason determine how accounting entries are
created and how they are carried through posting. They are also used as identifiers.

TTET YOO | T ETSOTTaNTS T a0 e
Group Control Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action
Group Unit 50500 Group ID MNEXT

Accounting Entries Find | View All First'* 10f1 " Last

Item ID Line Entry Type CR Reason STNRD

5. Bus. Unit 50500 Customer
Amount 0.000 Currency
Accounting Entries Incomplete Display Totals Z @
Currency

Currency

[5] Save | [=] Motify £ Add || %] Update/Display

Group Control | Pending ltem 1 | Pending ltem 2 | Pending ltem 3 | Accounting Entries | Group Action

Select the Group Action tab to specify the action that the system will perform on the group of pending

items.
Mew Windao

Group Control Pending tem 1 FPending Item 2 Pending |tlem 3 ACCounting gntrles

Group Unit LIS001 Group ID MEXT

Entered 04/15/2013 Status Do Mot Pos

sroup Actions Posting Action Accounting Entry Actions

Balance [ﬂ.cnon: Baich Standard ] Ok Craate Entries

Delete Graup Delete Entries

|5 Sawe | =] Mofify =% Add | & Update/Display

Group Conirol | Pending ltem 1 | Pending [tem 2 | Pending ltem 3 | Accounting Enfries | Group Action

In the Posting Action section, select Batch Standard from the drop-down menu and click OK. The Pending
Item Group will be posted on the next scheduled job run.

e Batch Standard — flags the group for posting the next time a standard scheduled batch job runs

INTERFACED RECEIVABLES

Through the interface process, you are able to group external pending items and identify errors during posting.
Receivables loaded in error from external systems will need to be updated and adjusted in that external system.

Interfacing data will automatically load into Receivables through the Load AR process.

The following process steps illustrate viewing and posting receivables imported through interfaces.
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1. Navigate to Accounts Receivables > Pending Items > External Items > Group Entry

{

Q
m
dh

Enter available information and click Search.

Group Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Group Unit: = - E-DE{IEI ._j‘
2. Group D: begins with 2
User I0: begins with ‘:‘
Assigned Operator ID: begins with '.3‘
Crrigin 10 begins with -
Entered Date: = - El
Posting Status: = - -

D Case Sensitive

Clear Basic Search |_E1 Save Search Criteria

Review details in the Group Control page of external billing.

TIEw viinaow | Help | Persong
Group Control Eending ltem 1 Fepnding ltam 2 Pending tem 3 ACcounting Entries Sroup Actior
Group Unit US001 Group ID 10 View Audit Logs
*Accounting Date [07/12/2000 |
"Group Type B R Billing Currency
*Origin ID [PS_BI @, Billing Control -, *Format |USD -,
Control Totals Control Data
Control 46,200.00 *Count 2 *Received (07/12/2000 [ *Entered [07/12/2000 |
Entered 0.00 Count 1 Posted
Difference 46 200.00 Count 2 Assign ABROWN |, User SAMPLE
Posted 0.00 Count 0
3.
Group Status
Edit Status Mot Edited Accounting Entries Balanced
Balanced Mo Posting Action Do Mot Post
Posting Status Mot Posted
[F] save | [@ Retumto Search ||[[=] Notify
Group Confrol | Pending ltem 1 | Pending ltem 2 | Pending tem 3 | Accounting Entries | Group Action

e The Control Total is total dollar amount of pending items.
e The Control Count is the total number of pending items.
e The control amount must match the entered totals amount.
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Select the Group Action tab to specify the action that the system will perform on the group of pending
items.
™
Group Confrol Pending item 1 Fepding ltem 2 Pending Jtem 3 Accounting Enirles ‘ Group Action ‘
Group Unit U200 Group ID 10
Posting Status Batch Priorit
Group Actions Posting Action Accounting Entry Actions
4. - o
Balance Do Mot Post reate Enfries
Delete Group Balch Priori
[ Batch Standard ]
[F] Save |[[E* Returnto Search | [Z] Motify
Group Control | Pending ltem 1 | Pending Item 2 | Pending ltem 3 | Accounting Entries | Group Action
In the Posting Action section, select Batch Standard from the drop-down menu and click OK. The Pending
Item Group will be posted on next scheduled job run.

MAINTAINING RECEIVABLES USING MAINTENANCE WORKSHEET

A maintenance worksheet is a workspace for offsetting items, write-offs, or adjustments to manage posted items.
Maintenance worksheets are used to:

e Refund an item with a credit balance.
e Create a new refund item for a credit remaining from maintenance tasks.

In the steps below, the processes of creating a Maintenance Worksheet and using the Worksheet Application to
specify the action to take on selected items in the worksheet are illustrated.

Step Action

Navigate to: Accounts Receivables > Receivables Maintenance > Maintenance Worksheet > Create

1.
Worksheet
Select the Add a New Value tab and Enter Worksheet Business Unit. Click Add.
Create Worksheet
FEind an Existing Walue Add a New Value
2.
Worksheet Business Unit: 50500 @,
Worksheet ID: MNEXT
Add
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The Worksheet Selection tab is used to enter customer and item information to appear on the worksheet.
Enter Customer ID, Business Unit, and add as many rows as necessary to build the worksheet.

Worksheet Selection Worksheet Matches

Unit 50500 WorksheetID NEXT

Customer Criteria

*Customer Criteria Customer Reference Find | View All First ‘4 1 of 1 (ldast
3. foe 8 (o] =
CustiD a Business Unit 2

Name
Remit SetiD Remit From ID
Corporate SetiD Corporate ID
Rate Type @, Acctg Date 03/24/2015  [H
MICR 1D Link MICR

Scroll to the bottom of the page and click Build under the Worksheet Action section.

Worksheet Action

a [ Build ] Clear

Worksheet Selection

Use the Worksheet Application page to:

1. Offsetitems
2. Create write-offs
3. Adjust posted items
4. Refund a credit
Worksheet Application
5.
Unit 50500 Waorksheet 1D 1 Currency
ltem Action Row Selection
Entry Type - Choice 5
Reason @, Range
T Group View
Balance




