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A. Introduction

Accounts Receivable

4

We come to the Accounts Recaivable Introduction section!  This section contains the tools
needed to learn the concepts and procedures involved in an overview of
Accounts Recevable.

Goal To understand the theory and definitions involved in Accounts Recelvable processng.

Participant
Objectives At theend of this section you will be adleto

1. Define an Accounts Recelvable
2. Define Miscdlaneous Revenue
3. Undergand how data flows within the Accounts Receivable Module

PHOENIX - STATE OF GEORGIA SECTION 1: INTRODUCTION 1‘1
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B. Business Processes

PARTICIPANT GUIDE

Activity

)

LECTURE

Materials
[E&:
GUIDE LIBRARY

Relevant Business Processes:

There are no Business Processes relevant to this section.

1- 2 secTion 1: INTRODUCTION
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C. Exercises

Exercise 1 — Discuss A/R Concepts and Flowchart

Scenario: Discuss Accounts Receivable Concepts and Flowchart.

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

Accounts Receivable Data Flow

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

Step 2 Read and discuss the following brief introductions for the main underlying concepts and
review the data flow diagram:

Accounts Receivables are liquid assets that are crested every time your organization
provides aservice to its customers, or sells goods of any nature. A receivable
represents an amount that a customer owes your organization. Receivables are usudly
short-term assets that are turned into cash within 30 to 90 days from the date of
transaction.

Y our organization may provide servicesto its cusomers, or in certain ingtances, sl
goods such as excess gravel or office supplies, with a promise from the customer to pay
inthefuture. The promiseto pay in the future creates an accounts receivable item. The
PeopleSoft Receivables systemn tracks and maintains details of the expected incoming
revenues that have been identified and recognized. 1t dso tracks direct cash coming
into your organization, including any grant, funding, or charitable donations.

The diagram below shows how pending item groups, payments and direct cash receipts
are processed within the Accounts Receivable system.

Expected
Results: An understanding of the Accounts Receivable underlying concepts.

PHOENIX - STATE OF GEORGIA SECTION 1: INTRODUCTION 1‘3
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Activity Materials
RIE:
LECTURE GUIDE

b

REVIEW

Objectives Review:

1. Define and discuss the need for Accounts Receivable

2. Define and discuss the need for miscellaneous Cash Revenue.
3. Define the data flow involved in Accounts Recelvable processing.

Discuss the following questions:

1. Whaisaninvoice?
2. How is cash revenue booked?
3. What doesthe journa generator do?

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL
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I ntroduction

’ Congratulations! 'Y ou have just completed the Introduction section. This section
contained the tools needed to learn al the concepts and procedures involved in the
Introduction to Accounts Receivable.

Participant
Objectives  You should be ableto

1. Define an Accounts Recaivable
2. Define Miscdlaneous Revenue
3. Understand how data flows within the Accounts Receivable Module

1‘ 6 SECTION 1: INTRODUCTION PHOENIX - STATE OF GEORGIA
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A. Introduction

Maintaining Customers

We come to the Maintaining Customers section! This section containsthe
tools needed to learn dl the concepts and procedures involved in Maintaining
Customers.

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

Participant
Objectives At theend of this section you will be abdleto

Enter new customers

Change an exigting customer’s satus

Add contact information

Set up customer roles

Change exigting customer information
Access cusomer Inquiry information

©ooN O

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

PARTICIPANT GUIDE

Activity Materials
LECTURE GUIDE HANDOUT
Relevant Business Processes.
ARO001 Maintaining Customers.

2- 2 SECTION 2: MAINTAINING CUSTOMERS
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C. Exercises

Exercise 1 — Discuss Customer Concepts and Review Flowchart

Scenario:

Discuss Customer Concepts and Review Flowchart

Step 1

Expected
Results:

Discuss the following concepts.

All customers defined in the PeopleSoft system have one or more roles assigned to
them. Theserolesidentify different syssem and business process options that are
avalablefor each cusomer. Therolesthat can be assgned in PeopleSoft are Bill To,
Sold To, Ship To, Remit From, Correspondence Customer, and Corporate Customer.
The State of Georgiawill not be assgning the Ship To or Sold To roles.

The roles are assgned when the customer is entered into the system.  For example, if
you want orders billed to a customer, identify that cusomer as a Bill To Customer.
Smilarly, if you receive payments from a particular customer, identify that cusomer asa
Remit From Customer. However, if the customer is associated with alarge corporate
customer, you may send the bills to one address and correspondence to a different
address. If acustomer isasngle entity, you will probably hill to, remit from, and
correspond to the same address therefore the customer will be assgned the roles of Bill
To, Remit From, and Correspondence.

Study the following data flow chart for an understanding of the “big picture’ in
Maintaining Customers.

Generd understanding of customer concepts

Step 2

Expected
Results:

Discuss the following Flowchart:

Generd understanding of customer flowchart

PHOENIX - STATE OF GEORGIA SECTION 2: MAINTAINING CUSTOMERS 2-3
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Exercise 1 (continued)

Discuss the following flowchart:

Maintain
Customers

General Info. 1 General Info. 2 General Info. 3
Panel Panel Panel
Date Added Select Collector
Regular or —p{ . > > >
Co%porate Corporate Since Date Corporate Sales Person Save
Short Name Customer Role Credit Analyst
Name 1 Currency
Defaults
Regular
General Info. 1 General Info. 2 General Info. 3 General Info.
Panel Panel Panel Address Panel
Date Added _|All roles selected | Collector | Enter Customer _ Save
Since Date except Corporate Sales Person Address with a
Short Name Customer, Credit Analyst effective date
Name 1 Attach Corporate Currency
Sub Cust. Customer Defaults
\ 4
Correspondence Enter Other
Options 1 Panel: Options as
Desired:
Override Remit to »  Save > »  Save
Bank for new Credit Profile,
customer. Contacts,
And messages
Exercise completed.
2- 4 SECTION 2: MAINTAINING CUSTOMERS PHOENIX - STATE OF GEORGIA
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Exercise 2 - Enter a new customer

Scenario:  Thisisthefirs time your agency has done business with Arrow, Inc. The Add Customer
form has been filled out with information needed to enter Arrow as a new custome.
Your god isto enter the information into PeopleSoft.

Step 1 Sdect: Go =» Manage Sdes Activities=» Maintain Customers

Expected The Maintain Customers window displays.
Results:

Step 2 Sdect: Use = Generd Information = General 1 = Add

Expected A didog box displays.
Results:

Step 3 Enter or select the following:

SetID: 46200
Customer ID: ARROWXX
(Replace XX with the number assigned to you by your instructor)

Click: OK

Expected . The Generd 1 pand displays.
Results:

PHOENIX - STATE OF GEORGIA SECTION 2: MAINTAINING CUSTOMERS 2-5
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Exercise 2 (continued)

Step 4 Enter or sdlect the following:
Date Added: Today’s Date
Since Today’s Date
Short Name: ARROWXX
(Replace XX with the number assigned to you by your instructor)
Name 1 ARROWXX
(Replace XX with the number assigned to you by your instructor)
Type User 1
SubCustomer: ON
SubCustomer 1: FULTON
SubCustomer 2: ATLANTA
Expected Correct data entry
Results:
. General 2
Step S Click: =<1 | to proceed to the General 2 pand.
Enter or sdlect the following:
Bill To Customer: ON
Correspondence Customer:  ON
Corporate Customer: ON
Remit From Customer: ON
Expected Correct data entry
Results: Note: When “Bill To” customer is activated, the Correspondence, Corporate and Remit From
Customer fields are automatically clicked on.
2‘ 6 SECTION 2: MAINTAINING CUSTOMERS PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

MARCH

Step 6

Expected
Results:

. General 3
Click: —l

to proceed to the Genera 3 pandl.

Enter or sdlect the following:

Collector:
Credit Anaydt:
Sales Person:
VAT Edit:

Correct data entry

DEFAULT
DEFAULT
DEFAULT

Never

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

PARTICIPANT GUIDE

. Add
Step 7 Click: = l to proceed to the Address panel.
Enter or select the following:
Locetion: 1
Descr: Corporate
Correspondence Address: ON
Bill To Address. ON
Primary: ON
Status: Active
Address 1. 200 Cgptain Lane
Address 2: Suite 1500
City/Twnl: Atlanta
S/Prov: GA
Podd: 30334
Country: USA
In City Limit: ON
Phone: 404-362-5510
Ext: 243
Fax: 404-362-5515
Expected Correct data entry
Results:
Step 8 click: Bl tosave
Expected The new information is saved.
Results:

2- 8 SECTION 2: MAINTAINING CUSTOMERS
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Exercise 2 (continued)

Check
Results
Step 9 Compare your General 1 pand to the panel shown below.
Maintain Customers - Usze - General Information [ _ =] x|
File Edit “iew Go Favorites Use |nguire Report Help
SR e EENE EEREEE A A
General 1 | General 2| General 3| Address |
‘ SetlD: 46200 Customer: ARROW ARR W ‘
Customer Status: IW VI Level: IHeguIal VI
Date Added: |1 272072001 | Since: |12!2I]J'2I]I]1 Short Hame: IARRI]W'XX
Mame 1: IAHRDW’XX Type: IUSEI 1 VI
Name 2: I
Name 3: I
SubCustomer Inf -Region Code Information
[V SubCustomer Cglegoly ID Code ;I
SubCustomer 1: IFULTI]N ﬂ IHPT j I j
SubCustomer 2: IATLANTA ﬂ j
[ |General 1 |&dd
a Slalll () Inbox - Mic:...”a Maintain. .. @ Exploring - | ¥ Microsaft .. | wDefine Fe... | ? E@J%N%Lﬂ .37 AM
Expected If the pandl matches, continue to the next pand. If theseitems do not match, review the
Results: steps and consult your Instructor.

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

Step 10 Compare your General 2 pand to the pand shown below.

Maintain Customers - Use - General Information

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

2' 10 SECTION 2: MAINTAINING CUSTOMERS PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL
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Exercise 2 (continued)
Step 11 Compare your General 3 pand to the pand shown below.
Maintain Customers - Use - General Information [ _ =] x|

File Edit “iew Go Favoites Use |nguie Heport Help

Blel@x| AlEE] slel = SE] 2le2] 2wz

General 1 | General2 General 3 |Address|

‘ SetlD: 46200 Customer: ARR W ARROW ‘

Responzibilities

Workflow User: I j

Billing Specialist. |  #|  Bill Inquiy Phone: | B
Collector: Wﬂ Credit Analyst: Wﬂ

Sales Person: Wﬂ

rCurrency Default WAT Inf ki
BT W ﬂ VAT Edit:  [Never =l
Rate Type: Wﬂ Country VAT ID 2-Char ;I
-Industry Classifications—————————— I ﬂ I l_ﬂ
SIC Code 1: [ —
SIC Code 2: |
SIC Code 3: [

|General 3 |&dd

|
;aman| |nbox-Mic...”auaimain___ (&) Exploring - .| ¥ Microsoft .. | EDsfine Fe... | | W NHEEE 233aM

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

PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Step 12 Compare your Address pand to the pand shown below.

Maintain Customers - Usze - General Information [ _ =] x|
File Edit “iew Go Favoites Use |nguie Heport Help

olel@x| Al glel =] alE] e 2wz

General 1 | General2| General 3 Address |

‘ SetlD: 46200 Customer: ARR W ARROW ‘

Location: |-I Descr: ICUHPUHATE = | Ship: Tio) Address ;I
¥ Comespondence Address [ Bill To Address ¥ Primary | Sold Tio Address

EfF Date: |12J'2I]J'2I]I]1 Status: |Aclive j Language Code: IEninsh vl ;I
Address 1: [200 CAPTAIN LANE Tax Code: | ﬂ

Ph
Phone

Address 2: [SUITE 1500 Phone: [404-362-5510

Address 3: I Ext- 243

Address 4: | Fax:  [4043625515

City/Twnl: [ATLANTA

-Alternate Names

Cnty/Twn2: I

St/Prov:  [GA | 4| Postal: [30334 I
Country:  [USA  +  In City Limit ZI ZI

[ |Address |&dd

;aman| |nbox-Mic...”auaimain___ (&) Exploring - .| ¥ Microsoft .. | EDsfine Fe... | W NHEEE 233aM

Expected The pand matches. Congratulationd!

Results: If these eements do not match, review the steps and consult your Instructor.
Exercise completed.
2‘ 12 SECTION 2: MAINTAINING CUSTOMERS PHOENIX - STATE OF GEORGIA
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Exercise 3 - Enter customer contacts

Scenario:  You entered ARROWXX (Replace XX with the number assigned to you by your
ingtructor) asanew customer in Exercise 2. Now your god isto enter the customer
contact information into PeopleSoft. The Accounts Payable department is the primary
contact, and John Brown is an additional contact in the Accounts Payable department.

Step 1 Sdect: Go = Manage Sdles Activities = Maintain Customers

Expected The Maintain Customers window displays.
Results:

Step 2 Sdect: Use =>» Contacts = Contact Information 1 =» Update/Display

Expected A didog box displays.
Results:

Step 3 Enter or sdlect the following:

SID: 46200
Cusgtomer ID: ARROWXX
(Replace XX with the number assigned to you by your instructor)

Click: OK

Expected The Contact Information 1 pand displays.
Results:

PHOENIX - STATE OF GEORGIA SECTION 2: MAINTAINING CUSTOMERS 2-13
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Exercise 3 (continued)

Step 4 Enter or sdect the following:
Primary Bill To: ON
Effective Date: Today’s Date
Name: Accounts Payable
Phone Type: Busness
Telephone: 404-956-4500
Expected Correct data entry
Results:
Step 5 Click inthe Sequence field and press F7 to insert arow.

Enter or sdect the following:

Effective Date: Today’s Date

Name: John Brown

Title Account Manager
Emal ID: jbrown@arrow.com
Phone Type: Busness
Telephone: 404-956-4576

Expected Correct data entry
Results:

Step 6 Click inthe Phone Type fidld and press F7 to insert arow.

Enter or sdlect the following:

Phone Type: FAX
Telephone: 404-956-4577
Expected Correct data entry
Results:
2‘ 14 SECTION 2: MAINTAINING CUSTOMERS PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)

Step 7

Expected
Results:

Click: El to save.

The new information is saved.

Check
Results

Step 8

Expected
Results:

Compare your Contact Information 1 Sequence 1 panel to the pand shown below.

_[=] %]

Maintain Customers - Use - Contacts

File Edit “iew Go Favoites Use |nguie Heport Help
SR EEEENE EEEEEEEE AR A

Cantact Information 1 | Contact |nformation 2| Credit Card Datal

‘ SetlD: 46200 Customer: ARR W ARROW ‘

Sequence: I-]

|1 2204200 Status:

IAC[II UNTS PAYABLE

|
|—1ﬂ CORPORATE
|

| Primary Bill To [~ Ermary Ship To

IAclive hd l

I= | Primary Sold|Tio

Effective Date:

Name:

-

Title: Authorization 1D:

Location: Language Code:

Email 1D:

L

-Phone N
Phone Type

=

Gl

Telephone Phone Extension

=]/ |404-956-4500

Business

|Update.-"DispIay

| W NHFEEE s43M

|Contact Information 1

wDefine Re... |

|
iaSlaﬂl |anH-MiC...”aMainlain.._ @Exploring-...l BV Microsaft .. |

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

PHOENIX - STATE OF GEORGIA

SECTION 2: MAINTAINING CUSTOMERS 2-15
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Exercise 3 (continued)

Step 9

Expected
Results:

Compare your Contact Information 1 Sequence 2 panel to the pand shown below.

Maintain Customers - Use - Contacts [ _ =] x|
File Edit “iew Go Favoites Use |nguie Heport Help

Hlel@x| el glel sz SlE 2lel] 2wz

Cantact Information 1 | Contact |nformation 2| Credit Card Datal

‘ SetlD: 46200 Customer: ARR W ARROW ‘

‘ Sequence: I " Primary Bill To ™| Primary Ship 7o, = | Primary Sold|Tio

Effective Date: |12!2l]!2l]l]1 Status: IAclive 'l ;I

Mame: [JOHN BROWN

Title: IAC[IIUNT MANAGER Authorization 1D: I
Location: I 1 ﬂ CORPORATE Language Code: IEninsh VI

Email ID: Iihmwn@almw.com

~Phone Numb ;I

Phone Type Telephone Phone Extension

[Fax =] [+04-956-4577 |

[Business =] [404-956-4576 | :I :I

|C0ntact Infarmation 1 |Update.-"DispIay

|
;aman| |nbox-Mic...”auaimain___ (&) Exploring - .| ¥ Microsoft .. | EDsfine Fe... | W NHFEEE 244aM

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

Exercise completed.

2‘ 16 SECTION 2: MAINTAINING CUSTOMERS PHOENIX - STATE OF GEORGIA
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Exercise 4 - Enter new customer with contact

Scenario:  You have received an Add Customer form to add Ogeechee Tech as one of your
customers. They have provided you with contact information. Use the information on the
Add Customer form to enter the new customer information.
Step 1 Sdect: Go = Manage Sdles Activities = Maintain Cusomers = Use = Generd
Informetion =» General 1 = Add
Expected A didog box displays.
Results:
Step 2 Enter or sdect the following:
SetID: 46200
Customer ID: OGEECHEEXX (10 characters)
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected The Generd 1 pand displays.
Results:
PHOENIX - STATE OF GEORGIA SECTION 2: MAINTAINING CusTOMERs 2-17
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Exercise 4 (continued)

Step 3 Enter or sdect the following:
Date Added: Today’s Date
Since Today’s Date
Short Name: OGTECHXX
(Replace XX with the number assigned to you by your ingructor)
Name 1. OGEECHEE TECH
Type User 1
SubCustomer: ON
SubCustomer 1: BULLOCH
SubCustomer 2: STATESBORO

Expected Correct data entry
Results:

General 2
Step 4 Click: Lﬁl to proceed to the Generd 2 panel.

Enter or sdect the following:

Bill To Customer: ON
Correspondence Customer:  ON
Corporate Customer: ON

Remit From Customer: ON

Expected Correct data entry
Results: Note: When “Bill To” customer is activated, the Correspondence, Cor por ate
and Remit From Customer fields are automatically clicked on.

Step S Click: GELE'Hl to proceed to the General 3 pand.

Enter or sdect the following:

Collector: W
Credit Anayst: JAR
Sales Person: MKV

Expected Correct data entry
Results:

2‘ 18 SECTION 2: MAINTAINING CUSTOMERS PHOENIX - STATE OF GEORGIA
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Exercise 4 (continued)

MARCH

. Add
Step 6 Click: o l to proceed to the Address panel.
Enter or sdlect the following:
Locetion: 1
Descr: Statesboro
Correspondence Address: ON
Bill To Address. ON
Primary: ON
Status: Active
Address 1. 211 Broad Street
City/Twnl: Statesboro
S/Prov: GA
Pogd: 30001
Country: USA
In City Limit: ON
Phone: 912-585-2525
Ext: 123
Fax: 912-585-2511
Expected Correct data entry
Results:
Step 7 click: 8] tosave
Expected The new information is saved.
Results:

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL
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Exercise 4 (continued)

Step 8 Compare your Genera 1 pand to the panel shown below.
Maintain Customers - Usze - General Information [ _ =] x|
File Edit “iew Go Favorites Use |nguire Report Help
Blel@x| mlool sl 5| S5 2] *lelalz]]
General 1 | General 2| General 3| Address |
‘ SetlD: 46200 Customer: OGEECHEETECH:< OGEECHEE TECH ‘
Customer Status: IM vl Level: IHeguIar vl
Date Added: |l]1 /0472002 | Since: |l]1 /0472002 Short Hame: IDGTECHXX
Mame 1: IDEEECHEE TECH Type: IUSEI 1 VI
Name 2: I
Mame 3: I
SubCustomer Inf -Region Code Information————————— ;I
[V SubCustomer Category ID Code
SubCustomer 1: IBULLDCH ﬂ IHPT ﬂ I ﬂ
SubCustomer 2 [STATESBOROD 3 :|
[ |General 1 |&dd
iaSlalll (1) Inbox - Micros... | @ Exploring - F':\...l ¥ Microzoft wWord ””Mainlain C.. | ? E N@%%Lﬁ 918 Ak
Expected If the pandl matches, continue to the next pand. If these items do not match, review the
Results: steps and consult your Instructor.
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Exercise 4 (continued)

Step 9 Compare your Generad 2 panel to the pane shown below.

Maintain Customers - Use - General Information

Expected If the pand matches, continue to the next pand. If these items do not match, review the
Results: steps and consult your Ingtructor.
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Step 10 Compare your Generd 3 panel to the pand shown below.
Maintain Customers - Usze - General Information [ _ =] x|
File Edit “iew Go Favorites Use |nguire Report Help
ol@#x| alEE se =z 25 2ol ®e sl \
General 1 I General 2 General 3 |Address|
‘ SetlD: 46200 Customer: OGEECHEETECH:< OGEECHEE TECH ‘
Responsibilities
Workflow User: I ﬂ
Billing S pecialist: I ﬂ Bill Inquiry Phone: I ﬂ
Collector: ISLW' j Credit Analyst: JAR j
Sales Person: MKV ﬂ
~Currency Default: WAT Inf ti
Currency: IUSD ﬂ VAT Edit: INevel ;I
Rate Type: ICHHNT j Country VAT ID 2-Char ;I
rIndustry Classifications———————— I ﬂ I I_ﬂ
SIC Code 1: I -
SIC Code 2: |
SIC Code 3: I
[ |Gereral 3 |&dd
iaSlalll (1) Inbox - Micros... | @ Exploring - F':\...l ¥ Microzoft wWord ””Mainlain C.. | ? E N@%%Lﬁ 9:19 Ak
Expected If the pandl matches, continue to the next pand. If these items do not match, review the
Results: steps and consult your Instructor.
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Exercise 4 (continued)

Step 11 Compare your Address pand to the pandl shown below.
Maintain Customers - Usze - General Information [ _ =] x|
File Edit “iew Go Favoites Use |nguie Heport Help
SR EEEENE EEEEEE AR A
General 1| General 2| General 3 Address |
‘ SetlD: 46200 Customer: OGEECHEETECH < OGEECHEE TECH ‘
Location: |-I Descr: ISTATESBURU = | Ship: Tio) Address ;I
¥ Comespondence Address [ Bill To Address ¥ Primary | Sold Tio Address
EfF Date: Il]UI]UZI]I]Z Status: |Aclive j Language Code: IEninsh vl ;I
Address 1: |211 BROAD STREET Tax Code: I ﬂ
Address 2: | ' Phone: [312-585.2525
Address 3: I Ext- 123
Address 4: | Fax:  [912-585-2511
City/Twn1: [STATESBORD
Critg/Twn2: I -Alllemale Mames
St/Prov:  [GA | 4| Postat [30001 |
County:  [UsA ¢ ¥ In City Limit ZI ZI
[ |Address |&dd
i Start| [©]Inbox - Micros... | @ Explaring - F':\...l T Microzoft \word ”w Maintain C___ | ? E N(ﬂ%%p 9:20 4M
Expected If the pandl matches, continue to the next pand. If theseitems do not maich, review the
Results: steps and consult your Instructor.
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Step 12 Sdect: Use = Contacts = Contact Information 1=» Update/Display
Expected The Contact Information 1 pand displays.
Results:
Step 13 Enter or sdect the following:
Primary Bill To: ON
Effective Date: Today’s Date
Name: Sam Parker
Title Accountant
Email ID: sparker @ogeecheetech
Phone Type: Busness
Telephone: 912-585-2500
Expected Correct data entry
Results:
Step 14 Click inthe Sequence fidd and press F7 to insert arow.
Enter or select the following:
Name: Amy Miller
Title Accountant
Email ID: amiller@ogeecheetech
Phone Type: Busness
Telephone: 912-585-2522
Expected Correct data entry
Results:
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Exercise 4 (continued)

Step 15 click: Bl tosve
Expected The new information is saved.
Results:
Check
Results
Step 16 Compare your Contact Information 1 Sequence 1 panel to the pand shown below.
Maintain Customers - Use - Contacts [ _ =] x|
File Edit “iew Go Favorites Use |nguire Report Help
ol@gx alEE se =z a8 kel 2|l \
Contact Information 1 | Contact Infarmation 2| Credit Card Datal
‘ SetlD: 46200 Customer: OGEECHEETECH OGEECHEE TECH ‘
‘ Sequence: Ii ¥ Primary Bill To [T Fimarp Ship To. T Brimary Sold To =
Effective Date: Il]1 /0472002 Status: IAclive VI ;I
Name: |SAM PARKER
Title: IAE[IIUNTANT Authorization 1D: I
Location: |_1ﬂ STATESBOROD Language Code: IEninsh VI
Email I1D: Ispalkel@ogeecheelech
-Phone Numb
Phone Type Telephone Phone Extension ;I
Business =] [912:585-2500
el P
[ |Cartact Information 1 |Update/Display
a Slalll (1) Inbox - Micros... | @ Exploring - F':\...l ¥ Microzoft wWord ”” Maintain C__. | ? E N@%%Lﬁ 9:22 Ab
Expected If the pandl matches, continue to the next pand. If these items do not match, review the
Results: steps and consult your Instructor.
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Exercise 4 (continued)

Step 17 Compare your Contact Information 1 Sequence 2 pand to the panel shown below.
Maintain Customers - Use - Contacts [ _ =] x|
File Edit “iew Go Favoites Use |nguie Heport Help
SR EEEENE EEEEEEEE AR A
Cantact Information 1 | Contact |nformation 2| Credit Card Datal
‘ SetlD: 46200 Customer: OGEECHEETECH OGEECHEE TECH ‘
‘ Sequence: li " Primary Bill To ™| Primary Ship 7o, = | Primary Sold|Tio ;I
Effective Date: |U1 /0472002 Status: IAclive 'l L
Name: |AMY MILLER
Title: IACCDUNTANT Authorization 1D: I
Location: |—1ﬂ STATESBORO Language Code: IEninsh VI
Email I1D: Iamillm@ogeecheelech
~Phone Numb
Phone Type Telephone Phone Extension ;I
Business =]l |912-585-2522
[ |Contact Information 1 |Update/Display
i Start| [©]Inbox - Micros... | @ Explaring - F':\...l T Microzoft \word ”w Maintain C___ | ? E N(ﬂ%%p 9:23 4M
Expected If the pandl matches, continue to the next pand. If theseitems do not maich, review the
Results: steps and consult your Instructor.
Exercise completed
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Exercise 5 - Enter a Customer

Scenario:; Y ou have received an Add Customer form for William Scott. Enter this cusomer into
Phoenix using the information listed below.

Step 1 Use the following information to set up this Customer:
SETID : 46200
Customer ID : WILLIAMS SXX
(Replace XX with the number assigned to you by your instructor)
Date Added : Current Date
Short Name: SWILLXX
Namel: SCOTT WILLIAMSXX
Type: Userl
SubCustomer : On
SubCustomer 1 : GWINNETT
SubCustomer 2 : BUFORD
Cugtomer Role: Bill to
Collector: Defaullt
Credit Andy4t: Default
SdesPerson : Default
Description : Office
Correspondence, Bill to Address, and Primary : Click “On”
Address: 866 Moreland Avenue, Buford, Ga. 30031
Phone: 404-555-8585
Expected Individua understanding of entering a Customer.
Results:
Exercise completed.
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Exercise 6 - Attach a message to an existing customer account

Scenario:  You are updating existing customer information. William Scott’ s check was returned for
insuffident funds. Add the predefined message relating to returned checks to his
account.

Step 1 Sdect: Go = Manage Sdes Activities = Maintain Customers =» Use = M essages

Expected A didog box displays.

Results:

Step 2 Enter or sdlect the following information:

SetID: 46200

Customer ID: WILLIAMS _SXX

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

T O

Expected The Messages pand displays.

Results:

Step 3 Enter or sdlect the following information:

Message: BNCDCK
Start Date: Today’s Date

Expected A message is attached to the customer file,

Results:
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Exercise 6 (continued)

Step 4 click: Bl tosve

Expected The new information is saved.
Results:

Step 5 Sdect: =& Use = Generd Information® General 1 =» Update/Display

Expected The Generd 1 pand digplays.
Results:

Step 6

Click: =  Toview messages related to this customer

Expected The Messages pand displays.
Results:
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Exercise 6 (continued)

Check
Results

Step 7 Compare your Messages panel to the panel shown below.
Maintain Customers - Uge - Meszages

clsl@x| wea| =e] o= gs lelo] el

] BNCDER 4]

Expected The pand matches. Congratulationd

Results: If these elements do not match, review the steps and consult the Ingtructor.
Exercise completed.
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D. Summary and Review

Activity Materials
Wl || B |
LECTURE GUIDE REVIEW

Objectives Review.

Enter new customers

Change an exigting customer’s status
Add contact information

Set up customer roles

Change exiding customer information
Access cusomer Inquiry information

SOk wnNE

Discussthefollowing questions:

1. Under what circumstances would a customer have different addresses for different roles?

How will the State of Georgia use the Corporate Customer role?

Will pending items post to only a* Remit From” Customer? How about a“ Correspondence’ only
customer?

Is*Collector’, ‘ Credit Andyst’ and * Sdles Person’ required fields?

Isa‘Primary’ address required?

Is* SubCustomer’ information required?

Once you entered a primary contact, what rule applies?

wnN

No o s
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Maintaining Customers

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

Participant
Objectives  You should be ableto

Enter new customers

Change an exigting customer’s status
Add contact information

Set up customer roles

Change exigting customer information
Access cusomer Inquiry information

o gk wnNE
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A. Introduction

Entering Receivables

Welcome to the Entering Receivables section! This section contains the tools needed to
learn al the concepts and procedures involved in Entering Receivables.

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

Participant
Objectives At theend of this section you will be abdleto

Enter pending items

Pogt, unpost and delete pending item groups
Understand the receivables update process
View receivablesinformation

o
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B. Business Processes

PARTICIPANT GUIDE

Activity Materials
W H | | c2o
LECTURE GUIDE HANDOUT

There are five business processes associated with entering receivables. They can be viewed online a

http://phoenix.gagta.com/

AR-002, Entering Receivables

AR-003, Budget Checking

AR-005, Receivable Update

AR-016, Reason Codes

AR-017, Grant Encumbrances

3-2 SECTION 3: ENTERING RECEIVA

BLES
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C. Exercises
Exercise 1 — Discuss A/R Concepts and Review Flowchart

Scenario: Discuss Accounts Receivable Concepts and Review FHowchart.

Step 1 Discussthe following A/R Concepts
Read the following information about pending items (receivables).

Debit memos, credit memos, and finance charges are entered into PeopleSoft
Receivables as pending items. These pending items are then available for updating
customer information aong with aging, billing and dunning information. The Receivables
subsidiary ledger is updated after the Recelvable Update process runs successfully; the
Generd Ledger is updated after the transactions are processed by the Journd
Generator.

Y ou enter pending items into PeopleSoft Receivables to record business transactions
with your customers. Customers pay money for licenses, fees, goods, or services from
your organization. All of thisinformation is used to update both the Receivables
subsidiary ledger and Generd Ledger to track income, increase recognized revenue,
and update customer information.

Pending items are posted in groups to the Receivables subsdiary ledger when the
Receivable Update process runs. Once a pending item has been posted by the
Receivable Update process, it is caled an item. This process accomplishes severa
things: the items are edited, budget checked if necessary, and checked for errors; if
valid, they are posted to the Open Item Table; customer balances are updated; and
accounting entries are generated for pogting into the Generd Ledger. The creation of
an item usudly increases an organi zation's recognized revenue.

Expected The Enter Receivables window displays.
Results:

PHOENIX - STATE OF GEORGIA SECTION 3: ENTERING RECEIVABLES 3‘3
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Exercise 1 (continued)

Step 1
(cont)

Expected
Results:

Continue Discussion of A/R Concepts

PeopleSoft creates accounting entries by using templates associated with the entry
types, reason codes and the distribution codes entered on the Pending Items 1 pandl of
the Online Pending Item Entry pand group. When these templates are set up, you do
not have to manually enter the accounting entries or the balancing linesfor eachitem. A
thorough understanding of the codes used to cdl in the templatesiis critical for the
accounts recelvable operation. A good knowledge of the accounting entries common
to accounts recelvable transactionsis required. These codes determine the debits and
credits made to current and prior year revenue and receivable activity. It can besad
that entry types and entry reasons control what type of accounting entries are created
from the pending items, as wdll as how the pending items are identified.

If apending item isfound to be in error by the Receivable Update process, it is not
posted. Y ou can use the Process Monitor or the message log to view any errors that
occurred during the Receivable Update process. After correction, the pending item can
be processed again by the Receivable Update process.

Individua understanding of AR Concepts.

Step 2

Expected
Results:

Study the following data flow chart for an understanding of the “big picture’ in Entering
Receivables.

Individua understanding of AR flow.

3‘4 SECTION 3: ENTERING RECEIVABLES PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

MARCH 2003

Online or External
Group Unpost Panel

Select the Group that
needs to be unposted
in AR

Group Control Panel Pending ltem 1 Panel
Itcénml"l];r eg‘zggl Required Fields: Required Fields: Group Action Panel
Y - Accounting Date Accounting Date, Item |
. i Group Type 11D, Customer Info., Entry | Click on Post Later
Msgg::yalglegsm Origin ID Type & Reason Code, and Save
Control Currency AR Dist. Code, Payment
Control Totals Terms
External Pending )
ltem Entry Panels Group Action Panel
i "|  Click on Post Later
Review Interface and Save
Receivables as needed
» Inquire Panel

Check on Groups
not set to Post and

Exercise completed.

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL

Unpost Action Panel

Click on Post Later
and Save

»|  Groups set to Post

Receivable
Update Process
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Exercise 2 - Enter online pending items and set the group to post

Scenario:  You areresponsible for entering receivables for cabin rentals. Joe Smith hasreserved a
cabin for 5 days for $500. James Shaw has reserved a cabin for 3 days for $300. Jane
Brown has reserved a cabin for the weekend for $150. Y ou will enter apending item
group consigting of three items.
Step 1 Sdect: Go = Manage SdesActivities = Enter Receivables
Expected The Enter Recelvables window displays.
Results:
Step 2 Sdlect: 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:
3‘6 SECTION 3: ENTERING RECEIVABLES PHOENIX - STATE OF GEORGIA
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Exercise 2 (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: $950
Control Count: 3
Recelved: Today’s Date
Entered: Today’s Date

Expected Correct data entry

Results:

Step 5 To enter thefirst receivableitem:

Pending Item 1 |

Click: 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: IXX

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

Customer: SMITH_JOE

Amount; $500

Entry Type: IN

Reason: 41017

AR Digt: ARMISCXX (XX = Budget Y ear)

Expected Correct data entry
Results:

PHOENIX - STATE OF GEORGIA SECTION 3: ENTERING RECEIVABLES 3‘7
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Exercise 2 (continued)

Step 6 To enter the second receivableitem (for a different customer):
Click: @ on the tool bar to insert arow.
Enter or select the following:
Item ID: 2XX
(Replace XX with the number assigned to you by your instructor)
Line Number: 1
Customer: SHAW_JAMES
Amount; $300
Entry Type: IN
Reason: 41017
AR Digt: ARMISCXX (XX = Budget Y ear)
Expected Correct data entry
Results:
Step 7 To enter thethird receivableitem (for another customer):
Click: @ on the tool bar to insert arow.
Enter or sdlect the following:
Item ID: 3XX
(Replace XX with the number assigned to you by your instructor)
Line Number: 1
Cugtomer: BROWN_JANE
Amount; $150
Entry Type: IN
Reason: 41017
AR Digt: ARMISCXX (XX = Budget Y ear)
Expected Correct data entry
Results:
3‘8 SECTION 3: ENTERING RECEIVABLES PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Step 8

Group 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 Ingtructor for assistance.
Step 9 The Group 1D is assigned 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 10
Click: Post Later |

Expected The group of itemsis et to post later and dl fields in the panel are grayed ouit.
Results:

PHOENIX - STATE OF GEORGIA SECTION 3: ENTERING RECEIVABLES 3‘9
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Exercise 2 (continued)

Check
Results

Step 11 Compare your Group Control pand to the panel shown below.

Enter Receivables - Use - Online Pending Item Entry MEE
File Edit “iew Go Favorites Use Process Inguie Heport Help

Blelex| o] el slo| Sl=] 2lelo] #e|s]2 ]|

Graup Control | Pending Item 1 I Pending ltem 2| Pending ltem 3| Accounting Entriesl Group Actionl

| Group Unit: 46200 Group ID: E12

Acctg Date: 0170472002

Group Type: IB ﬂ Bilings Control Currency: IUSD ﬂ
Origin 1D: IMAN ﬂ haMNLAL Format Currency: IUSD j

Totals Control Data
Control: | 95000 [ 3| | | Received: [01/04/2002 | Assign:  [FNINSO1 | +|
Entered: 550.00 3 | | Entered:  [01/04/2002 | Operator  FMINSO1
Difference: 0.00 1]

Posted: 0.00 g | | FostDate:

-Editing Bal A ting Entries -Posting Status— Posting Action—
% Edited % Belanced %) Balanced % 1t Fosted £ i fotion
et Edited B areed B Ereed 1 Errots £ Easihlion

) Complete = Eost[Later
[ |Group Cortral |&dd

Eaﬁlalll Inbox - Microzoft Du...l @ Exploring - PATRAL.. | B¥ Microsoft ‘word AF!“” Enter Receivabl... | ? E N@%%F 954 AM

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

3‘10 SECTION 3: ENTERING RECEIVABLES PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE

MARCH 2003

Exercise 2 (continued)

Step 12

Expected
Results:

Compare your Pending Item 1 Sequence 1 pard to the panel shown below.

Enter Receivables - Use - Online Pending Item Entry HE R

File Edit “iew Go Favortes Use Process |nquire Beport Help

SRR EEEEE E R Az A

Group Control - Pending ltem 1 | Pending Item 2| Pending ltem 3| Accounting Entriesl Group Action I

| Group Unit: 46200 Group ID: E12

Acctg Date: Az OF Date: Il]1 0442002 Sequence: (=

ltemID:  [1%X [1]

Customer:  [46200 | +| [SMITH_JOE s/ [BuLLOCH SMITH_JOE

Amount: IW USD | Entry Type: IIN—j Reason: Wﬂ
AR Dist s

Rate Type: l—ﬂ Exch Rate: lm I= | Fasted

Terms: INET3I] ﬂ Due Date: I Due Days: I
Dizc Amt: I Dizc Date: I Disc Daps: I
Disc Amt 1: I Dizc Date 1: I ™ Always Allow Dizcount

poRet | [ | BoOL [ oderne: [
Document: l— l_ Contract: l— LI

[ |Pending Iterm 1 |&dd
@l Start| [ Inbos - Microsoft Ou... | 5] Exploring - PATRAL.. | B Microsoft Word - AF... [ Enter Receivabl | § @ N PRI 555 4m

If the panel matches, continue to the next pand. If these e ements do not match, review
the steps and consult your Instructor.
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Exercise 2 (continued)

Step 13 Compare your Pending Item 1 Sequence 2 pand to the panel shown below.
Enter Receivables - Use - Online Pending Item Entry HEE
File Edit “iew Go Favoites Use Process Ihguie Report Help
SR R EEEEEEE SRS A A
Group Control ~ Pending ltem 1 | Pending Item 2| Pending ltem 3| Accounting Entriesl Group Actionl
| Group Unit: 46200 Group ID: B12 |
Acctg D ate: I Az OF Date: |U1 /0442002 Sequence: 3 ;I
ltem ID:  [2¢X [
Customer:  [46200 ﬂ |SHAW_JAMES j |[FULTON JATLANTA | SHaW JAMES
Amount | 300.00 [USD | Entiy Type: [IN +| Reason: [#1017 4|
AR Dist: |
Rate Type: I ﬂ Exch Rate: I 1.00000000 | 7| Fosted
Terms: INET3U ﬂ Due Date: I Due Days: I
Dizc Amt: I Dizc Date: I Disc Daps: I
Dizc Amt 1: I Disc Date 1: I [ Always Allow Discount
PO Ref: I I BOL: I Order No: I
Document: I I Contract: I LI
[ |Pending lter 1 |&dd
g Start| [ Inbox - Microsoft Du... | 5 Exploring - PATRAL.. | B Misrosoft wiord - AF... [BBEnter Receivabl | § @) N/ AR 556 M
Expected If the pandl matches, continue to the next pand. If these eements do not match, review
Results: the steps and consult your Instructor.
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Exercise 2 (continued)

Step 14 Compare your Pending Item 1 Sequence 3 panel to the pand shown below.
Enter Receivables - Use - Online Pending Item Entry HEE
File Edit “iew Go Favorites Use Process Inguie Heport Help
Blel@x| mlao szl 5| S8 2] *el4l2])
Group Control ~ Pending ltem 1 | Pending ltem 2| Pending Item 3| Accounting Entriesl Group Actionl
| Group Unit: 46200 Group ID: E12 |
Acctg Date: As OF Date: Il]1 /0472002 Sequence: 4 ;I
ltemID:  [3%X [
Customer:  [46200 ﬂ |BROWN_JANE ﬂ |GWINNETT | [BUFORD BROWH_JANE
Amount: | 150.00 [USD | Entry Type: [IN #| Reason: [11017 4]
AR Dist: s
Rate Type: I ﬂ Exch Rate: I 1.00000000 || 7| Fasted
Terms: INET3I] ﬂ Due Date: I Due Days: I
Dizc Amt: I Disc Date: I Disc Daps: I
Disc Amt 1: I Disc Date 1: I ™ Always Allow Discount
PO Ref: I I BOL: I Order Mot I
Document: I I Contract: I -
[ |Pending Item 1 |&dd
g Start| [ Inbos - Microsoft Du...| (5] Exploring - PATRAL.. | B Microsolt Word - AF...| [ Enter Receivabl | § &) N/ PARIEE 956m
Expected If the pandl matches, continue to the next pand. If these eements do not match, review
Results: the steps and consult your Instructor.
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Exercise 2 (continued)

Step 15 Compare your Group Action pand to the panel shown below.

Enter Receivables - Use - Online Pending Item Entry

elete Entries.

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 3 - Enter online pending items and set the group to post

Scenario:  You are responsible for entering the receivables for hazardous waste fines. Vulcan
Materids will be billed $38,000 for water pollution and $72,000 for ar pollution. American
Aggregate will be fined $74,000 for air pollution. Y ou will enter a pending item group
consging of threeitems.

Step 1 Sdect: Go = Manage SdesActivities=» 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 3 (continued)

Step 4 Enter or sdect the following:
Acctg Date: Today’s Date
Group Type: B (Billing) — Default Value
Crigin ID: MAN (Manud) — Default Value
Control Currency: USD — Default Value
Control Amount: $184,000
Control Count: 3
Received: Today’s Date
Entered: Today’s Date
Expected Correct data entry
Results:
Step 5 Toenter thefirst pending recelvableitem for Vulcan Materials (Water
Pollution):
. Pending Item 1 ,
Click: m to proceed to the Pending Item 1 pandl.
Enter or sdect the following:
Item ID: 4XX
(Replace XX with the number assigned to you by your ingtructor)
Line Number: 1
Customer: VULCAN_MATERIAL
Amount; $38,000
Entry Type: IN
Reason: 31001
AR Dist:; AR79991XX (XX = Budget Year)
Expected Correct data entry
Results:
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Exercise 3 (continued)

Step 6 To enter the second pending receivableitem for Vulcan M aterials (Air
Pollution):

Click: ﬂ next to the Line number to insat arow for a second line item.

Enter or sdect the following:

Line Number: 2

Amount; $72,000

Entry Type: IN

Reason: 31001

AR Digt: AR79995X X (XX = Budget Year)

Expected Correct data entry
Results:

Step 7 To enter apending receivable for the next customer — American Aggreer ate
(Air Pallution):

Click: @ on thetool bar to insart arow for another customer.

Enter or sdect the following:

Item ID: 5XX

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

Customer: AMERICAN_AGGRE

Amount: $74,000

Entry Type: IN

Reason: 31001

AR Dig: AR79995X X (XX = Budget Year)

Expected Correct data entry
Results:
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Exercise 3 (continued)

Step 8 Click: Sl el 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 Ingtructor for assistance.
Step 9 Record the Group ID below. The Group ID is assgned after the pand group has been
saved. Thisinformation will be used in Exercise 6.
Group ID:
Expected The group ID is recorded.
Results:
Step 10 Click: Post Later |
Expected The group of itemsis set to post later and dl fiddsin the pand are grayed ouit.
Results:
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Exercise 3 (continued)

Check
Results

Step 11 Compare your Group Control panel to the pand shown below.

Enter Receivables - Use - Online Pending Item Entry MEE
File Edit “iew Go Favorites Use Process Inguie Heport Help

Blelex| o] el slo| Sl=] 2lelo] #e|s]2 ]|

Graup Control | Pending Item 1 I Pending ltem 2| Pending ltem 3| Accounting Entriesl Group Actionl

| Group Unit: 46200 Group ID: E13

Acctg Date: 01./04/2002

Group Type: IB ﬂ Bilings Control Currency: IUSD ﬂ
Origin 1D: IMAN ﬂ haMNLAL Format Currency: IUSD j

Totals Control Data
Control: I 184,000.00 I 3 Received: II]1 0472002 | Assign: IFNINSI]1 ﬂ
Entered: 184.000.00 3 | | Entered:  [01/04/2002 | Operator  FMINSO1
Difference: 0.00 1]

Posted: 0.00 g | | FostDate:

-Editing Bal A ting Entries -Posting Status— Posting Action—
i+ Erlited % Belanced %) Balanced % 1t Fosted £ i fotion
et Edited B areed B Ereed ) Erfors £ Easihlion

) Complete = Eost[Later
[ |Group Cortral |&dd

Eaﬁlalll Inbox - Microzoft Du...l @ Exploring - PATRAL.. | B¥ Microsoft ‘word -AF!...“”Enlel Receivabl... | ? E N@%%F 10:01 AM

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 3 (continued)

Step 12 Compare your Pending Item 1 Sequence 1 panel to the pand shown below.
Enter Receivables - Use - Online Pending Item Entry HEE
File Edit “iew Go Favorites Use Process Inguie Heport Help
Blel@x| mlao szl 5| S8 2] *el4l2])
Group Control ~ Pending ltem 1 | Pending ltem 2| Pending Item 3| Accounting Entriesl Group Actionl
| Group Unit: 46200 Group 1D: B13
Acctg Date: I As OF Date: Il]1 /0472002 Sequence: =
ltemID:  [#<X [
Customer:  [46200 | +| | [FULTON [ [ATLANTA ™| vuican_Mat
Amount: |  38000.00 [USD | Entiy Type: [IN +| Reason: [31001 4]
AR Dist: s
Rate Type: I ﬂ Exch Rate: I 1.00000000 || 7| Fasted
Terms: INET3I] ﬂ Due Date: I Due Days: I
Dizc Amt: I Disc Date: I Disc Daps: I
Disc Amt 1: I Disc Date 1: I ™ Always Allow Discount
PO Ref: I I BOL: I Order Mot I
Document: I I Contract: I LI
[ |Pending Item 1 |&dd
iﬁSlalll Inbox - Microsoft Du...l @ Explaring - PATRAL.. | BY Microsoft ‘wWord -AH...””Enlel Receivabl. .. | ? G N(ﬂ-%# 10:02 AM
Expected If the pand 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 3 (continued)

Step 13 Compare your Pending Item 1 Sequence 2 pand to the panel shown below.

Enter Receivables - Uze - Online Pending Item Entry [ [=]x]

File Edit Wiew Go Fawvoites Use Process |nquire Report Help

Blz(@x| HlEE slel D@ alE] Elel] #elsz]

Group Contral - Pending lkem 1 | Pending ltem 2| Pending ltem 3| Accounting Entriesl Group Aclionl

| Group Unit: 46200 Group 1D: E13 |
Acctg Date: |[ILFIEFROTIE As OF Date: Im 10472002 Sequence: 2 LI

ltem ID:  [% [2

Customer:  [46200 8] o [FULTON | [ATLANTA | Videan M

Amount [ 7200000 [USD | Ent Type: IN | +| Reason: [31007 &
AR Dist: 3

Rate Type: l—ﬂ Exch Rate: lm 7| Fasted

Temms: NET30 ﬂ Due Date: I Due Days: I
Disc Amt: Disc Date: I Disc Days: I
Disc Amt 1: Disc Date 1: I [~ | Always Allow Discount

PORet: | | | BoL [ oderbe: [
Document: l—l_ Contract: l— LI

[ |Pending Item 1 |&dd
=] Slalll (L) Inbox - Microsoft Ou.. | @ Exploring - P:ATRAL.. | T Microsaft \Word AH"” Enter Receivabl. .. | ? E N (EJE%Z! 10:03 &M

Expected If the pandl 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 3 (continued)

Step 14 Compare your Pending Item 1 Sequence 3 panel to the panel shown below.
Enter Receivables - Use - Online Pending Item Entry HEE
File Edit “iew Go Favorites Use Process Inguie Heport Help
SRR EEEEEE E S A A
Group Control ~ Pending ltem 1 | Pending ltem 2| Pending Item 3| Accounting Entriesl Group Actionl
| Group Unit: 46200 Group ID: E13 |
Acctg Date: I As OF Date: Il]1 /0472002 Sequence: 3 ;I
ltemID:  [5<X [
Customer:  [46200 | +| #| [GWINNETT | [BUFORD | American A
Amount: | 74000.00 | [USD | Entry Type: [IN ﬂ Reason:  [31001 ﬂ
AR Dist: s
Rate Type: I ﬂ Exch Rate: I 1.00000000 || 7| Fasted
Terms: INET3I] ﬂ Due Date: I Due Days: I
Dizc Amt: I Disc Date: I Disc Daps: I
Disc Amt 1: I Disc Date 1: I ™ Always Allow Discount
PO Ref: I I BOL: I Order Mot I
Document: I I Contract: I -
[ |Pending Item 1 |&dd
iﬁSlalll Inbox - Microsoft Du...l @ Explaring - PATRAL.. | BY Microsoft ‘wWord AH”” Enter Receivabl... | ? G N(ﬂ-%# 10:03 AM
Expected If the pandl matches, continue to the next pand. If these eements do not match, review
Results: the steps and consult your Instructor.
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Exercise 3 (continued)

Step 15 Compare your Group Action pand to the panel shown below.

Enter Receivables - Use - Online Pending Item Entry

elete Entries.

Expected The pand matches. Congratulationd!

Results: If these elements do not match, review the steps and consult the Ingtructor.
Exercise completed.
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Exercise 4 — Enter online pending items and set the group to post

Scenario:  You are responsible for entering credits and debits for customers who cancelled/added
daysto ther cabin rental. Y ou will enter credits for customers who cancelled days and
debits for customers who added days.

Step 1 Sdect: Go = Manage SdesActivities=» Enter Receivables

Expected The Enter Receivables window displays.

Results:

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

Expected A dialog 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 sdect the following:
Acctg Date: Today’s Date
Group Type: B (Billing) — Default Value
Crigin ID: MAN (Manud) — Default Value
Control Currency: USD — Default Value
Control Amount: $400
Control Count: 3
Received: Today’s Date
Entered: Today’s Date

Expected Correct data entry
Results:

Step 5 Toenter a credit memo wherethe customer cancelled days of their rental:

. Pending Item 1 :
Click: m to proceed to the Pending Item 1 pandl.

Enter or sdlect the following:

Item ID: 2XX

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

Customer: SHAW_JAMES

Amount: $-100

Entry Type: CR

Reason: 41017

AR Digt: ARMISCXX (XX = Budget Year)

Expected Correct data entry
Results:
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Exercise 4 (continued)

Step 6 To enter a Debit memo wherethe cussomer added daysto their rental:
Click: @ on the tool bar to insert arow for anew customer.

Enter or select the following:

Item ID: IXX

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

Customer: SMITH_JOE

Amount; $400

Entry Type: DR

Reason: 41017

AR Digt: ARMISCXX (XX = Budget Year)

Expected Correct data entry
Results:

Step 7 To enter a Debit memo where the cussomer added daysto their rental:

Click: @ on thetool bar to insart arow for another customer.

Enter or sdect the following:

Item ID: 3XX

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

Customer: BROWN_JANE

Amount: $100

Entry Type: DR

Reason: 41017

AR Digt: ARMISCXX (XX = Budget Year)

Expected Correct data entry
Results:
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Exercise 4 (continued)

Step 8

raup Action

Click: I to proceed to the Group Action pand.

Balance

Click: 4

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 assstance.
Step 9 Record the Group ID below. The Group ID is assigned after the panel group has been
saved.
Group ID:
Expected The group ID is recorded.
Results:
Step 10 Click: Post Later |

Expected The group of itemsis set to post later and dl fields in the pandl are grayed ouit.
Results:
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Exercise 4 (continued)

Check
Results

Step 11 Compare your Group Control pand to the panel shown below.

Enter Receivables - Use - Online Pending Item Entry MEE
File Edit “iew Go Favorites Use Process Inguie Heport Help

Blelex| o] el slo| Sl=] 2lelo] #e|s]2 ]|

Graup Control | Pending Item 1 I Pending ltem 2| Pending ltem 3| Accounting Entriesl Group Actionl

| Group Unit: 46200 Group ID: E14

Acctg Date: 01./04/2002

Group Type: IB ﬂ Bilings Control Currency: IUSD ﬂ
Origin 1D: IMAN ﬂ haMNLAL Format Currency: IUSD j

Totals Control Data
Control: | 40000 [ 3| | | Received: [01/04/2002 | Assign:  [FNINSO1 | +|
Entered: 400.00 3 | | Entered:  [01/04/2002 | Operator  FMINSO1
Difference: 0.00 1]

Posted: 0.00 g | | FostDate:

-Editing Bal A ting Entries -Posting Status— Posting Action—
% Edited % Belanced %) Balanced % 1t Fosted £ i fotion
et Edited B areed B Ereed 1 Errots £ Easihlion

) Complete = Eost[Later
[ |Group Cortral |&dd

Eaﬁlalll Inbox - Microzoft Du...l @ Exploring - PATRAL.. | B¥ Microsoft ‘word -AF!...“”Enlel Receivabl... | ? E N@%%F 10:05 AM

Expected If the pandl 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 4 (continued)

Step 12 Compare your Pending Item 1 Sequence 1 panel to the pand shown below.
Enter Receivables - Use - Online Pending Item Entry HEE
File Edit “iew Go Favorites Use Process Inguie Heport Help
Blel@x| mlao szl 5| S8 2] *el4l2])
Group Control ~ Pending ltem 1 | Pending ltem 2| Pending Item 3| Accounting Entriesl Group Actionl
| Group Unit: 46200 Group ID: E14
Acctg Date: As OF Date: Il]1 /0472002 Sequence: =
ltemID:  [2X [
Customer:  [46200 ﬂ |SHAW_JAMES ﬂ |FULTON |ATLANTA | sHaw_JaMES
Amount: | -100.00] [USD | Entry Type: [CR #| Reason: [11017 4]
AR Dist: s
Rate Type: I ﬂ Exch Rate: I 1.00000000 || 7| Fasted
Terms: INET3I] ﬂ Due Date: I Due Days: I
Dizc Amt: I Disc Date: I Disc Daps: I
Disc Amt 1: I Disc Date 1: I ™ Always Allow Discount
PO Ref: I I BOL: I Order Mot I
Document: I I Contract: I LI
[ |Pending Item 1 |&dd
iﬁSlalll Inbox - Microsoft Du...l @ Explaring - PATRAL.. | BY Microsoft ‘wWord AH”” Enter Receivabl... | ? G N(ﬂ-%# 10:07 AM
Expected If the pandl matches, continue to the next pand. If these eements do not match, review
Results: the steps and consult your Instructor.
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Exercise 4 (continued)

Step 13 Compare your Pending Item 1 Sequence 2 pand to the panel shown below.

Enter Receivables - Use - Online Pending Item Entry HEEE
File Edit “iew Go Favoites Usze Procesz lnguire Beport Help

al (@ x| mlos ele 5= S| 2lelo] *lelv]z]

Group Control — Pending ltem 1 | Pending ltem 2| Pending ltem 3| Accounting Entriesl Group Actionl

| Group Unit: 46200 Group ID: E14
Acctg Date: l]1 0422002 Az OF Date: |[|1 f04/2002 Sequence: 2 ;I
ltemID:  [1XX [
Customer: |452|]|] ﬂ ISMITH_JI]E ﬂ IBULLUEH STATESE (1 |h (s [u]3

Amount: | 400.00 [USD | Entiy Type: [DR +| Reason:  [#1017 4|
AR Dist: ARMISCO ﬂ
Rate Type: | ] Exch Rate: | 1.00000000] J=|Posted

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

PORet | [ | BoL [ odderme: [
Document: l— l_ Contract: I— LI

[ |Pending Item 1 |&dd
Eaﬁlalll (L) Inbox - Microsaft Du...l @ Exploring - P:ATRAL.. | ¥ Microsoft wiord AF!“” Enter Receivabl. .. | ? E N@%%Lﬁ 10:08 AM

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

Step 14 Compare your Pending Item 1 Sequence 3 panel to the pand shown below.
Enter Receivables - Use - Online Pending Item Entry HEE
File Edit “iew Go Favorites Use Process Inguie Heport Help
SRR EEEEEE E S A A
Group Control ~ Pending ltem 1 | Pending ltem 2| Pending Item 3| Accounting Entriesl Group Actionl
| Group Unit: 46200 Group ID: E14 |
Acctg Date: As OF Date: Il]1 /0472002 Sequence: 3 ;I
ltemID:  [3%X [
Customer:  [46200 ﬂ |BROWN_JANE ﬂ |GWINNETT | [BUFORD BROWH_JANE
Amount: | 100.00 [USD | Entry Type: [DR #| Reason: [11017 4]
AR Dist: s
Rate Type: I ﬂ Exch Rate: I 1.00000000 || 7| Fasted
Terms: INET3I] ﬂ Due Date: I Due Days: I
Dizc Amt: I Disc Date: I Disc Daps: I
Disc Amt 1: I Disc Date 1: I ™ Always Allow Discount
PO Ref: I I BOL: I Order Mot I
Document: I I Contract: I -
[ |Pending Item 1 |&dd
iﬁSlalll Inbox - Microsoft Du...l @ Explaring - PATRAL.. | BY Microsoft ‘wWord AH”” Enter Receivabl... | ? G N(ﬂ-%# 10:08 AM
Expected If the panel matches, continue to the next pandl. If these e ements do not match, review
Results: the steps and consult your Instructor.
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Exercise 4 (continued)

Step 15 Compare your Group Action pand to the pand shown below.

Enter Receivables - Use - Online Pending Item Entry

elete Entries.

Expected The panel maiches. Congratulations. If these eements do not match, review the steps
Results: and consult your Instructor.

Exercise completed.
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Exercise 5 - Enter online pending items and set the group to post

Scenario:  You are respongble for entering receivables for the State Appropriation. Enter a pending
item group congting of one item.

Note: Original Invoicefor thiscustomer was entered previoudly.
Step 1 Use the following information to set up this pending item for the State Appropriation:
SETID = 46200

Group ID = NEXT
Control Amount = $500,000 Control Count = 1

Item ID = STATEXX Line#1

(Replace XX with the number assigned to you by your instructor)
Customer ID =401 (State Treasury)

Entry Type=Dr (debit)

Reason code = 01001

Distribution Code= ARGOVEMXX (XX = Budget Y ear)

Expected Individua understanding of entering a pending Accounts Receivable item.
Results:

Exercise completed.
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Exercise 6 - View previoudy entered item groups

Scenario:  The receivables update process was run for items entered in Exercises 2, 3,4and 5. You
will now view the items that were entered in Exercise 2.

Step 1 Sdect: Go = Manage SdesActivities = Enter Receivables

Expected The Enter Receivables window displays.
Results:

Step 2 Sdect: Inquire = All Iltems=» Group Control

Expected The Group Control pand displays.

Results:

Step 3 Enter or select the following:
Group Unit: 46200
Group ID: [Group ID recorded in Exercise 2)
(TSRS

Expected The Group Control pand displays.
Results:

3‘34 SECTION 3: ENTERING RECEIVABLES PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE

MARCH 2003
Exercise 6 (continued)
Step 4 Compare your Group Control pand to the panel shown below.
Enter Receivables - Inquire - All Items HEE
File Edit “iew Go Favorites Use Process Inguie Heport Help
gl x| Elaal ee 5= 2= 2lE2] *elslz]
Group Contral | Pending Iterm 1 I Pending ltem 2| Pending Item 3|
| Group Unit: 46200 Group ID: E12
Acctg Date: 1 /0442002
Group Type: B Bilings Control Currency: LS
Origin 1D: tAN hANLIAL Format Currency: Ush
Totals Control Data
Control: 350,00 3 Received:  [1/04/2002 Assign: FHINSOT
(Ertizret S 3 | | Entered:  01/04/2002  Operator:  FNINSOT
Difference: 0.00 1]
Posted: 95000 5 Post Date:  01/04/2002
-Editing Bal A ting Entries -Posting Status— Posting Action—
@ Edited ) Blariped 1 B elereed et Fasted | i &ction
) Wit Edited B areed B Ereed ) Erfors ) Post e
@ | Complete ) FostLater
[ |Group Contral |Update/Display
iﬁSlalll Inbox - Micros... | @ E=ploring - F':\...l T Microsoft war... ”wEnlBl Rece. .. | ? G N(ﬂ-%# 10:15 A
Expected If the panel maiches, continue to the next step. If these dements do not match, review
Results: the steps and consult your Ingtructor. Note that the Posting Statusis “ Complete’.
Step 5 . Pending Item 1 .
P Click: —l to proceed to the Pending Item 1 pand.
View and verify the information on the pandl.
Expected The Pending Item 1 pand displays.
Results:
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Exercise 6 (continued)

Step 6 Compare your Pending Item 1 Sequence 1 panel to the panel shown below.

Enter Receivables - Inquire - All Items

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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Exercise 6 (continued)

Step 7 Compare your Pending Item 1 Sequence 2 panel to the panel shown below.

Enter Receivables - Inguire - All Items

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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Exercise 6 (continued)

Step 8 Compare your Pending Item 1 Sequence 3 pand to the panel shown below.

Enter Receivables - Inquire - All Items

Expected The pand matches. Congratulationd!

Results: If these elements do not match, review the steps and consult your Ingtructor.
Exercise completed.
3'38 SECTION 3: ENTERING RECEIVABLES PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE MARCH 2003

Exercise 7 - Unpost an item group

Scenario:  You entered anitem into the system twice. Y our god isto unpogt theitem. The unposting
process will create journd entries exactly oppodite of the origina transaction for dl itemsin
the group. We will assume that the group entered in Exercise 2 contained the duplicate
item.

Step 1 Sdect: Go =» Manage Sdles Activities = Enter Receivables = Use =» Online Group

Unpost =» Group Control

Expected A didog box displays.

Results:

Step 2 Enter or select the fallowing:

Group Unit: 46200
Group ID: [Group ID recorded in Exercise 2, see page 3-9, step 9)]
(1TSS

Expected The Group Control pand displays.

Results:

Step 3 Click: | Unpestctian]| ¢, proceed to the Unpost Action pand.

Click: Unpost Later |

Expected The group is st to unpost later.

Results:
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Exercise 7 (continued)

Check
Results

Step 4 Compare your Group Action panel to the pand shown below.

Enter Receivables - Uze - Online Group Unpost MEE
File Edit “iew Go Favorites Use Process Inguie Heport Help

Blelex| uloE| e olo| Sl 2lel] 2|2

Group Control - Unpost Action |

‘ Unit: 46200 Group ID: E16 Deszcription:  Unpost Date: 01/04/2002
-Posting Status
5 i Aetion
£ sl
% Eoshllater
-Unpost Actions -Posting Actions Ac ting Entry Actions
Delete Unpost Do Hot Post I Review Unpost How
Unpost How |
Inpost [Later |
| |Unpost Action |Update.-"DispIay
Eaﬁlalll Inbox - Micros... | @ Exploring - P:\...l TP Microsaft Wor... ””Enlet Rece. .. | ? E N@%%F 10:20 AM

Note: Theinstructor will run receivables update process to unpost these items.

Expected The pand matches. Congratulations!

Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 8 - Correct pending item group errors

Scenario: Group EREX7XX (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. Oncethe
error is corrected, set the group to post later.

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 sdect the following:
Group Unit: 46200
Group ID: EREX7XX

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

Expected The Online Error Correction pane displays.
Results:
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Exer cise 8 (continued)

Step 3 Note that the Errors radio button is on the Posting Status group box.
Enter Receivables - Use - Online Error Correction HEE

File Edit “iew Go Favorites Use Process Inguie Heport Help

alelgx| ael slel == S5 2] 2lelzlz])

Graup Control | Pending Item 1 I Pending ltem 2| Pending ltem 3| Accounting Entriesl Group Actionl

| Group Unit: 46200 Group ID: EREx745

Acctg Date: 11/06/2001

Group Type: IB_j Bilings Control Currency: IUSD ﬂ

Origin 1D: IMAN ﬂ MANLIAL Format Curmrency: IUSD ﬂ
Totals Control Data

Control: I 50.00 | 1 Received: I11J’UB!2I]I]1 Assign: IFNINSI]1 ﬂ
(Ertizret el 1| | Entered:  [11/06/2001 | Dperator:  FNINSOT
Difference: 0.00 1]

Posted: 0.00 p | | Pl

-Editing Bal A ting Entries -Posting Status— Posting Action—
% Edited % B alatied 1 B elereed et Fasted % hlo et
et Edited B areed B Ereed % Erofs £ Easihlion
) Eomplete ) FostLater
[ |Group Contral |Update/Display
iﬁSlalll Inbox - Micros... | @ Explaring - F':\...l TV Microsaft War.. ”wEnlBl Rece. . | ? G N(ﬂ-%# 10:22 AM
Expected The Posting Status displays with the Error radio button selected.
Results:
Step 4 . Group Action .
P Click: —I to proceed to the Group Action pand.
Click: Reverse BCM button
Expected The Group Action pand displays.
Results:
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Exer cise 8 (continued)

Step 5 Compare your Group Action pand to the pand shown below.

Enter Receivables - Use - Online Error Correction

Expected The group of itemswill be ready for correction.
Results:
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Exercise 8 (continued)

Step 6 Y ou will receive amessage that says Budget Check Successful
Click: “OK”

Ble(@(x| a8l elel o] == wlelo] =l

Budget Check Process [9320,10]

Expected The Group Control panel displays.
Results: Note: Thisbudget reversal action creates entries exactly opposite of the
original entry that was made.
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Exer cise 8 (continued)

Pending Item 1
Step 7 Click: m to proceed to the Pending Item 1 pand.

Expected The Pending Item 1 pand displays.

Results:
Step 8 Compare your Pending Item 1 pand to the panel shown below.
Note the Error Flag and Message.
Enter Receivables - Use - Online Error Correction HEEE

File Edit “iew Go Favorites Use Process Inguie Heport Help

ale(®x| alaal ele == S| 2] *lels]z]

Group Control ~ Pending ltem 1 | Pending ltem 2| Pending Item 3| Accounting Entriesl Group Actionl

| Group Unit: 46200 Group ID: EREx=745 |
Acctg Date: [LAF{FRO0]] Az OF Date: |11J'[IBJ'2I]I]1 Sequence: 1 ;I
ltemiD:  [ODOPS | .
Customer:  [46200 | +| [BLEAKWORTH | +| | BLEAKWORTH

Amount: | 50.00 | [USD | Entiy Type: [IN ﬂ Reason:  [41017 | 4|
AR Dist: ARMISCO ﬂ Error Flag:  Dugplicate ltem
Rate Type: I ﬂ Exch Rate: I 1.00000000|} [ | Basted

Terms: INET3I] ﬂ Due Date: I Due Days: I
Disc Amt: I Disc Date: I Dizc Days: I
Digc Amt 1: I Disc Date 1: I ™ Always Allow Digcount

PoRet | [ BoL [ oderbe: [
Document: l— I_ Contract: I— j

[ |Pending Item 1 |Update/Display
Eaﬁlalll (L) Inbox - Micros. . | @ Exploring - F':\...l T Microsoft Wwar.. ”wEnlEI Hece. . | ? G N(ﬂ?%? 10:25 AM

Expected The Error Flag displays an error related to a duplicate item.
Results:
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Exer cise 8 (continued)

Step 9 Enter the following:
Item ID: OOOPSXX
(Replace XX with the number assigned to you by your instructor)
Expected A unique Item ID is assgned.
Results:
Step 10 Click: Sl el I to proceed to the Group Action pand.
Click: FPost Later |
Expected The group of itemsis et to podt later and dl fields in the panel are grayed out.
Results:
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Exer cise 8 (continued)

Check
Results

Step 11 Compare your Pending Item 1 Sequence 1 pand to the panel shown below.

Enter Receivables - Use - Online Error Correction MEE
File Edit “iew Go Favorites Use Process Inguie Heport Help

Blelex| laE| e olo| 8lE| @lel] el

Group Control ~ Pending ltem 1 | Pending ltem 2| Pending Item 3| Accounting Entriesl Group Actionl

| Group Unit: 46200 Group ID: ERE*745 |
Acctg Date: [IHIITZII] As Of Date: [1170672001 Sequence: 1|2
ltem ID:  [0DOPSXX |
Customer: 46200 ﬂ [BLEAKWORTH ﬂ | [ BLEAKWORTH

Amount: | 50.00 | [USD | Entiy Type: [IN +| Reason:  [#1017 4|
AR Dist: ARMISCO ﬂ Error Flag:  Duplicate ltem
Rate Type: I ﬂ Exch Rate: I 1.00000000| 7| Fosted

Terms: INET3I] ﬂ Due Date: I Due Days: I
Dizc Amt: I Disc Date: I Disc Daps: I
Dizc Amt 1: I Disc Date 1: I [ Always Allow Discount

PORe: | [ | soL [ odene: [
Document: | || | Contact | | zl

| |F'ending Item 1 |Update.-"DispIay
Eaﬁlalll Inbox - Micros... | @ Exploring - P:\...l TP Microsaft Wor... ””Enlet Rece. .. | ? E N@%%F 10:26 AM

Expected If the pandl matches, continue to the next panel. If these dements do not match, review
Results: the steps and consult your Instructor.
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Exer cise 8 (continued)

Step 12 Compare your Group Action pand to the panel shown below.

Enter Receivables - Use - Online Error Correction

alelex] laln) elel =lm| Hl=) 2lsl] el

Expected The pand matches. Congratulationd!

Results: If these elements do not match, review the steps and consult the Ingtructor.
Exercise completed.
3'48 SECTION 3: ENTERING RECEIVABLES PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE MARCH 2003

D. Summary and Review

Activity Materials
W\ || G ||
LECTURE GUIDE REVIEW
Objectives Review:
1. Enter pending items
2. Pogt, unpost and delete pending item groups
3. Undergtand the receivables update process
4. View receivablesinformation

Discuss the following questions:

What is the purpose of Group controls?
What is a pending item group?
When will the pending items actudly change customer account balances?
What does the Unpost process actualy do?
How do you “stop” a group of items from posting during overnight processing?
What is the difference between “ Do Not Post” and “Unpogt”?
What is a Reason code? Distribution code?
Which oneisthe Credit Sde of the AR accounting entry?
. Can“Item ID” be used more than once?
10. What entry type may be used with a negetive amount?
11. What menu option is used to correct errorsin pending groups?
12. Do pending items process through the Budget Checking Module?
13. When can you use the “Unpogst” process?
14. When isit appropriate to use the same “Item ID”?
15. What are the three entry types?
16. Which entry typeis used with an origind pending item entry?

OWCo~NogakwNPRE
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Entering Receivables

’ Congratulations! Y ou have just completed the Entering Receivables section. This section
contained the tools needed to learn dl the concepts and proceduresinvolved in Entering
Receivables.
Participant

Objectives  You should be ableto

Enter pending items

Pogt, unpost and delete pending item groups
Understand the receivables update process
View receivablesinformation

> owbdhpE
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A. Introduction

Entering and Applying Payments

’ Welcome to the Entering and Applying Payments section! This section contains the
tools needed to learn al the concepts and proceduresinvolved in Entering and
Applying Payments.
Goal The god of thistopic isfor the participants to acquire the skills and knowledge

necessary to perform processes associated with entering and applying payments.
Participants should aso have the skills and knowledge to inquire into the payment files
and view the current status of payments.

Participant
Objectives At the end of this module you will be able to

Enter and apply regular deposit

Enter and gpply a partid payment to an item
Enter and apply express deposits

Enter directly journded payments

Enter and gpply multiple paymentsto an item

Unpost a payment

ok wnNE
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B. Business Processes

Activity Materials
R
LECTURE GUIDE

There are nine business processes associated with gpplying payments. They can be viewed online at
www3.gtate.ga.usdepar tments/doas/phoenix/.

AR-003, Budget Checking
AR-004, Applying Payments
AR-005, Receivable Update
AR-010, Journal Generation
AR-011, Bank Reconciliation
AR-013, Speed Types
AR-015, NSF Checks
AR-016, Reason Codes
AR-017, Grant Encumbrances
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C. Exercises

Exercise 1 - Discuss A/R Payment Concepts and Flowchart

Scenario:

Discuss Accounts Recelvable Payment Concepts and Flowchart.

Step 1

Expected
Results:

Read and discuss the following brief introductions for the main underlying concepts:

Customers make payments to your agency as compensation for services or products
they have received from your agency. Y our agency may receive payments directly from
acustomer and then forward them to the bank, or a customer may send its payments
directly to the bank on your behaf. A deposit isa collection of one or more payments.
Deposits are entered into the system on aregular basis, usudly daily. PeopleSoft
Receivables deposits are recorded through three different methods: regular deposit,
express deposit, or direct journals. Y our organization may use one, dl, or some
combination of these methods.

The Regular Deposit Entry method of payment entry |ets you identify items to which the
payment applies asthey are entered. In order to apply the payment to the correct item,
you must create a Payment Workshest.

Many organizations receive payments that reference or identify the items being paid.
These organizations can choose to use PeopleSoft Express Deposit Entry to enter and
apply payments al at once, rather than entering and applying them in separate steps
through the Regular Deposit Entry process.

An undergtanding of the Accounts Receivable underlying concepts.
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Exercise 1 (continued)

Step 1 Y our organization may occasonaly receive miscellaneous cash payments that do not
(cont’d) correspond to open items, and can therefore bypass the regular cash gpplication
process. PeopleSoft refers to these payments as Direct Journal Entry payments, and
lets you cresate direct accounting entries without gpplying them to an item.

The payment life cycle begins when the payment arrives. Generdly, payments that
arrive on one day are grouped together in asingle deposit. The deposit may be entered
into PeopleSoft usng Express Deposit Entry or Regular Deposit Entry.

Once you receive the deposit information, you must make a depost entry, which
provides identifying information for the payments associated with the deposit. The
identifying information varies depending on the entry method used, and may include
customer ID, MICR ID and item ID.

Y ou must make sure that the deposit balances before you proceed to the next step,
applying payments. In the process of gpplying payments, pending itemsto be paid are
linked with incoming payments. This process can be done manudly through Express
Deposit or on a Payment Worksheet. If you generate a Payment Worksheet for each
payment, you can make adjustments for pre- payments, on-account payments, write-
offs and deductions, as heeded. Y ou can save the Payment Worksheet for later review
or mark it to post now or later.

Note that occasiondly payments are not associated with an item; these payments can
be handled as miscellaneous cash receipts. Y ou can skip the gpplying payments step
and directly journa these payments using Direct Journd Entry.

Study the following data flow chart for an understanding of the “big picture’ in Applying
Payments.

Expected An undergtanding of the main conceptsinvolved in Applying payments.
Results:
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MARCH 2003
Regular Deposit Depost Total Panel Payment Panel
Entry Panel Required Fields: o
A ting Dat Required Fields:
— Deposit Information —p Required Fields: |— C;c:rj]i Igogdea Sy - Payment ID —» Journal Directly
Denosit Type Accounting Date
Business Unit P yp Amount & Currency
; Control Currency .
Deposit ID Customer ID/Unit
Control Totals
. L
Yes
A Accounting
Worksheet Entries Panel
Selection Panel Worksheet
Application Panel Worksheet Worksheet Required Fields:
Required Fields: Application Panel Action Panel
Business Unit —> Required Fields: |—» —| Revenue Chartfield|
Deposit ID Select Payment Adjustment can be mgde | Click on Post Later and Expense Chartfield
Customer ID/Unit Item ID through Action Mod¢d Save
Apply Payment MARK COMPLETH
CREATE WORKSHEET
N
Deposit Total
Express Deposit Subpanel Payment Subpanel (Review Direct
Journal Panel
Entry Panel Required Fields: Required Fields: Action Subpanel )
Lo - ’ . Accounting Date Review Direct
Required Fields: Bank Code Payment ID Click on Post Later and Journal's and Matc
Business Unit Bank Account Accounting Date Save Debits and Credits
Denosit ID Deposit Type Amount & Currency
P Control Currency Customer ID/Unit
Control Totals
Payment
Unpost Panel Unpost .
Action Panel Inquire Panel
Select the payment thgt > » ¢
needs to be Click on Post Later Check on
unposted in AR and Save

Groups set to Post

.

Receivable Updatg

Inquire

Exercise completed.
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Exercise 2 - Enter a Regular Deposit & Apply a Partial Payment (Receivable)

Scenario:  You received a $50 payment from Joe Smith (SMI1TH_JOE), a subscriber to DOT
Trails magazine. Mr. Smith did not reference an invoice number. There are severd
items on file for Mr. Smith. Y our god isto build a payment worksheet that includes dl
items open for Joe Smith and apply a partia payment.

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

Expected The Apply Payments window displays.
Results:

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

Expected A didog box displays.
Results:

Step 3 Enter or select the following:

Deposit Unit: 46200

Deposit ID:  DEP1XX

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

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

MARCH 2003

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: $50
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: PAY XX
(Replace XX with the number assigned to you by your instructor)
Amount: $50
Customer ID: SMITH_JOE
Business Unit: 46200
Expected Correct data entry
Results:
Step 6 click: 8] tosve
Expected The new information is saved.
Results:

PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Step 7 This pand indicatesthat your control group and payment entries balance.
. Action .
Click: _l to proceed to the Action pandl.
Veify the falowing:
Status: Baanced
Expected Theinformation is verified.
Results:
Step 8 Compare your Deposit Control panel to the panel shown below.
Apply Payments - Use - Regular Deposit Entry [ _ =] x|
File Edit “iew Go Favorites Use |nguire Report Help
SEE N EENE EEREEE R EA 2 A
Totals | F'a_l,lmentsl Actionl
| Unit: 46200 Deposit 1D: DEP101
Acctg Date: 01/15/72002 Control Currency: IUSD ﬂ
Bank Code: |11UU ﬂ ‘Wachavia Format Currency: IUSD ﬂ
Bank Account:  [1000  +| 000716574 Rate Type: [ K
Deposit Type: IC_j Feceipts Exch Rate: I 1.00000000
Totals Control Data
Control: 50.00 1 Received: ||]1 1542002
Entered: 50.00 1 Entered: Il]1 1542002
Difference: 0.00 0 Posted:
Posted: 0.00 o Asszign To: IFNINSI]1 ﬂ
Journalled: 0.00 ] Operator: FHIMSO1
[Totals |&dd
iaSlalll (D) Inbox - Micros... | (3] Exploring - F':\...l T Microzoft \Wor... ””Apply Paym. .. |$ PN EEE 1140 a0
Expected The Deposit Control panel displays.
Results:
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Exercise 2 (continued)

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

Apply Payments - Use - Regular Deposit Entry

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

Step 10 Compare your Group Action pand to the panel shown below.
Apply Payments - Use - Regular Deposit Entry
Expected The Group Action pand displays.
Results:
Step 11 Action #2 -Build a wor ksheet to determine the receivable in which to apply
payment:
Sdect: Use=>» Worksheet Selection
Expected A didog box displays.
Results:
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Exercise 2 (continued)
Step 12 Enter or sdlect the following:
Deposit Unit: 46200
Deposit ID: DEP1LXX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Select from List
Apply Payments - Use - Worksheet 5 election [ _ =] x|
File Edit “iew Go Favoites Use |nguie Heport Help
S EENE E = EEEE A2 A
Wiorkshest Selection |
| Unit: 46200 Deposit 1D: DEF1M Payment ID:  PAYD |
Payment Status:  |dentified Payment Amount: 50.00 ™ Payment Predictor
Deposit Status: Mone Applied Worksheet Date: Items: ]
_wmkst'fﬂ — ID/Unit:  [SMITH_JOE | +|[46200  «+|[BULLOCH  +|[RENT= + 2l
""" Mame: SMITH_JOE
il Remit: SHMITH_JOE 46200
~Customer Criteria Corporate: SMITH_JOE 45200
[Customer items =] || micR 1D: [ ﬂ Link MICR | ZI
-Reference Criteria
=
INone VI Reference: I ﬂ I I_ﬂ
IAII Customers vl
IExacl Match 'l j
[ [whorksheet Selection |Update/Display
i Start| [©]Inbox - Micros... | [ Explaring - F':\...l B Microzoft Wor... ”w.hpply Paym... |$ P NFEEERE 11:42 &M
Expected The Worksheet Selection pand displays.
Results:
Step 13 . i .
P Click: 2414 | {5 huild the workshes.
Expected The Worksheet Application pand displays showing the built worksheet.
Results:
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Exercise 2 (continued)

Step 14 Sdect the following;
ltem 701X X

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

Highlight the Item Amount
Change from $100 to $50

Press. <Tab> to update the pandl.

Apply Payments - Use - Worksheet Application [ _ =] x|
File Edit “iew Go Favoites Use |nguie Heport Help

ale(@x| AlEal 5= sl=| SE] 2lel] 22|

‘wiorksheet Application |

| Unit: 46200 Deposit 1D: DEF10 Payment ID: P&yl Seq: 1 Currency: USD|
‘ Action: |Paymenl j I Sort Scroll: Illem vl Display: lz_ﬂ Sort All: Illem vl ‘

Sel Amount Item 1D Type (PO | Discount Customer Im o
1 [s0.00 UsSD 70101 1Py r[ SMITH.J46200 NETZ0 :I
2 [t1oo.o0  |usD 70102 1 [ SMITH_J 46200 METE0
s [iooo0  usp o103 1 r[ SMITH. 46200 NETZ0
4 10000 usD 70104 1 M SMITH.J 46200 NETS0
5 [10000  usD 70105 1 [ SMITH.J46200 NETZ0
[~ & [100.00  |usD 70106 1 [ SMITH_J 46200 METE0
1

| |1l]l].l]l] usD 70107 |_| SMITH_J 46200  WET30 LI

Amount: 60.00 Remaining: 0.00 Unearned: 000 Returned: 1to30of 20
Selected: 50.00 Discount: 0.00 Earned: 0.00

Adjusted: 000  Write OFF: 0.00 E E E E

ENEEEEN

| |W0rksheet Application |Update.-"DispIay
i Start| [©]Inbox - Micros... | @ Explaring - F':\...l T Microzoft \Wor... ”w.hpply Paym. .. |$ ? N%(ﬂép 11:43 &M
Click: El to save.
Expected The new information is saved..
Results:
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Exercise 2 (continued)

Step 15 Sdect: Use=>Worksheet Action
Expected The Worksheet Action pand displays.
Results:
1 . Post Lat
Step 16 Click: 22221 | to set the payment to post.
Apply Payments - Use - Worksheet Action HEER
File Edit “iew Go Favoites Use |nguie Heport Help
SR EENE EEEEEE R 2 A
Worksheet Action I
| Unit: 46200 Deposit ID: DEF101 Payment ID: PAYD1 Entered: [01/15/2002
-Posting Status
1 N Sction
£ East oy
% Eostlater
“wWorksheet Acti ~Posting Acti A ting Entry Acti
Delete Worksheet | Do Not Post I
elete Payment Group | Post How |
Bost LLater |
[ [wiork sheet Action |Update/Display
iﬂﬁlalll [ Irbox - Micras... | [ Exploring - F':\...l T Microzoft wior... ””Apply Papm... |G P NFE EEE 11:43 M
Expected The Worksheet Action pand displays.
Results:
Exercise completed.
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Exercise 3 - Enter aregular deposit with multiple payments (Receivable)

Scenario:  Jane Brown (BROWN_JANE) has sent you two checks for an environmenta
protection fine.

Step 1 Sdect: Go=>»Manage Sdes Activities® Apply Payments =» Use = Regular Deposit
Entry =» Totals = Add

Expected The Apply Payments window displays.

Results:

Step 2 Enter or sdect the following:

Deposit Unit: 46200
Deposit ID:  DEP4AXX
(Replace XX with the number assigned to you by your ingtructor.)

Click: OK

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

Step 3 To begin the Deposit entry:
Enter or sdect the following:
Acctg Date: Today’s Date
Bank: 1100
Account: 1000
Deposit Type: C
Control Amount: $15,000
Control Count: 2

Expected Correct data entry
Results:

Step 4 To enter thefirst check payment for Jane Brown:
Click: | to proceed to the Payments pandl.

Fayments

Enter or select the following:

Payment ID: PAY4XX

(Replace XX with the number assigned to you by your instructor)
Amount: $10,000

Customer ID: BROWN_JANE

Business Unit: 46200

Expected Correct data entry
Results:
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Exercise 3 (continued)

Step 5 To enter the second check payment for Jane Brown:
Place the cursor in the Payment ID fidd

Click: @ to insat arow.

Enter or select the following:

Payment ID: PAY5XX
Amount; $5,000
Customer ID: BROWN_JANE
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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Exer cise 3 (continued)

Step 7 Actian |

Click: ———1 to proceed to the Action pandl.
Veify the falowing:
Status: Bdanced

Expected Theinformation is verified.
Results:

Check
Results

Step 8 Compare your Deposit Total pand to the panel shown below.

Apply Payments - Use - Regular Deposit Entiy HEIER
File Edit “iew Go Favoites Use |nguie Heport Help

Blel@x| mmE slel == S= Zlel] #lelvlz ]|

Totals | F'a_l,lmentsl Actionl

| Unit: 46200 Deposit 1D: DEP401
Acctg Date: 01/15/2002] Control Currency:  [USD | ﬂ
Bank Code: Wﬂ ‘wachovia Format Currency: Wﬂ
Bank Account:  [1000  #| oo07O1ES74 Rate Type: [ 4]
Deposit Type: Ic_ﬂ Feceipts Exch Rate: Im
Totals Control Data
Control: I 15.000.00 2 Received: lm
Entered: 15,000.00 2 Entered: [01/15/2002 "
Difference: 0.00 0 Posted:
Posted: 0.00 0 Assign To: Wﬂ
Journalled: 0.00 ] Operator: FHIMSO1
[ | Tatals |&dd
i Start Inbox - Micros... | @ Explaring - P:\... | W Microzoft Wor... ”m |$ ? N%(EJELE 11:46 AM

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

PHOENIX - STATE OF GEORGIA SECTION 4: ENTERING AND APPLYING PAYMENTS 4‘17
PROPRIETARY AND CONFIDENTIAL




MARCH 2003 PARTICIPANT GUIDE

Step 8 Compare your Deposit Totd panel to the pand shown below.

Apply Payments - Use - Regular Deposit Entry

1.00000000
15.000.00 01/15/2002

017152002

FNINSO1
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MARCH 2003

Exercise 3 (continued)

Step 9 Compare your Payments Sequence 1 pand to the pand shown below.
Apply Payments - Use - Regular Deposit Entry [ _ =] x|
File Edit “iew Go Favoites Use |nguie Heport Help
SR EEEENE EEEEEE A2 A
Totals Payments | Action |
| Unit: 46200 Deposit 1D: DEP4 Deposit Status: Balanced
Seq Payment ID Acctg Date A C y  Rate Type Exchange Rate =
1 [01/15/2002 |[10.000.00 Jusp ﬂ [ ﬂ | 1.00000000
[ Papment Predictor ™ Journal Directly [ Range of References
1D /Unit: [eROWN_JANE | +[[46200  #|[GwINNETT | +|[BUFORD K L
Mame: BROWHN_JAME
Remit From: BROWHMN_JANE 46200
Corporate: BROWHN_JAME 46200
MICR ID: | o ZI
Reference: I ﬂ I I_ﬂ ;I
o -
| |F‘a_l,lments |Add
i Start| [©]Inbox - Micros... | @ Explaring - F':\...l T Microzoft \Wor... ”w.hpply Paym. .. |$ ? N%(ﬂép 11:47 &M
Expected If the pandl matches, continue to the next panel. If these dements do not match, review
Results: the steps and consult your Instructor.

PHOENIX - STATE OF GEORGIA

SECTION 4: ENTERING AND APPLYING PAYMENTS 4-19

PROPRIETARY AND CONFIDENTIAL



MARCH 2003

Exer cise 3 (continued)

PARTICIPANT GUIDE

Step 10 Compare your Payments Sequence 2 pandl to the pand shown below.

Apply Payments - Use - Regular Deposit Entry
File Edit “iew Go Favoites Use |nguie Heport Help

_[=] %]

Totals Payments | Action |

Hlel@x| e glel sz SE 2lel] #e27]]

MICR ID: | | iR

| Unit: 46200 Deposit 1D: DEP4 Deposit Status: Balanced |
Seq Payment ID Acctg Date A C y  Rate Type Exchange Rate LI
P PAYS01 |01/15/2002 | [5.000.00 jusp ﬂ | ﬂ | 1.00000000

[ Papment Predictor ™ Journal Directly [ Range of References

1D /Unit: [eROWN_JANE | +[[46200  #|[GwINNETT | +|[BUFORD K L
Mame: BROWHN_JAME
Remit From: BROWHMN_JANE 46200
Corporate: BROWHN_JAME 46200

Reference: I ﬂ I I_ﬂ

TR

[ |Payments

(L) Inbo - Micras... | @ Exploring - P:h... | ¥ Microzoft Wor.. ”w.hpply Paym...

i Start

Expected If the pandl matches, continue to the next panel. If these dements do not match, review

Results: the steps and consult your Instructor.

[

@ % NP DR 1147 a0
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Exercise 3 (continued)

Step 11 Compare your Action panel to the panel shown below.
Apply Payments - Use - Regular Deposit Entry HEE
File Edit “iew Go Favoites Use |nguie Heport Help
Hle(@x| AlEE] glel sz SE] 2lel] #e22]|
Tatals | Paymerts ~Action |
‘ Unit: 46200 Deposit ID: DEPA01 ‘
‘ Status: Balanced Date:  01/15/2002 ‘
Deposit Actions
Delete |
[ |Action |&dd
iaSlalll = Inbox-Micros...l @Exploring-P:\...l B Microzoft Wor... ”w.hpply Paym... |$ P NP EERE 11:48 &M
Expected If the pandl matches, continue to the next pand. If these dements do not match, review
Results: the steps and consult your Instructor.
Step 12 To begin the Worksheet to select the open receivable item:
Sdlect: Use=»Worksheet Selection
Expected A didog box displays.
Results:
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PROPRIETARY AND

CONFIDENTIAL




MARCH 2003

PARTICIPANT GUIDE

Exercise 3 (continued)

Step 13 Enter or sdlect the following:
Deposit Unit: 46200
Deposit ID: DEP4XX
(Replace XX with the number assigned to you by your instructor)
(@1 oGSOSR
Expected The Worksheet Application pand displays.
Results:
Step 14 Highlight thefirst check in your deposit:
List [ %]
___________________________________________________________________________________________________________________________________________________________________________________________
| | L"
Select I Detail | Cancel
@4 To: SRS
Expected Correct data entry
Results:
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MARCH 2003
Exercise 3 (continued)
Step 15 To build the worksheet for thefirst check in your deposit:
L Build | .
Click: to build the workshest.
Apply Payments - Use - Worksheet 5 election [ _ =] x|

File Edit “iew Go Favorites Use |nguire Report Help

S EENE EEREEE SR Ea 2 A
Worksheet Selection |

| Unit: 46200 Deposit 1D: DEF401 Payment ID:  PAY401 |

Payment Status:  |dentified Payment Amount:  10,000.00 uspD [~ Payment Predictor

Deposit Status: Mone Applied Worksheet Date: Items: ]
[Works ; ID/Unit.  [BROWN_JANE '+ |[46200 '+ |[EEILLTA0 +|[BUFoRD 4 L

Mame: BROWHN_JAMNE
il Remit: BROWHM_JANE 46200

-Customer Criteria Corporate: BROWMN_JANE 45200

[Customer ltems =] | i 1D [ =| | RRicE | ZI
-Reference Criteria

INone 'l Reference: I ﬂ I l_ﬂ _I

IAII Customers VI

IExacl Match VI j

[ [wiarksheet Selection |Update/Display
iaSlalll (L) Inbo - Micras... | @ Explaring - F':\...l TW Microzoft Wor... ””Apply Paym. .. |$ ? N%Qjé;ﬂ 11:49 AM
Expected The Worksheet Application pand displays with the built worksheet.
Results:

PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL

SECTION 4: ENTERING AND APPLYING PAYMENTS 4-23



MARCH 2003 PARTICIPANT GUIDE

Exercise 3 (continued)

Step 16 Enter or sdect the following:

[tem 504X X

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

Highlight the Item Amount
Change from $15,000 to $10,000

Press. <Tab> to update the pand.

Apply Payments - Use - Worksheet Application
File Edt “iew Go Favoites Use Process Inguie Heport Help

SR E S E N A

Worksheet Application |

[_[5]x]

‘ Unit: 46200 Deposit ID:  DEP4xx Payment ID:  FAT4<<  Seq: 1 Cunency: USD‘

Display: [ | +| Sort All: [ltem |- ‘

Sel Amount Item ID Type |PO ~| Discount Customer lm ;I
I 2 [15.00000  |UsD 50424 1 r[ BROWN %20 NETH
I 26 [15.00000  UsD 60425 [ T[T BAOWN %200 NETE
I 2z [15.00000  UsD 50428 1 [ r[ BAOWN %20 NETH0
[ 28 [15.00000  usD 60427 [ T[T BAOWN %200 NETE
I 25 [15.00000  UsD 50428 1 [ r[ BAOWN %20 NETH0
I 30[15.00000  usD 60423 [ T[T BAOWN %200 NETE J
1 l_ LI

Action: [Payment =] | Soit Serolk [ltem =]

¥ 21 [10.000.00 USD 5042 r EROWN_ 46200 NET30

Amount: 10,000.00 init 0.00 000 Returned: 1to3zof32
Selected: 10,000.00  Discount: 0.00 Eamed: 0.00

Adjusted: 000 Write DFF- 0.00 B B E B

[Workshest Application |Update/Display

Click: El to save.

Expected The new information is saved.

Results: Note: If you scroll to the end of theitem list, you will see the sameitem number
along with a balance remaining in that item after this payment ismade,
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Exercise 3 (continued)
Step 17 Select: Use=>»Worksheet Action
Click: _Pestlater | 14 st the payment to post.
Click the Red X.
Expected The Worksheet Action pand displays.
Results:
Step 18 To build workshest for the second check payment for Jane Brown:

Sdect: Use=>»Worksheet Selection

Expected A didog box displays.

Results:

Step 19 Enter or select the following:
Deposit Unit: 46200
Deposit ID: DEP 4XX

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

Expected The Worksheet Application pand displays.
Results:

PHOENIX - STATE OF GEORGIA SECTION 4: ENTERING AND APPLYING PAYMENTS 4‘25
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Exercise 3 (continued)

Step 20 Highlight your second check in your deposit:

|Aﬂount | Sta_tus
10000 | Applied

B0

|Seq |Pay@nt 1D
P

ENTRNIA o FNTE

Select I Detail | Cancel

(O 1o
Expected Correct data entry
Results:
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MARCH 2003
Exercise 3 (continued)
Step 21 To build the worksheet for the second check in your deposit:
L Build | .
Click: to build the worksheset.
Apply Payments - Use - Worksheet Selection HEE
File Edit “iew Go Favortes Use Process Inquire Heport Help
Ble|@lx| lala| 55 5= Sl=] Elelo] el
Worksheet Selection |
| Unit: 46200 Deposit 1D: DEP4: Payment ID: PAYE:S |
Payment Status:  |dentified Payment Amount: 5,000.00 uso [ Payment Predictor
Deposit Status: Fartially &pplied  Worksheet Date: Items: 1]
- : ID/Unit:  [BROWN_JANE +[46200 | +|[GILLIAN +|[BUFORD 4 =l
- Name: BROWHN, JAMNE
il Remit: BROWHN_JANE 46200
-Customer Criteria Corporate: BROWHMN_JANE AR200
[Customer 1tems =] || iR 1p: [ o |Gk HIGE | Z|
-Reference Criteria
INone VI Reference: I j I l_j _I
IAII Customers VI
IExacl Match VI j
|W'0rksheet Selection |Update.-"DispIay
Expected The Worksheet Application panel displays with the built workshest.
Results:
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Exercise 3 (continued)

Step 22 Enter or select the following:

Item 504X X

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

Highlight the Item Amount
Change from $15,000 to $5,000

Press. <Tab> to update the pand.

Apply Papments - Use - Worksheet Application

File Edit Yiew Go Favortes Use Process Inquire Repot Help

Slole)x| laa] olo| plo] £ el ] el ]

Work sheet Application |

[_[5]x]

|Unil: 46200 DepositID: DEP4<X  PagmentID: PAYEXX Seq: 2 Cunency: uso‘

Display: lz_j Sort All: m ‘
Sel Amount ltem ID Type [P0 ] Discount Customer  [(P0ed ] | =l
[ 25 [15.00000 usD 60424 | r[ BaOwN 46200 NET3D

I 2 [15.00000  |usD 50425 1 [ T sAODwN 46200 NETSD
I 27 [15.00000  usD 60426 1 [ [ BAOwN 46200 NET3D
I 23 [15.00000  |usp 0427 1 [ T sAODwN 46200 NETSD
I 23[15.00000 usD 60428 1 [ [ BAOwN 46200 NET3D
m
T
0o

Action: |Fayment = I Sort Scroll: |Item =

v 31 [9.000.00 USD B04x

Amount: 5.000.00

L] BROWMN_ 46200  MET30D

000 Retumned: 1to32of32

" 30 [15.000.00 USD 50429 L] BROWM_ 46200  MNET30 J

Selected: 500000 Discount t: 0.00 Eamed: 000

1 med:
Adjusted: 000 Write OFF: 0.00 B B E E

[whorksheet Application |Update/Display

Click: El to save.

Expected The new information is saved.

Results: Note: If you scroll tothe end of theitem list, you will see the same item number
along with a remaining balance for that item after this payment is made.
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Exercise 3 (continued)

Step 23 Sdlect: Use=>Worksheet Action

Click: _Pestlater | 14 st the payment to post.

Expected The Worksheet Action pand displays.
Results:

Exercise completed.
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Exercise 4 - Enter an express deposit (Receivable)

Scenario:  You have received payment from the Nedly Corporation (Customer ID — NAMEM C6)
for services performed by your Agency. Since you are aware of the Item Id, enter these
payments as an express deposit.

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

Expected The Apply Payments window displays.
Results:

Step 2 Sdlect: Use=>» Express Deposit Entry=» Totals=» Add

Expected A didog box displays.
Results:

Step 3 Enter or sdect the following:

Deposit Unit: 46200
Deposit ID:  DEP2XX

Click: OK

Expected The Totas 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: $15,000
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: 561242
Amount: $10,000
Item ID: 302X X
(Replace XX with the number assigned to you by your instructor)
Line 1
Expected Correct data entry
Results:
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Exercise 4 (continued)

PARTICIPANT GUIDE

Step 6 Place the cursor in the Payment 1D fidd
Click: ﬂ to insert arow.
Enter or sdect the following:
Payment ID: 8524
Amount: $5,000
Item ID: 301X X
(Replace XX with the number assigned to you by your instructor)
Line 1
Expected Correct data entry
Results:
=
Step 7 Click: sen l to proceed to the Action panedl.
Click: _Fosttater | 14 ot the payment to post.
Expected The Deposit will be Balanced.
Results:
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Exercise 4 (continued)

Check
Results

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

Apply Payments - Use - Expresz Deposit Entry

1.00000000

15,000.00 01/15/2002
01/15/2002

FHINSO1

Expected If the pandl 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 9 Compare your Payments Sequence 1 panel to the panel shown below.

Apply Payments - Use - Express Deposit Entry

561242 01/15/2002 10.000.00/fusp (&[]
= Payment Predictor
1.00000000

B toooosoT |
Rty Nawewcs  §[te00 8]

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

Step 10 Compare your Payments Sequence 2 pandl to the panel shown below.
Apply Payments - Use - Express Deposit Entry
I | Papment Predictor
ECTTN - | 0 [ ]
= | Tiake Discount)
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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Exercise 4 (continued)

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

Apply Payments - Use - Express Deposit Entry

Expected The pand matches. Congratulationd!

Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 5 - Enter a directly journaled payment

Scenario:  You have apayment for professona license renewa fees. These payments do not
corrdlate to areceivable. They are cash deposits. Y ou will need to direct journa these
payments.

Step 1 Sdect: Go=» Manage Sdes Activities® Apply Paymernts

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 sdlect the following:

Deposit Unit: 46200

Deposit ID: DEP3XX

(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 4 ACTION #1 1ISTO 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:  $125

Control Count: 1

Apply Payments - Use - Regular Deposit Entry [ _ =] x|
File Edit “iew Go Favoites Use |nguie Heport Help

Hle(@x| AlEE] glel sz SE] 2lel] 22|

Tatals | Payments | Action |

| Unit: 46200 Deposit 1D: DEP3M

Acctg Date: 01/15/2002 Control Currency:  [USD | +|

Bank Code: Wﬂ ‘wachovia Format Currency: Iﬁﬂ

Bank Account:  [1000  #| 0007016574 Rate Type: [ ]

Deposit Type: lc_ﬂ Receipts Exch Rate: lm

Totals Control Data

Control: I 125.00 1 Received: Il]1 1572002

Entered: 125.00 1 Entered: II]1 1542002

Difference: 0.00 1} Posted:

Posted: 0.00 o Asszign To: IFNINSI]1 ﬂ

Journalled: 0.00 ] Operator: FHIMSO1

[ [Totals |&dd
i Start| [©]Inbox - Micros... | @ Explaring - F':\...l T Microzoft \Wor... ”w.hpply Paym. .. |$ ? N%(ﬂép 12:02 PM

Expected Correct data entry
Results:
4‘38 SECTION 4: ENTERING AND APPLYING PAYMENTS PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE MARCH 2003

Exercise 5 (continued)

Step 5 This pand containsentry of individual checksin the batch.
. Payments
Click: ’ | to proceed to the Payments pandl.
Enter or sdect the following:
Payment ID: 5268
Amount: $125
Journd Directly: Click check box ON
Apply Payments - Use - Regular Deposit Entry HEE
File Edit “iew Go Favoites Use |nguie Report Help
S e ENEENEEEE NS EEE A
Totals  Payments | action|
| Unit: 46200 Deposit 1D: DEP3M Deposit Status: Ealanced |
Seq Payment ID Acctg Date C y  Rate Type Exchange Rate ;I
1 [ |m 1572002 | [125.00 Jusp ﬂ | ﬂ | 1.00000000
™ Payment Predictor ¥ Joumal Directly ™ Range of References
ID/Unit: [ ] ] ] + L
Name:
Remit From:
Corporate:
MICR I1D: I ﬂ LLimk MIEE: | j
Reference: I ﬂ I I_ﬂ ;I
[ |Payrnents |&dd
= ] Slalll (L) Inbo - Micras... | @ Explaring - F':\...l TW Microzoft Wor... ””Apply Paym. .. |$ ? N%Qjé;ﬂ 12:03 P
Expected Correct data entry
Results:
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Exercise 5 (continued)

Step 6 click: Bl toswve
Expected The new information is saved.
Results:
Step 7 Thispane indicatesthat your control group and payment entries balance.
. Action | .
Click: ———1 to proceed to the Action pand.
View the following:
Status: Balanced
Apply Payments - Use - Regular Deposit Entry HEE
File Edit “iew Go Favorites Use |nguire Report Help
al@#x| alEE se 3| 25 2lkel] ®e 4] \
Tatals I Payments Action |
‘ Unit: 46200 Deposit ID: DEP301 ‘
‘ Status: Balanced Date:  01/15/2002 ‘
Deposit Actions
Delete |
| |Acti0n |Add
= ] Slalll (L] Inbox - Micros...l @ Explaring - F':\...l TW Microzoft Wor... ””Apply Papm.__ |$ ? N%Qjé;ﬂ 12:03 P
Expected Correct data entry
Results:
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Exercise 5 (continued)

Step 8 ACTION #2 — DIRECTLY JOURNAL THE TRANSACTION.

Select: Use=>Direct Journd Entry=» Accounting Entries
Expected A didog box displays.
Results:

Step 9 Enter and sdect the following:

Deposit Unit: 46200

Deposit ID: DEP3XX

(Replace XX with the number assigned to you by your instructor)
Payment Sequence: 1

Click: OK

Expected The Accounting Entries pand displays.
Results:

Step 10 To enter the credit side of the accounting entry:
Enter or sdlect the following:

Account: 441260

Fund: Al

Org: 4620430329

Program: 07012

BY: 2002

Prj/Grt: 07918005

Line Amount: -125

Ref: JOHNBROWN (Customer Number)

LineDescr: Receipts 0000111-0000112

Expected Correct data entry
Results:
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Exercise 5 (continued)

Step 11 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:

Step 12 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 13 Click: El to save.

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

MARCH 2003

Check
Results
Step 14 Compare your Accounting Entries Line 1 pand to the pand shown below.
Apply Payments - Use - Direct Journal Entry HEIER
File Edit “iew Go Favoites Use |nguie Heport Help
Blel@x| Hirel slel 5lE| 2= 2lel] 2]
Accounting Entries | Dreposit Controll
‘ Umit: 46200 Deposit ID: DEP301 Payment: 5268 Seq: 1 ‘
Amount: 125.00 USD Display Totals: [N = |
Base: 125.00 USD ¥ Complete
Line GL Unit Account Fund Org Program Sub-Clz  BY Pri/Grt Affiliate | =~
1 4g20p |#41260  [[al J4620430 [[07012 J2002  [[07918005
Speed Typel
Stat: I Mot Budget Checked | =
Line Amount: | -125.00|  USD
Ref: IJDHNBHDWN ﬂ Line Descr: RECEIPTS 111 & 112
=
‘ 2 Lines 125.00 DR ‘ -125.00 CR 0.00 Met
| |Accounting Entries |Update.-"DispIay
i Start Inbox - Micros... | @ Explaring - F‘:\...l W Microzoft Wor... ””Apply Paym. .. |$ ? N%(EJELE 12:07 P
Expected If the panel matches, continue to the next pane. If these dements do not match, review
Results: the steps and consult your Instructor.
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Exercise 5 (continued)

Step 15 Compare your Accounting Entries Line 2 panel to the pand shown below.
Apply Payments - Use - Direct Journal Entry

125.00
JOHNEROWN

Expected The pand maiches. Congratulationd!

Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 6 - Use a Speedtype on a Direct Jour nal

Scenario: Y ou have received Miscellaneous Cash from the vending machine. Use
a Speedtype to enter chartfieds for this transaction.
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 select the following:
Deposit Unit: 46200
Deposit ID: SPEEDTYPEXX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected The Totas pand displays.
Results:
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Step 4 Action #1 isto 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:  $125
Control Count: 1
dapply Payments - e - fegalar legosit Babey =] ]
Fle B Yeew 03 Fawvories ke [ngues  Aepoit Help
wleiwx ol e mim) al=] oiel o] el |
Tokaw |payrraria | sction |
Lmit. SEST [Nmpot I0N: APEE [GE
Aoty Dale [T Comesl Cotrenay: S0
Homsh Cae [0 %  wehow Fassa Comrency. LD
Bamh Accoert: [1B08 | [OORHEST Foamta Ty I 1
[repasit Type: & Hrcends Emth fate: | (]
Toralc Contezi Dot
Comiyok L T T
i e e -
Possed om (] Agsige Tix FriAREE LI
A inlled nm n [ E B FHTRRAT
Expected Correct data entry
Results:

4-46 SECTION 4: ENTERING AND APPLYING PAYMENTS

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE

Exercise 6 (continued)
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Step 5

Expected
Results:

Thispane containsentry of individual checksin the batch.
Click: e | to proceed to the Payments pandl.

Enter or sdect the following:

Payment ID: SPEEDXX
Amount; $125
Journd Directly: Click check box ON

Sy Paymieiis - e - Aegiled egosit Bslry

Fle Ef e G0 Feeniles ke Ingns  Aepoit Help

i) 0] e miE| Slm| olel | #leisl |

Tokan Parymaris | action |

Lmit. S0 Dezpaait 10k SPEED Dgunt Staluc Ealancad

Tog Fmiﬂ Aepin D ose A ey Mate Tepe Eaahnsgs R £

1 [ psmemme iz = |

© Pagrest Pt “ ssunal Disscily I” Aasge of Folumece

e £ — sl jif =l

HEme:

Feziml o

Crpoeale:

WL B ﬂ Sk HICE TI_I

Rermerse 1l a0 1 =
£

FHIFR Faswaris
Correct data entry

wod
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Exercise 6 (continued)

Step 6 Click: El to save.

Expected The new information is saved.
Results:

Step 7 Thispand indicatesthat your control group and payment entries balance.

. Action
Click: l

to proceed to the Action panel.
View the following:

Status: Baanced

Ay Pavieis - Lse - Regelar Degosit Babry I

Fie Edt e G0 Fewores ke [nguns  Aepoit Help

s | wlwl @im] s alel ]| lelal

Tekae | Parprrarnis MBnl

it SEXD0 Depuot 1 GPEECGS

Ghabes:  Ealanosd Dabhy . ARG

Degodil Slisng

M Aot

_Oedain_|

FHIFE frion Fdd
Expected Correct data entry
Results:
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Exercise 6 (continued)

Step 8 Action #2 — Directly Journal the transaction.

Select: Use=>Direct Journd Entry=» Accounting Entries
Expected A didog box displays.
Results:

Step 9 Enter and sdect the following:

Deposit Unit: 46200

Deposit ID: SPEEDXX

(Replace XX with the number assigned to you by your ingtructor)
Payment Sequence: 1

Click: OK

Expected The Accounting Entries pand displays.
Results:

Step 10 To enter the credit side of the accounting entry:
Enter or sdlect the following:

Click Speed Type
Sdect Speed Typee  VENDING

Tab from fidd: Chartfidd Accounting line will display

Line Amount: -125

Ref: MISCELLANEOUS REVENUE (Customer Number)
Line Descr: Receiptsuly 1 & July 2

Expected Correct data entry
Results:
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Exercise 6 (continued)

Step 11 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:

Step 12 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 13 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 6 (continued)
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Check
Results
Step 14 Compare your Accounting Entries Line 1 pard to the panel shown below.
Epply Pasriniers - e - [hee ot Jowrsal Enry P T
Fle B Wew @ Fovodes e Ingues ook Hep :
E miw | aim| wiw @] s adalo] Elelall
Ferounbing Erdr ||:-|pa|l Conirdl |
A 1250 USD oitee Tt TN -| [ (EE
Hage: 1250 USD ¥ Comglele
Lns BL Uret fcooam Fusd [ SR Huhs: 'I|_ Praflis Allfials =]
1 sepmg JATEO I= | IO T | BT {[E]
i | Hok B Checkzd
1 wert [ 0 ime0 U
feal Wﬂ B I¥ 12
hd |
2 Liniz 1A (i) 1M CR 000 Kk
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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Step 15

Apply Payments - Use - Direct Journal Entry

File Edt WVew Go Favortes Use Inqure Report Help

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

=121

Accaunting Entries IDepus\t Conkrol |

Bl 2|8 x| '2me s|=)| 22| 2lsl2] *elAle]

| Unit: 46200 Deposit ID:  SPEED:K Payment: SPEEDHAH Seq: 1 |
Amount: 12500 USD Display Totals: IEnlw -
Base: 12500 USD ¥ Complete
Line GL Unit Account  Fund Org Program Sub-Cls BY PrifGrt Alffiliate ;I
2 ggeng 101007 A1 [#6201101]Jor000 ] [2002 | Josom
Speed Type
Stat: Mot Budget Checked
Line Amount: 125.00 uso
Ref- MISC REY ﬂ Line Descr: Receipts Julp 1% 2
| 2 Lines 125.00 DR ‘ -125.00 CR 000 Met

Expected
Results:

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

FNTRMNE Accounting Entries |UpdateID\spIay

Exercise completed.
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Exercise 7 - Enter a Negative Deposit — Direct Journal

Scenario: In January, you made a deposit in the system through a direct journa transaction. In
February, the bank notifies you that that check has NonSufficient Funds.  The check
was in the amount of $25.00 from Vulcan Materids. Y our god isto reversethe origind
deposit entry using a negative deposit.

Note: A negative deposit may be used for thereversal of any deposit action placed in
the system.

Note: Thisentry does not include banking chargesfor NSF.

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 Journd Review =» Directly Journdled Payments

Expected The didog box displays.

Results:
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Step 3 Enter or sdlect the following:

46200
PAY6XX

Deposit Unit:
Payment ID:

Click: OK

Select |

Apply Payments - Use - Direct Journal Review

File Edt “iew Go Favoites Use Process Inguie Heport Help

Click:

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

[_[5]x]

olel@x| oo sle =E E= 2kl el

Direoly Joumalied Payments | Deposit Control |

Speed Iype

Stat:

—

alid Budget Check

Unit: 46200 Deposit ID: 36 Payment: PAYES Seq: 1 ‘

Amount: %00 USD Display Totals: [Entry -

Base: 2500 UsD ¥ Complete

Line GL Unit Account Fund  Org Progiam  Sub-Cls BY  Pii/Gt  Affiliate | =
) | 4620570 [[12173 20m  [[[10977007

Line Amount: -25.00 usp
Ref: vuLCAN_MAT 3] Line Deser: -
‘ 2 Lines 2500 USD DR ‘ 2500 USD CR 000 Net
[Directly Joumaled Papments  [Update/Display

Expected
Results:

The Directly Journaled Payments panel displays.
Displays Revenue side of entry
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Exercise 7 (continued)
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Step 4 Scroll down to see the cash side of the accounting entry.

Apply Papments - Use - Direct Journal Review
BB ot Yew Go Favoites Use Piocess lnquie Pepott Help

(5] ]

Directly Journalled Payments | Dieposit Cantral |

Sl e E == E=] Elel=] Felzlz]|

| Unit: 46200 Deposit ID: 36
Amount: 2500 UsSD
Base: 2500 UsSD

Payment:  PATEXX Seq: 1 ‘
Display Totals: IEntly ¥
¥ Complete:

Line GL Unit Account Fund Org

Program Sub-Cls  BY PrifGrt Affiliate ;I

5 ez 101001 [fad

Speed Type
Stat:

Ref: [VULCAN_MAT ﬂ

4620570 [[12173

Line Amount: 25.00 | USD

2001 10977007

Walid Budget Check

| 2 Lines

2500 USD DR |

2500 USD CR 000 Net

[ [Ditectly Joumalled Papments  [Update/Display

R start] T Groupw. | B) Esplomn.. | WM.cmsuf.”EApply,,, PP Frocess.| @ Fiocess..

NG PRDERY 12124

Expected
Results:

The Directly Journaled Payments pane displays.
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Exercise 7 (continued)

Step 5 TO ENTER NEGATIVE DEPOSIT:
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 select the following:

Deposit Unit: 46200
Depost ID: 36CXX
(Replace XX with the number assigned to you by your instructor.)

Click: OK
Expected The Totas pand displays.

Results: Note: Most agencies placea“C” (Correction) on the end of the Deposit ID
since the Deposit 1D can’t be used mor e than once.
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Exercise 7 (continued)
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Step 7 Enter or select the following:

Acctg Date:
Bank Code:

Deposit Type:

Control Count: 1

Expected Correct data entry
Results:

Today’s Date
Bank Account: 1000

Control Amount: $-25

Apply Payments - Use - Regular Deposit Entry

[0 s
[1o00 |
c s

1.00000000

01/16/2002
01/16/2002

FNINSO1
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Exercise 7 (continued)

Step 8

Fayments

Click: | to proceed to the Payments pandl.

Enter or sdect the following:

Payment ID: PAYG6XX
Amount: $25
Currency: uSbh
Journd Directly: Click check box ON
Apply Payments - Use - Regular Deposit Entry HE R

File Edit “iew Go Favoites Use |nguie Heport Help

SEE R EENE EEEEEE A A

Totals Payments | Action |

| Unit: 46200 Deposit 1D: 36C Deposit Status: Ealanced |
Seq Payment ID Acctg Date t C y  Rate Type Exchange Rate ;I
(I PAYG01 |01/16/2002 |[-25.00 jusp ﬂ | ﬂ | 1.00000000

[ Papment Predictor v Journal Directly [ Range of References

D ZUnit: [ ] ] ] 4 L
Name:
Remit From:
Corporate:
MICR ID- I ﬂ ik MIER | j
Reference: I ﬂ I I ﬂ ;I

| |F'a_l,lments |Add

|| Slalll Inbox - Microsoft Dutlook. | ¥ Microsoft word - AH_S420...””AppIy Payments - Use . | ? E N(ﬂ'%; 1:32 PM
Expected Correct data entry
Results:
Step 9 Click: El to save.
Expected The new information is saved.
Results: Note: After the Receivable Update has been run, the origind entry is reversed.
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Exercise 7 (continued)

Step 10 Click: i to proceed to the Action pandl.
View the following:
Status: Balanced
Apply Payments - Use - Regular Deposit Entry
Expected Correct data entry
Results:
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Exercise 7 (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 sdlect the following:

Deposit Unit: 46200

Deposit ID: 36CXX

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

Click: OK

Expected The Accounting Entries panel displays.

Results:
Step 13 Enter or sdlect the following:
Account: 431001
Fund: Al
Org: 4620570800
Program: 12173
BY: 2002
Prj/Grt: 10977007
Line Amount: $25
Ref: VULCAN_MAT

Expected Correct data entry
Results:
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Exercise 7 (continued)

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

Expected The credit account entries are popul ated.

Results:

Step 15 Complete: Click the check box ON

Expected Correct data entry

Results:

Step 16 click: Bl 10 sve

Expected The new information is saved.

Results:
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Exercise 7 (continued)

Check
Results
Step 17 Compare your Accounting Entries Line 1 pane to the pane shown below.
Apply Payments - Use - Direct Journal Entry HEIER
File Edit “iew Go Favoites Use |nguie Heport Help
Blelgx| el sl o= 2= 2kelo] *vls2]|
Accounting Entries | Dreposit Controll
‘ Umit: 46200 Deposit ID:  36C Payment: PAYED] Seq: 1 ‘
Amount: -26.00 USD Display Totals: IM vl
Base: -25.00 USD [~ Complete
Line GL Unit Account Fund Org Program Sub-Clz BY Pri/Grt Affiliate | =~
seonp [431001 [A1 [N [12173 [2002 [10977007
Speed Typel
Stat: I Mot Budget Checked | =
Line Amount: | 2500 USD
Ref: IVULCAN_MAT ﬂ Line Descr:
=
‘ 2 Lines 25.00 DR ‘ -25.00 CR 000 Met
|Ac:c:0unt|ng Entries |Update.-"D|spIay
= | BV Microsaft Word - AR.. ””Apply Payments | SMaintain Customers .. | | TN HEEE 137
Expected If the panel matches, continue to the next pane. If these dements do not match, review
Results: the steps and consult your Instructor.
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Exercise 7 (continued)

Step 18 Compare your Accounting Entries Line 2 panel to the panel shown below.
Apply Payments - Use - Direct Journal Entry
Expected The pand maiches. Congratulationd!
Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 8 - Enter a Negative Deposit — Worksheet

Scenario: In January, you made a deposit in the system using aworksheset. In February, the bank
notifies you that the check has Non-Sufficient Funds. The check was in the amount of
$600.00 from John Brown.

Your goal istoreversethe original deposit entry using a negative deposit on a
wor ksheet.

Note: A negative deposit may be used for thereversal of any deposit action placed in
the system.

Note: Thisentry does not include banking chargesfor NSF.

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

Expected The Apply Payments window displays.

Results:

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

Expected A didog box displays.

Results:

Step 3 Enter or select the following:

Deposit Unit: 46200

Deposit ID: WS01CXX

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

Expected The Totas pand displays.

Results:
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Exer cise 8 (continued)
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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: $-600
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: 542X X
(Replace XX with the number assigned to you by your instructor)
Amount: $-600
Customer ID: John Brown
Business Unit: 46200
Expected Correct data entry
Results:
Step 6 click: 8] tosve
Expected The new information is saved.
Results:
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Exer cise 8 (continued)

Step 7 This pand indicatesthat your control group and payment entries balance.
. Action | .
Click: ———1 to proceed to the Action pandl.
Veify the falowing:
Status: Balanced
Expected Theinformation is verified.
Results:
Step 8 Compare your Deposit Control pane to the pane shown below.
Apply Payments - Use - Regular Deposit Entry [ _ =] x|
File Edit “iew Go Favorites Use |nguire Report Help
Ble(@x| AlEE] glel sz SE] Blel] 2l
Totals | F'a_l,lmentsl Actionl
| Unit: 46200 Deposit 1D: WwWSOC
Acctg Date: Control Currency: IUSD ﬂ
Bank Code: |11UU ﬂ ‘Wachavia Format Currency: IUSD ﬂ
Bank Account:  [1000  +| 000716574 Rate Type: [ K
Deposit Type: IC_j Feceipts Exch Rate: I 1.00000000
Totals Control Data
Control: -600.00 1 Received: Il]1 12242002
Entered: -600.00 1 Entered: Il]1 2242002
Difference: 0.00 0 Posted:
Posted: 0.00 o Asszign To: IFNINSI]1 ﬂ
Journalled: 0.00 ] Operator: FHIMSO1
[Totals |&dd
g Start| [ inbox - Mic...| 54 Pw: Distrib. | X€ MicrosoftE..| (B Apply P | [0 Explaring -..| B Microsait... | [§ N@IPHG TR 1019 4M
Expected The Deposit Cortrol pand displays.
Results:
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Exer cise 8 (continued)

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

Apply Payments - Use - Regular Deposit Entry

Expected The Payments pand displays.
Results:
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Exer cise 8 (continued)

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

Apply Payments - Use - Regular Deposit Entry [ _ =] x|
File Edit “iew Go Favoites Use |nguie Heport Help

Hle(@x| AlEE] glel sz SE] 2lel] #e22]|

Totals | Paymerts ~Action |

‘ Unit: 46200 Deposit ID:  WS01C ‘

‘ Status: Balanced Date: 01/22/2002 ‘

Deposit Actions

Delete |

|Action |&dd

|
] Inbos - Mic..| A F: Distis.| 38 Miciosolt .| [ Apply P... | 2] Exploring -..| 37 Micrasalt . | [ § N @) @R 10:204M

i Start

Expected The Group Action pand displays.
Results:

Step 11 Action #2 -Build a worksheet to determine the receivable in which to reverse
payment:

Sdect: Use=>» Worksheet Selection

Expected A didog box displays.
Results:
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MARCH 2003
Exer cise 8 (continued)
Step 12 Enter or sdlect the following:
Depogit Unit: 46200
Deposit ID: WSD1CXX
(Replace XX with the number assigned to you by your instructor)
Apply Payments - Use - Worksheet 5 election [ _ =] x|
File Edit “iew Go Favorites Use |nguire Report Help
Ble# x| wlEE =E 3| 25 flkel] 2|4 \
Worksheet Selection |
| Unit: 46200 Deposit 1D: WSO1C Payment ID: 54201 |
Payment Status:  |dentified Payment Amount: -500.00 usD [~ Payment Predictor
Deposit Status: Mone Applied Worksheet Date: Items: ]
_wmks??m Ac“m--f ID/Unit:  [JOHNBROWN  + (46200 ﬂ L
: Name:  JOHN BROWN
il Remit: JOHMBROWN 46200
-Customer Criteria Corporate:  JOHMEROWHN AB200
[Customer ttems =] || ich 1p: [ ﬂ Link MICR | ZI
-Reference Criteria
INone VI Reference: I j I I_ﬂ _I
IAII Customers VI
IExacl Match VI j
|W'0rksheet Selection |Update.-"D|spIay
aﬁlalll (L) Inbox - Mic...| B P Distrib.. | RE Microzaft .. ”wﬁ.pply P @Explonng | ¥ Microsoft .. | |? NU%(EJ --1! 10:21 AM
Expected The Worksheet Selection pand displays.
Results:
Step 13 . Build :
P Click: 4 to build the workshest.
Expected The Worksheet Application pand displays showing the built worksheet.
Results:
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Exer cise 8 (continued)

Step 14 Sdect the following:
ltem ID: NEGWSXX

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

Highlight the Item Amount
Change from $400 to $-600

Press. <Tab> to update the pandl.

Apply Payments - Use - Worksheet Application
File Edit “iew Go Favoites Use |nguie Heport Help

ale(@x| AlEal 5= sl=| SE] 2lel] 22|

‘wiorksheet Application |

_[=] %]

| Unit: 46200 Deposit ID:  WS501C Payment ID: 54201 Seq: 1 Currency: USD|
‘ Action: |Paymenl j I Sort Scroll: Illem vl Display: lz_ﬂ Sort All: Illem vl ‘

v 1 I-Bl]l].l]l] USD MEGWSOT 1Ry I |_| JOHMBR 46200  MET30
| |4l]l].l]l] USD MEGWS02
| = |4l]l].l]l] USD MEGWS03

Sel Amount Item 1D Type (PO | Discount Customer Im j
1
1
[ 4 [400.00  |USD MEGWSDA 1
1
1
1

|_| JOHMBR 46200  MET30
|_| JOHMBR 46200  MET30
|_| JOHWBR 46200  MET30

| s |4l]l].l]l] USD MEGWS05 |_| JOHMBR 46200  MET30

B |4l]l].l]l] USD MEGWSOB |_| JOHMBR 46200  MET30
| |4l]l].l]l] USD MEGWSO7 |_| JOHMBR 46200  MET30 LI

Amount: -E00.00  Remaining: 0.00 Unearned: 000 Returned: 1to26of 26
Selected: -E00.00  Discount: 0.00 Earned: 0.00

Adjusted: 000  Write OFF: 0.00 E E E E

EREEEN

| |W0rksheet Application |Update.-"DispIay

] Inbos - Mic..| A FW: Disti.| 38 Miciosolt .| [ Apply ... 2] Exploring -..| 37 Microsalt . | [ § N @) @R 10:22.4m

Click: El to save.

i Start

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

Step 15 Sdect: Use=>Worksheet Action

Expected The Worksheet Action pand displays.
Results:

Step 16 Click: _Fostlater | 14 st the payment to post.

- [2]]

Apply Payments - Use - Worksheet Action
File Edit “iew Go Favoites Use |nguie Heport Help

SR EENE EEEEEE R 2 A

Worksheet Action I

| Unit: 46200 Deposit ID:  WSO1C Payment ID: 54201 Entered: [01/22/2002
-Posting Status
et
£ East oy
% Eostlater
“wWorksheet Acti ~Posting Acti A ting Entry Acti
Delete Worksheet | Do Not Post 1
elete Payment Group | Post How |
Bost LLater |
|W'0rksheet Action |Update.-"DispIay

|
i Start| [inbox -Mic...| 54 P Distrb..| 38 MicrosoitE..| [@Apply P (5] Exploring -...| B Miciosoft .. | [% N @A I 10:25.m

Expected The Worksheet Action pand displays.
Results:

Exercise completed.
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Exercise 9 - Reverse (Unpost) an applied payment

Scenario: Check 123X X, received in deposit unit 46200, was incorrectly gpplied. Your god isto
unpost the payment for Vanson Trucking Co. (Replace XX with the number
assigned to you by your instructor.)

Note: Theinsgructor will run the Receivable Update process after you unpost the
payment. After thisprocessruns, the payment will be availableto reapply, and
the misapplied item will be open on the customer account.

Step 1 TO UNPOST THE ORIGINAL PAYMENT:
Sdect: Go=>» Manage Sdes Activities® Apply Payments

Expected The Apply Payments window displays
Results:

Step 2 Sdect: Use=» Payment Unpost=» Payment Control

Expected The didog box displays.
Results:

Step 3 Enter or select the following:

Deposit Unit: 46200

Deposit ID:  VANSON

Payment ID:  123XX

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

Click: OK

Expected The Payment Control pand displays.
Results: Note: User may pull record using the Deposit 1D also.
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Exercise 9 (continued)

Check
Results
Step 4 Compare your Payment Control panel to the pand shown below.
Apply Payments - Use - Payment Unpost HEIER
File Edit “iew Go Favoites Use |nguie Heport Help
SRR EENE EEEEEE A2 A
Payment Contral | Unpost Action I
| Deposit Unit: 46200 Deposit ID:  WANSOM Payment ID: 12301
Acctg Date: 02/01/2002
Group Type: F Fapments Control Currency:
Origin 1D: FS_AR F5 &R Format Currency: usD
Totals Control Data
Control: -1.492.00 1 Received:  02/01/2002 Aszsign: FHINSO1
Entered: 143200 1| | Entered:  02/01/2002  Operator:  FMINSO
Difference: 0.00 1]
Posted: 1.492.00 1 Post Date:  02/01/2002
-Editing Bal Accounting Entries ~Posting Status— Posting Action—
%) Edited % Balarced %) Balanced = ot Posted = i sation
e B Ereed £ et B Ereed 5 Evrors £ Esth oy
& Complete &) Fost [Later
|F'a_l,lment Control |Update.-"D|spIay
w .|| Apply Payments. .
Expected If the pandl matches, continue to the next pand. If these elements do not match, review
Results: the steps and consult your Ingtructor.
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Exercise 9 (continued)

Step 5 Click: “Unpost Later”

Apply Payments - Use - Papment Unpost [ _ =] x|
File Edit “iew Go Favorites Use |nguire Report Help

sle@x| e elel sle| 2= 2lel] #lelsl ]|

Payment Contral -~ Uhpost Action |

‘ Unit: 46200 Group ID: 717 Description:  Unpost Date: [02/04/2002
-Posting Status
1 i Setion
1 Bt
% Eostllater
~Unpost Acti -Posting Acti A ting Entry Acti
Delete Unpost Do Not Post I Review Unpost How
Unpost How |
Iinpost Later |

| |Unpost Action |Update.-"DispIay

= ] Slalll Inbox - Microsoft ... ””Apply Payments.__ @ Explaring - U:\Hhet...l T Microsoft “Wword - ... | |E ? N @3%;! B g25 AM

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

Step 6 Click: El to save.

Expected The reversa/unpost information is saved.
Results:

Step 7 THE INSTRUCTOR WILL RUN THE RECEIVABLE UPDATE PROCESS.

Expected The reversal/unpost entries are created.
Results:
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Exercise 9 (continued)

Step 8 In order to seethereversal entry:
Sdect: Go=>» Manage Sdes Activities® Collect Reveivables

Expected The reversal/unpost entries are posted.
Results:

Step 9 Sdect: Inquire 2=» Item Activity

Expected The reversal/unpost entries are posted.
Results:

Step 10 Enter or select thefallowing:

Business Unit: 46200

Item ID: VANXX

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

Expected The Payment Control pand displays.
Results: Note: User may pull record using the Deposit ID also.
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Exercise 9 (continued)

Step 11 The Item Activity panel will display dl entriesfor arecord. Scroll down to see
remainder of entries.
Collect Receivables - Inquire 2 - Item Activity
File Edit Yiew Go Favoites Use Inguirel Inguire 2 Reportt Help
Blel@x| mioal EE BE| S=] 2el] £l
Itern Activity |
Unit: 46200 Customer: WAMSOM Status: Open
Item ID:  WANDI Mame: VANSOW TRUCKING Dayps Late: 27
' Balance: 1492.00 USD |
-ltem Activity LI
Sequence: 2 Acctlg Date: 02/01/2002 Posted Date: 02401 /2002
Entry Type: Fy Reason: Youcher ID:
Document: Amount: -1.492.00 USD
Group 1D: 46200 E32 Fayments
Payment 1D: 46200  WaANSON 1230
Sequence: 3 Acctlg Date: 02/01/2002 Posted Date: 02/04/2002
Entry Type: Fv Reason: Youcher ID:
Document: Amount: 1.492.00 USD
Group 1D: 46200 ki Unpost
Payment 1D: 46200  WaANSON 1230
| |Item Activity |Update.-"DispIa_l,l
iﬁﬁlalll = Inbox-Micros...””[ﬁollect Re... @Exploring-u:...l WMicrosole’or...l |E PN PHLEEM 835aM
Expected If the pand matches, continue to the next pand. If these eements do not match, review
Results: the steps and consult your Ingtructor.
Exercise completed.
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Exercise 10 - Enter a Vendor Refund (Direct Journal)

Scenario:  An employee has written a check as payment for an excess travel advance processed
ealier in the Accounts Payable module. Y ou need to reduce the travel expense for this
employee.

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

Depost ID:  REFUNDXX

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

Expected The Totals pand displays.
Results:

PHOENIX - STATE OF GEORGIA SECTION 4: ENTERING AND APPLYING PAYMENTS 4‘77
PROPRIETARY AND CONFIDENTIAL




MARCH 2003

Exercise 10 (continued)

PARTICIPANT GUIDE

Step 4

Expected
Results:

Enter or sdlect the following:

Acctg Date: Today’s Date
Bank Code: 1100

Bank Account: 1000

Deposit Type: C

Control Amount:  $75

Control Count: 1

Apply Payments - Use - Regular Deposit Entry
File Edit “iew Go Favorites Use |nguire Report Help

- [=] %]

sle@x| e elel sle| 2= e #elsl ]|

Totals | F'a_l,lmentsl Actionl

[1o00 " +|  ooo7oiess
IC_ ﬂ Feceipts

Bank Account:

Deposit Type:

Totals

Control: | 75.00 1

Entered: 75.00 1
Difference: 0.00 0
Posted: 0.00 0
Journalled: 0.00 1}

| Unit: 46200 Deposit 1D: REFLIMD:-
Acctg Date: 121972001 Control Currency: IUSD ﬂ
Bank Code: |1 100 ﬂ wachavia Format Currency: IUSD j

Rate Type:

Exch Rate:

| o
I 100000000

Control Data
Received:
Entered:
Posted:
Aszsign To:

Operator:

|1 211942001
|1 211942001

[FuINS D1 ﬂ

FNINSOT

= ] Slalll Inbox - Microsoft ... ””Apply Payments. @ Explaring - F':\TFEAI...l ¥ Microsoft word

[ | Tatals

6
| 5 @ NPA IR 138 PM

Correct data entry
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Exercise 10 (continued)

Step 5 Click: ﬁ to proceed to the Payments pandl.

Enter or select the following:
Payment ID: 5231

Amount: $75
Journd Directly: Click check box ON

Apply Payments - Use - Regular Deposit Entry

Expected Correct data entry
Results:
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Exercise 10 (continued)

Step 6 Click: ﬂ to save.

Expected The new information is saved.

Results:

Step 7 Click: | to proceed to the Action panel.
View the following:
Status: Balanced

Apply Payments - Use - Regular Deposit Entry

Expected Correct data entry
Results:
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Exercise 10 (continued)

Step 8 Sdlect: Use=>Direct Journd Entry=» Accounting Entries
Expected A didog box displays.
Results:
Step 9 Enter and sdect the following:
Deposit Unit: 46200
Deposit ID: REFUNDXX
(Replace XX with the number assigned to you by your instructor)
Payment Sequence: 1
Click: OK
Expected The Accounting Entries pand displays.
Results:
Step 10 To enter the credit side of the accounting entry:
Enter or sdlect the following:
Account: 640001
Fund: Al
Org: 4620680412
Program: 18640
Sub-Class: 301
BY: 2002
Prj/Grt: 06557013
Line Amount: -75
Ref: ELEANORJAC (Customer Number- Eleanor Jackson)
LineDescr: Refund of Travel Advance
Vendor: JACKSELEAN-001 (Vendor ID 0000000164)
Expected Correct data entry
Results: Note: Agency must have Budget entered for this combination of Charfields.
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Exercise 10 (continued)

Step 11 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:

Step 12 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 13 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 10 (continued)
Check
Results
Step 14 Compare your Accounting Entries Line 1 pandl to the panel shown below.
Apply Payments - Use - Direct Journal Entry HEIER
File Edit “iew Go Favoites Use |nguie Heport Help
SR ENE EEEEEE SR EA 2 A
Accounting Entries | Dreposit Controll
‘ Umit: 46200 Deposit ID:  REFUMNDRX Payment: 5231 Seq: 1 ‘
Amount: 75.00 UsD Display Totals: IM vl
Base: 75.00 USD ¥ Complete
Line GL Unit Account Fund Org Program Sub-Clz  BY Pri/Grt Affiliate | =~
1 4gs20p [B40001  [[Al J4620680 |[18640  [[301 J2002  ||0B557013
Speed Typel
Stat: I Mot Budget Checked | =
Line Amount: | -75.00| LSD
Ref: IELENAURJAC ﬂ Line Descr: Refund of Travel Advance
Yendor: IJACKSELEAN-UN ﬂ 00000007164 ~|
‘ 2 Lines 75.00 DR ‘ -75.00 CR 0.00 Met
| |Accounting Entries |Update.-"DispIay
i Start Inbox - Microsoft O... ””Apply Payments.__. @ Exploring - F‘:\THAI...' T Microsoft Word | | ? 9 N%(ﬂ%;g 1:4E PM
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 15 Compare your Accounting Entries Line 2 (debit Side of entry) panel to the panel shown
below.

Apply Payments - Use - Direct Journal Entry

ELENADRJAC

Expected The panel matches. Congratulations!

Results: If these dements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 11 - Enter a Deposit (Direct Journal)

Scenario: Y ou have received 1 check in the mail from Globe Internationd. Enter this check asa
direct journd in Phoenix.

Step 1 Use the following information to set up this depogit:

Deposit Unit : 46200

Deposit ID : GlobexXX

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

Bank Code : 1100

Bank Account : 1000

Control Amount : $55000

Control Count : 1

Payment ID : 5674

CHARTFIELDS:

Account: 441260

Fund: Al

Org: 4620430329

Program: 07012

BY: 2002

Prj/Grt: 07918005

Line Amount: -$55000

R Globe (Customer Number)

Line Descr: Receipts 0005111-0005112
Expected Individud understanding of entering a payment as a direct journd.
Results:

Exercise completed.
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Exercise 12 — Enter a Deposit (\Worksheet)

Scenario:  You have received acheck in the mail from CRM Enterprise Systems. Determine the
gpplication of payment using aworkshet.

Step 1 Use the following information to set up this deposit:
DEPOSIT ENTRY:
Deposit Unit : 46200
Deposit ID : CRMXX
(Replace XX with the number assigned to you by your ingructor)
Bank Code : 1100
Bank Account : 1000
Control Amount : $15000
Control Count : 1
Payment ID : 1234
Customer ID : CRMENTERPRISE
Worksheet Entry:
Item|d : 624XX
(REPLACE XX WITH THENUMBER ASSIGNED TO YOU BY YOUR INSTRUCTOR)
Amount : $15,000
Set transaction to post later
Expected Individua understanding of entering a payment using aworksheet.
Results:

Exercise completed.
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D. Summary and Review

Activity Materials
W || || e
LECTURE GUIDE REVIEW

Objectives Review:

Create payment worksheets

Apply apatid payment to an item
Apply an identified payment
Review an gpplied payment

Unpost a payment

Apply two paymentsto an item
Use a speedtype on adirect journa

NoOoA~WDNER

Discuss the following questions:

What is the difference between an Express Deposit and a Regular Deposit?
What is aDirect Journa?

Whét is a payment worksheet?

Which deposit entry type do you use aworksheet with?

Is a negative deposit the same as an Unpost?

When isit appropriate to use a negative deposit vs. an Unpost?

Can apayment ID be used more than once? How about a deposit ID?
Where does the cash account used in the AR accounting entry come from?
Can you do aDirect Journal on an Express deposit?

10 What does the payment 1D usudly consst of ?

11. If your Direct Journd does not post, what did you forget to do?

12. If an exigting worksheet is grayed out, nothing can be changed. Why?

13. How do you get aworksheset to ungray so that you may make changes?

©COoNoO~wWDNRE
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Entering and Applying Payments

'. Congratulations! 'Y ou have just completed the Entering and Applying Payments
section. This section contained the tools needed to learn al concepts and procedures

involved in Entering and Applying Payments.

Participant
Objectives  You should be ableto

Create payment worksheets
Apply apartid payment to an item
Apply an identified payment
Apply apayment on account
Review an gpplied payment
Unpost a payment

Apply two payments to an item

Noak~wbdrE
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A. Introduction

Maintaining Receivables

Welcome to the Maintaining Receivables section!  This section contains the tools
needed to learn Al of the concepts and procedures involved in Maintaining
Receivables.

Goal To acquire the skills and knowledge necessary to perform al processes associated with
Maintaining Recelvables.

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

1. Change gngleitem information
2. Use amaintenance worksheet to write-off an item
3. Process misapplication of cash
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B. Business Process

Instructor andPARTICIPANT GUIDE

Activity Materials
MARIEDE:
LECTURE GUIDE LIBRARY

There are four business processes associated with maintaining receivables. They can be viewed online

at http://phoenix.gagta.com.

AR-012, Enter Receivables
AR-005, Receivable Update
AR-006, Maintain Receivables

AR-016, Reason Codes
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C. Exercises

Exercise 1 — Discuss Maintaining Receivable Concepts

Scenario:

Discuss Maintaining Receivable Concepts.

Step 1

Expected
Results:

The main underlying concepts for Maintaining Recelvables are listed below:
Understanding Maintaining Receivables

An understanding of the main concept involved in Maintaining Recelvables

Step 2

Expected
Results:

Reed the following information about maintaining items:

When asubsdiary ledger is not maintained properly, it can become cluttered with
unreconcilable items and incorrect accounting data. In order to make the customer
collection process as efficient as possible, the individua accounts, as well asthe
subsidiary ledger, must be kept free of errors and unreconcilable items. This processis
known as maintaining receivables.

Most organizations have a person or an entire department responsible for the
maintenance of al receivables. Basicdly, thisinvolves scanning eech customer account
for items that appear out of place, such as old items, unapplied debit or credit memoas,
or items with incorrect dates or incorrect accounting information. At times, incorrect
information is found when a pecific event occurs, such as when a customer account
goesinto collection. Regardless of how the incorrect information comes to your
attention, it must be corrected. Maintenance of items can include information
adjustments, accounting date adjustments, payment terms adjustments, write-offs or
refunds. The result of this maintenance activity is a clean accounts receivable system.
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Exercise 1 (continued)

Step 3

Expected
Results:

The result of keegping the Recelvables subsdiary ledger clean is a strong organization
and improved cash flow. The following list provides the benefits of maintaining
receivables.

Y ou keep fewer receivables on the books, which means you are not financing the
account balances, or interest expense.

Y our collection process is more efficient, resulting in lower overhead cods.
Dueto acleaner database, write-offs of uncollectable items are less frequent.

Y our required alowance for bad debt will be lower because of a proper accounting of
amounts owed and a better collections history.

Cash flow isimproved within your organization so you are no longer financing your
customers.

An understanding of the main conceptsinvolved in Maintaining Recaivables.

Exercise completed.
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Exercise 2 - Place an item in dispute

Scenario:  GeorgiaMedicd Supplies (GA MEDICAL SUP) recently received a statement
indicating that item GAMEDXX is past due (Replace XX with the number assigned
to you by your ingtructor). The customer clams the invoice does not belong to them.
Your god isto placetheitemin an ERR dispute Status.

Step 1 SHect: Go=>»Manage Sdes Activities® M aintain Receivables

Expected The Maintain Receivables window displays.
Results:

Step 2 Sdect: Use=>Item Maintenance

Expected A didog box displays.

Results:
Step 3 Enter or sdect the following:
Business Unit: 46200
Customer ID: GA MEDICAL SUP
Item ID: GAMEDXX
(Replace XX with the number assigned to you by your instructor.)
1o SRS

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

Step 4 Click: Select (item from list box)

Expected The Maintain Items pand displays.
Results:

Step 5 Enter or sdect the following:

Dispute: Click the check box ON
Dispute Code: ERR

Dispute Date: Today

Dispute Amount: ~ 3500.00

Expected Correct data entry
Results:

Step 6 Click: El to save.

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

Check
Results

Step 7 Compare your Maintain Items panel to the panel shown below.

Maintain Receivables - Use - Item Maintenance HEIER
File Edit “iew Go Favoites Use |nguie Heport Help

S EENEEEEEEE Az A

Maintain [terns |

Unit: 46200 Customer: GaA MEDICAL SUP Status: Open
Item 1D: GAMEDOT 1 MHame: Ga MEDICAL SUPPLY Days Late: -26
-Item Information
Acctg Date: mA10/2002 Entry Type: N 3001 Order Mo:
Balance: 350000 USD AR Dist: AR2520802 Contract #:
Bl Unit:
Due Date: 027097200 Due Days: I [ Always Allow Discount

Terms: INET3I] ﬂ Dizc Days: I Analyst: IDE FAULT ﬂ
Discount Amount: I I Collector: IDE FAULT ﬂ
Discount Amount 1: I I Sales: IDE FAULT j

As OFf Date: Il]1 /1042002 Posted: 01/10/2002 Pay Method: ICHK ﬂ

[ Collection I~ | Preapproved?
5 5| Create Document?.
¥ Dispute |ERR ﬂ |01214/2002 3500.00 Ol Do 1o ot
[ W airikain berns |Update/Display
i Start Inbox - Microzoft Du...l @ Explaring - PATRAL.. | W Microzoft \Word “” Maintain Receiv... |$ ? QE%NF 211 PM

Expected The pandl matches. Congratulaiond

Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 3— Misapplication of Cash

Scenario:  While reviewing outstanding items, it was discovered that cash was erroneoudy applied
to areceivable: $700 was applied to Item ID BEKINSXX (Replace XX with the
number assigned to you by your instructor). The payment of $700 should have been
applied to Item ID REDFORESTXX (Replace XX with the number assigned to you
by your ingructor). Your god isto correct the misapplication of cash.

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

Expected The Collect Receivables window displays.
Results:

Step 2 Sdlect: Inquire 2 =» All Item Information =» Item Activity

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

Step 3 Enter or sglect the following: (Note: Thisisthe Incorrectly applied item)
Business Unit: 46200
Item ID: BEKINSXX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Note: View theitem Balance and Reason Code.
Collect Receivables - Inquire 2 - All Item Information [ _ 2] %]
File Edit %iew Go Favortes Usze Inguirel Inquire 2 Beport Help
SR EEEENE EN=EEE a2 A
Itemn Statuz ~ Item Activity I Itemn Accounting Entries | Felated Conversations |
Unit: 46200 Customer: BEKINS Status: Open
Item 1D: BEKIMSO1 1 MHame: BEKIMS SUPFLIES Dayps Late: -26
Balance: 140,40 USD |
ltem Activity -
Sequence: 1 Acctg Date: 01/10/2002  Posted Date: 0141042002 _I
Entry Type: IM Reason: 31001 Youcher 1D:
Document: Amount: 58360 LSD
Group I1D: 46200 BEKIMS Bilings
Sequence: 2 Acctg Date: 01/10/2002  Posted Date: 0141042002
Entry Type: Fy Reason: Youcher 1D:
Document: Amount: -700.00 USD
Group I1D: 46200 E12 FPayments
Payment 1D: 46200  BEKINSO1 BEKINSO j
| |Item Achivity |Update.-"Display
i Slalll ()] Inbo - Microsaft Du...l @ Exploring - PATRAL.. | T Microzoft \word “w Collect Receiva. . |E ? @E% N p 216 PM
Expected The Item Activity pand displays. The payment has been applied to the Item.
Results:
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Exercise 3 (continued)

Step 4 Click to “Item Status”

Note: View the AR Digt (Distribution Code).

Collect Receivables - Inquire 2 - All Item Information [ _ 2] %]
File Edit %iew Go Favortes Usze Inguirel Inquire 2 Beport Help

Hlel@x| lwal glel sz SE] 2lel2] 222

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

Unit: 46200 Customer: BEKINS Status: Open
Item 1D: BEKIMSO1 1 MHame: BEKIMS SUPFLIES Dayps Late: -26
-Item Inf (
Acctlg Date: 0141042002 Entry Type: IM 3o Order No:
Balance: 140040 USD AR Dist: AR4303702 Contract #:
Bl Unit:
Due Date: 02/09/2002 Due Days: A e B
Terms: MET30 Dizc Days: Analyst: DEFALILT
Digcount Amount: Collector: DEFAULT
Dizcount Amount 1: Sales: DEFAULT
As Of Date: 0141042002 Posted: 0141042002 Bill of Lading:
I~ Collestion Document:
= | Dispnte: PO Rel:
[ [Itern Status |Update/Display

i Slalll ()] Inbo - Microsaft Du...l @ Exploring - PATRAL.. | T Microzoft \word “w Collect Receiva. . |E ? @E% N p 217 PM

Exit out of the pand.
Expected The Item Status pand displays.
Results:
Step 5 Sdect: Inquire2 =» All Item Information =» Item Activity

Expected A didog box displays.
Results:
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Exercise 3 (continued)
Step 6 Enter or sdlect thefollowing: (Item which should have been paid)
Busness Unit: 46200
ltem ID: REDFORESTXX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Note: View theitem Balance and Reason Code.
Collect Receivables - Inquire 2 - All Item Information [ _ 2] %]
File Edit %iew Go Favortes Usze Inguirel Inquire 2 Beport Help
SR EEEENE EN=EEE a2 A
Itemn Statuz ~ Item Activity I Item Accounting Entriesl Felated Eonversationsl
Unit: 46200 Customer: RED FOREST Status: Open
Item 1D: REDFORESTOU 1 MHame: RED FOREST Dayps Late: -26
Balance: 700.00 LISD |
rltem Activity
Sequence: 1 Acctg Date: 01/10/2002  Posted Date: 0141042002 ;I
Entry Type: IM Reason: 31001 Youcher 1D:
Document: Amount: 700.00 LSD
Group 1D: 46200 REDFOREST Billings
| |Item Achivity |Update.-"Display
i Slalll ()] Inbo - Microsaft Du...l @ Exploring - PATRAL.. | T Microzoft \word “w Collect Receiva. . |E ? @%%Np 218 PM
Expected The Item Activity pand displays.
Results:
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Exercise 3 (continued)

Step 7 Click to “Item Status”
Note: View the AR Digt (Distribution Code).
Collect Receivables - Inquire 2 - All Item Information [ _ 2] %]
File Edit %iew Go Favortes Usze Inguirel Inquire 2 Beport Help
SR EEEENE EN=EEE a2 A
Item Status | Itern Activity | Itern Accounting E ntries | Related Conversations |
Unit: 46200 Customer: RED FOREST Status: Open
Item 1D: REDFORESTOU 1 MHame: RED FOREST Dayps Late: -26
-Item Inf (
Acctlg Date: 0141042002 Entry Type: IM 3o Order No:
Balance: F00.00 USD AR Dist: AR4303702 Contract #:
Bl Unit:
Due Date: 02/09/2002 Due Days: A e B
Terms: MET30 Dizc Days: Analyst: DEFALILT
Digcount Amount: Collector: DEFAULT
Dizcount Amount 1: Sales: DEFAULT
As Of Date: 0141042002 Posted: 0141042002 Bill of Lading:
I~ Collestion Document:
= | Dispnte: PO Rel:
[ [Itern Status |Update/Display
i Slalll ()] Inbo - Microsaft Du...l @ Exploring - PATRAL.. | T Microzoft \word “w Collect Receiva. . |E ? @E% N p 218 PM
Expected The Item Accounting Entries panel displays.
Results:
Step 8 Sdect: Go = Manage SdesActivities = Enter Receivables
Expected The Enter Receivables window displays.
Results:
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Exercise 3 (continued)

Step 9 Sdect: Use =>» Online Pending Item Entry =» Group Control =» Add
Expected A didog box displays.
Results:
Step 10 Enter or sdect the following:
Group Unit: 46200
Group ID: NEXT
Click: OK
Expected The Group Control pand displays.
Results:
Step 11 Enter or sdect 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:

PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)

Step 12 Fending Item 1 |

Click: to proceed to the Pending Item 1 pand. (Bekins —incorrectly
applied item —toincrease AR to original amount before misapplied payment)

Enter or sdect the following:

Acctg Date: Today’s Date

Asof Date: Today’s Date

Item ID: (BEKINSXX)

(Replace XX with the number assigned to you by your instructor)
Line Number: 0

Customer: BEKINSO3

Amount: $700

Entry Type: DR

Reason: 10101

Dist Code: AR4903702

Expected Correct data entry

Results:

Step 13 Click: @ on thetool bar to insart arow. ( Red Forest - Payment should have
been applied to thisitem — To decrease AR which wasthe intent of the original
entry)

Enter or select the following:

ltem ID: (REDFORESTXX)

(Replace XX with the number assigned to you by your instructor)
Line Number: 0

Customer: RED FOREST

Amount; $-700

Entry Type: CR

Reason: 10101

Dist Code: AR4903702

Expected Correct data entry
Results:
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Exercise 3 (continued)

Step 14 Click: Sl el I to proceed to the Group Action pand.
Click: Balance
Expected The pending items baance.
Results:
If theitems 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 15
Click: Post Later
Write down Group Id #
Expected The group of itemsis st to post later and dl fiedsin the panel are grayed ouit.
Results:
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Exercise 3 (continued)

Step 16

Compare your Group Control pand to the panel shown below.

Enter Receivables - Use - Online Pending Item Entry HEE
File Edit Yiew Go Favortes Use Process |nguire Hepot Help

ple@x| 0] slel slE] 2= 2lel] #lelzl2]|

Group Cantrol I Pending Item 1 I Pending ltem 2 I Pending Item 3| Accounting Entriesl Group Actionl

| Group Unit: 46200 Group 1D: E41

Acctg Date: 01/14/2002

Group Type: IB ﬂ Eilings

Control Currency: IUSD j
Origin ID: IMAN ﬂ MANLAL

Format Currency: IUSD j

~Totals Control Data
Control: I 0.00 | 2 Received: Il]1 1472002 | Asszign: IFNINSI]1 ﬂ
ezt i 2 | | Entered:  [01/14/2002 | Operator:  FNINSDI
Difference: 0.00 1]
Posted: 0.0 g | | Post Date:

-Editing Bal A ting Entries -Posting Status— Posting Action—
! Edited 1 B elereed % Bilareed % hit Fosted 1 Wi Setion
1 ot Edited 1 it Balansed 1 ot Balarsed ) Erfors 1 Posthow

€ Complete % Bzt [Later
[ |Group Cartral |dd
ﬁ Slalll (L) Inbox - Microsaft Du...l @ Explaring - P:ATRAL.. | ¥ Microsoft word “” Enter Receivabl. .. |E ? @%%NF 222 P

Expected

The pand 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 3 (continued)

Step 17

Expected
Results:

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

Enter Receivables - Use - Online Pending Item Entry HEER

File Edit “iew Go Favoites Use Process |nquire Beport Help

gl e@x| aaEl slel 5= a8 @ikelo] *lvlzlz]

Group Control -~ Pending Ikem 1 | Pending Item 2| Pending Item 3 I Accounting Entriesl Group Actionl

| Group Unit: 46200 Group 1D: E41

Acctg Date: (HIFAETFOIE Az OF Date: |[|1 f14/2002 Sequence: 1

ltem ID:  [BEKINSOI [

Customer:  [46200 | +| [BEKINS + [ BEKINS

Amount: IW USD | Entry Type: IDR—ﬂ Reason: Wﬂ
AR Dist: |

Rate Type: l—ﬂ Exch Rate: lm I= | Fasted

Terms: INET3D ﬂ Due Date: I Due Days: I
Disc Amt: I Disc Date: I Disc Days: I
Dizc Amt 1: I Disc Date 1: I [ Always Allow Discount

PO Reft: | [ BoL [ Order No: |
Document: I l_ Contract: I LI

[ |Perding lterm 1 |&dd
ﬂ Slalll () Inbox - Microsaft Du...l @ Exploring - P:ATRAL.. | T Microsoft wWord “” Enter Receivabl_ . |$ ? @%%NF 224 PM

The pand matches, continue to the next pand. If these eements do not match, review
the steps and consult your ingtructor.
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Instructor andPARTICIPANT GUIDE

Exercise 3 (continued)

Step 18 Compare your Pending Item 1 Sequence 2 panel to the panel shown below.
Enter Receivables - Use - Online Pending Item Entry HEER
File Edit “iew Go Favoites Use Process |nquire Beport Help
Blel@x| @00l slel B SE| #elo] *v]47]]
Group Control -~ Pending Ikem 1 | Pending ltem 2 I Pending Item 3 I Accounting Entries I Group Action I
| Group Unit: 46200 Group 1D: E41 |
Acctg Date: |HIFAETFI]IP Az OF Date: Il]1 1472002 Sequence: 2 ;I
ltem ID:  |REDFORESTO1 [
Customer:  [46200 | #|[RED FOREST  #| | [ REDFOREST
Amount: | -700.00 [USD | Entiy Type: [CR +| Reason: [10101 ¥
AR Dist: |
Rate Type: I ﬂ Exch Rate: I 1.00000000| [7| Posted
Terms: INET3D ﬂ Due Date: I Due Days: I
Disc Amt: I Disc Date: I Disc Days: I
Dizc Amt 1: I Disc Date 1: I [ Always Allow Discount
PO Ref: I I BOL: I Order No: I
Document: I I Contract: I =
[ |Perding lterm 1 |&dd
ﬂ Slalll () Inbox - Microsaft Du...l @ Exploring - P:ATRAL.. | T Microsoft wWord “” Enter Receivabl_ . |$ ? @%%NF 2:25 Pt
Expected The pand matches, continue to the next pand. If these ements do not match, review
Results: the steps and consult your ingtructor.
5-18 SsecTion 5: MAINTAINING RECEIVABLES PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL



Instructor andPARTICIPANT GUIDE

Exercise 3 (continued)

MARCH 2003

Step 19 Compare your Group Action pand to the pand shown below.

Expected The pand maiches. Congratulationd!

Results: If these e ements do not match, review the steps and consult your ingtructor.
Exercise completed.

PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL

SECTION 5: MAINTAINING RECEIVABLES ©-19




MARCH 2003

D. Summary and Review

Instructor andPARTICIPANT GUIDE

Activity Materials
W || || e
LECTURE GUIDE REVIEW

Objectives Review:

1. Change single item information
2. Use amaintenance worksheet to write-off anitem
3. Process misgpplication of cash

Answer thefollowing questions:

1. What isknown as the process of Maintaining Receivables?
2. Wha isthefirg step in correcting a misapplication of cash?
3. What entry type will decrease acusomer AR Balance?
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Maintaining Receivables

' Congratulations! 'Y ou have just completed the Maintaining Recelvables section. This
section contained the tools needed to learn al the concepts and procedures involved
in Mantaining Recaivables.

Participant

Objectives  You should be ableto

1. Change angleitem information
2. Use a maintenance worksheet to write-off an item
3. Process misgpplication of cash

PHOENIX - STATE OF GEORGIA SECTION 5: MAINTAINING RECEIVABLES D-21
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A. Introduction

Credit Management

Welcome to the Credit Management section!  This section contains the tools needed to
learn al the concepts and procedures involved in Credit Managemen.

Goal The god of thistopic isfor the participants to acquire the skills and knowledge
necessary to perform processes associated with Credit Management and Monitoring
Receivables.

Participant

Objectives  Attheend of this section you will be ableto. ..

Review customer profiles

Define item inquiries

View customer aging, baances and history
Andyze payments and payment history
Track payments and items

o wbdpE

PHOENIX - STATE OF GEORGIA SECTION 6: CREDIT MANAGEMENT ©-1
PROPRIETARY AND CONFIDENTIAL



MARCH 2003

B. Business Processes

PARTICIPANT GUIDE

Activity Materials
LECTURE GUIDE HANDOUT

There are two business processes associated with monitoring receivables. They can be viewed online at

http://phoenix.gagta.com

AR-007, Collect Receivables Process
AR-008, Monitoring Receivable Activity
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C. Exercises

Exercise 1 — Discuss Credit Management Concepts

Scenario: Discuss Credit Management Concepts.

Step 1 The main underlying concepts for Credit Management are listed below:

Customer account analys's
Customer conversations
Researching items

Expected An understanding of the main concepts involved in Credit Management.
Results:

Step 2 Read the following information about credit management.

When reviewing a customer's payments, you may not need to see dl payments. The
customer payments view alows you to select payments from as narrow or as broad a
time range as you want.

The Customer Payments pand displays the following information:

Accounting Date

Amount Applied to Customer
Baance amount

Busness Unit

Deposit ID Past Due amount
Payment Count

Payment ID

Sequence number

Totd amount

Expected An undergtanding of the concepts involved in Credit Management.
Results:
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Exercise 1 (continued)

PARTICIPANT GUIDE

Step 3

Expected
Results:

Y ou can view detailed information on accounting entries for each activity againgt an

item.

The Item Accounting Entries pand digplays the following information:

Account
Accounting Date
Affilicte

Amount

Bdance

Budget Y ear
Busness Unit
Customer

Date

DaysLate

Entry Type

Fund

GL Unit

ltem Amount  Item ID
Journa

Journd Line Description
Line

Name
Organization
Program
Project/Grant
Reference
Sequence
Satisic Amount
Status

Sub- Classfication

An overdl understanding of the concepts of Credit Management.
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Exercise 1 (continued)

Step 4 Y ou can view the ectivity for dl itemsin a sdected group using the item activity from a
group view.

You can view alig of items currently posted againgt a payment using the item activity
from a payment view.

Y ou can view aone-line summary of each item-related activity.

Y ou can view information about conversations with a customer regarding a selected
item, or you can add information about a current conversation.

When you are reviewing payment information, you can determine which checks you
have received, how they have been identified and how far they have progressed in the
processing cycle.

Y ou can view the status of an unposted pending item for a sdlected customer.

Expected An undergtanding of the main concepts involved in Credit Management and Monitoring
Results: Receivables.

Exercise completed.
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Exercise 2 - View customer profileinformation

Scenario: Randy Orr a Enterprise Systems (CRMENTERPRISE) called to ask for detailed
account information. He wants to know what items make up his bdance and if any
credits have been issued. The customer has aso requested a duplicate invoice. Y our
god isto view the information and document the customer conversation.

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

Expected The Collect Receivables window displays.

Results:

Step 2 Sdect: Inquire 1 =» Customer Item Inquiry =» Profile

Expected The Profile pand displays.

Results:
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Exercise 2 (continued)

Step 3 Enter or select thefallowing:
SetID: 46200
Unit: 46200

Customer: CRMENTERPRISE

Click: to view detalls. (Y ou may have to click the flashlight a second time to
view complete details.)

Collect Receivables - Inguire 1 - Customer Item Inquiry

File Edit Yiew Go Favortes Use Inguirel Inguire 2 Process HReport Help
Ble(@x| alaE slel m=| == Elel] ezl
Frafile Iltems I Eonversationsl
‘ SetlD: [46200 | Unit: [46200 | Customer: [EiLloia | [ Lvt: [N
O Mame: ENTERFRISE 5YSTEMS [ Pap History Daps: 0.00
D+B Number: [ Credit Limit: 0.00
(= 7| Dirafts N esding & ppraya [J Balance: 8,308.92 UsSD
(2 ¥ | i applied Papments [ Past Due: 1.263.56 USD 4
[ | 1h Process Paymerts: [J Draft Receivables: 0.00 UsD 1]
(= | mutstanding bems: [J Disputed: 0.00 UsD 1]
-Cust: Contacts . -Most Recent Activity
BILL ¥OS55 BUSH :I O Item ID:  051399CFM1 -18.84 USD 05/18/1999
404-353-8686 1452 LI [ Payment: 1568 1.000.00 USD 05418/1333
rMost Recent C: ki S y Aging ;I
05/19/1993 BILLYOSS O o o3 E.701.36 LSD B
Customer wanted to know if payment waz ;I 0 05 314120 1.607.58 USD 3
received. | checked and tald him the date
that it posted and the items that were paid.
& =
[ Profile |Update/Display 4
Expected Correct data entry and the details display
Results:
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Exercise 2 (continued)
Step 4 Click: L= | 1o proceed to the Items panel.

Expected
Results:

Click: to view details.

Collect Receivables - Inquire 1 - Customer ltem Inquiry

File Edit %iew Go Favortes Use Inguie 1

Inquire 2 Process  Heport Help

M= E3

dl@l@x| ool sle e A= @lelo] e lsle])

Frofile  Items |E0nversations|

SetlD: [46200 | Unit: [46200

Customer: l— l— Ll IN_

Items: Im Date: ID_|<_|— Sort All:
Ret: T [ ame [E> [ [ SonScrol: [tem =] Deselect All |

ftem =] [44] = Selectan |

5

Illem ;I IPD ;I ITelms ;I IDisp ;I ICIct ;I IDue ;I IEnllg ;I
O = oioi=acr MET30 0143141939 41.000.00 UsD ™
= mo199cR1 HET30 0143141933 79554 USD [
O o1oiacrmM2 MET30 0143141939 181202 050 ™
O 051839 MET30 0641741933 2543.20UsD [
O o518 MET30 064171939 50.00 UsD ™
O o518 MET30 0E/17/1939 314200050 ™
O o518 MET30 0E/17/1939 142300 U500 ™
O 051839CRM1 MET30 064171939 4884 U500 ™
O 0a1424 05/18/1939 34400050 | -
Selected Amount: 0.00 Returned Count: 1to3of3
‘ Returned Amount: 8.308.92 of 8.308.592 B E E B ‘
|Items |Update.-"DispIay

v

The detalls display.
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Exercise 2 (continued)

PARTICIPANT GUIDE

Step 5 Click: | Conversations | ¢ proceed to the Conversations pand.
Expected The Conversations pand displays.
Results:
Step 6 Click inthe Date field and press F7 to insert arow
Enter or sdect the following:
Contact: 2
Review: 7
Action: RESENDINV
Topic: Detal for billing
The customer would like a copy of the item detail sent
to him.
Expected Correct data entry
Results:
Step 7 click: B 10 save data
Expected The new information is saved.
Results:
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Exercise 2 (continued)

Check
Results

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

Collect Receivables - Inquire 1 - Customer Item Inquiry M=
File Edit %iew Go Favortes Usze Inguirel Inquire 2 Process Heport Help

glel@x| ool slel 5= 8| 2] #lelslz]

Prafile | ltems  Conversations |

‘SelID: [46200 +| Customer: [CRMENTERPRISE + GetLast |  Getal H

" Supervisor Review Contact: I Zj RaMDy ORR ;I
Date: [05/19/1999 | [ 2| FNTRAN  Phone: I“”“‘959'8888 E 4562
-Cash F t K i ~Follow Up

[ 1] Review: | 7 [05/26/1993 +| ™ Done

Date: I 2 I Letter: I j = Dore

Confidence: | | #] | | 3:] Action: [RESENDINV  +| +| ™ Done
- b =

Informati N

- It Hat
1 Notes

Topic: IDetaiI for billing " Include Closed Information

I ke customer would like a copy of the item |j I
-

detail sent to hirn.

Fr

| Coreersations | Update /Display i

Expected The pand matches. Congratulations!

Results: If these dements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 3 - Research asingleitem

Scenario:  The Account Manager for Enterprise Systems (CRMENTERPRI SE) called because
the latest statement does not show a payment for item 010199CR1. The customer says
a$2,000 payment was sent. Y our god isto check the status of theitem.

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

Expected The Collect Receivables window displays.
Results:

Step 2 Sdect: Inquire 2 =» All Item Informetion =» |tem Status

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

Step 3 Enter or sdlect the following:

Busness Unit: 46200
Customer ID: CRMENTERPRISE

I[tem ID: 010199CR1
Item Line 2
Click: OK

Note: View theitem Balance.

Collect Receivables - Inquire 2 - All Item Information [_ (O] x|
File Edit “iew Go Favortes Use Inguiel Inguire2 Process Beport Help
slg|@lx| HlwlE] slwl BlE| Sl=] Elel] ez
Itemn Status | Iteem Activity I Item YAT Entries I Item Accounting Entries I Related Conversations I

Unit: 46200 Customer: CRMEMTERFRISE DEKALE ATLAMNTA Status: Open

Item ID:  O10139CR1 2 Mame: EMNTERPRISE SYSTEMS Days Late: o7
-Item Inf (

Acctg Date: 01,/01/1999 Entry Type: N MISC Order No:

Balance: 795.54 USD AR Dist: ARMISC Contract #:

Bl Unit:

Due Date: 0143141939 Due Days: = | Blimays Sllov Discaunt

Terms: MNET30 Disc Days: Analyst: JAR

Digcount Amount: Collector: J&R

Digcount Amount 1: Sales: J&R

As OF Date: 014011939 Posted: 05/18/1939 Bill of Lading:

| Eaflestior Document:

| Wispute PO Ref:

[Item Status |Update/Display 7

Expected The Item Status pand displays.
Results:

PHOENIX - STATE OF GEORGIA SECTION 6: CREDIT MANAGEMENT ©6-13
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Exercise 3 (continued)

PARTICIPANT GUIDE

Step 4

| ke Activity

Click:

to proceed to the Item Activity pand.

Note: View the Payment 1D and the payment Posted Date.

Collect Receivables - Inguire 2 - All Item Information M=
File Edit %iew Go Favortes Usze Inguirel Inquire 2 Process Heport Help
slel@x| ‘al0l0] slel B Sl=] Elelo] *le]s ]|
Itemn Status  Item Activity | Item YAT Entries I Item Accounting Entries I Related Conversations I
Unit: 46200 Customer: CRMEMTERFRISE DEKALE ATLAMNTA Status: Open
Item ID:  O10139CR1 2 Mame: ENTERPRISE SYSTEMS Days Late: 107
Balance: 795,54 LISD |
rltem Activity LI
Sequence: 1 Acctg Date: /0141999  Posted Date: 05/18/1939
Entry Type: IM Reason: MISC Youcher ID:
Document: Amount: 2.795.54 USD
Group 1D: 46200 28 Billings
Sequence: 2 Acctlg Date: 03/15/1993 Posted Date: 05/18/1939
Entry Type: Fv Reason: Youcher ID:
Document: Amount: -2,000.00 USD
Group 1D: 462000 33 Payments
Payment 1D: 46200 20 1234 j
| Itern Ackivity | Update/Dizplay i
Expected The pand matches. Congratulations!
Results: If these e ements do not match, review the steps and consult your Instructor.

Exercise completed.
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Exercise 4 - Research a group of items

Scenario:  You are planning to unpogt an item group. Your god isto verify theitemsin the group
prior to unposting.

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

Expected The Collect Receivables window displays.
Results:

Step 2 Sdect: Inquire2 =» Item Activity From a Group

Expected A didog box displays.

Results:

Step 3 Enter or sdlect the following:
Group Unit: 46200
Group ID: 28
Click: OK

Expected The Item Activity From A Group pand displays.
Results:

PHOENIX - STATE OF GEORGIA SECTION 6: CREDIT MANAGEMENT 6-15
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Exercise 4 (continued)

Check
Results

Step 4 Compare your Item Activity From A Group pand to the pand shown below.

Collect Receivables - Inquire 2 - Item Activity From A Group M=

File Edit %iew Go Favortes Usze Inguirel Inquire 2 Process Heport Help

Ble(@x| 2lEE] BE m=| S5 plel=] el ]|

Itern Activity From & Group |

Group Unit: 46200 Posted Date: 05/18/1999

Group 1D: 28 Acctlg Date: 01,/01/1999

Unit i i Item ID Entiy Type Item Amount ;I
46200 CRMEMTERFRISE 010133CR1 1 N MISC 1.156.00 USD

46200  CRMEWTERFRISE 010133CR1 2 M MISC 2.795.54 USD

46200 CRMEMTERFRISE 010133CRM2 IN 43408 1.812.02 USD

Total Items: 3 Group Amount: B.7E3.56 UsSD ‘

| Iterm Achivity From A Group | Update/Dizplay

&

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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D. Summary and Review

Activity Materials
FARIEE=
LECTURE GUIDE REVIEW

Objectives Review:

Review customer profiles

Define item inquiries

Add and review customer conversations
View customer aging, baances and history
Anayze payments and payment history
Track payments and items

View unit activity, aging and cash

Noaks~wbdPE

Discuss the following questions:

1. Nameat |least three features available in the Conversations panel.
2. When can it be helpful to review Item Activity from a Payment?

3. What type of information can you find in the Customer Payment History panel?

PHOENIX - STATE OF GEORGIA SECTION 6: CREDIT MANAGEMENT ©0-17
PROPRIETARY AND CONFIDENTIAL




MARCH 2003 PARTICIPANT GUIDE

Credit Management

Congratulations! Y ou have just completed the Credit Management section. This
section contained the tools needed to learn dl concepts and procedures involved in
Credit Management in Accounts Receivable.

Participant
Objectives  You should be ableto

1. Review customer profiles
2. Ddfineiteminquiries
3. View customer aging, baances and history
4.  Andyze payments and payment history
5. Track payments and items
6-18 SecTION 6: CREDIT MANAGEMENT PHOENIX - STATE OF GEORGIA
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A. Introduction

Maintaining Tables

Wecome to the Maintaining Tables section! This section contains the
tools
needed to learn dl the concepts and proceduresinvolved in
Maintaining Tables.

Goal To acquire the skills and knowledge necessary to perform procedures identified in the
Maintaining Tables section of the online Library.

Participant
Objectives At theend of thismodule you will be dbleto

10. Enter speed types
11. Inquire distribution codes

12. Inquire entry types and entry reasons

13. Inquire automatic entry types

14. Inquire item entry types

15. Add collector and credit andyst records
16. Add asales person

17. Enter new message codes

18. Add subcustomer information

19. Add dispute information
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B. Business Process

PARTICIPANT GUIDE

Activity Materials
W Fd | | <22
LECTURE GUIDE HANDOUT

There is one business process, AR016, associated with maintaining tables. It can be viewed online at

http://phoenix.gagta.com/

AR-016, Reason Codes

7-2 SECTION 7: MAINTAINING TABLES
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C. Exercises

Exercise 1 - Discuss Maintaining Tables Concepts

Scenario: Discuss Maintaining Tables Concepts.
Step 1 The main underlying concept for Maintaining Tablesis listed below:
Define busnessrules

Expected An understanding of the main concepts involved in Maintaining Customers.

Results:

Step 2 Read the following information about Maintaining Tables.
PeopleSoft is a table-driven system that uses two types of tables. control tables and
transaction tables. Control tables dictate the vaid values that a business unit can use for
processing transactions. Transaction tables track the activity that transpiresin a
business unit. This section addresses the control tables that each agency will be
responsible for populating and maintaining.

Expected An underganding of the main concepts involved in Maintaining Customers.

Results:
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Exercise 2 (continued)

Step 2(cont)

Expected
Results:

Define business rules is the process of setting up control tables. Control tables can be
set up with common vaues and shared across business units or populated with
customized vaues for a specific busness unit. Since agencies within the State of
Georgia have specid business needs, each agency is dlowed to establish certain
customized control tables. The control tables populated with common vaues will not
be available for update and maintenance at the agency levd.

Agencieswill only be dlowed to populate and maintain control tables for their own
business units.

Autometic entry types work behind the scenes to enable the system to process
payments and existing items on a customer account. Automeatic entry types are crested
when entry types are associated with al system functions except: 1T-01 - Create an
Invoice/Debit Memo, or IT-02 - Create a Credit Memo (which are item entry types).

The entry types must be defined and the entry reasons must be associated with the entry

types before automatic entry types can be created. The State of Georgia has
established some standard automatic entry types that al agencies can use.

An undergtanding of the mgor conceptsinvolved in Maintaining Tables.

Exercise completed.
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Exercise 2 - Enter a new speed type

Scenario:  Your agency does many direct journd entries. Y our goa isto set up a new speed type
to expedite the process of entering these transactions.

Step 1 Sdect: Go = Define Busness Rules=» Design Chart Fields

Expected The Design Chart Fields window displays.
Results:

Step 2 Sdect: Use=>» Speed Types = Add

Expected A didog box displays.
Results:

Step 3 Enter or select the following:

SetID: 46200

Speed Type: STEX1XX

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

Click: OK

Expected The Speed Types panel displays.
Results:

PHOENIX - STATE OF GEORGIA SECTION 7: MAINTAINING TABLES 7‘5
PROPRIETARY AND CONFIDENTIAL




MARCH 2003

Exercise 2 (continued)

PARTICIPANT GUIDE

Step 4 Enter or sdlect the following:
Speed Type Key: License Renewd
Type of Speed Type: Universa (All Operators)
Acct: 441260
Fund: R1
Org: 4620430329
Prog: 07012
BY: 1999
Prj/Grt: 07918005
Curr: uSD

Expected Correct data entry
Results:

Step 5 Click: El to save.

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

Check
Results

Step 6 Compare your Speed Types pane to the panel shown below.

Design ChartFields - Use - SpeedTypes HEE
File Edit “iew Go Favortes Use Process Inquire Heport Help

Blel@(x| e =e] mlE| El5] 2lelo] *lelal ]|

SpeedTypes |
SetlD: 46200
SpeedType Key: STEX1: ILicense Renewal

Type of SpeedType

IUnivemaI [All Dperators) LI Dperator: l—j

Class: I— j

Acct: [441260 | +| S850PSCommDiiverTrainin  BY:  [1993  #| BudgetYear1999
Fund: lm—j Revenue Collection Pri/Grt: j
Og:  [ZIENED | SEMINOLE cum: | 4
Prog: [07012  +| CASTMETLIC RESIDENT  Stat: | |
SubCl:| +]

[ |SpeedTypes |&dd
a Slalll @ Group'ize - Mailbox | @ Exploring - U:\Guides...l ¥ Microsoft Word - Arl... “” Design ChartFiel. .. | N E @?@ P 11:17 AM

Expected The pand matches. Congratulationd!

Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 3 - Inquiredistribution code

Scenario:  Your god isto inquire adistribution code,
Step 1 Sdect: Go = Define Busness Rules = Define Receivable Processing
Expected The Define Receivable Processing window displays.
Results:
Step 2 Sdect: Use=>» Use A-M =» Didribution Code =» Update/Display
Expected A didog box displays.
Results:
Step 3 Enter or sdect the following:
SetID: 46200
Didtibution Code: ARMISC
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected The Digribution Code panel displays.
Results:
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Exercise 3 (continued)

Check
Results

Step 4 Compare your Digtribution Code pand to the pane shown below.

Define Receivable Processing - Use A-M - Distribution Code

File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help

slele(x| Hlale] Se] ml=) a8 2lelo] *lelel ||

Distribution Code |

‘ SetlD: 46200 Distribution Code: ARMISC
Effective Date: Status: Im ;I
Description: IMisceIIaneous Income
Short Description:  |Miscellane |
Distribution Type: AR -
Chartfield ¥alues

Account: |1 21001 j Program: |1 8640 j Pri/Grt: |[|855?l]1 3 j
Fund:  [A1 + SubCls: | #|  Ailiate: | +
o [620680412 ¢ gy [188 3] st [ 4

[ | Distribution Code |Comection

a Slalll @ Group'ize - Mailbox | @ Exploring - U:\Guides...l ¥ Microsoft Word - Arl... “” Define Receivab. .. | N E @?@ P 11:12 AM

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 4 - Enter subcustomer infor mation

Scenario:  Your agency has decided that it would be helpful to be able to report receivables by
county and city. Your god isto enter acounty in the SubCustomer 1 table and acity in
the SubCustomer 2 table.

Step 1 Sdect: Go = Define Busness Rules = Define Receivable Processing

Expected The Define Receivable Processing window displays.
Results:

Step 2 Sdect: Use=>» Use N-Z = SubCustomer Qualifier 1 = Add

Expected A didog box displays.
Results:

Step 3 Enter or sdect the following:

SetlD: 46200
SubCustomer 1:  COBBXX
(Replace XX with the number assigned to you by your instructor)

Click: OK

Expected The SubCustomer 1 pand displays.
Results:
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Exercise 4 (continued)

Step 4

Expected
Results:

Enter or sdlect the following:

Effective Date: 05/01/99
Description: Cobb County

Define Receivable Processing - Use N-Z - SubCustomer Qualifier 1
File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help

dlel@x| alaEl EE =E) g8l 2ikelo] #lelvwle]

SubCustorner Qualifier 1 |

| SetlD: 46200 SubCustomer 1: COBB¥

Effective Date: 05701741939 Status: IAclive VI

Description: ICth County

TR L

[ |SubCustomer Qualifier 1 |&dd
a Slalll @ Group'ize - Mailbox | @ Exploring - U:\Guides...l ¥ Microsoft Word - Arl... “” Define Receivab. .. | N E @?@ P 11:13 AM

Correct data entry

Step 5

Expected
Results:

Click: El to save.

The new information is saved.
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Exercise 4 (continued)

Step 6 Sdect: Use=>» Use N-Z = SubCustomer Qualifier 2 =» Add
Expected A didog box displays.
Results:
Step 7 Enter or sdect the following:
SetID: 46200
SubCustomer 2: MARIETTAXX
(Replace XX with the number assigned to you by your ingtructor)
Click: OK
Expected The SubCustomer 2 pand displays.
Results:
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Exercise 4 (continued)

Step 8 Enter or select the following:
Effective Date 05/01/99
Description: Marietta, City of

Click: H to save.

Define Receivable Processing - Use N-Z - SubCustomer Qualifier 2

\wlslEx] ] G| sle) S8 2]+l

057011959 T a—

Expected The pand maiches. Congratulationd!

Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 5 - Enter a message code

Scenario:  Your agency requires you to enter a tandard message for al customers whose checks
arereturned for insufficient funds. Y our god isto enter this new message code.
Step 1 Sdect: Go = Define Business Rules = Define Receivable Processing
Expected The Define Receivable Processing window displays.
Results:
Step 2 Sdect: Use=>» Use A-M = Messages = Add
Expected A didog box displays.
Results:
Step 3 Enter or sdlect the following:
SetID: 46200
Message Code: BNCKXX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected The Messages pand displays.
Results:
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Exercise 5 (continued)
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Step 4 Enter or sdlect the following:
Effective Date: Today’s Date
Description: Bounced Check
Long Description: This customer has bounced a check. Do not accept
future payments by check. The customer may pay with
cash or amoney order.
Expected Correct data entry
Results:
Step S click: Bl 10 sve
Expected The new information is saved.
Results:
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Exercise 5 (continued)
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Check
Results
Step 6 Compare your Message pand to the pandl shown below.
Define Receivable Processing - Use A-M - Messages HEE
File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help
Ble|@lx| oo 55| =] SlsE] Eelo] el
Meszages |
‘ SetlD: 46200 Meszzage Code: BHCK ‘
Effective Date: Status: IAclive 'l ;I
Descrip | d Check
Long Description: | This customer has bounced a check. Do not accept future payments by check. The |j
customer may pay with cazh or a money order.
H;Iul:llone
' Reject
CoHod | +
I=| Process Tihr Inyentory = Includein Planning j
[ [Meszages |&dd
= ] Slalll 3 Groupiwise - M. . | @ Exploring - L:4... | ¥ Microsaft Word...”w Define Rec. . | N EQJ%@ P 11:25 AM
Expected The pand matches. Congratulationd!
Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 6- Enter a dispute status

Scenario:  Your agency requires you to enter a disoute satus for al customerswho claim that an
invoice does not belong to them. Y our god isto enter this new dispute Satus.
Step 1 Sdect: Go = Define Busness Rules = Define Receivable Processing
Expected The Define Receivable Processing window displays.
Results:
Step 2 Sdect: Use=>» Use A-M = Dispute Status = Add
Expected A didog box displays.
Results:
Step 3 Enter or sdlect the following:
SetID: 46200
Dispute Status: XX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected The Dispute Status pand displays.
Results:
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Exercise 6 (continued)
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Step 4 Enter or sdlect the following:
Effective Date: Today’s Date
Status: Active
Description: Erroneous Billing
Short Description: Error
Age Normdly: ON

Expected Correct data entry

Results:

Step S Click: [E] to save.

Expected The new information is saved.

Results:
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Exercise 6 (continued)

Check
Results

Step 6 Compare your Dispute Status panel to the panel shown below.

Define Receivable Processing - Use A-M - Dispute Status HEE
File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help

slele(x| Hlale] Sle] ml=| a8 2lelo] *lelel ||

Dizpute Status |

| SetlD: 46200 Dizpute Status: T, |

Effective Date: 0270972000 Status: IAclive VI _I
Description: IElmneous Billing

Short Description: IElml

Aging Method

& Age Normally
" Use Dispute Category
" Exclude from Aging

[ Exclude From Days Late Calcs j
[ |Dispute Status |&dd
= ] Slalll 3 Groupiwise - M. . | @ Exploring - L:4... | ¥ Microsaft Word...”w Define Rec. . | N EQJ%@ P 11:26 AM

Expected The pand matches. Congratulationd!

Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 7 - Add a collector

Scenario:  Your god isto add the name of the new collector to the table in PeopleSoft.
Step 1 Sdect: Go = Define Busness Rules = Define Receivable Processing
Expected The Define Receivable Processing window displays.
Results:
Step 2 Sdect: Use=>» Use A-M = Collector = Add
Expected A didog box displays.
Results:
Step 3 Enter or sdlect the following:
SetID: 46200
Collector: RAMXX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected The Collector panel displays.
Results:
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Exercise 7 (continued)

MARCH 2003

Step 4 Enter or sdlect the following:
Effective Date: Today’s Date
Name: Raymond A Moore
Phone: 404-552-2525

Expected Correct data entry
Results:

Step 5 Click: El to save.

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

Check
Results
Step 6 Compare your Collector pand to the panel shown below.
Define Receivable Processing - Use A-M - Collector
slel@lx| o= 5|5 mle) 8| Elel] #elwele]
jactive 7]
Expected The panel matches. Congratulations!
Results: If these dements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 8 - Add a sales person

Scenario:  Your god isto enter the name of the new sales person in PeopleSoft.
Step 1 Sdect: Go = Define Busness Rules = Define Receivable Processing
Expected The Define Receivable Processing window displays.
Results:
Step 2 Sdect: Use = Use N-Z =» SalesPerson =» Sales Person = Add
Expected A didog box displays.
Results:
Step 3 Enter or select the following:
SetID: 46200
Sdes Person: VLWXX
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected The Sdes Person pand displays.
Results:
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Step 4 Enter or sdlect the following

Effective Date:
Employee ID:
Name:
Language Code:

Expected Correct data entry
Results:

Today’s Date
456987123
VeraLynn West

English

Step 5

Expected The Sales Person 2 panel di
Results:

Click: | Sales Person 2| to proceed to the Sales Person 2 panel

lays.

Step 6 Enter or select the following

Attention:
Address 1:
City/Twn 1
S/Prov:
Postd:
Type:
Phone:

Expected Correct data entry
Results:

VeraWest

1414 East Avenue
Atlanta

GA

30033

business
404-998-1111
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Exer cise 8 (continued)

Step 7
Click: El to save.
Expected The new information is saved.
Results:
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Exer cise 8 (continued)

Check
Results
Step 8 Compare your Sales Person panel to the panel shown below.
Define Receivable Processing - Use N-Z - Sales Person MmEE
File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help
glel@x| alaol slel == 8| 2ikelo] *lvlvale]
Sales Person | Sales Person 2 I
‘ SetlD: 46200 Sales Person: WL
Effective Date: IIJZJ'I]SJ'ZI]I]I] Status: IAclive VI ;I
Employee 1D: |45898?1 23
Mame: I\I"em Lynn West
Sales Agent Type: I
Yendor/Supplier X-REF: I
Region Code: I
Language Code: IEninsh VI
-Percent Commizsion Paypable At
Bkgs: I Ship: I In¥: I Cazh Rec: I j
[ |Sales Person |&dd
= ] Slalll 3 Groupiwise - M. . | @ Exploring - L:4... | ¥ Microsaft Word...”w Define Rec. . | N EQJ%@ P 11:28 AM
Expected If the pandl matches, continue to the next panel. If these dements do not match, review
Results: the steps and consult your Instructor.
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Exer cise 8 (continued)
Step 9 Compare your Sales Person 2 panel to the panel shown below.
Define Receivable Processing - Use N-Z - Sales Person MmEE
File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help
dlel@x| alaol slel e 8| 2ikelo] *lvlvale]
Sales Person  Sales Person 2 |
‘ SetlD: 46200 Sales Person: WL Wera Lynn ‘West ‘
Eff Date: 02/09/2000  Status: Active ;I
Attention: era West
Address 1: |1414 East Avenue _ ;I
Pl & I Type: IBusmess VI
Address 3: I . I_
e I Phone: |4l]4-998-1 m
City/Twn1: [Atlanta B | Z|
Cnty/Twn2: I
SiProv:  [GA | |+| Postal [30033
Countey:  [UsA ¢ I In City Limit PIN: |
Email Addr: I j
|Sales Person 2 |&dd
a Slalll @ Group'ize - Mailbox | @ Exploring - U:\Guides...l ¥ Microsoft Word - Arl... “” Define Receivab. .. | N E @?@ P 11:31 AM
Expected The pand matches. Congratulations!
Results: If these dements do not maich, review the steps and consult your Instructor.
Exercise completed.
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Exercise 9 - Inquire entry type and entry reason

Scenario:  All system functions supported by PeopleSoft must be identified in the entry type table.
Y our agency needs to set up a Grant Receivable. Your god isto seeif anew reason
code needs to be set up for this Receivable in the entry type and entry reason table in
PeopleSoft.

Step 1 Sdect: Go = Define Busness Rules = Define Receivable Processing

Expected The Define Receivable Processing window displays.

Results:

Step 2 Sdect: Use=> Use A-M = Entry Type = Entry Type=> Update/Display

Expected A didog box displays.

Results:

Step 3 Enter or sdlect the following:

SetID: 46200
Entry Type IN
Click: OK

Expected The Entry Type pand displays.

Results:
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Exercise 9 (continued)

Check
Results

Step 4

Expected
Results:

Compare your Entry Type pand to the pand shown below.

Define Receivable Processing - Use A-M - Entry Type HEE
File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help

slele(x| e sle mlE| £l=] 2lelo] #lell |

Entry Type | Entry Reazon I

| SetlD: 46200 Entry Type: IM

Description: |[I!Eﬂ?.!

Short Description: Ilnvoice

[V Don't Post Duplicate Entries
[ Exclude From Days Late Calcs

-Aging Excepti

Aging Category: I j
Summary Category: I - l

- d P. I Method

¥ Include in Dunning ¥ Include in Drafts
¥ Include in Finance Charging

¥ Include in Statements

| |Entr_l,l Type |Update.-"DispIay

iaﬁlalll @Group\:\u"ise-M...l WMicrosoftW’ord...l @Exploring-P:\ ””Deﬁne Rec... |N$<ﬂ§®?‘ 327 AM

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

Step 5

Compare your Entry Reason panel to the panel shown below.

Define Receivable Processing - Use A-M - Entry Type HEE
File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help

Blele(x| 0] sle o= S| 2lelo] *le ||

Entry Type  Entry Reason |

‘ SetlD: 46200 Entry Type: IM Invaice ‘
Entry Reason Short Description ﬂ
I m Federal Funds IDJ Federal
|29518 | [PR Federal Funds |PR Federal
|39057 | [NPS Historic Preservation |NPS Histor
|39058 | [NPS Historic Preservation |NPS Histor
|39498 | [NPS Historic Preservation |NPS Histor
|39753 | [NPS Historic Preservation |NPS Histor
|49037 | [DOI Native Graves |DOI Native
|49237 | [DJ Federal Funds |DJ Federal
49238 DJ Federal Funds DJ Federal
[z | | o
| |Entr_l,l Feazon |Update.-"DispIay
= ] Slalll 3 Groupiwise - M. . | BV Microsaft W'ord...l @ Exploring - P:4 ”w Define Rec. | N E(ﬂé@ P 927 AM
Expected The pand matches. Congratulationd
Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 10 - Inquireitem entry type

Scenario:  All entry reasons must be associated with a ddivered system function before they can be
used. Usetheitem entry type pand to associate the Grant Receivable entry reasonto a
system function.

Step 1 Sdect: Go =» Define Buaness Rules = Define Receivable Processing

Expected The Define Receivable Processing window displays.

Results:

Step 2 Sdect: Use=>» Use A-M = Item Entry Type = Selection=> Update/Display

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:

SetID: 46200
System Function ID: IN
Click: OK

Expected The Sdection pand displays.

Results:
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Exercise 10 (continued)

Check
Results

Step 4 Compare your Sdlection panel to the pand shown below.

Define Receivable Processing - Use A-M - Item Entiy Type HEE
File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help

SRR EEEEEEE S R AA)

Selection | Accounting Template I

| SetlD: 46200 Entry Type: IM Invaice |
Effective Date: 0170171900 Status: IAclive hd l _I

System Function 1D: IIT-I]1 j Create an Invoice / Debit Mema
¥ Distribute to GL

¥ Require Reason

‘Entry R .
Entry Type And Reason AR Distribution Code ﬂ

IN [28208 " +| Dl Federal Funds [AR25208 " |+| FederalFu
IN [28518 "+ | PR Federal Funds [sR28518 |+| FederalFu
IN Wj MPS Histaric: Preservation Wﬂ Federal Fu
IN Wj MPS Histaric: Preservation Wj Federal Fu
IN Wj MPS Histaric: Preservation Wj Federal Fu LI j

[ |Selection |Update /Tizplay
= ] Slalll 3 Groupiwise - M. . | ¥ Microsaft W'ord...l @ Exploring - P:% ”” Define Rec. | N EQJ%@ P 5:28 AM

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

Step 5 Click: | Aecaunting Template | . proceed to the Accounting Template panel.

Expected The Accounting Template pand displays.
Results:
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Exercise 10 (continued)

Step 6 Compare your Accounting Template pand to the pand shown below.

Define Receivable Processing - Use A-M - Item Entiy Type HEE
File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help

slele(x| 0] sle ml= Sl=] 2lelo] *lelele |

Selection  Accounting Template |

| SetlD: 46200 Entry Type: IM Invaice |
| Effective Date: 01/01/1900  Status:  Active | ;I
Entry Type: IM Reason: 29208 [ Federal Funds ﬂ

¥ | Entries Must Ealance

~System-Defined Entries
Line Percent DR/CR Dst Use Description
1 100.00 DR AR Distribution Code On Mew Item

User-Defined Entries

Line Percent DR/CR Account Fund Org Program Sub-Cls BY Pri/Grt_ Stat

2 10000 CR |431l]l]1

Lines: 2 DR Percent: 100.00 CR Percent: 10000 Met 0.00
| |Accounting Template |Update.-"DispIay
iaﬁlalll @Group\:\u"ise-M...l WMicrosoftW’ord...l @Exploring-P:\ ””Deﬁne Rec... |N$<ﬂ§®?‘ 9:29 AM

Expected The pand matches, Congratulationd

Results: If these elements do not match, review the steps and consult your Instructor.
Exercise completed.
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Exercise 11 - Inquire automatic entry type

Scenario:  All entry types must be associated with a delivered system function before being used.
Y ou have a prior year receivable that needs to be written off to surplus. The Entry Type
iIs“WQ”. Usethe automatic entry type pand to associate the write-off entry typeto a
system function.
Step 1 Sdect: Go = Define Busness Rules = Define Receivable Processing
Expected The Define Receivable Processing window displays.
Results:
Step 2 Sdect: Use=> Use A-M = Automdtic Entry Type =» Selection=>Update/Display
Expected A didog box displays.
Results:
Step 3 Enter or select the following:
SetID: 46200
System Function ID: WS-09
Click: OK
Expected The Sdlection pand displays.
Results:
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Exercise 11 (continued)
Check
Results
Step 4 Compare your Sdlection panel to the pand shown below.
Define Receivable Processing - Use A-M - Automatic Entry Type HEE

File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help

SRR EEEEEEE S R AA)

Selection | Accounting Template I

‘ SetlD: 46200 System Function 1D:

Effective Date: 05701719938 Status:

Entry Type: IW'IJ j write: QIfF
¥ Distribute to GL
¥ Require Reason

Ilnaclive hd l

‘Entry R

Entry Type and Reason

AR Distribution Code

w0 [28208" #| DJ Federal Funds
w0 [29518 #| PR Federal Funds
w0 Wj MPS Histaric: Preservation
w0 Wj MPS Histaric: Preservation

|Update.-"DispIay

iR Slalll % Groupwise - Mailbox | ¥ Microsoft Wword - mtbl...l @ Explaring - G:\Financ...l Iw Define Receivab... | N E @?@ P 1017 AM

Expected If the panel matches, continue to the next pane. If these dements do not match, review

Results: the steps and consult your Ingtructor.
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Step 5 Compare your Accounting Template pand to the pand shown below.

File Edit “iew Go Favortes Usep-M UseM-Z2 Heport Help

Define Receivable Processing - Use A-M - Automatic Entry Type

[_[=] ]

slele(x| 0] sle ml= Sl=] 2lelo] *lelele |

Selection  Accounting Template |

| SetlD: 46200 System Function 1D: WwiS-09 ‘wiite-off an [tem

| Effective Date: 0540141938 Status: Inactive

Entry Type: Wil [ Federal Funds
¥ | Entries Must Ealance

~System-Defined Entries
Line Percent DR/CR Dst Use Description

1 o000 CR AR Account(z] Open For Original ltem

-Uszer-Defined Entries

2 10000 DR |431 oo

Line Percent DR/CR Account  Fund Org Program Sub-Cls BY Pri/Grt_ Stat

ol

1

Lines: 2 DR Percent: 100.00  CR Percent:

| K

K
K

|Accounting Template

= ] Slalll 3 Groupiwise - M. . | ¥ Microsaft W'ord...l @ Exploring - G:\F...l Iw Define Rec.__.

Expected The pand matches, Congratulationd

|Comection

IN® < Em®PE 1023aM

Results: If these elements do not match, review the steps and consult your Instructor.

Exercise completed.
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D. Summary and Review

MARCH 2003

Activity Materials

EMINES

LECTURE GUIDE

ofebs

REVIEW

Objectives Review:

©COoNoO~WDNE

Enter speed types
Inquire digtribution codes

Inquire entry types and entry reasons
Inquire autométic entry types

Inquire item entry types

Add collector and credit analyst records
Add a sales person

Enter new message codes

. Add subcustomer information

10. Add dispute informeation

Discussthe following questions:

1. What isthe purpose for an entry reason?

2. How do you associate an entry type with an entry reason?

3. How do you update an exigting distribution code?
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Maintaining Tables

PARTICIPANT GUIDE

Congratulations! 'Y ou have just completed the Maintaining Tables section. This section
contained the tools needed to learn al concepts and proceduresinvolved in

Participant
Objectives

©COoONOO~WDNE

=
o

Maintaining Tablesin Accounts Recelvable,

Y ou should be able to

Enter speed types
Inquire distribution codes

Inquire entry types and entry reasons
Inquire autométic entry types

Inquire item entry types

Add collector and credit analyst records
Add a sales person

Enter new message codes

Add subcustomer information

Add dispute information
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