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A. Introduction

Advanced Accounts Receivable

Welcome to the Advanced Accounts Receivable Introduction section! This section
contains the tools needed to learn the concepts and proceduresinvolved in
Advanced Accounts Recelvable.

Goal To understand the theory and definitions involved in Advanced Accounts Receivable
processing.

Participant
Objectives At the end of this section you will be ableto

1. Understand the concepts of advanced accounts receivable processng
2. Undergtand the flow chart of Accounts Recaivable

PHOENIX - STATE OF GEORGIA SECTION 1: INTRO TO ADVANCED AR 1‘1
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B. Business Processes

PARTICIPANT GUIDE

Activity

)

LECTURE

Materials
[E&:
GUIDE LIBRARY

Relevant Business Processes:

Thereis no relevant business process for this section

1- 2 secTion 1: INTRO TO ADVANCED AR
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C. Exercises

Exercise 1 — Discuss Advanced A/R Concepts and Flowchart

Scenario:  Discuss Advanced Accounts Receivable Concepts and Fowchart.

Step 1 The main underlying concepts for Advanced Accounts Receivable Introduction are
listed below:

Accounts Receivable Concepts

Accounts Recelvable Data Flow

Expected An understanding of the main concepts involved in Accounts Receivable.
Results:

PHOENIX - STATE OF GEORGIA SECTION 1: INTRO TO ADVANCED AR 1‘3
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Exercise 1 (Continued)

Step 2

Expected
Results:

Read and discuss the following brief introductions for the main underlying concepts and
review the data flow diagram:

Receivables are entered in the Online Pending Item entry pands. When thisdatais
entered, it is consdered to be a pending item. During AR Update (overnight
processing) the pending item when posted becomes an Item. Note: These item groups
are posted to the AR sub-ledgers, not to your General Ledger. This posting action
updates the customer’ s balance within AR, it does not update your genera ledger. The
GL ledgers are updated through a process known as Journa Generator.

Direct Journd is designed to bypass payment gpplication and send cash directly to the
generd ledger — amethod suited to payments that do not pay items.

AR items and payments may be corrected/changed before and after an item is posted
and payment agpplied. The Advanced Accounts Receivable classwill consst of severd
processes for correcting pending items, items, and payments. During this class, wewill
ddete a pending item group before overnight processing, change a customer on an item,
correct an item set up in error, Place a payment amount on account, and perform
severd different functions/actions on a Direct Journd. We will also, Reverse Revenue
posted to an incorrect budget year and perform a Write off function.

An understanding of the Accounts Receivable underlying concepts.

1‘ 4 SECTION 1: INTRO TO ADVANCED AR PHOENIX - STATE OF GEORGIA
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D. Summary and Review

PARTICIPANT GUIDE

Activity

W

LECTURE

Materials
R | |
GUIDE REVIEW

Objectives Review:

1. Define and discuss the concepts of Advanced AR Processing
2. Define and discuss the flowchart of Accounts Receivable processing

1- 6 SecTioN 1: INTRO TO ADVANCED AR
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I ntroduction to Advanced AR

’ Congratulations! 'Y ou have just completed the Introduction to Advanced Accounts
Receivable processing section. This section contained the tools needed to learn dl the
concepts and proceduresinvolved in Advanced Accounts Recelvable processing.

Participant
Objectives  You should be ableto

1. DiscussUnderstand Advanced AR processing
2. DiscussUnderstand Flowchart of AR processing.

PHOENIX - STATE OF GEORGIA SECTION 1: INTRO TO ADVANCED AR 1‘7
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A. Introduction

[tems

9

Wecometo the Items section!  This section contains the tools needed to learn dl the
concepts and proceduresinvolved in Itemsin PeopleSoft.

Goal The god of thistopic isfor the participants to acquire the skills and knowledge
necessary to perform processes associated with items.

Participant
Objectives At the end of this section you will be ableto

Correct Customer on Posted item

Reverse Didtribution/Reason code on posted item
Delete pending item group

Correct item balance

Correct Duplicate item error

s owbdpE

PHOENIX - STATE OF GEORGIA SECTION 2: ITEms 2-1
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B. Business Processes

PARTICIPANT GUIDE

Activity Materials

W

LECTURE

ER:

GUIDE

e

HANDOUT

Rdevant Business Processes:

ARO002 — Entering Recelvables

ARO003 — Budget Checking

ARO0O05 — Receivable Update

ARO013 — SpeedTypes

ARO016 — Reason Codes

ARO018 — Record Grant Encumbrance and Earned Revenue

2- 2 SECTION 2: ITEMS
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C. Exercises

Exercise 1 - Delete pending item group before over night processing

Scenario:

Note:

Y ou have entered a pending item group for Sam’s Club and decide that it was entered in
error. Your god isto delete the pending item group.

Pending item groups must be deleted prior to overnight processing. After a pending item
goes through the AR Update process, it becomes an item. Item maintenanceis handled
differently.

Pending items are processed by the Receivable update program and are used to cregte
or update posted item and item activity information. They are either entered by a user
online or are interfaced from an externd system.

Once pending items are in the system, they are posted during the Receivable update
process, which updates the customer balance. If there are problems posting, the pending
itemsin error are not posted, and the user returns to the pending item entry panelsto
correct whatever errors were found.

A vaiety of maintenance options are provided for open items once they are posted with
the receivables system. In this section, we will perform corrections and changes to items

(pending/items).

Step 1

Expected
Results:

Sdect: Go = Manage Sdes Activities=» Enter Receivables

The Enter Receivables window displays.

Step 2

Expected
Results:

Sdect: Use = Online Pending Item Entry =» Group Control =» Update/Display

A didog box displays.

Exercise 1 (continued)

PHOENIX - STATE OF GEORGIA SECTION 2: ITEMS 2-3
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Step 3

Expected
Results:

Enter or select the following:

Group Unit: 46200

Group ID: 722XX

(Replace XX with the number assigned to you by your instructor)
Click: OK

The Group Control pand displays.

Step 4

Expected
Results:

[Eroup Action

Click: I to proceed to the Group Action panel.

. Delete Group
Click: ‘

Enter Receivables - Use - Online Pending Item Entry

File Edit View @o Favoribes Use Process Inquire Report  Help

Blg@x| alae slel 5= 2= @lel-] *lelsle]]

Group Conkral I Pending Ikem 1 | Pending Item 2 I Pending Item 3 | Accounting Entries  Group Action I

=10l |

| Group Unit: 4200 Group 1D: T2

-Posting Action
= hodction

€ Post Now
{7 Post |ater

rAccounting Entry Actions

-Posting Actions
| Do Hot Post |

-Group Actions

Balance

Delete Group | Post How | Delete Entries

Post Later |

[FrSTAGE  |Group Action [Update/Display A

The delete group message displays

2- 4 SEcTION 2: ITEMS
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Exercise 1 (continued)
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Step 5 Y ou will recaeived this message
x|
@ Delete thiz group? [E030,15]
Mo Explain
Sdect: Yes
Expected The group isdeleted and dl dataiis grayed out.
Results:
Exercise completed.

PHOENIX - STATE OF GEORGIA
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Exercise 2 - Correct duplicateitem error

Scenario:  Group 724X X (Replace XX with the number assigned to you by your instructor)
did not post. Y ou will need to determine the reason for the error and correct it. Once
the error is corrected, set the group to post later.

Note: Asyou enter pending items online, the system checks your data and issues an error
message if it fals one or more system edits. Inthis way, the system prevents two types of
user errors. Entering information that isn't vaid or leaving arequired fied blank.

Y ou can receive error messages at thefidld leve or the pand levd. Edits a thefidld leve
prevent you from moving beyond afield as soon as you enter invaid data or try to leave
arequired field blank. Pandl level edits catch these errors as well as errorsthat involve
multiple fields. These edits are not gpplied until the user presses Save.

The most common edit errors encountered when entering pending items are;
Accounting Period Not Open: The pending item accounting dete fals within an
accounting period that is not open. Changeit so that it fallsin the open period for the
Business Unit.

Duplicate Item: Theitem id has been posted dready, and the system will not alow
duplicate entry of itemid's. If the pending item is redly a duplicate entry, change the
control totals on the Group control panel and delete the duplicate entry from the Pending
Item 1 pand. If it'san incorrect item ID, change the ID.

Step 1 Sdect: Go = Manage Sdes Activities = Enter Receivables = Use = Online Error
Correction = Group Control

Expected A didog box displays.

Results:

Step 2 Enter or sdlect the following:
Group Unit: 46200
Group ID: 124X X

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected The Online Error Correction pane displays.
Results:

2‘ 6 SECTION 2: ITEMS PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

MARCH 2003

Step 3 Notethe Err Flag of theentry: Dup Item

Click: Select
Expected The group is selected.
Results:
Step 4 Note that the Errors radio button is on the Posting Status group box.

Enter Receivables - Use - Online Pending Item Entry

File Edit View @o Favoribes Use Process Inquire Report  Help

=10l |

vl g@x Ao slel 5= 2= @lel-] *lelvsls]]

Group Cantrol |Pending Ikem 1 I Pending Item 2 I Pending Item 3 I Accounting Entries I Group Actian I

| Group Unit: 4200 Group 1D: 24

Acctg Date: II]5:"23!2I]I]2

Group Type: B Billingz Control Currency: USD
Ongin 1D: tda M rANLIAL Format Currency: sk
Totals Control Data
Control: 150.00 1 Received: ||]5.|’29!2|]|]2 Assign: |FN|NSI]2 ﬂ
Entered: 150.00 1 Entered: |U54’2932|][|2 Operator: FMINS0Z2
Difference: 000 0
Posted: 0.00 o ||k Pake
rEditing Balance Accounting Entries————— Posting 5Status— Posting Action—
= Edited = Balanced = Balanced £ Mot Posted = foAction
£ Hiot Edted € ot Balanced " hotBalanced = Emors £ PostMaow
" Complete " Post Later
[FrsTAGE  |Group Control |UpdateDisplay a4

Expected The Posting Status displays with the Error radio button sdected.
Results:

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL
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Exercise 2 (continued)

Step 5 Compare your Pending Item 1 Sequence 1 pand to the panel shown below.
Note: Error Flag: Duplicate Item
" coter Receivables - se - Onlne Error Correction il
File Edit View @Go Favoribes Use Process Inquire Report  Help
gle®@X Boe slel 5= g8 el el ]|
Group Control - Pending Tkem 1 |Pending Item 2 I Pending Item 3 I fccounting Entries I iEroup Action I
| Group Umt: 46200 Group 1D: 724 |
Acctg Date: Il]51'29!2l]l]2 Az OF Date: Il]5129.f2l]l]2 Sequence: 1 ;I
Item 1D: I@ I 1
Customer: |4B2I]I] ﬂ |NEELYI:!]HP ﬂ | | NEELYCORF
Amount: I 150.00| USD  Entry Type: ||N ﬂ Reason- :
ARDist  [ARMISCOZ q
Rate Type: | + Exch Rate: | 1.00000000 P
Terms: INET3U ﬂ Due Date: I Due Days: I
Disc Amt: I Disc Date: I Disc Days: I
Dizc Amt 1: I Dizc Date 1: I [T Always Allow Discount
PO Ret: | | BOL: | Order No: |
Document: I I Contract: I j
[FrsTAGE  |Pending Item 1 |Update/Display A
Expected If the pandl matches, continue to the next pand. |If these eements do not match, review
Results: the steps and consult your Ingtructor.
Step 6 . Group Action .
& Click: p—l to proceed to the Group Action pand.
Click: Reverse BCM button
Expected The Group Action pand displays.
Results:
2- 8 SECTION 2: ITEMS PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Step 7 Compare your Group Action pand to the pand shown below.

Enter Receivables - Use - Online Error Correction

: =101 x|
File Edit Yiew Go Faworites Use Process  Inguire Report  Help

Ble(®(x| Elael slel == S=] 2] *[e|s |

Group Contral I Pending Ikem 1 I Pending Item 2 I Pending Item 3 I fccounting Entries  Group Action I

| Group Unit: 46200 Group 1D: 24

-Posting Action
% Mo dotion

€ Pozt Now
) Post [Later

-Group Actions

-Posting Actions

~Accounting Entry Actions——————

Reverse BCM

[FMTRMS |Group Action |Update/Display A

Expected The group of itemswill be ready for correction.
Results:

PHOENIX - STATE OF GEORGIA SECTION 2: ITEMs 2-9
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Exercise 2 (continued)

Step 8 Y ou will recelve amessage that says Application Completed
Click: “OK”
x

@ Application Completed

Y ou will recelve amessage that says Budget Check Successful
Click: “OK”

Budget Check Process (9320,10) x|

Q Budget Check Successtul. [3320.11]
1

k. I Explain

Expected The Group Control pane displays.
Results: Note: Thisbudget reversal action creates entries exactly opposite of the
original entry that was made.

2-10 secTion 2: ITEMS PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Pending Item 1
Step 9 Click: m to proceed to the Pending Item 1 pand.

Expected The Pending Item 1 panel displays.
Results:

Step 10 Compare your Pending Item 1 pand to the panel shown below.
Note the Error Flag and Message.

Enter Receivables - Use - Online Error Correction -0l x|

File Edit View @o Favoribes Use Process Inquire Report  Help

glg@(x |as e 5= g8 kel *lelsl]]

Group Control  Pending Tkem 1 |F‘ending Itam 2 I Pending Item 3 | Accounting Entries I aroup Action I

| Group Unit: 4200 Group 1D: F24m |
Acctg Date: [IEEESERIIPE Az OF Date: IU5IZS.~'2I]I]2 Sequence: 1 ;I
ltemID:  [423 [
Customer:  [46200 ﬂ |[NEELYCORP ﬂ | | MEELYCORP

Amount: I 150,00 USD  Entry Type: IlN il Reason: |41 0y ﬂ
AR Dist: AFIMIS[:I]E Emor Flag:  Duplicate ltem
Rate Type: I ﬂ Exch Rate: I 1.00000000 [T Fasted

Terms: INET3U ﬂ Due Date: I Due Days: I
Disc Amt: I Dizc Date: I Disc Days: I
Disc Amt 1: I Dizc Date 1: I [ Always Allow Discount

PO Ref: | BOL: | Order No: |
Document: I Contract: I j
IFMTRNE [Pending Ttam 1 [Update/Display A
Expected The Error Flag displays an error related to a duplicate item.
Results:
PHOENIX - STATE OF GEORGIA SecTion 2: imems 2-11
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Exercise 2 (continued)

Step 11 Enter the following:
Item ID: 423XX
(Replace XX with the number assigned to you by your instructor)
Expected A unique Item ID is assgned.
Results:
Step 12 Click: Sl el I to proceed to the Group Action pand.
Click: Post Later |
Expected The group of itemsis et to podt later and dl fields in the panel are grayed out.
Results:
2- 12 section 2: ITEMS PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Check
Results
Step 13 Compare your Pending Item 1 Sequence 1 pand to the panel shown below.
=
File Edit “iew Go Faworites Use Process  Inguire  Report  Help
ele@X| aas sle 5= g8 @lel] #elvull]]
Group Control  Pending Tkemn 1 |Pending Item 2 I Pending Item 3 I Accounting Entries I Eroup ction I
| Group Unit: 46200 Group 1D: F24m |
Acctg Date: |U53294’2UU2 Az OF Date: |U5329:"2UU2 Sequence: 1 ;I
Item 1D: |EEIE] I 1
Customer:  [46200  +| [NEELYCORP  +| | | NEELYCORP
Amount: I 150,00 USD  Entry Type: ||N ﬂ Reason: I-‘“ m7 ﬂ
AR Dist: ﬂ Emor Flag:  Duplicate ltem
Rate Type: I ﬂ Exch Rate: I 1.00000000 [T Fosted
Terms: INET3|] ﬂ Due Date: I Due Days: I
Disc Amt: I Disc Date: I Dizc Days: I
Disc Amt 1: I Disc Date 1: I [ Always Allow Discount
PO Ref: | | BOL: | Order Mo: |
Document: I I Contract: I j
IFMTRMNE [Pending Ttem 1 [Update/Display A
Expected If the panel matches, continue to the next pand. If these dements do not match, review
Results: the steps and consult your Instructor.
PHOENIX - STATE OF GEORGIA SEcTION 2: TEMs 2-13
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Exercise 2 (continued)

Step 14

Expected
Results:

Compare your Group Action pane to the panel shown below.

Enter Receivables - Use - Online Error Correction ) i [m] |

File Edit View @Go Favoribes Use Process Inquire Report  Help

sle@x| aaE slel 5= 2= elel] *elslz]|

iGroup Contral I Pending Ikem 1 I Pending Item 2 I Pending Item 3 I fccounting Entriss  Group Action I

| Group Umt: 46200 Group 1D: F24m

-Posting Action
) Mo dotion

€ Post Now
¥ Post | ater

-Posting Actions rAccounting Entry Actions

| Do Hot Post |

-Group Actions

Balance

Delete Group

Delete Pending ltem

Post MNow

Delete Entries

Post Later

IFMTRNE |Group Action

|Update/Display o

The pand matches. Congratulationd!

If these dements do not match, review the steps and consult the Instructor.

Exercise completed.

2-14 secTion 2: ITEMS
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Exercise 3 - Change Customer on posted Item

Scenario:  You have entered an item with the incorrect customer (Nava Camp). Your god isto
close the receivable with the incorrect customer while creating a receivable with the
correct customer (Oxford).

Note: Y ou may use the same Item ID on this entry asthe origina entry.

Step 1 Sdect: Go = Manage Sdes Activities=» Enter Receivables

Expected The Enter Receivables window displays.

Results:

Step 2 Select: Use =» Online Pending Item Entry =» Group Control = Add

Expected A didog box displays.

Results:

Step 3 Enter or select the following:

Group Unit: 46200
Group ID: NEXT
Click: OK

Expected The Group Control pand displays.

Results:

PHOENIX - STATE OF GEORGIA SEcTION 2: ITEMs 2-15
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Exercise 3 (continued)

Step 4 Enter or sdlect the following:
Acctg Date: Today’s Date
Group Type: B (Billing) — Default Value
OriginID: MAN (Manud) — Default Value
Control Currency: USD — Default Value
Control Amount: $0
Control Count: 2
Recelved: Today’s Date
Entered: Today’s Date
Expected Correct data entry
Results:
Step 5 Toenter acredit to reducethereceivable item that was set up to the incorrect
customer:
. Pending Item 1 | .
Click: ——— 1 to proceed to the Pending Item 1 panel.

Enter or sdect the following:

Acctg Date: Today’s Date

Asof Date Today’s Date

Item ID: 9876XX

(Replace XX with the number assigned to you by your instructor)
Line Number: 1

Customer: NAVAL CAMP

Amount; $-825

Entry Type: CR

Reason: 41017

AR Digt: ARMISCXX (XX = Budget Y ear)

Expected Correct data entry
Results:

2-16 SEcTiON 2: ITEMS PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)

Step 6 To enter the second item (for a different customer): Thisentry will apply the
customer to the correct receivable.

Click: ﬂ on the tool bar to insart arow.
Enter or sdect the following:
Item ID: 9876XX

(Replace XX with the number assigned to you by your instructor)
Line Number 1

Customer: OXFORD

Amount; $825

Entry Typee DR

Reason: 41017

ARDig: ARMISCXX (XX = Budget Y ear)

Expected Correct data entry
Results:

Step 7

[Eroup Action

Click: I to proceed to the Group Action pand.

Click: Balance

Expected The pending items baance.

Results:
If the items do not balance, make corrections and perform this step again before moving
on to the next step. |f you cannot balance the entries, ask the Instructor for assistance.
Step 8 The Group ID is assgned after the panel group has been saved. If aGroupisin

baance, the system will automaticaly save the pand group.

Record the Group ID below. Thisinformationwill be used in Exercise 5.
Group ID:

Expected The group ID isrecorded.
Results:

PHOENIX - STATE OF GEORGIA SECTION 2: 1TEMs 2-17
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Exercise 3 (continued)

Step 9

Click: Post Later |

Expected The group of itemsis set to post later and dl fidds in the pand are grayed out.
Results:

Check
Results

Step 10 Compare your Group Control panel to the pand shown below.

Eaber Redesabies - Uee - Dafise Pendig [hem By al2] x|

Fle BR Y G0 Fawpeles ke Procesr [noues  Aepot Help

wlomx| o] el Bim| ] el el ]

Grcaps Conbied | panding T 1 | Panding 1ten 2| Panding tan 1 | Accantrg Bt | wioup sctien |

Bazug Ak 4EN Erorep B0 ™

Acelg Dol [IPRRPIE

[ETERE B BN Canitnol Cusenicy LE0

gy B0 (Y1) ANLAL Fremal Cusency (1]
T olate ALl [ala

Comiiol | ik F] Flogaived  [0SAA00F  Assige ﬁﬂhhi _i-l
Emeiod nm 2 Ealwred NSAFHNLE  Dgerster  FMTRHED
Delteencn: i1} 1]

Proakat i o Fral Date:
£ diding E e Accoenting Exlinc Pading S latur Pucing Actizn
(o & & =y £

& oy & r '

r i

FHIEFR Group Canbrod wod

Expected If the pand matches, continue to the next pandl. If these dements do not match, review
Results: the steps and consult your Ingtructor.
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Exer cise 3(continued)

MARCH 2003

Step 11 Compare your Pending Item 1 Sequence 1 pand to the pand shown below.
Eaber fedeswsbies - Upe - Dafine Pending lbem Babey =18] %
I R | fs:fsuglgl ol | #|elald |
Groupconticl  Pandng e 1 | parding tten 2 | Pancg ttan 3 | scoaintirg Ertrins | oo action |
Fasug 1wl JEAE Sromp Bk (=
Aoely Date DETFRIFITH PR T T Sequesas R
Mo D[ROV [ 1
R T | e | m—
Amemi: [ WS SO Eveplme [0 4] Awsssn (U017
anow (IS +f
o [ 4 Evoa rane: [ 1 Bdumnos | [ i
Toes T 8| oo i -
sl [ becfale [ DiscBes [
it [ BweBee® ] 7 Abeays A Discoust
PoRe | 0 | B | Dides Mo |
G B - "
Expected If the pand matches, continue to the next pand. If these dements do not metch, review
Results: the steps and consult your Instructor.
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Exer cise 3(continued)

PARTICIPANT GUIDE

Step 12 Compare your Pending Item 1 Sequence 2 pand to the panel shown below.
Eaber fedeswsbies - Upe - Dafine Pending lbem Babey =18] %
I R | fs:fsuglgl ol | #|elald |
Groupconticl  Pandng e 1 | parding tten 2 | Pancg ttan 3 | scoaintirg Ertrins | oo action |
Fasug 1wl JEAE Sromp Bk (=
ety Doty REIFOTE f M Diate BRFTERR0E S
Mo D[ROV [ 1
Cuctsmar: 46200 | [FORD o N | DFRD
Amumi: [ W8 SO Eveplmpe OR 4] Awsssn (0017
anow (IS +f
R e | |
O e O -
womat 1 [ Beebaten ] Abeays Al Dissoust
PoRe | 0 | B | Dides Mo |
e 1 e
Expected If the panel matches, continue to the next pandl. If these eements do not match, review
Results: the steps and consult your Ingtructor.
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Exercise 3 (continued)

Step 13

MARCH 2003

Compare your Group Action pand to the pand shown below.

Esiet Rl eevahies - Lse - Onfise: Pendag (hem Gatry

Fie B Yew 50 Favoiles I]"A_ Piocess [noued  ARpoit  Help

el o] e 2lm] =] ol | #lelal |

Sroup cortiol | Randig s 1 | Parding e 2| Pencig ftan 1 | icosintrigEnire Group Aekion |

Bazug Ll 4EXN) Eroep B e - ]

i8] >

F octng Actisn
N

-

3

Eezup Artizne

Mfizeoentng Exlip fduzlisne

Dot Gaivap |

Expected

The pand matches. Congratulationd

Results:

FHTFRE Graup fcbian Fd

If these elements do not match, review the steps and consult your Ingtructor.

Exercise completed.
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Exercise 4 - Correct item posted to incorrect Distribution/Reason Code

Scenario:  You have entered an item and posted it to the incorrect distribution/reason code. Y our
god isto reverse the posted item and re-enter the item to the correct distribution/reason
code.

Note: Y ou may use the same Item ID/Line # on this entry asthe origind entry.

Step 1 SHect: Go = Manage Sdes Activities = Enter Receivables

Expected The Enter Receivables window displays.

Results:

Step 2 Sdect: Use =>» Online Pending Item Entry =» Group Control = Add

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:

Group Unit: 46200
Group ID: NEXT
Click: OK

Expected The Group Control pand displays.

Results:
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Exercise 4 (continued)

Step 4 Enter or sdlect the following:
Acctg Date: Today’s Date
Group Type: B (Billing) — Default Value
OriginID: MAN (Manud) — Default Value
Control Currency: USD — Default Value
Control Amount: $0
Control Count: 2
Recelved: Today s Date
Entered: Today’s Date
Expected Correct data entry
Results:
Step 5 Toenter acredit to reducethe item that was posted to the incorrect

distribution/reason code;

Pending Item 1 |

Click: to proceed to the Pending Item 1 pand.

Enter or sdect the following:

Acctg Date: Today’s Date

Asof Date Today’s Date

Item ID: 10120XX

(Replace XX with the number assigned to you by your instructor)
Line Number: 1

Customer: GLOBE

Amount; $-1250

Entry Type: CR

Reason: 41017

AR Digt: ARMISCXX (XX = Budget Y ear)

Expected Correct data entry
Results:
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Exercise 4 (continued)

Step 6 To enter the second item for posting to the correct distribution/reason code
(same customer):

Click: @ next to the Line number to insart arow for a second line item.

Enter or select the following:

Acctg Date: Today’s Date

Asof Date: Today’s Date

Item ID: 10120XX

(Replace XX with the number assigned to you by your ingtructor)
Line Number: 1

Customer: GLOBE

Amount; $1250

Entry Type: DR

Resason: 31001

AR Digt: AR79995X X (XX = Budget Y ear)

Expected Correct data entry
Results:

Step 7

raup Action

Click: I to proceed to the Group Action pand.

Click: Balance

Expected The pending items baance.

Results:
If the items do not balance, make corrections and perform this step again before moving
on to the next step. If you cannot balance the entries, ask the Instructor for assistance.
Step 8 The Group ID isassgned after the panel group has been saved. If aGroupisin

baance, the system will automaticaly save the pand group.

Record the Group ID below. This information will be used in Exercise 5.
Group ID:

Expected The group ID isrecorded.
Results:
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Exercise 4 (continued)

Step 9
Click: Post Later |
Expected The group of itemsis set to post later and dl fields in the pand are grayed out.
Results:
Check
Results
Step 10 Compare your Group Control panel to the pand shown below.
Eaber g e sbiies - Lse - Do Pendivg ILem Babey =18 %
Fle B Sew G0 Fawsdiies ke Piocess [noues  Aeport Help
i ] wle] @je] S sl ] el |
Grcup Conrel | pandng s 1 | Pending item 2 | Pending ftan 3 | Accantirg Eririas | ‘Gocp Action |
Gocup Lt 46200 BnmpiD. 3N
Aol Dale:  ISPRIPOITE,
[EETERE B ElnE ool Cussenioy L&D
Dy B0 [ E ] MAHLAL Froomal Cussncy (1]
mr [ e[ 7| Motawee [ e T 4]
'E::ﬂa-t . 23 : Estoros  [DRZZE00E  Ogerser  FUTANAS
ﬁ:':'"' b Pl Dt
E:-q ir:-:u .*n&:_l'-qillli-: I";:I.'lggld.ul P;nﬁ-ghm«
raEe Graup Canbred Ficd
Expected If the panel matches, continue to the next pand. If these e ements do not match, review
Results: the steps and consult your Instructor.
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Exercise 4 (continued)

Step 11 Compare your Pending Item 1 Sequence 1 pand to the pand shown below.
Eaber fedeswsbies - Upe - Dafine Pending lbem Babey =18] %
I R | fs::sugg R
Groupconticl  Pandng e 1 | parding tten 2 | Pancg ttan 3 | scoaintirg Ertrins | oo action |
fosug Lt JEAN Gromp Wk 1 i)
Aoely Dote. EHFERF00H A M Diate IR FIEOB0E Sequesas |-
e 10 (non e |_1
Cuctsmar: 46200 »| [LOBE o N | Gicks:
Ameumi: [ 2600 SO Evep e [0 4] Awsssn (0017
anow (A o
T Evoa rane: [ 1 Bdumnos | [ it
T T s P B e |
L N - |
womat 1 [ Beebaten ] Abeays Al Dissoust
PoRe | 0 | B | Dides Mo |
e B . "
Expected If the pand matches, continue to the next pand. If these dements do not match, review
Results: the steps and consult your Ingtructor.
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Exercise 4 (continued)
Step 12 Compare your Pending Item 1 Sequence 2 pand to the pand shown below.

stz e e phics - Lse - Oaise Perbivg ILem Gaby ald] =

Fie Ed Wew 0o Fawodles loe Pocess Do Aeport Hep

e ol wle mim| @l o) #lelsl ]

Greupcontiel - Pandng ke 1 |pmdnq||m:|pn-iqum1|mmm|-aumm|

Bazug Ll 4EXN) Browp Mk a0

Bl Doty [ETRRTRITE 4s D4 Dhai (S5 FEEIRRE Sequasan 2=l
B | T =g | 2
Custemer: 45200 o [GLOBE s K | Gikckn
Amast: [ 126000 LSO Eney Tppe OA 8] Awazen  [30000 s
mowe [ o]

FLplir Tpse I_ﬂ Excl fane | 1 suveoene | [
Tmes:  MET30 s o O | DusBaye |

O s —

womatt [ Bwebamt [ [ Abesys Alow Dissoust
PORe | 0000 | | Pm [ Dides Mo |

Drecumenl: I—I_ Coshact I—

FHTFRE Ferdng 1tami L Fd

Expected If the panel matches, continue to the next pand. If these eements do not match, review

Results: the steps and consult your Ingtructor.
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Exercise 4 (continued)

Step 13

Compare your Group Action pand to the pand shown below.

Esiet Rl eevahies - Lse - Onfise: Pendag (hem Gatry

Fie B Yew 50 Favoiles I]"A_ Piocess [noued  ARpoit  Help

el o] e 2lm] =] ol | #lelal |

Sroup cortiol | Randig s 1 | Parding e 2| Pencig ftan 1 | icosintrigEnire Group Aekion |

Bazug Ll 4EXN) Eroep B ]

i8] >

F octng Actisn
N

-

3

Eezup Artizne

Mfizeoentng Exlip fduzlisne

Dot Gaivap |

Expected

The pand matches. Congratulationd!

Results:

FHTFRE Graup fcbian Fd

If these elements do not match, review the steps and consult your Ingtructor.

Exercise completed.
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Exercise 5 - Correcting an Item

Scenario:  Anitem for Oxford Millsin the amount of $950.00 was entered in PeopleSoft in error.
The customer never owed the amount. This should not to be confused with awrite-off,
which would be authorized by the Audit Department and entered in a different panel
group in PeopleSoft. Y our god isto reverse the item by entering a credit memo.

Note: Resear ch should be conductedto confirm that the actual item, itemline# and
Reason/ Digtribution code information isthe proper data to be corrected.

Step 1 Sdect: Go =» Manage Sdes Activities=>» Collect Receivables

Expected The Collect Receivables window displays.
Results:

Step 2 Sdect: Inquire 2 =» All Item Information =» Item Status

Expected A didog box displays.
Results:
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Exercise 5 (continued)

Step 3 Enter or sdlect the following:

Busness Unit: 46200
Customer ID: OXFORD

[tem ID: 3456X X
Item Line 1
Click: OK

Note: View theitem Balance, Reason Code, Distribution Code

Collect Receivables - Inquire 2 - All Item Information o [m] |
File Edit “iew Go Favorites Use Inguire 1 Inguire 2 Report  Help

Blg[8lx| alwE| slel S| A= @lel=] 2|l

Item Status |Item Activity I Ikem Accounking Entries | Related Conversations I

Unit: 46200 Cuztomer: O=FORD Status: Open
Item ID: IBE 1  MHame: Cwford Millz Dapsz Late: -2

rItem Information

Acctg Date: 08S2242002 ntry Type: [N A7 Order No:
Balance: 95000 USD AR Dist: @ Contract #:
Bl Unit:

Due Date: 0B/21/2002 Due Dayps: [T &lways Sllow Discount
Terms: MET30 Dizc Daps: Analyst: JaR
Discount Amount: Collector: JAR
Digscount Amount 1: Sales: JaR
Ag OF Date: 05/22/2002 Posted: 05/22/2002 Bill of Lading:
[ Collection Document:
[ Dizpute PO Ref:
[FRSTAGE  [Ttem Status |Update/Display A

Expected The Item Status pand displays.
Results:
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Exercise 5 (continued)

Step 4 Item Activity

Click: to proceed to the Item Activity pand.

Collect Receivables - Inquire 2 - All Item Information i o ]

File Edit “iew iGo Favorites Use Inguire 1 Inguire 2 Report  Help

glg@x EaE slw == A5 2] +|¢|¢+|g||

Item Status  Ikem Activity | Item Accounting Entries | Related Conversations I

LInit: 46200 Cuztomer: O=FORD Status: Open
Item ID: e 1  Hame: Owford Millz Days Late: 22
‘ Balance: 550,00 USD ‘
~ltem Activity LI
SEequUEnce: 1 Acctg D ate: 05/22/200: Posted Date: 052242002
Entry Type: IM Reason: 1My Youcher 1D:
Document: Amount: 950,00 USD
Group 1D: 4E200 719 Bilingz

|FNSTAGE  [Ttem Activity |Update/Display )
Expected The pand matches. Congratulations!
Results: If these dements do not match, review the steps and consult your Instructor.
To begin the correction process:
Step 5 Sdect: Go = Manage SdesActivities = Enter Receivables
Expected The Enter Receivables window displays.
Results:
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Step 6 Sdect: Use =>» Online Pending Item Entry =» Group Control =» Add
Expected A didog box displays.
Results:
Step 7 Enter or sdect the following:
Group Unit: 46200
Group ID: NEXT
Click: OK
Expected The Group Control pand displays.
Results:
Step 8 Enter or sdect the following:
Acctg Date: Today’s Date
Group Type: B (Billing) — Default Value
CriginID: MAN (Manud) — Default Value
Control Currency: USD — Default Value
Control Amount: -$950
Control Count: 1
Received: Today’s Date
Entered: Today’s Date
Expected Correct data entry
Results:
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Exercise 5 (continued)

Step 9 Toenter the Credit Memo to negate original item entry.
. Pending Item 1 ,
Click: m to proceed to the Pending Item 1 pandl.

Enter or sdect the following:

Acctg Date: Today’s Date

Asof Date: Today’s Date

Item ID: 3456X X

(Replace XX with the number assigned to you by your instructor)
Line Number: 1

Customer: OXFORD

Amount: $-950

Entry Type: CR

Reason: 41017

AR Digt: ARMISCXX (XX = Budget Y ear)

Expected Correct data entry
Results:

Step 10

Group Action

Click: I to proceed to the Group Action pandl.

Click: Balance

Expected The pending items baance.
Results:
If the items do not balance, make corrections and perform this step again before moving
on to the next step. If you cannot baance the entries, ask the Ingtructor for assistance.

Step 11 The Group ID is assgned after the panel group has been saved. If aGroupisin
baance, the system will automaticaly save the pand group.

Record the Group ID below. This information will be used in Exercise 5.
Group ID:

Expected The group ID is recorded.
Results:
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Exercise 5 (continued)

Step 12
Click: Post Later |
Expected The group of itemsis set to post later and al fiddsin the pand are grayed out.
Results:
Check
Results
Step 13 Compare your Group Control panel to the pand shown below.
Eaber g e sbiies - Lse - Do Pendivg ILem Babey =18 %
Fle B Sew G0 Fawsdiies ke Piocess [noues  Aeport Help
w0 e ] s sdelo] #lelald |
Grcup Conrel | pandng s 1 | Pending item 2 | Pending ftan 3 | Accantirg Eririas | ‘Gocp Action |
Gocup Lt 46200 Bruep B0 b}
Aol Dale:  ISPRIPOINE
[EETERE B ElnE ool Cussenioy L&D
Dy B0 [ E ] MAHLAL Froomal Cussncy (1]
emr [ W[ 7| Retawee e e T 4]
'E::ﬂa-t . 5&23 ; Estoros  [DRZZE00E  Ogerser  FUTANAS
ﬁ:':'"' b Pl Dt
E:-q ir:-u .hn&:_l'-qi-hi-: I";:h.uﬁld.uu P;nﬁ-ghm«
raEe Graup Canbred Ficd
Expected If the panel matches, continue to the next pand. If these dements do not match, review
Results: the steps and consult your Instructor.
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Exercise 5 (continued)

Step 14 Compare your Pending Item 1 Sequence 1 pand to the panel shown below.

by Redesyshicg - Upe - Daline Pendig I0em Esbey =8| x|

Fie B Yew 50 Favoiles I]"A_ Piocess  [noued  ARpoit  Help

i | wel @] alE| olel] e ]

Greupcontiel - Pandng ke 1 |pmdnq||m:|pn-iqum1|mm|-aumm|

Bazug Ll 4EXN) Browp Mk (==

Aoely Dote [EREIRIE s 14 Dhai (S PRI Sequemas P |
L1 S T [ 1
Custemer: 15200 #| [F0RD s K | TFOFD
Amust: [ 908 USD EnepTpe [ 8] Awazen  [0T017 8
FLiln Tise I_ﬂ 1 PR EEETHTETIN o
Tmes:  MET30 s Desliale | DusBaye |
sl [ beefaele | Dischex [
wodat 1 [ BeeBaet ] [ Alesyw dlow Distoust
PoRst | 2000 | | Bow: [ Dides Mo |
Decamerntt | | Cosiest | EI

FHTFRE Ferdng 1tami L Fd

Expected If the panel matches, continue to the next pand. If these eements do not match, review
Results: the steps and consult your Ingtructor.

Note: Ingtructor will run the AR Update processin order to see theresult of thisentry.

Exercise completed.
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D. Summary and Review
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Activity Materials
W ||
LECTURE GUIDE

ek

REVIEW

Objectives Review.

SIS I

Correct Customer on Posted Item

Reverse Digtribution/Reason code on posted item
Delete pending item group

Reverse incorrect receivable balance

Correct duplicate item error

Discussthefollowing questions:

Lo

What pane group would you correct a Duplicate item error on?

2. If you have entered a baance on an item in error- What maintenance type entry

would you make to bring the baance to zero?
What' s the firgt step in doing any corrective type action?
Whereisthis research done? What Menu item?

> w

5. If you wait until overnight processing occurs, can you delete a group?
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ltems

'. Congratulations! 'Y ou have just completed the Items section. This section contained the
tools needed to learn dl the concepts and procedures involved in Items.

Participant
Objectives  You should be ableto

Change Customer on Posted item

Reverse Didtribution Code/Reason Code error
Delete pending item group

Correct an Item

Correct duplicate item error

s owdNE
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A. Introduction

Payments

9

Wecome to the Advanced A/R Payments section!  This section contains the tools
needed to learn dl the concepts and procedures involved in processing
Advanced A/R payments in PeopleSoft.

Goal The god of thistopic isfor the participants to acquire the skills and knowledge
necessary to perform processes associated with processing payments in PeopleSoft.

Participant
Objectives At theend of this section you will be adleto

Delete a Worksheet

Correct payment to incorrect bank account
Correct Revenue posted to incorrect Budget Y ear
Complete partidly posted Direct Journa

Correct Direct Journa not posted

Correct Direct Journa when buttons are grayed
Déeete Direct Journa prior to overnight processing

Noahs~swbdE
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B. Business Processes

PARTICIPANT GUIDE

Activity Materials
W Fd | | <22
LECTURE GUIDE HANDOUT

Rdevant Business Processes,

ARO002 — Entering Recelvables
AR003 — Budget Checking
ARO0O05 — Receivable Update
ARO013 — SpeedTypes
ARO016 — Reason Codes

ARO018 — Record Grant Encumbrance and Earned Revenue
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C. Exercises

REGULAR DEPOSITS
Exercise 1 - Placing Amount on Account

Scenario:  Your agency hes received acheck in the amount of $5,125.00 from Vulcan
Materids that is unidentified. Y our god isto place this amount on account for this
custome.

Note: The Audit Department has approved only one Reason code for entry of all
“On Account” entries. Use Reason Code 19610.

Concepts — On Account

The On Account (OA) feature alows users to gpply overpayments or unidentified payments
received from a customer to their account. An On Account transaction should be viewed asa
temporary placement of funds until an item isidentified to apply the payment to or adecisonis
made to return funds, if appropriate. When placing a payment On Account in the worksheet
gpplication, the user is prompted to enter a Customer 1D, Item ID, Entry Reason and Amount.
The Entry Reason sdlected istied to a digtribution code in the Item Entry Typetable. Cashis
debited from a user selected bank detail while setting up the deposit and the account chartfield
designated by Auditsin the digtribution codeis credited. The Item is a negative open item in AR.
It will remain open until further action is taken againg it. Once a determination of where the
money placed On Account should be applied, a negative deposit entry will close the open item
and a new deposit needs to be entered to record to gppropriate item.

FSSwill set up one reason code and distribution code for Entry Type OA for each business unit.
Business unitswill provide FSS with afund, organization code and project code. The account
(196120) and program (68098) are designated from the Audit Department.

Step 1 To place an amount “On Account”, the user mugt first set up the deposit.
Sdect: Go=>»Manage Sdes Activities? Apply Payments

Expected The Apply Payments window displays.
Results:
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Exercise 1 (continued)

Step 2 Sdlect: Use=»Regular Depost Entry =» Totals = Add

Expected A didog box displays.
Results:

Step 3 Enter or select the following:

Deposit Unit: 46200

Deposit ID: 71502XX

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected The Totas pand displays.
Results:

Step 4 Action #1 isto select the banking detail and total amount to be placed “On
Account”

Enter or sdect the following:

Acctg Date: Today’s Date
Bank Code: 1100
Bank Account: 1000
Deposit Type: C
Control Currency: usD
Control Amount: $5125.00
Control Count: 1
Recelved: Today’s Date
Entered: Today’s Date
Expected Correct data entry
Results:
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Exercise 1 (continued)

Step 5 This pand containsentry of individual checksin the batch.
Click: | to proceed to the Payments pandl.

Fayments

Enter or sdect the following:

Payment ID: 5325XX

(Replace XX with the number assigned to you by your instructor)
Amount: $5125.00

Customer ID: VULCAN_MAT

Business Unit: 46200

Expected Correct data entry
Results:

Step 6 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 1 (continued)

Step 7 Thispand indicatesthat your control group and payment entries balance.
. Action .
Click: _l to proceed to the Action panel.
Veify the falowing:
Status: Badanced
Expected Theinformation is verified.
Results:
Step 8 Compare your Deposit Control pand to the panel shown below.
=
File Edit Yiew Go Faworites Use  Inguire Report  Help
gl e[@x| ElEE e = G5 Blel] ®e]4E] |
Tatals |F‘ayments I Action I
| Unit: 46200 Deposit 1D: T1E0&E
Acctg Date: Control Currency: 5D
Bank Code: |1 100 ﬂ W' achovia Format Currency: UsD
Bank Account:  [1000  #| 0007016574 Rate Type: | |
Deposit Type: C Feceipts Exch Rate: I 1.00000000
~Totals -Control Data
Control: I 5.125.00 1 Received: Iﬂﬁf‘l 042002
Entered: 5.125.00 1 Entered: Iﬂﬁf‘l 0/2002
Difference: 0.00 0 Posted:
Posted: 0.00 0 Aszign To: IFNINSI]2 ﬂ
Journalled: .00 0 Operator: FHIMSOZ
IFMTRMNE [Totals |add A
Expected The Deposit Control panel displays.
Results:
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Exercise 1 (continued)

Step 9 Compare your Payments pand to the panel shown below.
™ nepy Payments - Use -Repulr DepositEntry -loix
File Edit View Go Favoribes Use Inguire Report Help
slg@X alaE| slel 5= 8] elel] *elslz ]|
Totals  Payments |F\ctiu:un|
| Unit: 46200 Deposzit 1D: 1008 Deposzit Status: Balanced |
Seq Papment ID Acctg Date Amount Cummency Hate Type Exchange Hate ;I
(I 5325:2% [06210/2002  [5.125.00 {usp ﬂ | ﬂ | 1.00000000
" Payment Predictor [” Journal Directly [” Range of References
1D AUnit: [VuLCAN_MAT ﬂ [46200 ﬂ | ﬂ | ﬂ L)
Hame: WULCAM MATERIALS
Remit From: WLILCAM_MAT 46200
Corporate: WULCAM_MAT 46200
MICR ID- I ﬂ Link MICH | j
Reference: I ﬂ I I ﬂ ;I
[FrTRMNE  |Payments |Add A
Expected The Payments pand displays.
Results:
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Exercise 1 (continued)

Step 10 Compare your Group Action pand to the pand shown below.
ol x|
File Edit View Go Favoribes Use Inguire Report Help
Ble®@x| ElaE| slel 5= 2= elel] *lelslz ||
Tikals I Payments Action I
Init: 46200 Deposit 1D: 7150
Statuz:  Balanced Date: 06042002
-Deposzit Actionsz
Delete |
[FuTRME  laction [add P
Expected The Group Action pand displays.
Results:
Step 11 Action #2 -Build a worksheet in order to apply the“On Account” payment:
Sdect: Use=>» Worksheet Selection
Expected A didog box displays.
Results:
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Exercise 1 (continued)

Step 12 Enter or sdlect the following:

Depogit Unit: 46200
Depost ID: 71502XX
(Replace XX with the number assigned to you by your instructor)

Apply Payments - Use - Worksheet Selection

File Edit View Go Favoribes Use Inguire Report Help

=10l |

gle®X| alael 5l 5= g5 slel] #lelslz ||

Worksheet Selection I

| Unit: 46200 Deposzit 10: 71008 Papment I1D: 5325

Deposzit Status: MHaone Applied Workzheet Date: Items:

Payment Status:  |dentified Payment Amount: 512500 UsD [~ Payment Predictor

D ‘

"worksheet Action
ID/Unit:  [VULCAN_MAT ﬂ|4B2l]l] ll

Hame: YULCAM MATERIALS
Clear
| WULCAM_MAT 46200

Remit:

-Customer Criteria Corporate:  WULCAM_MAT AE200

IEustomel Items j MICE ID: I ﬂ Link MICR |

£

-Reference Criteria

INune j Reference: I ﬂ I I

L EIE

|AII Customers j
IE:mct Match j j
w
IFMTRNE [workshest Selection [Update/Display 4

Expected The Worksheet Selection pand displays.
Results:

Step 13 Build

Click;: ———— 1 to build the workshest.

Expected The Worksheet Application pand displays showing the built workshest.
Results:
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Exercise 1 (continued)

Step 14 Select Action: On Account

Compare your Worksheet Application pand to the panel shown below.

Apply Payments - Use - Worksheet Application & IEllil

File Edit Yiew Go Faworites Use  Inguire  Report Help

alg@x| Elaa| 5E 5jE] g5 @lkel=] #e sl

Worksheet Application |

| Unit: 46200 Depozit 1D: T1508x Payment 1D: BA2E Seq: 1 Cumrency: USD |

Action: val Mew | Sort Scroll: Iltem v| Dizplay: Iz ﬂﬁurt All: |Item v|
Sel Amount Type IIPI:I vl Discount Customer ITerms vI

Amount: 512600 Remaining: 12600 Unearned: 000 Returned: Ormo0aofd

Selected: 0.00 Discount: 0.00 Earned: 0.00

Adjusted: 000 Write OFf: 000 E E
IFMTRME |W0rksheet Application |U|:n:|ate,|'Disp|ay o

Click: M to indicate the new item for this customer
Expected New worksheet item dialog box appears.
Results:
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Exercise 1 (continued)

MARCH 2003

Step 15

Expected
Results:

Diaog box appears.

Mew Worksheet ITkem

Business Unit: I-IIEEI]I] ﬂ

Entry Beaszon: |1 9610 ﬂ

Customer ID:  [VULCAN_MAT |
SubCustomer 1: | |
SubCustomer 2: | Kl
Item ID: [DAxK

Entiy Type: DA

Cancel

x|
_ Carcel |

Document 1D: I

Amount: I

5125.00

Enter or Sdect the following:

Item ID: OAXX

(Replace XX with the number assigned to you by your instructor)

Entry Reason: 19610 (Clearing Account 10)
Amount: $5,125.00
Click: OK

A new worksheet is created.

PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

Step 16
cick B toSsaveworkshest.
Il x
File Edit View Go Favoribes Use Inguire Report Help
SR EENEE R EENE R R ]
Worksheet Application |
| Unit: 46200 Deposzit 1D: F18050 Payment 1D: RIZEG Seq: 1 Currency: USD|
Action: IPayment j I Sort Scroll: Iltem v| Display: Iz_ﬂ Sort All: |Item v|
Sel Amount Item 1D Type IPI] vl Discount Cugtomer W - ;I
v 1 |—5_.1 2500 USD DA Fis @ |_| WULCAN, 46200
Amount: 512600 Hemaining: 0.00 Unearned: 000 Heturned: Otolofl
Selected: 000  Discount: 0.00 Earned: o.an
Adjusted: 12500 Write DFf- 0.00 E E
[FMTRME [wiorkshest Application |Update/Display 4
Expected Upon the Save action, the new item is created and placed on the Customer’ s account.
Results:
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Exercise 1 (continued)

Step 17 Sdect: Use=>Worksheet Action
Expected The Worksheet Action pand displays.
Results:
Step 18 Click: _FostLater | ;4 st the payment to post.
=T
File Edit Yiew Go Faworites Use  Inguire Report  Help
SR EEEEEEEEEEE A )
Worksheet Action |
| Unit: 46200 Deposit ID: 715050 Payment ID: 532544 Entered: 08/10/2002
-Posting Status
€ Hodohion
€ Pozt Now
{= Post [Later
“Worksheet Actions——— Posting Actions rAccounting Entry Actions
Delete Worksheet | Do Hot Post i
Delete Fapment Group | Post How |
Pozt Later |
IFMTRMNE [worksheet Action |Update/Display A
Expected The Worksheet Action pand displays.
Results:
Exercise completed.
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Exercise 2 — Multiple Customers on a Wor ksheet

Scenario:  Your agency has received a check in the amount of $6100.00 from the Homdand
Security Defense fund. This check should be gpplied to three different customer
accounts. Your god isto goply this check to the different accounts.

Customer ID — GEMA ($2100)
Customer ID — Public Safety ($2000)
Customer 1D — Nationd Guard ($2000)

Step 1 Sdect: Go=>Manage Sdes Activities® Apply Payments

Expected The Apply Payments window displays.
Results:

Step 2 Sdlect: Use=»Regular Deposit Entry =» Totals = Add

Expected A didog box displays.
Results:

Step 3 Enter or select the following:

Deposit Unit: 46200
Deposit ID:  NEXT

Click: OK

Expected The Totds pand displays.
Results:

3- 14 SecTioN 3: PAYMENTS PHOEN X - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE MARCH 2003

Exercise 2 (continued)

Step 4 ACTION #1I1STO SELECT THE BANKING DETAIL AND TOTAL AMOUNT OF CHECKSIN
THE BATCH.
Enter or sdlect the following:
Acctg Date: Today’s Date
Bank Code: 1100
Bank Account: 1000
Deposit Type: C
Control Amount; $6100
Control Count; 1
Recelved: Today’s Date
Entered: Today’s Date
Expected Correct data entry
Results:
Step 5 Thispanel containsentry of individual checks/customers in the batch.
Click: AT | to proceed to the Payments pandl.
Enter or select the following:
Payment ID: 1546X X
(Replace XX with the number assigned to you by your ingructor)
Amount; $6100
Customer ID: GEMA
Business Unit; 46200
Expected Correct data entry
Results:
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Exercise 2 (continued)

Step 6 To enter the second customer 1D:
Place cursor in customer 1D field:

Click: ﬂ on the tool bar to insart arow.
Enter or sdect the following:

Customer: PUBLICSAFE
Business Unit: 46200

Expected Correct data entry
Results:

Step 7 To enter thethird customer 1D:
Place cursor in cussomer I1D fidd:

Click: *& on thetool bar to insert arow.
Enter or sdlect the following:

Customer: NATGUARD
Business Unit: 46200

Expected Correct data entry
Results:

Step 8 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 2 (continued)

Step 9 This pand indicatesthat your control group and payment entries balance.
. Action .
Click: _l to proceed to the Action panel.
Veify the falowing:
Status: Badanced
Expected Theinformation is verified.
Results:
Step 10 Compare your Deposit Control pand to the panel shown below.
" Aoy Payments - Use - Repular DepositEntry S i
File Edit View Go Favoribes Use Inguire Report Help
Bl @@x| alaE| vlel 5(=] A=) @lkel] *lelvsll]]
Tatals |Payments I fction I
| Unit: 46200 Deposit 1D: 35
Acctg Date: Control Currency: sh
Bank Code: |1 100 ﬂ Wachovia Format Currency: s
Bank Account:  [1000  #| 0007016574 Rate Type: | |
Deposit Type: C Receiptz Exch Rate: I 1.00000000
~Totals rControl Data
Control: 6.100.00 1 Received: IUBH 772002
Entered: £.100.00 1 Entered: Il]Bﬂ 72002
Difference: 0.00 0 Posted:
Posted: 0.00 ] Agzign To: IFNTHN21 ﬂ
Journalled: 0.00 0 Operator: FHNTEM21
[FutRME  [Tokals [add A
Expected The Deposit Control panel displays.
Results:
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Exercise 2 (continued)

Step 11 Compare your Payments pand (first customer)to the pane shown below.
-ioix]
File Edit Yiew Go Faworites Use  Inguire  Report Help
Bl @l@x| ElaE sle 5= g5 @lel=] #elvull]|
Totals  Payments | action |
| Unit: 46200 Deposit 1D: 35 Deposit Status: Balanced |
Seq Payment ID Acctg Date Amount Cunmency Rate Type Exchange Hate ﬂ
1 [154BxX {08/17/2002  |6.100.00 [usD ﬂ | ﬂ | 1.00000000
[ Payment Predictor [ Journal Directly [ Range of References
1D /Unit: [GEMA] +| 46200 a] ] 3] |
Hame: GEMA ]
Remit From: GEMA 46200
Corporate: GEMA, 46200
MICR ID: I ﬂ Link HICH | LI
Reference: I ﬂ I I ﬂ ;I
[FMTRMNE  |Payments |Add A
Expected The Payments pand displays.
Results:
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Exercise 2 (continued)

Step 12 Compare your Payments panel (second customer) to the panel shown below.

Apply Payments - Use - Regular Deposit Entry . E |EI|1|

File Edit View Go Favoribes Use Inguire Report Help

slg@X alaE| slel 5= 8] elel] *elslz ]|

Totals  Payments |F\ctiu:un|

| Unit: 46200 Deposzit 1D: 35 Deposzit Status: Balanced |
Seq Papment ID Acctg Date Amount Cummency Hate Type Exchange Hate ;I
1 15465 [06217/2002  |6.100.00 {usp ﬂ | ﬂ | 1.00000000

" Payment Predictor [” Journal Directly [” Range of References

1D AU nit: PUBLIESAFE ﬂ |4E2I]I] ﬂ | ﬂ | ﬂ ;I
Hame: Public Safety
Hemit From: PUBLICSAFE 46200 J
Corporate: FLELICSAFE 46200
MICR ID- I ﬂ Link MICH | LI
Reference: I ﬂ I I ﬂ ;I

[FuTRME  [Payments [Add A
Expected The Payments pand displays.
Results:
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Exercise 2 (continued)
Step 13 Compare your Payments pand (third customer) to the pand shown below.

| Apply Payments - Use - Regular DepositEatry o]

File Edit View Go Favoribes Use Inguire Report Help

slg@X alaE| slel 5= 8] elel] *elslz ]|

Totals  Payments |F\ctiu:un|

| Unit: 46200 Deposzit 1D: 35 Deposzit Status: Balanced |
Seq Papment ID Acctg Date Amount Cummency Hate Type Exchange Hate ;I
1 15465 [06217/2002  |6.100.00 {usp ﬂ | ﬂ | 1.00000000
" Payment Predictor [” Journal Directly [” Range of References

1D /Unit: [NAT GuARD SN TN o] s -]

Hame: MATIONAL GUARD
Remit From: MAT GUARD 46200
Corporate: MAT GUARD 46200

MICR ID: | 3| Gk Mick |
Reference: I ﬂ I I ﬂ

LRl

L«
o[BI

[FrTRMNE  |Payments |Add

Expected The Payments pand displays.
Results:
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Exercise 2 (continued)

Step 14 Compare your Group Action pand to the pand shown below.

Apply Payments - Use - Regular Deposit Entry E |EI|1|

File Edit View Go Favoribes Use Inguire Report Help

Ble®@x| ElaE| slel 5= 2= elel] *lelslz ||

Tikals I Payments Action I

Init: 46200 Deposzit 1ID: 35

Status:  Balanced Date: 06A7/2002

-Deposzit Actionsz

Delete |

IFMTRNE |Actian |add A
Expected The Group Action pand displays.
Results:
Step 15 Action #2 -Build a wor ksheet to determinethereceivablein which to apply

payment:

Sdect: Use=>» Worksheet Selection

Expected A didog box displays.
Results:
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Exercise 2 (continued)

Step 16 Enter or sdlect the following:

Depogit Unit: 46200
Depost ID:  Enter Deposit ID from Regular Deposit Entry

Click: OK

Click: Sdlect

Apply Payments - Use - Worksheet Selection . -10] x|

File Edit Yiew Go Faworites Use  Inguire  Report Help

Ble(@lx| alaEE| == =lE] 2= Elel] *elsl2]|

Worksheet Selection I

| Unit: 46200 Deposit 1D: 5 Payment ID: 1546
Payment Status:  ‘Workszheet Papment Amount: E100.00 sh [~ Papment Predictor
Deposit Status: Partially Spplied  Worksheet Date:  06/17/2002 11:27AM Items: 3

‘Worksheet Acti -
e ID/Unit:  [GEMA +|[16200 " +| —

E : Name: GEM& [
Clear
__Cloar_| Remit: GEM& 46200

rCustomer Criteria

Corporate: GEMA& 46200

I[Zustumer Items j MICR ID- I ﬂ Link MICRE |

-Reference Criteria

INune j Reference: I ﬂ I I ﬂ

|AII Customers j

IE:ua-::t Match j j

[FrTRME [wiorkshest Selection |Update/Display 4

A

e

Expected The Worksheet Sdection panel displaysfor the first customer.
Results:
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Exercise 2 (continued)

Step 17 Build

Click: to build the worksheet.

Expected The Worksheet Application pand displays showing the built worksheet.
Results:
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Exercise 2 (continued)

Step 18 Sdect the fallowing:

Item 54X X (GEMA)
55XX (Public Safety)
56X X (National Guard)

(Replace XX with the number assigned to you by your instructor)
Click the Sel checkbox ON next to the three entries

Press. <Tab> to update the pand.

Apply Payments - Use - Worksheet Application ) E |EI|1|
File Edit View Go Favoribes Use Inguire Report Help

gle®X| Elael 5 5= g5 slel] #lelslz ||

Worksheet Application |

| Unit: 46200 Deposzit 1D: 35 Payment 1D: 15464 Seq: 1 Currency: USD |
Action: IPayment j I Sort Scroll: Iltem v| Display: |z ﬂ Sort All: |Item v|
Sel Amount Item 1D Type (PO »| Digcount Cugtomer Terms - ;I

¥ 1 |2_.1l]l].l]l] LSO G 1FY I |_| GEMa& 46200 WET30
v 2 |2,l]l]l].l]l] LSD BExd R I |-| PUBLICS 46200  WET30
v 3 |2,l]l]l].l]l] LSD BEx ik I |_| NAT GLe 46200  WET30

-
Amount: E0000  Hemaining: 0.00 Unearned: 000 Heturned: 1koZof3
Selected: 610000 Discount: 0.00 Earned: 0.00
Adjusted: 0.00  wrive OFf: 0.00 EE
IFMTRNE [wiorkshest Application [Update/Display 4
Click: El to save.

Expected The new information is saved..
Results:
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Exercise 2 (continued)

Step 19 Sdect: Use=>Worksheet Action

Expected The Worksheet Action pand displays.
Results:

Step 20 Click: Post Later

to set the payment to post.

Apply Payments - Use - Worksheet Action § & |EI|5|

File Edit Yiew Go Faworites Use  Inguire Report  Help

SR EEEEEEEEEEE A )

Worksheet Action |

| Unit: 46200 Deposit ID: 35 Payment ID: 154684 Entered: 08/17/2002
-Posting Status
€ Hodohion
€ Pozt Now
{= Post [Later
“Worksheet Actions——— Posting Actions rAccounting Entry Actions
Delete Worksheet | Do Hot Post i
Delete Fapment Group | Post How |
Pozt Later |
IFMTRMNE [worksheet Action |Update/Display A
Expected The Worksheet Action pand displays.
Results:
Exercise completed.
3- 26 SECTION 3: PAYMENTS PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE MARCH 2003

Exercise 3 — Delete a Payment Wor ksheet

Scenario: Y ou have entered a payment againgt areceivable for Bleskworth Manufacturing.
Before the end of the day, you decide to delete the deposit entry.

Step 1 Sdect: Go=>»Manage Sdes Activities? Apply Payments

Expected The Apply Payments window displays.
Results:

Step 2 Sdlect: Use=»Regular Depost Entry =» Totals = Add

Expected A didog box displays.
Results:

Step 3 Enter or sdlect the following:

Depogit Unit: 46200

Deposit ID:  080302X X

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected The Totds pand displays.
Results:
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Exercise 3 (continued)

Step 4 ACTION #11STO SELECT THE BANKING DETAIL AND TOTAL AMOUNT OF CHECKSIN
THE BATCH.
Enter or sdlect the following:
Acctg Date: Today’s Date
Bank Code: 1100
Bank Account: 1000
Deposit Type: C
Control Amount: $1650
Control Count: 1
Recelved: Today’s Date
Entered: Today’s Date
Expected Correct data entry
Results:
Step 5 Thispane containsentry of individual checksin the batch.
Click: AT | to proceed to the Payments pandl.
Enter or select the following:
Payment ID: 803X X
(Replace XX with the number assigned to you by your instructor)
Amount: $1650
Customer ID: BLEAKWORTH
Business Unit: 46200
Expected Correct data entry
Results:
Step 6 click: B! tosve
Expected The new information is saved.
Results:
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Exercise 3 (continued)

Step 7 This pand indicatesthat your control group and payment entries balance.
. Action .
Click: _l to proceed to the Action panel.
Veify the falowing:
Status: Badanced
Expected Theinformation is verified.
Results:
Step 8 Compare your Deposit Control pand to the pane shown below.
" Aoy Payments - Use - Repular DepositEntry S i
File Edit View Go Favoribes Use Inguire Report Help
Bl @@x| alaE| vlel 5(=] A=) @lkel] *lelvsll]]
Tatals |Payments I fction I
| Unit: 46200 Deposit 1D: 030230&2
Acctg Date: Control Currency: sh
Bank Code: |1 100 ﬂ Wachovia Format Currency: s
Bank Account:  [1000  #| 0007016574 Rate Type: | |
Deposit Type: C Receiptz Exch Rate: I 1.00000000
~Totals rControl Data
Control: 1.650.00 1 Received: IUBH 8/2002
Entered: 1.660.00 1 Entered: Il]Bﬂ 852002
Difference: 0.00 0 Posted:
Posted: 0.00 ] Agzign To: IFNTHN21 ﬂ
Journalled: 0.00 0 Operator: FHNTEM21
IFMTRME [Totals ladd A
Expected The Deposit Control panel displays.
Results:
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Exercise 3 (continued)

Step 9 Compare your Payments pand to the pand shown below.

Apply Payments - Use - Reqgular Deposit Entry

File Edit Yiew Go Faworites Use  Inguire  Report Help

=101 ]

Bl @l@x| ElaE sle 5= g5 @lel=] #elvull]|

Totals  Payments | action |

| Unit: 46200 Deposit 1D: 030302 Deposit Status: Balanced

Seq Payment ID Acctg Date Amount Cunmency Rate Type Exchange Hate

1 [06118/2002 " [1.650.00 [usp ﬂ| ﬂ| 1.00000000

[ Payment Predictor [ Journal Directly [ Range of References

1D AU nit: [BLEAKWORTH | [46200  +|] ]
Name: BLEAKWORTH MANUFACTURING
Remit From: BLEAKWORTH 46200
Corporate: BLEARWORTH 46200

MICR 1D: I ﬂ Link MICH |

Ei

Reference: I ﬂ I I ﬂ

|

[FMTRMNE  |Payments |Add A
Expected The Payments pand displays.
Results:
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Exercise 3 (continued)

Step 10 Compare your Group Action pand to the pand shown below.

Apply Payments - Use - Regular Deposit Entry E |EI|1|

File Edit View Go Favoribes Use Inguire Report Help

Ble®@x| ElaE| slel 5= 2= elel] *lelslz ||

Tikals I Payments Action I

Unit: 46200 Deposit ID: 0803023

Status:  Balanced Date: 06A18/2002

-Deposzit Actionsz

Delete |

IFMTRNE |Actian |add A
Expected The Group Action pand displays.
Results:
Step 11 Action #2 -Build a worksheet to deter mine thereceivable in which to apply

payment:

Sdect: Use=>» Worksheet Selection

Expected A didog box displays.
Results:
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Exercise 3 (continued)

Step 12 Enter or sdlect the following:

Deposit Unit: 46200

Deposit ID: 080302X X

(Replace XX with the number assigned to you by your instructor)
Click: OK

Sdect from Ligt

Apply Payments - Use - Worksheet Selection E |EI|1|

File Edit View Go Favoribes Use Inguire Report Help

gle®X| alael 5l 5= g5 slel] #lelslz ||

Worksheet Selection I

| Unit: 46200 Deposzit 10: 30202 Papment 1D: S0 |
Payment Status:  |dentified Payment Amount: 1 E50.00 UsD [~ Payment Predictor
Deposzit Status: MHaone Applied Workzheet Date: Items: 0
"worksheet Action ;I
Bmld 1D /Unit: IBLEAK‘#DHTH ﬂ|4ﬁ2l]l] il
Hame: BLEAKWORTH MAMUFACTURIMNG
Clear
—l Remit: BLEAKWORTH 46200
-Customer Criteria Corporate: BLEAKWDORTH AE200

IEustomel Items j MICE ID: I ﬂ Link MICR |

-Reference Criteria

INune j Reference: I ﬂ I I ﬂ

L EIE

|AII Customers j
IE:mct Match j j
w
IFMTRNE [workshest Selection [Update/Display 4

Expected The Worksheet Selection pand displays.
Results:

Step 13 Build

Click: to build the worksheet.

Expected The Worksheet Application pand displays showing the built worksheet.
Results:
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Exercise 3 (continued)

PARTICIPANT GUIDE

Step 14 Sdect the following:
Item 803X X
(Replace XX with the number assigned to you by your ingructor)
Click the Sel checkbox ON Next to the receivable to be paid.
Press. <Tab> to update the pandl.
-inix
File Edit Yiew Go Faworites Use  Inguire  Report Help
8|88 x| *alae| @l == S=] @lel=2] *[v]sl |
Worksheet Application |
| Unit: 46200 Depozit 1D: OB030& Payment 1D: B0 Seq: 1 Cumrency: USD |
Action: IPayment jl Sort Scroll: Iltem v| Dizplay: Iz_ﬂ Sort All: |Item v|
Sel Amount Item 1D Type PO »| Discount Customer ITerms vI ;I
1 [1650.00  uspogozee 1Py [ C[ BlEAKw 8200 NET30
2 [s0.00 USD 000PS | | | BLEAKwW 46200 NET30
[ a |5l].l]l] USD O00PS7E I_ |_| BLEAKMW: 45200  WET30
4 |5l].l]l] S0 O0PS I_ |-| BLEAKMW 46200  WET30
Amount: 168000 HRemaining: 0.00 Unearned: 000 Returned: 1rmodofd
Selected: 165000 Discount: 0.00 Earned: 0.00
Adjusted: 000 Write OFf: 0.00 EE
IFMTRME |W0rksheet Application |Update/Display o
Click: El to save.
Expected The new information is saved..
Results:
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Exercise 3 (continued)

Step 15 Sdect: Use=>Worksheet Action
Expected The Worksheet Action pand displays.
Results:
Step 16 Click: _FostLater | ;4 st the payment to post.
=T
File Edit Yiew Go Faworites Use  Inguire Report  Help
SR EEEEEEEEEEE A )
Worksheet Action |
| Unit: 46200 Deposit ID: 080302 Payment ID: S0 Entered: 08/18/2002
-Posting Status
€ Hodohion
€ Pozt Now
{= Post [Later
“Worksheet Actions——— Posting Actions rAccounting Entry Actions
Delete Worksheet | Do Hot Post i
Delete Fapment Group | Post How |
Pozt Later |
IFMTRMNE [worksheet Action |Update/Display A
Expected The Worksheet Action pand displays.
Results:
PHOENIX - STATE OF GEORGIA SECTION 3: PAYMENTS 3-35

PROPRIETARY AND CONFIDENTIAL




MARCH 2003 PARTICIPANT GUIDE

Exercise 3 (continued)

User decidesto delete deposit

Step 1: Delete Wor ksheet

Step 17 Sdect: Use=>Worksheet Action

Expected The Worksheet Action pand displays.
Results:

Step 18 Delete Worksheet

Click: to delete this worksheet

Apply Payments - Use - Worksheet Action ) & IEllil

File Edit Yiew Go Faworites Use  Inguire  Report Help

SR ENE E NN N RN R 2 A

Worksheet Action |
| Unit: 46200  Deposit ID: 030302 Payment ID: 803 Entered: 06/18/2002
~Posting Status
) W dction
£ Post Mow
% Prast | ater
‘wWorksheet Actions — [Posting Actions -Accounting Entry Actions
Delete Worksheet | Do Hot Post |
Delete Fayment Group | Post How |
Rost Later |
IFMTRME [iorkshest Action |Update/Display A
Expected The Worksheet Action pand displays.
Results:
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Exercise 3 (continued)

Step 19 User receives this message:

PeopleCode Manager {Gek) X|

= Delete thiz wWiorksheet'? [B040 559)

Yes Mo | E=plain

Click: YES
Expected The Worksheet Action pand displays.
Results:

Step 2: Delete Regular Deposit entry

Step 20 Sdect: Use=» Regular Deposit Entry =» Action =» Update/Display

Expected A didog box displays.
Results:

Step 21 Enter or sdect the following:

Deposit Unit: 46200

Deposit ID: 080302X X

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected The Totas pand displays.
Results:
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Exercise 3 (continued)

Step 22 . Delet :
* Clickm ——==_1 {0 ddletethe deposit
You will recaive this message:
x
/.‘—? Dielete thiz deposit’? [B040,102)
Yes Mo E=plain
Click: to delete this deposit.
Note: Once a deposit ID has been deleted, it may be re-used.
Expected The deposit is ddeted from the system.
Results:
Exercise completed.
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EXPRESS DEPOSITS
Exercise 4 — Enter an Express Deposit and move to Wor ksheet

Scenario:  You have received a payment from AARROW for services performed by your
Agency. Enter this payment as an express deposit and move entry to a
workshest.
Step 1 Sdect: Go=>» Manage Sdes Activities® Apply Payments
Expected The Apply Payments window displays.
Results:
Step 2 Sdect: Use=> Express Deposit Entry=>» Totals=» Add
Expected A didog box displays.
Results:
Step 3 Enter or select the following:
Deposit Unit: 46200
Deposit ID:  NEXT (Default Vdue)
Click: OK

Expected The Totals pand displays.

Results:
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Exercise 4 (continued)

Step 4 Enter or sdlect the following:
Acctg Date: Today’s Date
Bank: 1100
Account: 1000
Deposit Type: C
Control Amount: $1700
Control Count: 2
Expected Correct data entry
Results:
Step 5 Click: AT | to proceed to the Payments pandl.
Enter or select the following:
Payment ID: 5867XX
Amount; $800.00
Item ID: 5867XX
(Replace XX with the number assigned to you by your instructor)
Note: When Item 1D isentered, the system displays the amount of the item.
Thisamount should be changed to the amount of the partial payment.
Change amount on thisitem from $1500 to $800
Line 1
Expected Correct data entry
Results:
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Exercise 4 (continued)

Step 6 Place the cursor in the Payment 1D fidd

Click: ﬂ to insert arow.

Enter or sdect the following:

Payment ID: 5867XX

Amount: $900.00

(Replace XX with the number assigned to you by your instructor)

Note: Item ID for thisentry isUnknown to user. User will use a worksheet to

determinetheitem id for thispart of the deposit entry.

Expected Correct data entry
Results:

Step 7

fiom |

Click: fe to proceed to the Action pandl.

Click: M to create the workshest.

Expected The Deposit will be Balanced and aworksheet will be created.
Results:
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Exercise 4 (continued)

Check
Results

Step 8 Compare your Totals panel to the pand shown below.

Apply Payments - Use - Express Deposit Entrp

1100 |3
1000 3]
r

101042002
FNTRN21

Expected If the panel matches, continue to the next pand. If these dements do not match, review
Results: the steps and consult your Ingtructor.
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Exercise 4 (continued)

Step 9 Compare your Payments Sequence 1 panel to the panel shown below.

Apply Payments - Use - Express Deposzit Entip

58670 06./30/2002 8o0.00[usp B ]
I=| Payment Predictor
1.00000000

Gesrx  w] U#]]  swoo] s
I TiaK punt AARROW | 46200 |

Expected If the panel matches, continue to the next pand. If these dements do not match, review
Results: the steps and consult your Instructor.
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PARTICIPANT GUIDE

Exer cise 4 (continued)

Step 10 Compare your Payments Sequence 2 panel to the panel shown below.
Noticethat theitem id isunknown
Apply Payments - Use - Express Deposzit Entip
Expected If the pandl matches, continue to the next pand. If these e ements do not maich, review
Results: the steps and consult your Instructor.
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Exercise 4 (continued)

Step 11 Compare your Action panel to the panel shown below.

Note: New display on panel: WorksheetsCreated 1
Apply Payments - Use - Expregs Deposit Entiy = &2 ]x]
File Edit “iew Go Favaortes Uze Inquire Report Help

slel@x| mlaE slel == 25 2lel2] #elsz]|

Totalsl Payments Action |

Unit: 46200

Deposit 1D: 36

Deposit Balance:  Balanced Workzheets Created: 1
Entered Date: 1041042002

Status: Mo Action

-Posting Actions ‘Worksheet Actions Acctg Entry Actions Deposit Actions

Build | [Velete |
Post Later | Delete |

[FNTRNE [&ction [&ad

hstart| | _ywrpoCs | 8R2_53 doc - Microsait W..| [BEApply Payments - Use RBY S s15aM
Expected The panel matches. Congratulations!
Results: If these elements do not match, review the steps and consult your Instructor.
The next step isto process the worksheet.
Step 12 Sdect: Use=>» Worksheet Selection
Expected A didog box displays.
Results:
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Exercise 4 (continued)

Step 13

Expected
Results:

Enter or sdect the following:

Deposit Unit: 46200

Deposit ID: XX (Enter Deposit ID from Express Deposit entry — will default
if transferring to thispane group directly from Express Deposit)

Click: OK

The Totals pand displays.

Step 14

Expected
Results:

Compare your List Box to the pand shown below.

dectin =1F] =]
e

| u L] s o

=

Pragmenls - e Wankshel So

Fie £ it by
SR e [l NE Mo ot B o] R T W sl B A P B
Toiads | Pogmeis St |

X | H
Sekct | Dual | Canead

FHIANE  Acien i
Hsan||| JwrooDs | Fif1aR2 51 doc - Wicimsch .| [ Aply Fayments - Uss_ @S i

Note status of individual payments: Wor ksheet/Unident

Click: Select on the Unidentified payment
If the pand matches, continue to the next pandl. If these dements do not match, review
the steps and consult your Instructor.
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Exercise 4 (continued)

Step 15 Enter or Select the fallowing:
ID/Unit:  AARROW (tab from field to display Customer Information
Compare your Worksheet Selection pane to the pand shown below.
Apply Payments - Use - Worksheet 5 election mEE
File Edit “iew Go Favorites Uge Inguire Feport Help
alel@x| whala| e =) a8l @lelo] #elvsle]
wiorksheet Selection |
| Unit: 45200 Deposit 1D: 36 Payment ID: 58670 |
Payment Status:  Unidentified Payment Amount: 500.00 uso ™ Payment Predictor
Deposit Status: Mone Applied Wworkzheet Date: Items: 1]
o | e [ — o ofForon s ¢ =l
Hame: Aamow
il Remit: AARROW 46200
-Customer Criteria Corporate:  A4RROW 46200
|'3"8t0""=' Items vl MICR ID: | ﬂ Link MICR | ZI
-Reference Criteria
=
lh Reference: I ﬂ I I_ﬂ
IAII Customers vl
IExact Match vl j
[FNTRNE [workshest Selection |Update/Display
ghstan| | _ywroocs | #14R2_53.dac - Microsait .. [ Apply Payments - Use. . BB a2aM
Expected The pand matches. Congratulationd!
Results: If these elements do not match, review the steps and consult your Instructor.
Step 16 . i ,
P Click: 2419 | {5 puild the worksheet.
Expected The Worksheet Application pand displays showing the built worksheet.
Results:
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Exercise 4 (continued)

Step 17 Scrall ligt to locate Item 1D 5888X X
(Replace XX with the number assigned to you by your instructor)
Click: Sd checkbox ON and change amount to $900.00.
Compare your Worksheet Application panel to the pand shown below.
Apply Payments - Uge - Worksheet Application = &2 ]x]
File Edit “iew Go Favaortes Uze Inquire Report Help
alel#(x| HlaE| =E == 25 2lel] =zl
‘wiorksheet Application |
| Unit: 46200 Deposit I1D: i Papment ID: 5867 Seq: 2 Currency: USD|
‘ Action: IPaymenl jl Sort Scroll: Illem vl Display: IX_ﬂ Sort All: Illem vl ‘
Sel Amount Item 1D Type IPIJ vl Discount Customer ITetms vl ;I
I 16 [1.500.00 USD 586716 1 |~‘ | AARROV 46200 NETO
I 17 [1.500.00 USD 586717 1 [ | AARROV 46200 NETE0
I 1 [1.500.00 USD 586718 1 [ | AARROY 46200 NETED
I~ 19 [1.500.00 USD 586719 1 [ | A4RROV 46200 NET30
20 |1,5l]l].l]l] USD 586720 1 I_ I'| AARROV 46200 NETE0
I~ 21 [1.500.00 USD 5867 1 [ | BARROV 46200 NETAO
P 22 USD 5888 el | AARROV 46200 NET30 zl
Amount: 800.00  Remaining: 000 Unearned: 0.00 Returned: 1to23of23
P o e . EEEE]
[FMTRNE ['wiorkshest Application |Update/Display
hstart| | _ywrpoCs | #4R2 53 doc -M..| [ Apply Payme... EFNTRNE - Erter .| RS zasam
Expected The pand matches. Congratulations!
Results: If these elements do not match, review the steps and consult your Instructor.
Step 18 Click: El to save.
Expected The new information is saved.
Results:
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Exercise 4 (continued)

Step 19 Sdect: Use>»Worksheet Action

Expected The Worksheet Action pand displays.
Results:

Step 20 Click: to set the payment to post.

Apply Payments - Use - Worksheet Action

Ble@x| waal Ele == =

Expected The Worksheet Action pand displays.
Results:

Exercise completed.
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DIRECT JOURNALS
Exercise 5 - Complete partially posted Direct Jour nal

Scenario:  You have entered adirect journd but only part of the lines actudly posted to the
General Ledger. Your goa isto complete the direct journd.
Note: User failed to check the* Complete” box
Step 1 Sdect: Go=» Manage Sdes Activities® Apply Payments
Expected The Apply Payments window displays.
Results:
Step 2 Sdect: Inquire= All Payments
Expected A didog box displays.
Results:
Step 3 Enter or select the following:
Deposit Unit: 46200
DepostID:  528XX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected The Totals pand displays.
Results:
PHOENIX - STATE OF GEORGIA SECTION 3: PavymenTs 3-51

PROPRIETARY AND CONFIDENTIAL




MARCH 2003

Exercise 5 (continued)

PARTICIPANT GUIDE

Step 4 Notice the Status of each sequence: Journdled, Unidentified

Expected Correct data entry
Results:

Another View:

Step 5 Sdect: Use=>Direct Journd Review=>» Directly Journdled Payments

Expected A didog box displays.
Results:

Step 6 Enter or select the following:

Deposit Unit: 46200

Deposit ID: 528X X

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected The Totas pand displays.
Results:
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Exercise 5 (continued)

Step 7 Notice the Status of each sequence: Journdled, Unidentified, Complete
Note: Sequence 3ismissing!

zl

FRINS03

Select I Dietail Cancel
Expected Correct data entry
Results:
To begin correction process:
Step 8 Sdect: Use=> Direct Journd Entry=>» Accounting Entries
Expected A didog box displays.
Results:
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Exercise 5 (continued)

Step 9 Enter and sdect the following:

Deposit Unit: 46200

Deposit ID: 528XX

(Replace XX with the number assigned to you by your instructor)
Payment Sequence: 3

Click: OK

List box will display the sequence # that did not post.

1I
i p | i q

Select I Dietail Cancel

Click: Select

Expected The Accounting Entries pand displays.
Results:
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Exercise 5 (continued)

PARTICIPANT GUIDE

Step 10 Notice “Complete” check box is empty!
-loix
File Edit View Go Favoribes Use Inguire Report Help
Ble®X Elae slel 5(=] 2= elel] #lelslz ]|
Accounting Entries | Dieposit Cankral I
Unit: 46200 Deposit ID: 528 Papment: POST 3=x Seq: 3
Amount: 10000 USD Display Totals: |Wv|
Basze: 100,00 UsD " Complete
Line GL Unit Account Fund Org Program Sub-Clz BY PrifGrt Affiliate | _*|
1 agzop (411001 A1 46201101 01001 {2002 |oso01
Speed T_vpel
Stat: I Mot Budget Checked Aol
Line Amount: I -100.00 Lsh
Ref- [WALMART 3| LineDeser
2 Lines 10000 USD DR 00,00 UsSD CR 0.00 Met
[FrsTAGE  |accounting Entriss |Update/Display 4
Expected Correct data entry
Results:
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Exercise 5 (continued)

Step 11 Complete: Click the check box ON

Expected Correct data entry
Results: Note: If the* Complete’” check box isnot clicked on, the entry will not post.

Step 12 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 5 (continued)

Check
Results
Step 13 Compare your Accounting Entries Line 1 pand to the pand shown below.
_loix]
File Edit Yiew Go Faworites Use  Inguire Report  Help
Bl @@x| Elaa sle 5= 2= @lel] Flelvwll]|
Accounting Entries | Deposit Contral I
Unit: 46200 Deposit ID: 528 Payment: POST3 Seq: 3
Amount: 10000 USD Display Totals: |M.|
Baze: 10000 USD ¥ Complete
Line GL Umt Account Fund Org Program Sub-Clz BY Pri/Grt Afhihate | =]
1 agzon (411001 gan 46201101 01001 {2002 |oso01
Speed T_l,lpel
Stat: I Mot Budget Checked i
Line Amount: I -100.00 UsD
Rel: IWALHAFIT ﬂ Line Descr:
]
2 Lines 10000 USD DR 00.00 USD CR 0.00 HNet
|FNST.°.GE |F\cc0unting Entries |U|:udate,|'DispIay 4
Expected If the panel matches, continue to the next pand. If these dements do not match, review
Results: the steps and consult your Instructor.
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Exercise 5 (continued)

Step 14

Expected
Results:

Compare your Accounting Entries Line 2 pand to the pand shown below.

Apply Payments - Use - Direct Journal Entry )

File Edit View Go Favoribes Use Inguire Report Help

Ble®X Elae slel 5(=] 2= elel] #lelslz ]|

Accounting Entries | Dieposit Cankral I

=10l |

Unit: 46200 Deposit ID: 528 POST 8 Seq: 3

Payment:

Display Totals: |Entr_-,l - I

¥ Complete

100.00 UsD
100.00 UsD

Amount:

Basze:

Line GL Unit Account
2 4200 |101001

Speed T_vpel

Stat: I

Fund
ja1

Sub-Cls  BY

|2nnz

PrifGrt
|usnu1

Org Program Affiliate

462011 Il]1 om

Mot Budget Checked

Line Amount: I 100.00

Ref: IWALMAHT ﬂ

sh

Line Descr:

2 Lines 100,00 USD DR -100.00 USD CR 0.00 Met

[FrsTAGE  |accounting Entriss |Update/Display

The pand matches. Congratulationd!
If these elements do not match, review the steps and consult your Ingtructor.

Step 15

Expected
Results:

THEINSTRUCTORWILL RUN THE RECEIVABLE UPDATE PROCESS.

The entrieswill be posted during the Recelvable update process
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Exercise 5 (continued)

Note: To seejournalized/completed entries:

Step 16 Sdlect: Use=>Direct Journd Review=>» Directly Journdled Payments

Expected A didog box displays.
Results:

Step 17 Enter or select the following:

Deposit Unit: 46200

Deposit ID: 528XX

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected The Totals pand displays.
Results:
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Exercise 5 (continued)

PARTICIPANT GUIDE

Step 18 Notice the Status of each sequence: Complete
B28 3 FMINSO02  [FMINSO02 ComEIete 2002-05-28
Select I Dietail Cancel
Expected Correct data entry
Results:
Exercise completed.
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Exercise 6 - Correction of Direct Journal not posted during overnight
processing

Scenario:  You have entered aregular deposit using the Direct Journd. After overnight
processing, you discover thet the Direct Journd did not post. Your god isto
access the direct journd, determine the problem and correct it.

Note: Accounting lineswer e not added to the entry. Entry will not post without
accounting lines.

Step 1 ACCESS THE DIRECT JOURNAL TO BEGIN CORRECTION PROCESS:

Sdlect: Use=>»Direct Journd Entry=» Accounting Entries
Expected A didog box displays.
Results:
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Exercise 6 (continued)

Step 2 Enter and sdlect the following:
Deposit Unit: 46200
Deposit ID: NOPOST XX
(Replace XX with the number assigned to you by your instructor)
Payment Sequence:; 1
NOTE: Statusof entry = OOB (out of balance)
Click: OK
Select I Dietail Cancel
Click: Select
Expected The Lisgt box displays.
Results:
Step 3 The system will automatically create the debit side of the accounting entry:
Click: to create the debit accounting entries.
Expected The debit account entries are popul ated.
Results:
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Exercise 6 (continued)

Step 4 Complete: Click the check box ON

Expected Correct data entry
Results: Note: If the” Complete’” check box isnot clicked on, the entry will not post.

Step 5 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 6 (continued)

Step 6 Compare your Accounting Entries Line 1 pand to the pand shown below.
-loix
File Edit View Go Favoribes Use Inguire Report Help
Blg®X| Elael slel 5(=] 2= slel] *lelslz ]|
Accounting Entries | Dieposit Cankral I
Unit: 46200 Deposit ID: HOPOSTOM Papment: MOPOSTO Seq: 1
Amount: 33000 USD Display Totals: [ETT - |
Basze: 930,00 UsD ¥ Complete
Line GL Unit Account Fund Org Program Sub-Clz BY PrifGrt Affiliate | =
1 agzop (401001 Al 46201101 01001 {2002 |oso01
Speed T_vpel
Stat: I Mot Budget Checked Aol
Line Amount: I -930.00 Lsh
Ref- [6LOBE 3| LineDeser
i
2 Lines 930,00 USD DR 930,00 USD CR 0.00 Met
[FMTRME |Accounting Entries |Update/Display 4
Expected The pand matches. Congratulationd!
Results: If these elements do not match, review the steps and consult your Ingtructor.
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Step 7 Compare your Accounting Entries Line 2 panel to the pand shown below.
-loix
File Edit View Go Favoribes Use Inguire Report Help
Blg®X| Elael slel 5(=] 2= slel] *lelslz ]|
Accounting Entries | Dieposit Cankral I
Unit: 46200 Deposit ID: HOPOSTOM Papment: MOPOSTO Seq: 1
Amount: 930,00 USD Display Totals: |Entr_-,l vl
Basze: 930,00 UsD ¥ Complete
Line GL Unit Account Fund Org Program Sub-Clz BY PrifGrt Affiliate ;I
2 ag2gp 101001 Al 46201101 01001 {2002 |oso01
Speed T_vpel
Stat: I Mot Budget Checked
Line Amount: I 930.00 Lsh
Ref- [6LOBE 3| LineDeser
2 Lines 930,00 USD DR 930,00 USD CR 0.00 Met
[FMTRME |Accounting Entries |Update/Display 4
Expected The pand matches. Congratulationd!
Results: If these elements do not match, review the steps and consult your Ingtructor.
Exercise completed.
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Exercise 7 — Completion of Direct Journal when Control Amount is out

of balance
Scenario:  You have entered a Regular Deposit in order to do a Direct Journa but when you
access the Direct Journd, al of the buttons are grayed out. Y our goal isto
determine the problem and correct the entry.
Note: Create Accounting Lines button and the Erase button are grayed out.
Step 1 Action # 1 — View grayed out buttons on Direct Journal panels
Sdect: Use=>Direct Journd Entry=>» Accounting Entries
Expected A didog box displays.
Results:
Step 2 Enter and sdlect the following:
Deposit Unit: 46200
Deposit ID: OOBXX
(Replace XX with the number assigned to you by your instructor)
Payment Sequence:; 1
Click: OK
Select I Dietail | Cancel
Select item from List box:  Click: Select
Expected The Accounting Entries pand displays.
Results:
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Exercise 7 (continued)

Step 3

Expected
Results:

Compare your Accounting Entries Line 1 pand to the pand shown below.

#apply Payments - e - T b Jowmsal Entry -
Fle B W G0 Fasoiles | ke [nues Aepot Help

Bl@isx| im| el Do) g@| olal | #lelsld |

#erountingErbinn | pepoig Contrdl |

it 22200 Dapzait [[:  DOBE el = San i
1iuplag Data fTirs | [E) ()
Hase: 190 a0 [ Al rararlarle
Line BL Und Accoent  Fusd g Fezgpam Subillx  HY Prpist Alffan =]
1 =zl I I | I | |
Epued Typa
Glat ek Bliidged Checked
Line Aumasnt UED
Feal: £ Lanm D mecr: |
= |
-
0 Limiz oo (1] 0m CR 000 Kt

FHIEE feramtag Enfrn UpdstaDarpley

If the pand matches, continue to the next pand. If these elements do not match, review
the steps and consult your Ingtructor.

Note: This problem occurswhen theregular deposit entry has not been balanced.

To place deposit entry in balance:

Step 4

Expected
Results:

Sedlect: Go=>»Manage Sdes Activities® Apply Payments = Use = Regular Deposit
Entry = Totals = Update/Display

The Totds Pand displays.
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Exercise 7 (continued)

Step 5 Enter or sdect the following:
Group Unit: 46200
Group ID: OOBXX

(Replace XX with the number assigned to you by your instructor)

Click: OK
Expected
Results:
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Exercise 7 (continued)

Step 6 Select Taotals |

Compareyour Totals pand to the one below: Notice Control Count isout of
balance

Apply Payments - Use - Regular Deposit Entry N ;IEIEI

File Edit Yiew Go Faworites Use  Inguire Report  Help

gl@@x| ElaE sle 5@ g5 @lel] *elvll]|

Totals |F‘ayments | action |

| Unit: 46200 Deposit 1D: noe
Acctg Date: M Control Currency: UsD
Bank Code: Wﬂ W' achovia Format Cummency: UsD
Bank Account:  [1000  #| ooo7oissT4 Rate Type: [ s
Deposit Type: C Feceipts Exch Rate: I 1.00000000
~Totals -Control D ata

Control: | 150.00 |‘ Received: |ns;24;2m]2
Entered: 0.00 1 Entered: |05324J2ﬂﬂ2

Difference: 150.00 1 Posted:
Posted: 0.00 0 Aszign To: IFNTHN21 ﬂ
Journalled: .00 0 Operator: FHTRM1

[FRTRME  [Totals [Add A

Expected The entry is changed.
Results:
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Exercise 7 (continued)

Step 7 Sdlect Totals |

Toplacetheentry in balance:
Enter or sdlect the following:

Control Count; 1

hopdy Payments - 155z - Repslar Depoalt Eatsy i =
Fie ER e ) Fovwiss W Dngse Recok Hep

Bloix] 18] sle] 5] ] Siel | |

Tokals |Prmr\h M“"l

et £ Dpust I COE
Ay Daie BT Contesl Cepenay. UG
Hosk Contes [ & ko Fast Catrency. S0
Bask Accoenr:  [1808 o] DOOEST Featn s I s
[hepaait Type: C Aezends Epch Hater [ 1eomcoos
Totsls Crstssl Datu
Crsdik — t=am [ 1 Rpoaived T
Enteied 150 00 1 Entesed | SR
(IR — 0 i Pl
Powed om 1 fgwigs Ta Frmsnz
Jnsmalied nm 1 Digseraser: THRGTE

FHIFE Totals Upcst yarphay
Expected The entry is changed.
Results:
Step 8 Click: El to save.
Expected The regular deposit entry is balanced.
Results:
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Exercise 7 (continued)

Step 9 This pand indicatesthat your control group and payment entries balance.

. At .
Click: sen l to proceed to the Action panel.

View the following:

Status: Baanced

Ay PaTents - e - B egular Depoait Baty

Fle B YRew 03 Fawvorlies ke Ingues  Aepoit Help

H|gi#x| vin| wlw @lE] Sj=] aisl] #lelsll |

T ew— Y |

it dES00 Depust |0 OGS
Gl Bl Dol THIEE
Depoil Al
Hna.di-'-.]
Dusin_|

FHTEE Ty UpckatayDrphry
Expected Correct data entry
Results:
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Exercise 7 (continued)

Proceed to the Direct Journal panel group

Step 10 Sdlect: Use=>Direct Journd Entry=» Accounting Entries

Expected A didog box displays.

Results:
Step 11 Enter or select the following:
Deposit Unit: 46200
Deposit ID: OOBXX
(Replace XX with the number assigned to you by your instructor)
Payment Sequence; 1
Click: OK
Select I Dietail Cancel
Click: Select
Expected The List box displays.
Results:
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Exercise 7 (continued)

MARCH 2003

Step 12

Expected
Results:

To enter the credit sde of the accounting entry:
Enter or sdect the following:

Account: 441260

Fund: Al

Org: 4620430329

Program: 07012

BY: 2002

Prj/Grt: 07918005

Line Amount: -150

Ref: GLOBE (Customer Number)
Line Descr: Receipt 0000110
Correct data entry
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Exercise 7 (continued)

Step 13 The system will automatically create the debit side of the accounting entry:
Click: to creete the debit accounting entries.

Expected The debit account entries are popul ated.
Results:

Step 14 Complete: Click the “Complete’ box ON

Expected Correct data entry
Results: Note: If the” Complete’ check box isnot clicked on, the entry will not post.

Step 15 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 7 (continued)

Check
Results
Step 16 Compare your Accounting Entries Line 1 pandl to the panel shown below.
Happly PayTnents - e - Dive o Jowrsal Entry P T
Fie ER ¥ew ) Pl e Dngse Repol Hep _
Hleisx| 1w wlw| DiE] S]w] lelo] #lalall
Ferounbing Erdr ||:-|pa|l Conirdl |
A i oitee Tt TN -| [ (EE
Hage: 15000 USD ¥ Comglele
Lns BL Uret fcooan Fusd [ SR Hubhis:  HY Praflis Alifials =]
1 = fianzE |r. [FTEx O | imr:_lll."'l-:ll 0]
TJ | Hok B Checkzd
lamdmeere | W0E0 | e
[ Il—=| et ekt [Fietpt s0sTI0
i
1 Lirice 15100 1] dhiili] R 000 Head
FHIFE Feramiarg Enn Upcst yarphay
Expected If the pand matches, continue to the next pandl. If these dements do not match, review
Results: the steps and consult your Instructor.
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Exercise 7 (continued)

Step 17

Expected
Results:

Compare your Accounting Entries Line 2 pand to the pand shown below.

#apply Payments - e - T b Jowmsal Entry

Fle B W 50 Fasoiles | ke [nues Aepot Help

i miee] 1w el Do o] olalo] £l

ternunbingEriin |Cupas Conirl |

Ut 2E200 Depzait | DOES Foymeal:  [0E Yoy 1

7l E

THm usn
Hase: 150 usn

Displaw Taiah: o
[ e——

2 T Prifliss Adidiale =]
e [& [szsazmafaraz | EH [u7zz0en

[T | Pk B g Checkzd

15100 1] 1E0m R 000 Mt

FHIEE ferromtang Erfrian UpdstaDarpley

The pand matches. Congratulations!
If these dements do not match, review the steps and consult your Instructor.

Exercise completed.
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Exercise 8 - Delete completed Direct Journal before Overnight

processing
Scenario:  You have entered a Regular Deposit that must be directly journdled. After entry,
you decide that the entries were incorrect and you must delete the entire record of
deposit.
Note: Use of Eraser button
Step 1 Sdect: Go=>» Manage Sdes Activities® Apply Payments
Expected The Apply Payments window displays.
Results:
Step 2 Sdect: Use=» Regular Deposit Entry=>» Totals=» Add
Expected A didog box displays.
Results:
Step 3 Enter or sdect the following:
Deposit Unit: 46200
DepostID: ERASEXX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected The Totals pand displays.
Results:
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Exer cise 8 (continued)

Step 4 ACTION #11STO SELECT THE BANKING DETAIL AND TOTAL AMOUNT OF CHECKSIN
THE BATCH.

Enter or sdect the following:

Acctg Date: Today’s Date
Bank Code: 1100

Bank Account: 1000

Deposit Type: C

Control Amount:  $530

Control Count: 1

Apply Payments - Use - Regular Deposit Entry E |EI|1|

File Edit View Go Favoribes Use Inguire Report Help

Blg®@X| ElaE| slel 5= 2= elel] *lelslz ||

Totals |Payments I fction I

| Unit: 46200 Deposit 1D: ERASEXH
Acctg Date: 0571442002 Control Currency: s
Bank Code: Wﬂ W' achowvia Format Curmrency: sh
Bank Account:  [1000  #| ooo7oissd Rate Type: [ s
Deposit Type: (5 Receipts Exch Rate: I 1.00000000
Totals rControl D ata

Control: 530.00 1 Received: Il]5f1 452002
Entered: 530,00 1 Entered: Il]5f1 42002

Difference: 0.0o0 0 Posted:
Posted: 0.00 0 Assign To: IFNTHN-IIS ﬂ
Journalled: .00 0 Operator: FHTRMA45
IFMTRNE [Totals |add A
Expected Correct data entry
Results:
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Exer cise 8 (continued)

Step 5 This pand containsentry of individual checksin the batch.
Click: | to proceed to the Payments pandl.

Fayments

Enter or sdect the following:

1D AU nit: | ] hal 3]

Remit From:

Corporate:

MICRH 1D: I ﬂ Link MICH |

Ei

Reference: I ﬂ I I ﬂ

Payment ID: ERASEXX
(Replace XX with the number assigned to you by your instructor)
Amount: $530
Journd Directly: Click check box ON
-iBix
File Edit Yiew Go Faworites Use  Inguire  Report Help
Bl @@x| alaE| vle 5(m] g8 @lkel=] *elvsll]]
Totals Payments | action | I
| Unit: 46200 Deposit 1D: ERASEX= Deposit Status: Balanced |
Seq Payment ID Acctg Date Amount Cunmency Rate Type Exchange Hate il
i |E}ﬂ:_-]3§§ {05/14/2002  |530.00 [usD ﬂ | ﬂ| 1.00000000
[” Payment Predictor v Journal Directly [ Range of References
Al

[FrTRME  [Payments |Add A
Expected Correct data entry
Results:
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Exer cise 8 (continued)

Step 6 Click: El to save.

Expected The new information is saved.
Results:

Step7 Thispane indicatesthat your control group and payment entries balance.

. At .
Click: sen l to proceed to the Action panel.

View the following:
Status: Baanced

Apply Payments - Use - Reqgular Deposit Entry & IEllil

File Edit Yiew Go Faworites Use  Inguire  Report Help

Bl @@x| ElaE sle Bjm] S5 @lkel=] #elvulz]|

Tokals I Payments Action I

Unit: 4200 Deposit ID: ERASEH

Status: Balanced Date: 05/14/2002

-Deposit Actionz

i No Action |

Delete |

[FuTRME  [Action [add A
Expected Correct data entry
Results:
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Exer cise 8 (continued)

Step 8 ACTION #2 — DIRECTLY JOURNAL THE TRANSACTION.
Sdlect: Use=>Direct Journd Entry=» Accounting Entries
Expected A didog box displays.
Results:
Step 9 Enter and sdlect the following:
Deposit Unit: 46200
Deposit ID: ERASEXX
(Replace XX with the number assigned to you by your instructor)
Payment Sequence: 1
Click: OK
Select I Detail Cancel
Click: Select
Expected The List box displays.
Results:
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Exer cise 8 (continued)

Step 10 To enter the credit sde of the accounting entry:
Enter or sdect the following:

Account: 401001

Fund: Al

Org: 4620430329

Program: 01001

BY: 2002

Prj/Grt: 06001

Line Amount: -530

Ref: BLEAKWORTH(Customer Number)
Line Descr: Receipt 234

Expected Correct data entry
Results:
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Exer cise 8 (continued)

Step 11 The system will automatically create the debit side of the accounting entry:
Click: to creete the debit accounting entries.

Expected The debit account entries are popul ated.
Results:

Step 12 Complete: Click the “Complete’ box ON

Expected Correct data entry
Results: Note: If the“ Complete” check box isnot clicked on, the entry will not post.

Step 13 Click: El to save.

Expected The new information is saved.
Results:
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Exer cise 8 (continued)

Check
Results

Step 14 Compare your Accounting Entries Line 1 pandl to the panel shown below.

Apply Payments - Use - Direct Journal Entry ) =10l x|

File Edit Yiew Go Faworites Use  Inguire Report  Help
Bl @@x| Elaa sle 5= 2= @lel] Flelvwll]|

Sccounting Entries | Deposit Contral I

Unit: 46200 Deposit ID: ERASEX Payment: ERASE:: Seq: 1
Amount: 530.00 USD Display Totals: |M.|
Baze: R30.00 USD ¥ Complete
Line GL Umt Account Fund Org Program Sub-Clz BY Pri/Grt Afhhate | =+
1 agzop [401001 Al 46204303 01001 {2002 |oso01
Speed T_l,lpel
Stat: I Mot Budget Checked i
Line Amount: | 53000 UsD
Rel- IBLEAKWUHTH ﬂ Line Descr: Receipt 234
]
2 Lines 530.00 DR -530.00 CR 0.00 Met
|FNTRN8 |F\cc0unting Entries |U|:udate,|'DispIay 4

Expected If the panel matches, continue to the next pand. If these dements do not match, review
Results: the steps and consult your Instructor.

3- 88 secTion 3: PAYMENTS PHOEN X - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE

MARCH 2003

Exer cise 8 (continued)

Step 15

Expected
Results:

Compare your Accounting Entries Line 2 pand to the pand shown below.

Apply Payments - Use - Direct Journal Entry y

File Edit View Go Favoribes Use Inguire Report Help

Ble®X Elae slel 5(=] 2= elel] #lelslz ]|

Accounting Entries | Dieposit Cankral I

=10l |

Unit: 46200 Deposit ID:  ERASE=X Papment: ERASEXx Seq: 1

Amount: 53000 USD Display Totals: |Entr_-,l vl

Basze: 530,00 UsD ¥ Complete

Line GL Unit Account Fund Org Program Sub-Clz BY PrifGrt Affiliate ;I

2 ag2gp 101001 Al 46204303 |01001 {2002 |oso01
Speed T_vpel
Stat: I Mot Budget Checked
Line Amount: I 530.00 Lsh
Refl: IBLEAKWI]HTH ﬂ Line Descr: Receipt 234
2 Lines 530,00 DR -530.00 CR 0.00 Met
IFMTRNE |Accounting Entries |Update/Display 4

The pand matches. Congratulationd!
If these elements do not match, review the steps and consult your Ingtructor.

User decidesto delete entire deposit record:

Step 16

Expected
Results:

Sdect: Use=>Direct Journal Review=>Directly Journalled Payments

A didog box displays.
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Exer cise 8 (continued)

PARTICIPANT GUIDE

Step 17 Enter and sdect the following:
Deposit Unit: 46200
Deposit ID: ERASEXX
(Replace XX with the number assigned to you by your instructor)
Payment Sequence: 1
Click: OK
Expected The Accounting Entries pand displays.
Results:
Step 18 Sdect payment from the list:
Select I Detail Cancel
Click: Select
Expected Correct data entry
Results:
Step 19 Complete: UnClick the“Complete’ check box
Expected Correct data entry
Results:
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Exer cise 8 (continued)

Step 20 Select to delete the cash line of the DJ entry.

Expected Correct data entry
Results:

Step 21 Place the cursor in the accounting line:

Click: @l (Delete Row button) to delete the accounting row.

Expected The following popup message displays:

Results:
@ ’ Dielete curent row’? [15.2]
Ho Ex=plain
Step 22 Click: i | to dosethe popup message and delete the current row.

Expected Current Direct Journd entry lineis deleted.
Results:

Step 23 Click: El to save.

Expected The information contained on the Direct Journd is deleted.
Results:
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Exer cise 8 (continued)

Step 24

Expected
Results:

Compare your Accounting Entries Line 2 pand to the pand shown below.

Apply Payments - Use - Direct Journal Review

File Edit View Go Favoribes Use Inguire Report Help

Blg®X Elae slel 5= 2= slel] #elslz ]|

Directly Journalled Payments I Deposit Control I

=10l |

Unit: 46200 Deposit ID:  ERASE=X Papment: ERASEXx Seq: 1

Digplay Totals: |Entr_-,l -I

I~ Complete

530,00 UsSD
Basze: 530,00 UsD

Amount:

Line GL Unit Account Fund Org Affiliate ;I

Program Sub-Clz BY PrifGrt
0 46200 I I I I I
Speed T_vpel

Stat: I

Line Amount: I LUsD

Rt —

Line Descr:

=

0.00 Met |

000 ush DR

1 Lines 000 ush CH

IFMTRNE [pirectly Journalled Payment: Update/Display 4

The pand matches. Congratulations! Accounting Lines have disgppeared.
If these elements do not match, review the steps and consult your Ingtructor.

Todeeteregular deposit entry:

Step 25

Expected
Results:

Sdect: Use=» Regular Deposit Entry=>» Action=> Update/Display

A didog box displays.
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Exer cise 8 (continued)

Step 26 Enter or sdect the following:

Deposit Unit: 46200

DepostID: ERASEXX

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected The Action pand displays.
Results:

Step 27

PeopleCode Manager (Get) x|

- Dielete thiz deposit? [6040,102)

Ho Explain

Expected Correct data entry
Results:

Step 28 Click: El to save.

Expected The information contained on the origina depodt entry is deleted.
Results:
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Exer cise 8 (continued)

Step 29 Compare your Action pand to the pand shown below.

Apply Payments - Use - Regular Deposit Entry . E |EI|1|

File Edit View Go Favoribes Use Inguire Report Help

slg@x| Elae slel 5= 2= elel] *elslz ||

Tikals I Payments Action I

Init: 46200 Deposzit ID:  ERASERA

Status:  Balanced Date: 054742002

-Deposzit Actionsz

Hio Action

i

Delete

[FMTRME |Actian |Update/Display A
Expected The pand matches. Congratulationd!
Results: If these dements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 9 - Correct Direct Journal posted to incorrect bank account

Scenario:  You have entered a funds transfer between bank accounts and discover that you
have sdlected the incorrect bank account to transfer the money to. Your god isto
reverse the origina entry and re-enter to the correct bank account.

Note: A negative depost must be used to reverse adirect journa deposit entry.
‘Payment Unpost’” may be used when entry involves an item.

Actionsto be taken:
1.Enter negative depodt to reverse origina entry to the incorrect bank account
2. Re-enter deposit usng dightly different deposit id to the correct bank account.

Note: for purposes of this exercise: Payroll Cash Account = 101420
Regular Operating Cash Account = 102001

Step 1 To begin the negative deposit entry, research must be done on the original
entry to determine the Chartfields that wer e used.

Sdect: Go=>» Manage Sdes Activities® Apply Payments

Expected The Apply Payments window displays.
Results:

Step 2 Sdect: Use = Direct Journa Review =» Directly Journdled Payments

Expected The diaog box displays.
Results:
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Exercise 9 (continued)

Step 3 Enter or select the following:
Deposit Unit: 46200
Payment ID: JULPRXX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Click; | Seleet |
Apply Payments - Lse - Direct Journal Review =] =]
Fl= Edt ‘Yew Go Favokes Use Process  Ingure Repa:  Help
m B X EaE aw @ wn ol $le]sls ]|
Oirecity Joumalled Feymenis ] Faymant Misc vy E Ceposit Contral ]
Ueat: 46200 Depost i JLLPRR Papment  JULPRRS S 1 |
Amaunt: 145000 LSO Display Totsts: [Eume 1]
Baze 1.350.00 LISC [ Complats
Line GE nit Ao ot Fumd O Program Sub-Clx BY Pajfar A Fhlinle -
| 45T l YR ”.u |.1|:'/||.r..r||r|||:=|.'.: | ||Jn||:- ||un.'.r||||.r
Speed ||'|.|I:-I
Sisk Mol Budget Checksd
Line Aimuuanl: | 1,350 00 ush
Bl MISCFYM 1T ﬂ LiFiie [hse Furifz Trand=r from PH o RO
Ll
2 Linss 1ELD USD DR 135000 UsSD CH 000 et
e T o
stort| | (Db merct el | ywrnocs |8 Aoty Payments - U Bjatenced an panual. | [ 5d 1zeeen
Expected The Directly Journdled Payments pand displays.
Results: Displays origind trandfer entry.
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Exercise 9 (continued)

Step 4 Scroll down to see the cash line of the accounting entry.
-loix
File Edit View Go Favoribes Use Inguire Report Help
Blg®X Elae slel 5= 2= slel] #elslz ]|
Directly Journalled Payments I Deposit Control I
Unit: 46200 Deposit ID:  JULPR#A Papment: JULFPR#x Seq: 1
Amount: 135000 USD Digplay Totals: |Entr_-,l -I
Basze: 1.250.00 UsD ¥ Complete
Line GL Unit Account Fund Org Program Sub-Clz BY PrifGrt Affiliate ;I
2 agzgp 102001 Al 46205708 [12173 {2002 |10977007
Speed T_vpel
Stat: I Mot Budget Checked
Line Amount: I 1.350.00 Lsh
Ref: IMISEF‘YMT ﬂ Line Descr: Funds Transfer from PR to RO
2 Lines 135000 UsSD DR -1,380.00 USD CRH 0.00 Met
[FMTRME [pirectly Journalled Payment: Update/Display 4
Expected The Directly Journdled Payments pand displays.
Results:
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Exercise 9 (continued)

Step 5 TO ENTER NEGATIVE DEPOSIT: (TO REVERSE BANK ACCOUNT DATA FROM ORIGINAL
ENTRY))

Sdect: Use=» Regular Deposit Entry=>» Totals=» Add

Note: You must use Regular Deposit panelsfor a negative entry. Express
Deposit cannot be used for a negative deposit entry.

Expected A didog box displays.

Results:

Step 6 Enter or sdlect the following:

Deposit Unit: 46200
Depost ID: JULPRCXX
(Replace XX with the number assigned to you by your instructor.)

Click: OK

Expected The Totas pand displays.

Results: Note: It isrecommended that the business unitsplace an “R” (Reverse) on the
end of thedeposit ID to reflect a negative deposit and a*“ C” (Correction) when
correcting the deposit to show connection to original deposit ID sincein either
case the deposit I D cannot be duplicated.
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Exercise 9 (continued)

Step 7 Enter or select the following: (Thisis the incorrect bank account data) Entry should
credit regular operating.
Acctg Date: Today’s Date
Bank Code: 1100
Bank Account: 1000 (Regular Operating Account)
Deposit Type: C (Default vdue)
Control Amount:  $-1350
Control Count: 1
i
File Edit View Go Favoribes Use Inguire Report Help
Bl @@x| alaE| vlel 5(=] A=) @lkel] *lelvsll]]
Tatals |Payments I fction I
| Unit: 46200 Deposit 1D: JULPRR
Acctg Date: Control Currency: sh
Bank Code: |1 100 ﬂ Wachovia Format Currency: s
Bank Account:  [1000  #| 0007016574 Rate Type: | |
Deposit Type: C Receiptz Exch Rate: I 1.00000000
~Totals rControl Data
Control: -1,350.00 1 Received: Il]?il]21'2l]l]2
Entered: -1.350.00 1 E ntered: Il]?fl]232l]l]2
Difference: 0.00 0 Posted:
Posted: 0.00 ] Agzign To: IFNTHN21 ﬂ
Journalled: 0.00 0 Operator: FHNTEM21
[FutRME  [Tokals [add A
Expected Correct data entry
Results:
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Exercise 9 (continued)

Step 8

Expected
Results:

Fayments

Click: | to proceed to the Payments pandl.

Enter or select the following:

Payment ID: JULPRXX
Amount: $-1350

Currency: USD — Default Value
Journd Directly: Click check box ON

Apply Payments - Use - Regular Deposit Entry ) & |EI|5|

File Edit Yiew Go Faworites Use  Inguire Report  Help

Blel®(x| ElaE slel 5= g 2(s(2] *es |

Totals  Payments |F\ctiu:un|

| Unit: 46200 Depozit 10: JULPR R Depozit Status: Balanced |

Seq Papment 1D Acctg Date Amount Cummency HRate Type Exchange Hate d
1 | ULPRXX {06/30/2002  |-1.350.00 {usp ﬂ | ﬂ| 1.00000000

I” Payment Predictor v Journal Directly [” Range of References

e | i — ol s |-

Hame:

Remit From:

Corporate:

MICR 1D: I ﬂ Link MICH | j
Reference: I ﬂ I I ﬂ ;I

IFMTRMNE [Payments |add A

Correct data entry

Step 9

Expected
Results:

Click: El to save.

The new information is saved.
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Exercise 9 (continued)

Step 10 Action |

Click: ——1 to proceed to the Action pandl.
View thefollowing:
Status: Balanced

Apply Payments - Use - Regular Deposit Entry :

File Edit Yiew Go Faworites Use  Inguire Report  Help

=181

Bl @@x| ElaE sle 5@ S5 @lel] #lelvwll]]

Tikals I Payments Action I

Unit: 46200 Deposit ID:  JULPRR::=

Statug: Balahced Date: 07402/2002

-Deposit Actions

Delete |

FHTRMS Action [Add

Expected Correct data entry
Results:
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Exercise 9 (continued)

Step 11 TOENTER ACCOUNTING ENTRIES FOR NEGATIVE DEPOSIT:

Sdlect: Use=>Direct Journd Entry=» Accounting Entries

Expected A didog box displays.
Results:

Step 12 Enter and select the following:

Deposit Unit: 46200

Deposit ID: JULPRCXX

(Replace XX with the number assigned to you by your Instructor)
Payment Sequence; 1

Click: OK

Select Deposit entry from List box

Expected The Accounting Entries pand displays.

Results:
Step 13 Enter or sdlect the following:
Account: 196030
Fund: Al
Org: 4620570800
Program: 12173
BY: 2002
Prj/Grt: 10977007
Line Amount: $1350
Ref: MISCPYMT
Line Description: To reverse funds transfer
Expected Correct data entry
Results:
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Exercise 9 (continued)

MARCH 2003

Step 14 Click: ‘i, to create the debit accounting entries.

Expected The debit account entries are popul ated.
Results:

Step 15 Complete: Click the check box ON

Expected Correct data entry
Results:

Step 16 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 9 (continued)

Check
Results

Step 17 Compare your Accounting Entries Line 1 pandl to the panel shown below.

Apply Payments - Lse - Direct Journal Review .-m.ﬁl

Fl= Edt Wew G Fauodbes Use Frocess  Ingure Repat:  Help

m | E X E e e E@jm we oles $le]sl ]|
Oireclty Joumalled Peymends 1 Faymant Misc i [ Deposit Conral ]

Witz 46200 Deposat ID:  JULPRC Papmenl  JULPRRS e 1 |

Amnund: -1.350.00 LIS Dssplay Tofada: |Enkm = @

Bagze: 435000 UISC [ Camplets

Line GE nit Ao ot Fumd O Program Sub-Clx  BY Prfar B Fhlinle -
| qezng |1a60m ||m |-1|:'/||!..r||:|||:=|.'.: | ||un||:- ||un.'.r||||.r

Speed T!plul

Sisk Mol Budget Checkad

Lins fmupunl | 1,350 i usp

Fed MISCFY M1 ﬂ Line [hesc To reverse lunds transher

L

2 Limamz TEL LS DR .35 s CR 000 Het

FRSTAGE Ciredkhy Jornslsd Peymeris |UpdebsUimalay

gi.utl _E]nb\:ﬁ-h‘lmuf...l JWFOCCS ]’Mnlrllmrl-. R |advanced_an .. JiSed  immem

Expected If the panel matches, continue to the next pand. If these eements do not match, review
Results: the steps and consult your Ingtructor.
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Exercise 9 (continued)

Step 18

Expected
Results:

Compare your Accounting Entries Line 2 pand to the pand shown below.

Appdy Payment s - Lse - Dieech Joirenal Revhew ‘m'ﬂ

Fl= Edt ‘Yew Go Favokes Use Process  Ingure Repa:  Help

m e X e v om e el el ]|
Oirecity Joumalled Peymemns |F"E.:,-11'IEII'I| Mis.l;'.‘q'rl-:l_ Ceposit Contral |

Wmit: 46200 Depost iD:  JULPRCH Papment  JULPRRS S 1 |

Amound: -1.350.00 LSD Dsplay Todada: |Enkm = @

Baze A.350.00 LISC [ Complete

Line GL Wnit Aec oot Fumd O Program Sub-Clx BY Pajfar A Fhilia e _:-I
E e U | [rezosma iz ] [0z |[10srm007

Speed ||'|.|I:-|

Sisk Mol Bucdget Checked

Line Aimuuanl: | 1,350 00 | LI5S0

Bl MISCFYM 1T ﬂ LiFiie [hse To reverse lunds transher

2. Limsz TELOD USk DR 135000 UsD CH 000 Het

FRSTAEE Ciredthy Journslsd Peyment=s |Updebs Uiy

Mstort| | b - morasat...| Pnocs | [P npy Paymmen.. B advancad an .. Jodbd 1z4LPM

The pand matches. Congratulationd!
If these elements do not match, review the steps and consult your Instructor.

Tore-enter Deposit into the correct Bank Code/Account:

Step 19 Sdect: Use=»Regular Deposit Entry=» Totals=» Add

Expected A didog box displays.

Results:
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Exercise 9 (continued)

Step 20 Enter or sdect the following:

Deposit Unit: 46200

DepostID:  JULPRCCXX

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected The Totds pand displays.
Results:
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Exercise 9 (continued)
Step 21 Thisentry should correct bank account
Enter or sdlect the following:
Acctg Date: Today’s Date
Bank Code: 1100
Bank Account: 8000 (Payroll Account)
Deposit Type: C —Default Value
Control Currency: USD — Default Value
Control Amount:  $1350
Control Count: 1
_laix
File Edit View Go Favoribes Use Inguire Report Help
Blg®@X| ElaE| slel 5= 2= elel] *lelslz ||
Totals |Payments I Action I
| Unit: 46200 Deposit 1D: JULPRC
Acctg Date: 0673042002 Control Currency: s
Bank Code: |1 100 ﬂ Wachovia Format Currency: s
Bank Account:  [8000  #| 0007014456 Rate Type: | +
Deposit Type: (5 Receipts Exch Rate: I 1.00000000
Totals rControl Data
Control: 1.350.00 1 Received: Il]?fl]2!2l]l]2
Entered: 1.350.00 1 Entered: IU?10212UU2
Difference: 0.00 0 Posted:
Posted: 0.00 0 Agzign To: IFNTHN21 ﬂ
Journalled: .00 0 Operator: FHTRM21
[FrTRNG  [Totals [add P
Expected Correct data entry
Results:
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Exercise 9 (continued)

Step 22 This pand containsentry of individual checksin the batch.
Click: e | to proceed to the Payments pandl.

Enter or sdect the following:

Payment I1D: JULPRXX

Amount: $1350

Currency: uSbh

Journd Directly: Click check box ON

Apply Payments - Use - Regular Deposit Entry § & |EI|5|

File Edit Yiew Go Faworites Use  Inguire Report  Help

Blel®(x| ElaE slel 5= g 2(s(2] *es |

Totals  Payments |F\ctiu:un|

| Unit: 46200 Depozit 10: JULPRCCHA Depozit Status: Balanced |
Seq Papment 1D Acctg Date Amount Cummency HRate Type Exchange Hate d
1 | ULPRXX |06730/2002  [1.350.00 {usp ﬂ | ﬂ | 1.00000000
I” Payment Predictor v Journal Directly [” Range of References
1D/Unit: | ﬂ | ﬂ | ﬂ | ﬂ 2
Hame:
Remit From:
Corporate:
Y + 1
MICRE 1D- I J Link MICH | j
Reference: I ﬂ I I ﬂ —I

[FrTRMNE  |Payments |add A
Expected Correct data entry
Results:
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Exercise 9 (continued)

Step 23 Click: El to save.
Expected The new information is saved.
Results:
Step 24 Thispane indicatesthat your control group and payment entries balance.
. At .
Click: === l to proceed to the Action pand.
View the following:
Status: Baanced
-0 x]
File Edit Yiew Go Faworites Use  Inguire  Report Help
Bl @@x| ElaE sle Bjm] S5 @lkel=] #elvulz]|
Tokals I Payments Action I
Lnit: 45200 Deposit 1D:  JULPRCGS
Status: Balanced Date: 07./02/2002
-Deposit Actionz
Delete |
[FuTRME  [Action [add A
Expected Correct data entry
Results:
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Exercise 9 (continued)

Step 25 DIRECTLY JOURNAL THETRANSACTION TO THE CORRECT BANK ACCOUNT.
Sdlect: Use=>Direct Journa Entry=» Accounting Entries
Expected A didog box displays.
Results:
Step 26 Enter and sdect the following:
Deposit Unit: 46200
Deposit ID: JULPRCCXX
(Replace XX with the number assigned to you by your instructor)
Payment Sequence: 1
Click: OK
Expected The Accounting Entries pand displays.
Results:
Step 27 To enter the credit side of the accounting entry:
Enter or sdlect the following:
Account: 196030
Fund: Al
Org: 4620570800
Program: 12173
BY: 2002
Prj/Grt: 10977007
Line Amount: -1350
Ref: MISCPYMT (Customer ID — Misc. Payment)
Line Descr: To correct transfer
Expected Correct data entry
Results:
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Exer cise 9 (continued)

Step 28 The system will automatically create the debit side of the accounting entry:
Click: to creete the debit accounting entries.

Expected The debit account entries are popul ated.
Results:

Step 29 Complete: Click the check box ON

Expected Correct data entry
Results: Note: If the” Complete’ check box isnot clicked on, the entry will not post.

Step 30 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 9 (continued)

Check
Results

Step 31 Compare your Accounting Entries Line 1 pand to the pand shown below.

Apply Payments - Lse - Direct Journal Review =] =]

Fi= Edt YWew Go Fauodbes Use Process  Ingure Repar:  Help

m &8 % E5lale| el = a8 e+ 2lelslr ]|
Direcity Joumalled Feymenis 1 Faymant Misc vk E Ceposit Contal ]

Umit: 46200 Depost ID:  JULPROCS Papment  JULPRME Sed: 1 |
Amount: 150,00 LSD Dasplay Tobala: it nkmy -
Bage: 16000 LISD [+ Complete
Line GE Unit Acc oot Fund g Progiam Gub-Cls BY PaptEr Afhliale -
| agzon [P9Emn |l | R (B | [|[2ooz  |[1nazvooF
Mol Bucdget Checksd

Line Ampunt | 135000 | LS0

Hed MISCFYM T ﬂ L Db T o correct bramsler

3

2. Linsz 1AL sk DR 135000 UsD CH 000 Het

FRSTAGE Cireckhy Journslsd Peyments UpdebsDimplay

Hlistort| | b - Messaf...| Sywroocs | [P iy Paymmen... ﬂ_’dﬂ:‘iJ I EE zeen

Expected If the panel matches, continue to the next panel. If these dements do not match, review
Results: the steps and consult your Instructor.
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Exercise 9 (continued)

Step 32

Expected
Results:

Compare your Accounting Entries Line 2 pand to the pand shown below.

Apply Payments - Lse - Direct Journal Review =] =]

Fl= Edt ‘Yew Go Favokes Use Process  Ingure Repa:  Help

m B X EaE aw @ wn ol $le]sls ]|
Oirecity Joumalled Feymenis ] Faymant Misc vy E Ceposit Contral ]

Umit: 46200 Depost iD:  JULPROSES Papment  JULPRMS Seq: 1

Amound: 135000 LSO Dsplay T obala: it nkmy =

Baze 1.350.00 LISC [ Complete

30 I D

Line GL Wnit Aec oot Fumd O Program Sub-Clx BY Pajfar A Fhilia e
2 45200 l MR ”.u |.1|:'/||.r..r||r|||:=|.'.: | ||Jn||:- ||||n_'.r||||.r

Speed | |'|.|I:-I

Sl Mol Budget Checked
Line Aimuuanl: | 1,350 00 ush

Rl MISCFYM1 ﬂ Ui Db To comect banslar

2. Limsz TELOD USk DR 135000 UsD CH 000 Het

FRSTAEE Ciredthy Journslsd Peyment=s |Updebs Uiy

Hlistart| | [Einbas - Mamasat...| —Jwroocs [T —— M =i emen

The pand matches. Congratulationd!
If these dements do not match, review the steps and consult your Instructor.

Exercise completed.
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PRIOR YEAR
Exercise 10 — Reverse revenue posted to incorrect budget year

Scenario: By sdlecting the incorrect Digtribution code on an origind entry, you have
incorrectly posted Revenue to the previous Budget Year. Your god isto correctly
post revenue to the current year.

Notes: If dl payments have been gpplied to the item (receivable), and the receivable hasa
zero baance, make the following journd entry in the A/R Module (direct journd):
Debit Revenue and Credit cash accounts affected for the receivable amount for the
prior year. Debit cash and Credit revenue accounts for the current budget year
(Note: Receivables are not affected because the balanceis zero.)

If item was created and no payments applied, enter a credit memo againg the item. The item
should have a zero balance. Create the item again with a different item ID and a current year
distribution code.

If payments have been applied and Receivableis* Open” :
Actions 1 — Run Query
2 — Revers dl payments using a negetive deposit
3 — After payments are reversed, issue a credit for the item (Receivable)
4 — Recreate the item with a different item id using a current year didtribution code

Action #1. Run Query

Step 1 Run Query OARO16, “Itemsto Wrong Year”.

. Sdect: View = Navigator Display = Query

Expected This query identifies any itemsthat are posted to a prior budget year. The user must

Results: identify which items are incorrect. There may be avaid reason for revenue to be
booked to a prior year budget.
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Exercise 10 (continued)

Action 2: Reverse all payments

Step 2 To begin the negative deposit entry, research must be done on the original
entry to determine the Chartfields that were used.

Sdect: Go=>» Manage SdesActivities® Collect Receivables

Expected The Apply Payments window displays.
Results:

Step 3 Sdect: Inquire 2 = All Item Information =» Item Status

Expected The didog box displays.
Results:
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Exercise 10 (continued)

Step 4 Enter or sdlect the fdlowing:

Deposit Unit: 46200

Payment ID: BDXX

(Replace XX with the number assigned to you by your instructor)
Click: OK

Click: . Seleet |

Collect Receivables - Inquire 2 - All Item Information i [m] |

File Edit View @Go Favoribes Use Inguire 1  Inguire 2 Report  Help

Blelex aae| slel sz A5 2lel] el ]|

Ikem Status IItem Activity I Tkem Accounting Entries | Related Conversations I

Unit: 46200 Customer: SekSCLUB FULTOM ATLANTA Status: Open
Item 1D: BOO1 1 MHame: Sam's Club Days Late: -29
rItem Information
Acctg Date: 0B/24/2002 Entiy Type: IM dl Order Ho:
Balance: 42000 USD AR Dist: ﬂﬂﬂﬂ@ Contract #:
Bl Unit:
Due Date: 07/24./2002 Due Dayps: [T &lways Alow Discount
Terms: HET30 Disc Days: Analyst: DEFALILT
Discount Amount: Collector: DEF&AULT
Discount Amount 1: Sales: DEFAULT
Az OF Date: 06/24,/2002 Posted: 0625/ 2002 Bill of Lading:
™ Eollestion Document:
[~ Dispute PO Ref:
[FMSTAGE  |Ttem Status [Update/Display A

Make Note of the Reason Code and Distribution Code used on original entry
Expected Digplaysthe Item Status and activity for thisitemid
Results:
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Exercise 10 (continued)

Step 5 TOENTER NEGATIVE DEPOSIT:
Sdect: Go=>» Manage Sdes Activities® Apply Payment
Sdect: Use=»Regular Deposit Entry=» Totals=» Add

Note: You must use Regular Deposit panelsfor a negative entry. Express
deposit cannot be used to enter a negative deposit.

Expected A didog box displays.

Results:

Step 6 Enter or sdect the following:

Deposit Unit: 46200
Deposit ID: BDRXX
(Replace XX with the number assigned to you by your instructor.)

Click: OK

Expected The Totas pand displays.

Results: Note: It isrecommended that the business units place an “R” (Reverse) on the
end of the deposit ID to reflect a negative deposit and a“ C” (Correction) when
correcting the deposit to show connection to original deposit ID sincein either
case the deposit I D cannot be duplicated.
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Exercise 10 (continued)

Step 7 Enter or sdlect the fallowing:
Acctg Date: Today’s Date
Bank Code: 1100
Bank Account: 1000
Deposit Type: C
Control Amount:  $-4000.00
Control Count: 1
By Pamienis - Use - A egales egosit Bty i) x|
Fie E# R G Fevotss e Dnode et Hep )
M miwise| 4| wiw B S alelo] el
Tokas |Prmr\h M"‘l
=t JES00 [Nt 0 BOF
Ay Daie m Contesl Cepenay. UG
Hosk Contes [ & ko Fast Catrency. S0
Bamh hccoent: 1908 #|  DOOMIEST Pt Tpe I s
Drepaait Tppe: C Hrcepds Fmrh ot I 1. SO0
Tmm T |_1 Comteel Data —
o Sl -
Fowsed o ] Agsgs T fFrTARE :J
Jowmnalled nm ] Ihoeraten: FHIFRE]
Expected Correct data entry
Results:
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Exercise 10 (continued)

PARTICIPANT GUIDE

Step 8 Click: PaLentsl to proceed to the Payments pandl.

Enter or sdect the following:

Payment ID: BDXX

(Replace XX with the number assigned to you by your instructor.)
Amount: $-4000.00

Currency: uSbh

ID/Unit: SAMSCLUB

Tab from fidd

Ay Pavinents - Lise - R egular Deposit Babry
Fle Ef e G0 Feeniles ke Ingns  Aepoit Help

i s ww| @im| alm] olel] el

Tokan Parymaris | action |

2l x|

Umit 4600 DepeaitiDc  BDASS Deguct Staluc Bdanced
Tog Pagmer I} Aepin D ose A ey Mate Tepe Eaahnsgs R £
1 [ fanEamz [ oakok R | T
 Papment Frdecta © dzumnal Dissctly [~ Aasge sl Relmmsce

Dk (SMSCLOE e 200 effFULTOR e aiiens 8]

Hame: Sy Dy

Foeml Faom: SAMECLIA £ e

Crpoeale: SEMECLUE w1

WICH ] EJI

Rermerse 1l a0 1 =
3

FhaEe Fasants

Expected Correct data entry
Results:

wod

Step 9 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 10

MARCH 2003

(continued)

Step 10 Click: i to proceed to the Action pand.
View thefollowing:
Status: Baanced
Expected Correct data entry
Results:
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Exercise 10 (continued)

Step 11 Build a worksheet to deter mine the receivable in which to rever se payment:

Sdect: Use=>» Worksheet Selection

Expected A didog box displays.
Results:

Step 12 Enter or sdect the following:

Deposit Unit: 46200

DepostID:  BDRXX

(Replace XX with the number assigned to you by your instructor)
Click: OK

Sdect from Ligt
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Expected The Worksheet Selection pand displays.
Results:
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Exercise 10 (continued)

Step 13 Build

Click: to build the workshest.

Expected The Worksheet Application pane displays showing the built workshest.
Results:
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Exercise 10 (continued)

PARTICIPANT GUIDE

Step 14

Expected
Results:

Sdect the following:

ltem: BDXX

(Replace XX with the number assigned to you by your instructor)
Click the Sel checkbox ON

Highlight the Item Amount
Change from $420 to $-4000

Press. <Tab> to update the pand.
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Click: El to save.

The new information is saved..
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MARCH 2003
Exercise 10 (continued)
Step 15 Sdect: Use=>Worksheet Action
Expected The Worksheet Action pand displays.
Results:
Step 16 Click: _FostLater | ;4 st the payment to post.
By Pasinents - e - War kiheet Aothen T T
Fle B Sa 50 Fawodies ke Ingure  Aepoit Help
| o oim| =] i) ] sleld] il |
Workahast fichian |
s ook shemt Actaoma FPoding Aclisno Accoentng Eshy fucliont
Thetiote Wik shesl T
Tielate et i oy Pl Koo |
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Expected The Worksheet Action pand displays.
Results:
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Exercise 10 (continued)

Action #3: Enter Credit toitem (Item balance should be $4420 if negative deposit was
entered and posted correctly.)

Step 17 Sdect: Go =» Manage Sdes Activities = Enter Receivables

Expected The Enter Receivables window displays.
Results:

Step 18 Sdect: Use = Online Pending Item Entry =» Group Control = Add

Expected A didog box displays.
Results:

Step 19 Enter or sdlect the following:

Group Unit: 46200
Group ID: NEXT

Click: OK

Expected The Group Control pand displays.
Results:
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Exercise 10 (continued)

Step 20 Enter or select the following:
Acctg Date: Today’s Date
Group Type: B (Billing) — Default Value
Origin ID: MAN (Manud) — Default Value
Control Currency: USD — Default Value
Control Amount: $-4420
Control Count: 1
Recelved: Today’s Date
Entered: Today’s Date

Expected Correct data entry

Results:

Step 21 Pending [tern 1 |

Click: to proceed to the Pending Item 1 pandl.

Enter or sdlect the following:

Item ID: BDXX

(Replace XX with the number assigned to you by your instructor)
Line Number: 1

Customer: SAMSCLUB

Amount; $-4420

Entry Type CR

Reason: 41017

AR Digt: ARMISC

(User will receive a Warning message pertaining to Prior Year. Click OK)
Expected Correct data entry
Results:
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Exercise 10 (continued)

Step 22 click: R proceed to the Group Action panel.
Click: Balance
Expected The pending items baance.
Results:
If the items do not balance, make corrections and perform this step again before moving
on to the next step. If you cannot balance the entries, ask the Ingtructor for assistance.
Step 23 Record the Group ID below. The Group ID is assgned after the pand group has been
saved.
Group ID:
Expected The group ID is recorded.
Results:
Step 24 Click: Post Later
Click: El to save.
Expected The group of itemsis et to post later and dl fields in the panel are grayed out.
Results:
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Exercise 10 (continued)
Check
Results
Step 25 Compare your Group Control panel to the pand shown below.
Esbier fegesshies - Lpe - aline Pendivg Iem Babey =i =
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Expected If the pand matches, continue to the next pandl. If these dements do not match, review
Results: the steps and consult your Instructor.
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Exercise 10 (continued)

Step 26 Compare your Pending Item 1 Sequence 1 pand to the panel shown below.

Enber Ridespbies - Uge - Dnfinee Pendag e Eabey 28] %
Fle Ed0 dew 0 Fewmiles e Pocess [nodes Aepot Hep :
Emiwi ] wel @im] S)E] ol #|elald |

Groupconticl  Pandng e 1 | parding tten 2 | Pancg ttan 3 | scoaintirg Ertrins | oo action |

Fasug 1wl JEAE Sromp Bk i

ety Date: ECIPOUH fii D4 Dt RO OEVR0E " vial
Mo e [ [ 1

Cumemer:  [iE0 | [FAwCiUn of FULTON  BRLaNTA susns [
Ameumi: [ 42000 SO Evep e [0 4] Awsssn (0017

AR D Wﬂ
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Note: Upon exiting the AR Distribution code field, you will receive a war ning
message “ Thisentry will createa prior year transaction”, Click: OK

Expected If the pand matches, continue to the next pand. |If these dements do not match, review
Results: the steps and consult your Ingtructor.
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MARCH 2003
Exercise 10 (continued)
Step 27 Compare your Group Action pand to the pand shown below.
Eaber Redesabies - e - Daise: Pendivg lhem Bstey P T
Fle Bf YRew G0 Fawoeles  lbe Piocess [roues  Aepot Help
H|wiwx] 0| wiw @j@] S aielo] #leladl]
Group Control | Panding R 1 | Fanding e 2 | Fargling [lam 3 | Fcoamtrg B ‘wtag Aden |
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Expected The pand matches. Congratulations. If these dements do not match, review the steps
Results: and consult your Ingtructor.

Action #4: Recreateitem using different item id and correct distribution code

Step 28 Sdect: Go =» Manage SdesActivities = Enter Recelvables
Expected The Enter Receivables window displays.
Results:
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Exercise 10 (continued)

Step 29 Sdect: Use =>» Online Pending Item Entry =» Group Control =» Add

Expected A didog box displays.

Results:

Step 30 Enter or sdect the following:
Group Unit: 46200
Group ID: NEXT
Click: OK

Expected The Group Control pand displays.
Results:
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Exercise 10 (continued)

Step 31 Enter or sdlect the following:
Acctg Date: Today’s Date
Group Type: B (Billing) — Default Value
OriginID: MAN (Manud) — Default Value
Control Currency: USD — Default Value
Control Amount: $4420
Control Count: 1
Recelved: Today s Date
Entered: Today’s Date

Expected Correct data entry

Results:

Step 32 Pending [tern 1 |

Click: to proceed to the Pending Item 1 pandl.

Enter or sdlect the following:

Acctg Date: Today’s Date

Asof Date: Today’s Date

[tem ID: BDCXX

(Replace XX with the number assigned to you by your instructor)
Line Number: 1

Customer: SAMSCLUB

Amount; $4420

Entry Type: IN

Reason: 41017

AR Digt: ARMISCXX (XX = Budget Y ear)

Expected Correct data entry
Results:
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Exercise 10 (continued)
Step 33 Click: Sl el I to proceed to the Group Action pand.
Click: Balance
Expected The pending items baance.
Results:
If the items do not baance, make corrections and perform this step again before moving
on to the next step. If you cannot balance the entries, ask the Ingtructor for assistance.
Step 34 The Group ID isassigned after the panel group has been saved. If aGroupisin
baance, the system will automatically save the pand group.
Record the Group ID below. Thisinformation will be used in Exercise 5.
Group ID:
Expected The group ID isrecorded.
Results:
Step 35
Click: Post Later |
Expected The group of itemsis set to post later and dl fields in the panel are grayed out.
Results:
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Exer cise 10 (continued)
Check
Results
Step 36 Compare your Group Control panel to the pand shown below.
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Expected
Results:

If the pand matches, continue to the next pand. If these eements do not match, review
the steps and consult your Instructor.
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Exercise 10 (continued)

Step 37 Compare your Pending Item 1 Sequence 1 pand to the pand shown below.
Eaber fedeswsbies - Upe - Dafine Pending lbem Babey =18] %
I R | fs::sugg R
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Expected If the pand matches, continue to the next pandl. If these dements do not match, review
Results: the steps and consult your Instructor.
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Exercise 10 (continued)

Step 38 Compare your Group Action pand to the panel shown below.
Eaber i ensbies - se - Daine Pendivg Ibem Babey =18 %
saloiwix] 1loi] olef 5w Hls] Slol | #leial ]
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Balane = e di e |
Diodobe: Gacwap | Faat Rew | |

FHTFE Group Achian Fcd

Expected The pand matches. Congratulations!
Results: If these dements do not match, review the steps and consult your Instructor.

Note: To complete entry, payment should be re-applied to the new Item ID.

Exercise completed.
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Exercise 11 - Write off a prior year receivable

Scenario:  Red Forest (RED FOREST) wasissued invoice 1234X X last year (Replace
XX with the number assigned to you by your instructor). The customer is not
liable for the charge of $99.99 on the invoice. The audit department has reviewed
the account and you are ingtructed to write off the prior year recaivable usng
business unit 46200.

Step 1 Sdect: Go=>»Manage Sdes Activities® Maintain Recaivables® Use=» Wor ksheet

Selection=>Add

Expected A didog box displays.

Results:

Step 2 Enter or sdect the following:

Worksheet Business Unit: 46200
Workshest ID: NEXT
Click: OK

Expected The Worksheet Selection pand displays.

Results:
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Exercise 11 (continued)

Step 3 Enter or sdlect the following:
Customer ID: RED FOREST
Business Unit: 46200

Press. <Tab> to update the pandl.

Click: M to build the worksheet.

Spiak pin fleceieableg - Uae - okt Seleobon i} al2] x|
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Expected The Worksheet Application pand displays.
Results:
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Exercise 11

MARCH 2003

(continued)

Step 4

Enter or sdlect the following:

Action: WO (write-off)

Item: 1234XX

(Replace XX with the number assigned to you by your instructor).
Line Number: 1

Click the Sel checkbox ON

WO Reason: 39001 (Surplus Account 1)
Notice amount of write off at bottom of pane

piad i Receiables - Use - Soekobect Seplcation X I
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Expected The action is changed, the item is selected, and the write off code is selected.
Results:
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Exercise 11 (continued)

Step 5 click: Bl tosve

Expected The new information is saved.
Results:

Step 6 Sdect: Use>»Worksheet Action

Click: Post Later 0 Set to post.
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Fle Ef S G0 Fewniles e Ingns  Aepoit Help

B wiwx| wim| W)= @l@] A=) aiel] #leisll |

Workahaest fachan |
lbmin  AECD0  kshawt (- 735 Archg Date (SIS0
Focing Slalur
(adl |
=
ik shest Ao Pugtng Aclisne Auzzwening E=hiy Aclizne
Dielote Wik shotl | [ Wist Pssi |
L | Basl Kaw I

FRORE  Worbdest Action =" v P

Expected The workshest is set to post. The Prior Y ear Receivableis deleted from the accounting
Results: records.

Exercise completed.
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D. Summary and Review

Activity Materials

W |||

LECTURE GUIDE REVIEW

Objectives Review:

Reverse payment when receivable is closed
Correct payment to incorrect bank account
Correct Revenue posted to incorrect Budget Y ear
Complete partidly posted Direct Journa

Correct Direct Journal not posted

Correct Direct Journa when buttons are grayed
Delete Direct Journd prior to overnight processing

NoOoA~WDNER

Discuss the following questions:

When is the On Account feature used?

What pandl is used to delete a worksheet?

Wheat is the purpose of building aworksheet in Express Deposit Entry?

What happens when a direct journal does not post when there are no

errors?

5. When thedirect journa Accounting Entries pand is*“grayed out” ortling,
what is wrong with the journa?

6. What menu is used to start the process of deleting a direct journa?

Whéat is the purpose of writing-off an item?

8. What menu is used to write-off an item?

AwbdpE

~
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Payments

’ Congratulations! 'Y ou have just completed the Payments section. This section
contained the tools needed to learn dl the concepts and proceduresinvolved in
entering payments.

Participant
Objectives  You should be ableto

Reverse payment when receivable is closed
Correct payment to incorrect bank account
Correct Revenue posted to incorrect Budget Y ear
Complete partidly posted Direct Journa

Correct Direct Journal not posted

Correct Direct Journa when buttons are grayed
Delete Direct Journd prior to overnight processing

Noos~WDNRE
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A. Introduction

Class Participation

4

We come to the Class Participation section!  This section contains the tools needed to
learn dl the concepts and procedures involved in determining errors
in Peoplesoft.

Goal The god of thistopic isfor the participants to acquire the skills and knowledge
necessary to perform processes associated with making corrections on your
own.

Participant
Objectives At theend of this section you will be adleto

1. Determine a Receivable error and correct it
2. Delete aworksheet

3. Ddete aDirect Journa

4. Correct adigtribution code entered in error
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B. Business Processes

PARTICIPANT GUIDE

Activity Materials
W Fd | | <22
LECTURE GUIDE HANDOUT

Rdevant Business Processes,

ARO002 — Entering Recavables

ARO003 — Budget Checking

ARO0O05 — Receivable Update

ARO013 — SpeedTypes

ARO016 — Reason Codes

ARO018 — Record Grant Encumbrance and Earned Revenue

4- 2 SECTION 4: CLASS PARTICIPATION
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C. Exercises
Exercise 1 — Distribution Code entered in error

Scenario: When you entered item # 57X X for customer id, BEKINS, you
selected the incorrect distribution code. Y our god isto correct the
digtribution code for thisentry. Refer to your manud, if needed.

Busness Unit: 46200
[tem ID: 57XX
Customer ID: BEKINS

New Digtribution Codee AR4903703

Student Notes:
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Exercise 2 — Duplicate Item error

Scenario: Y ou have received your reports this morning and determine
that you have aduplicate item error. Your god isto correct thiserror.

Business Unit: 46200

Group ID: 723XX

Origind ItemID: 423

Customer ID: NEELYCORP
New Item ID: 5888XX

Student Notes;
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Exercise 3 — Delete a wor ksheet

Scenario: Y ou have entered a regular deposit today and decide to delete the
deposit before overnight processing. Your god isto ddete this depositin
Peopl esoft.

Business Unit: 46200

Deposit ID: 0901XX

Customer ID: GLOBE

Item ID: 59X X

Amount; $2500.00
Student Notes;
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Exercise 4 — Delete a Direct Journal

Scenario: You have entered a Direct Journd today for vending revenues,
and decide to delete the journa prior to overnight processing. Y our goa
isto delete this direct journd in Peoplesoft.

Business Unit: 46200
Deposit ID: 60X X

Payment ID: 60X X

Amount; $260.00

Customer ID: MI1SC REVENUE

Account: 441001 (S& S—Vending Revenues)
Fund: Al

Organization code: 4620260100

Program code: 06092 (Coca Cola Bottles)

Budget Y ear: Enter Current Budget Year XXXX
Project/Grant: 08150 (Hard Labor Creek State Park)

Student Notes:;
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D. Summary and Review

Activity Materials
W |||
LECTURE GUIDE REVIEW
Objectives Review:
1. Correct aDigtribution code entered in error
2. Dedete aWorksheet
3. Ddete aDirect Journd
4. Correct aDuplication item error
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Class Participation

’ Congratulations! Y ou have just completed the Class Participation section. This
section contained the tools needed to learn dl the concepts and procedures
involved in making corrections to Peoplesoft Accounts Receivable section.

Participant
Objectives  You should be ableto

Correct a Distribution code entered in error
Delete a Worksheet

Deete a Direct Journa

Correct a Duplication item error

o
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