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GENERAL INFORMATION
LOGON To the Accounts Receivable System
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LOGON To the AR server (Citrix)
1. Find and open (double mouse-click) your AR browser shortcut on your desktop.
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If you are not able to find your AR shortcut on your desktop, open up your Internet browser, type the following Uniform Resource Locator (URL) s in the address field and press the [Enter] key:

http://ar.ofm.wa.gov/AR.asp

If this is the first time that you are login into an AR server, the Security Warning window will open to ask whether you want to install and run (download) the Citrix Client.  Click [YES] and follow the rest of the instructions, to download the ICA Client stub.  You can also Click [NO] to link to the Citrix Installation Instruction page to manually downloads the ICA Client stub.
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(Please note that this site is a production Accounts Receivable (AR) System web site.  If you are doing training or quality assurance (QA) testing, please ask permission to use the QA site).

2.  Click the [Sign In/Log On] button to log in to one of the AR Citrix servers.

[image: image5.png]Washington Stfne Department‘of
Enterprise Services

DES Solutions Center Help Desk Number: (360) 40°

Welcome to the PR Accounts Receivable System Portal

Sign In/Log On

New User

AR Support

IRCTITE

ACCOUNTS RECEIVABLE





3.  At the “Log on to Windows” box, position your cursor on the User name field and enter your AR Citrix User Name (The AR Citrix User Name is the same as the AR User ID assigned to you by your agency administrator).
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4.  Then tab to the Password field to enter the *password into the AR Citrix server.

* If this is the first time you are logging into the AR Citrix Server with this User Name, the Windows Active Directory (Citrix) will prompt you to change the default AR Citrix server password.

* Please note that AR Citrix Server passwords are 
Case sensitive.
Must be at least 8 characters in length.  
Expire every 90 days.
Cannot repeat any of your previous 24 passwords.
The system will allow five attempts to enter your password successfully before locking you out.
 
* Contact the OFM AR Help Desk [360.407.9100] if you forget your AR Citrix Server password.


5.  Please verify that the Log on to: field has “OFM”.

6.  Click OK to initiate a connection to your agency (company)’s AR System.

LOGON To the AR system [Your company]
7.  At the Login (98.000.00), verify the Company is your agency’s Accounts Receivable system. 
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8.  Tab to the User ID field and type the AR User ID assigned to you by your agency administrator.

9.  Tab into the Password field and type the *password assigned to you by your agency administrator.


*You should change the password that your Agency Administrator has assigned to you when you initially log into the AR system.  

* Although the AR system User ID’s password does not expire, the AR Citrix server User Name’s password does expire after 90 days.  OFM recommend that when you change your AR Citrix Server password that you also change your AR System password.
      * Contact your Agency Administrator if you forget your AR system password.

10.  Click [OK] to log into the OFM Accounts Receivable System.

The menus on the Solomon IV command bar will focus (darkened) when you have successfully accessed the AR system.
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Solomon Toolbar
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1.  Solomon IV command Toolbar:
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[New] button from the command tool bar.
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[Save] button from the command tool bar.
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[Cancel] button from the command tool bar.
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[Delete] button from the command tool bar.
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[Finish] button from the command tool bar.

2. Function Key: There are two function keys, which you will be using most of the time.
F3 Function Key: Possible Values/Pick List.  The Solomon possible values feature permits you to poll the system for all values allowable at a particular field.  When pressing the F3 key, Solomon will display all valid values for the field containing the cursor. All you have to do is select the correct value and move on.

F4 Function Key: Grid or Form View.  Solomon can present database information in either a table (grid) or form view. This feature is useful when you are reviewing repetitive information and can speed lookups and corrections. The table (grid) or form view may be toggled using a function key (F3) or the mouse (double left-mouse-click).

Helpful hints: For best results, we recommend that you enter information while in grid mode view.  When you need to view all fields, you can press F4 to toggle to the form mode to view all the fields within a grid.
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If you have "pinned" the Solomon IV module menu, there are two ways to select a new module.

a. On the Solomon IV module menu, select the down arrow next to the module name.  This will open the drop box listing of all modules.  Select the new module.

b. From the Solomon IV command bar, click on the word module.  Select the new module.

Note: If you have “pinned” the menu but the menu does not stay in focus, you may need to minimize the menu tool.
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3. File menu

Once the database is opened, the File menu has the following options:
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Close Database: You may exit your database by selecting Close Database, then Exit, or just clicking Exit, from the [File] menu.  You must exit your database before you log out of the Citrix box (the AR server).  Please do not log out of the Citrix box (the AR server) without exiting your database. 

Printer Options [98.220.00] – We recommend that you use the Printer Options screen to verify/view that your AR reports will be printing to the correct Windows Default Printer.  Please do not make any changes to this screen.

To verify that the AR system is printing your AR reports at your Windows Default Printer, the printer information in the Destination field of this Printer Options screen should be your Windows Default Printer.
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4. Edit menu
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Note:  The edit menu selection is greyed out until an application is opened.  Once an application is opened, the following edit menu selection becomes active.
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5. Option menu

The Option menu allows you to set user options and save those options for future sessions.
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Note:  The user has the option to Save Settings on Exit.  This feature will save any changes to user settings upon exit of Solomon IV

We encourage that users do not leave this Save Settings on Exit checked.  Actually, we encourage that if you are using Solomon for the first time, you may want to go into the [Option] menu and make sure that Save Settings on Exit is unchecked.

The results of leaving the Save Settings on Exit checked, is system will save screen’s setting, without the user’s awareness.  

For example, when users first open a screen, it may display the screen all the way to the right, or all the way to the left, depending on the workstation’s resolution setup.  When this happens, users should place the mouse on the screen and hold it, while dragging it to position the screen where you can view the entire screen.  Then click on [Option] menu and click Save Settings on Exit to save the positioning of the screen.  When you enter that particular screen next time, it will display in the same position you saved it with Save Settings on Exit.  

Once the Save Settings on Exit is checked, you will want to close the screen, and then go up to [Option] menu and un-check the Save Settings on Exit. 

If you leave the Save Settings on Exit checked, you may accidentally re-size (we do not recommend re-sizing of a screen) a screen, which results in possible self-customizing-out of a field or two on that particular screen, then exit the screen with those unwanted self-customizations saved.     
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6. Utility menu
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7. Customization menu
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The Customization menu controls access to the customization features of Solomon.
Note:  Access to customize menu is limited to OFM staff.
8. Help menu
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Clicking on [HELP] from the Solomon Command Tool menu will launch the web page where the OFM user help's table of contents resides.

9. Module menu
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The Module menu allows access to all of the application programs.

GETTING STARTED INFORMATION 
Agency Setup (OF.950.00)

Overview
Adapt the Accounts Receivable system to your specific agency. The Agency Setup screen is normally used when you first install the system. This screen must be completed before using other Accounts Receivable screens and functions.
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#1 Allows to print without batch being posted.

#2 Whichever checkbox is checked will be the customer address to default on invoices/debit memos.

#3 Remittance Information

#4 Shows on A8 report
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Agency ID





4 Digits; Required

Agency ID is the unique 3 digit numeric code that identifies your agency, as assigned in Section 7.2.1 of the State Administrative and Accounting (SAAM) Manual.  Unless your agency has an officially assigned sub-agency, the separate fourth digit in the Agency ID will always be 0.

Since this field is essential to all other system tables and reports, security access will be restricted to OFM.

Agency Name





40 Characters; Required

Agency name is the title of your agency, as it will be displayed on invoices and other system reports.  You should not change this field without first consulting OFM.

Database Type





Select from List; Required

The value displayed in this field should always be Production, unless you are participating in training or testing authorized by OFM.  This setting controls submission of batches to the mainframe.  An incorrect setting can result in data being incorrectly posted (or not posted at all) to the AFRS system.

Since this field is essential to production processing, security access will be restricted to OFM.

CR Memo Form Name

(Credit Memo Form Name)



15 Characters; Required

This field determines the Crystal Report format used to print credit memos for your agency.  Unless the credit memo report format has been customized for your agency, this field should always display a value of "OF68Z".   

Since this field is essential to proper printing of credit memos, security access will be restricted to OFM.

Last Bat Nbr 

(Last Batch Number)




 6 Digits; Required

Batch Number is the unique number assigned to each batch of transactions. The Accounts Receivable system automatically assigns the next batch number in sequence to each new batch when user click save for the first time.   User cannot change the batch number assigned by the system.

Use the Last Batch Number field to determine the first batch number to be assigned in production processing.  The default format for the batch number is six digits, with leading zeros (e.g. 000008). Starting with a Last Batch Number of 000000 will cause the system to assign 000001 to the first transaction batch. Note that other starting values may be used. For example, starting with 100000 in the Last Batch Number field will cause the system to assign 100001 to the first new batch.  Please consult with your OFM consultant to request a different batch-numbering format, other than six digits, with leading zeros.

The Last Batch Number in the Agency Setup screen will automatically increment by one as each new batch of transactions is created and saved (whether by manual entry or through any of the transactions import application provided by OFM).

Since this field is essential to production processing, security access will be restricted to OFM.

Last Ref Nbr 

(Last Document Reference Number)


8 Digits; Required

Document Reference Number is the unique identifying code assigned to each accounts receivable document.  Documents have their associated reference numbers printed on many Accounts Receivable and AFRS reports.

Use the Last Document Reference Number field to determine the next reference number to be assigned to new debit documents when using the Auto number feature in the Invoice and Debit Memo Entry screen (OF.010.00).  

There is no Auto number feature for Credit documents.  All Document Reference Numbers for Credit documents are manually entered.

The most common format is eight digits with leading zeros (e.g. "00000107"). Starting with a Last Document Reference Number of 00000000 will cause the system to assign 00000001 to the first debit document with which you use the Auto number feature.  Note that other starting numbers may be used. For example, entering 10000000 will cause the system to assign 10000001 to the first debit document generated by the Auto number feature. 

If you wish, you can modify Document Reference Numbers assigned by the Auto number feature by typing over one or more digits of the assigned number (e.g. to add an identifying prefix to the number).

The system requires Last Document Reference Numbers of 8 digits.  The Auto number feature generates 8 digit document reference numbers, and use of 8-character document reference numbers are recommended in general because:

This matches the 8-character document reference number format in the AFRS system, for the purpose of clearing documents through in-process accounts.

This makes it easy to key in the document suffix 'tie-breaker' into the 9th and 10th characters of the document reference number, when necessary, to create a unique 10 character document reference number for the AR system.

The Last Document Reference Number in the Agency Setup screen will automatically increment by one each time the Auto button is pressed in the Invoice and Debit Memo Entry screen (OF.010.00), even if the document is subsequently canceled or deleted.  By entering it manually, you can reuse the number of the deleted document, if desired.

Since this field is essential to production processing, security access will be restricted to OFM.
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            Quick Print Unposted

            (Print Unposted Flag)




Checkbox

The setting to the Print Unposted Flag is control by the Agency User with security to the Agency Setup (OF.950.00) screen.  If the authorized Agency User unchecked, Print Unposted flag, users will not be allowed to print unposted debit and credit documents.  This is good internal control since documents can be modified or deleted any time prior to posting in AFRS and the AR system.  This feature allows the agency to prevent printing of unauthorized, unofficial, or draft documents.  

When the Print Unposted flag is unchecked, the [Quick Print] buttons on the Invoice And Debit Memo Entry Screen (OF.010.00), the Cash Receipts And Credit Memo Entry And Application Screen (OF.030.00) and the Document View (OF.025.00) screens are disabled until the Released to Solomon field is checked.

Likewise, unposted batches will be selectable for printing from the Print Accounts Receivable Documents (OF.601.00) screen while this Print Unposted Flag is unchecked.
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               Document Address Default



Select

Select the [Billing Address] or the [Main Address] checkbox to specify how the AR system defaults the address information when a new document (whether debit or credit) is created.  If the [Billing Address] is selected, AR system will default to the billing address…Likewise if the [Main Address] is selected.   

Exception:  If the customer has an "additional address" with an Address ID that matches the AR Type for the batch, the Invoice and Debit Memo Entry Screen (OF.010.00), will default new debit documents within that AR Type batch to that address instead of the Main or Billing address.  This provides the flexibility to maintain special addresses for your various AR Types, if appropriate.
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Agency Primary Contact Information

The Attention, Address Line 1 and 2, and City/State/Zip fields print on baseline invoice format.  

Attention 





30 Characters

Enter the name of your agency’s primary contact for Accounts Receivable in this field.  

If requested, this information could be printed on your Cash Receipts Journal Summary (AR version of the A-8 cash journals).

Address Line 1





30 Characters

Enter the address for your agency’s primary contact in this field.

Address Line 2





30 Characters

Enter additional address information for your agency’s primary contact in this field.

City/St/Zip





City: 15 Characters; State:  2 Characters; Zip:  9 Digits

(City/State/Zip)






Enter the city, state and zip code for your agency’s primary contact in these three fields.

Fax






30 Characters

Enter the fax number for your agency’s primary contact in this field.
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Phone






30 Characters

Enter the phone number for your agency’s primary contact in this field.

[Help]
The [Help] button launches the web pages where a help file is available for this current screen.

Exercise 1.1 -
Agency Setup (OF.950.00)

1.1.1 Access the Agency Setup (OF.950.00) screen to review the following fields setup for your agency:

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Agency Maintenance] menu.
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Once in the Agency Maintenance menu, click on [Agency Setup] to access the Agency Setup (OF.950.00) screen

1.1.2 Note:  Except for the “Print Unposted Flag” field, all fields in the above frame are greyed out at the agency’s level.  Once the setup is established, changes to the fields are restricted to OFM.
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Note:  For training purposes, the database type is either “QA” or “Training”.  For production purposes, the database type should be “Production”.
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Exercise 1.2 - Print Unposted Flag

1.2-1 Access the Agency Setup (OF.950.00) screen and check the “Print Unposted Flag” box.

1.2-2 Click [SAVE] to save changes made to Agency Setup (OF.950.00) screen.
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1.2-3 Click [CLOSE] on the Command Tool bar to close Agency Setup (OF.950.00) screen.
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1.2-4 Access the Invoice and DR Memo Entry (OF.010.00) screen to bring up a debit document (invoice or debit memo).

From the Command Tool Bar, click [Module].
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From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on [Invoice and DR Memo Entry Screen] to access the Invoice and DR Memo Entry (OF.010.00) screen.
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Position cursor on the Batch Nbr field, and press F3 key to access the Batch List.
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Highlight any "hold" batch and click OK to bring the batch to focus.
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1.2-5 verify that the [QUICK PRINT] has been enabled for a document within a batch that has not been posted to Solomon.

1.2-6 click [CLOSE] to close the Invoice and DR Memo Entry (OF.010.00) screen.

1.2-7 Re-access the Agency Setup (OF.950.00) and uncheck the “Print Unposted Flag”.

1.2-8 Click [SAVE] to save changes made to the Agency Setup (OF.950.00) screen.

1.2-9 click [CLOSE] to close Agency Setup (OF.950.00) screen.

1.2-10 Access the Invoice and DR Memo Entry (OF.010.00) screen to bring up a hold debit document (invoice or debit memo).

1.2-11 verify that the [QUICK PRINT] has been disabled for a document within un-posted batch.

Exercise 1.3 -
Agency Primary Contact or Invoice Remittance Information
1.3-1 Access the Agency Setup (OF.950.00) screen and verify the following information set up as your agency primary contact or Invoice Remittance Information.

1.3-2 Review the primary contact information on Agency Setup (OF.950.00) screen.
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1.3-3 click [CLOSE] to close the Agency Setup (OF.950.00) screen.

1.3-4 Access the Invoice and DR Memo Entry (OF.010.00) screen.

1.3-5 Position cursor on the Batch Nbr field, and press F3 to access the Batch List.

1.3-6 Highlight a "passed" batch and click OK to bring the batch to focus.

1.3-7 With a posted document in focus, click on [QUICK PRINT] to preview an invoice.

1.3-8 Scroll down the invoice to the “Please Remit To” Section.
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1.3-9 Verify the remittance information printed on the invoice in focus.  It should be the same information specified in the Agency Primary Contact Information section of the Agency Setup (OF.950.00) screen.

AR Type Maintenance (OF.302.00)

An AR Type usually represents a major organization, service, or product within your agency.   

The following are a few examples of the AR Types setup by the various agencies:
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You must establish at least one AR Type in order to use the system.

We recommend you read this section before setting up the AR Type for your agency.  Take the time to consider the various options.  A little planning now may save you some time later.  Some of the policies to consider when defining your AR Types, as it affects system behavior as follow:

• Batching:  Debit documents (invoices or debit memos) for the same AR Type may be batched together.  For example, if you are responsible for the invoicing of one district versus another and an AR Type represent a district; batching debit documents by AR Type will facilitate the management of the invoices belonging to your district.  You should separate debit documents (invoices and debit memos) into different batches by AR Type. 

• Invoice Format:  You can set up a different invoice format (i.e. debit document print format) for each AR Type.  All debit documents entered with a given AR Type will print with the same format.

• Default AFRS Coding:  You can set up different default AFRS accounts coding for your debit documents for each AR Type.  This will save time during data entries, as the system will use the AFRS account codes set up as the default for a particular AR Type and automatically assign the default AFRS coding to the debit documents being created for the particular AR Type.  For information on default AFRS coding, please see AR Type AFRS Code Maintenance (OF.300.00).

• Interest Charge Processing:  If your agency charges interest on overdue debit document balances, you can set up a different interest charge processing for each AR Type.  For more information on interest charge processing, please see Interest Charge Processing (OF.041.00). 

• Reporting:  You can select certain types of reports from the system by AR Type (major line of business), such as: 
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Customer Statement Listing (OF.061.00)

Customer Statements (OF.085.00)

Accounts Receivable Aging (OF.086.00)

Accounts Receivable Aging Summary (OF.087.00)
Dunning Letters (OF.065.00 – OF.069.00)

[image: image211.png]t and CR Memo Entry (OF.030.00) M=

BatchNbr Biennium _FM Botch Category AFRS EdiHanding  _ AFRS EdiStatus _ Batch ContiolAmt__ Relto 5ol

[ Qoo T [omaces =] floacion =] o [ w -




[image: image212.png]Customer ID Customer Name DocType  Feference Nbr _X-Fef Number  Original Amount
[ alf Payment =f [ [ 0.00)

Document Date Rept Cat Memo Type Cust Ref Nbr.

foonss | | = ™ Pres Pl




[image: image213.png]|G| Beebei | besnen | Besbiee | g | Al | A |

[




[image: image214.png]



[image: image18.png]AR Type Maintenance (OF.302.00)

AR Tupe Descipion Detit Documert Fom Name
© acive |
Arnuel Ineest
Mininum Inerest Code Mininum Inerest Amourt Porcertage Lastnteest 45 OF
[Cherge Miim.m 2 oo [ emeeund [T gog] Bl M

Interest
Standard Message Lines

Message Line 01 [

Message Lne 12 [

Message Lne 13 T

Durring Letirs

Durring Message Line 01
Durring Message Line 02

Durring Message Line 03

Durring Message Line 04

Durring Message Line 05

_t |

TRAINDA TRINH  [03/04/2002



.

Active






Checkbox

Select Active (box is checked) or Inactive (box is unchecked).

Active allows new debit document batches to be created (see Invoice and Debit Memo Entry (OF.010.00) screen) for this AR Type, and displays this AR Type in the possible values list (F3) when specifying an AR Type for a batch.   

Inactive does not allow new debit document batches to be created for this AR Type, and does not display this AR Type in the possible values list (F3) when specifying an AR Type for a batch.

Once established, an AR Type may not be deleted.  To make an AR Type unavailable, set the Active status for the AR Type to Inactive by un-checking the checkbox.  

AR Type





2 Alphanumeric Characters; Required

A short abbreviation for the AR Type.

Description





30 Characters; Should Not Be Blank

This field contains a brief name or description associated with the AR Type – service line, product line within your agency.

Debit Document Form Name



10 Characters; Required

This is the identifier of the invoice format (the look and feel of your invoice) to be used when printing invoices and debit memos of the selected AR Type.  OFM will specify what you need to enter here when you set up your AR Type.  

You may want to consult with OFM before changing this field.  The value must match a valid debit document form name.

Minimum Interest Code



Select from List; Required

Action to be taken if the interest calculated on a debit document is less than the Minimum Interest Amount (see below) for this AR Type.  Possible entries are: 

Charge Calculated:  System will always charge the calculated interest amount, regardless of any Minimum Interest Amount specified.  

Charge Minimum:  System will charge the greater of the calculated interest amount or the Minimum Interest Amount. 

Charge Zero:  System will charge nothing if the calculated interest amount is less than the Minimum Interest Amount.  Otherwise, the system will charge the calculated interest amount.

Minimum Interest Amount



Numeric; Maximum 9,999,999.99; Minimum 0.00

The dollar amount in this field, in conjunction with the Minimum Interest Code (see above), determines the minimum interest amount to charge for overdue documents of the specified AR Type. 

Compound Interest




Checkbox

Selecting this box (box is checked) allows the AR System to charge interest on unpaid interest charges as well as on overdue debit document balance.  If you don't select compound interest (box is not checked), the system will not charge interest on unpaid interest charges. 

Annual Interest Percentage



Numeric; Maximum 99.99; Minimum 0.00

This field holds the annual percentage rate (APR) used to calculate interest.  This rate must be greater than or equal to zero.  

Important.  If you specify an Annual Interest Percentage of zero, no interest will be calculated for this AR Type by the Interest Charge Processing (OF.041.00) process.

Last Interest AS OF Biennium



4 Digits; Odd Numbered Year; Optional

Last Biennium interest was charged on debit documents of this AR Type.  You should leave this blank for an AR Type for which you do not intend to charge interest.  For an AR Type for which you do intend to charge interest, you may specify this when you set up the AR Type or you may specify it the first time you actually run interest charge processing.  See Interest Charge Processing (OF.041.00).  The interest charge process automatically updates this field when you run it for the specified AR Type.

Last Interest AS OF Fiscal Month


2 Digits; 01-25 or 99; Optional

Last Fiscal Month interest was charged on debit documents of this AR Type.  You should leave this blank for an AR Type for which you do not intend to charge interest.  For an AR Type for which you do intend to charge interest, you may specify this when you set up the AR Type or you may specify it the first time you actually run interest charge processing.  See Interest Charge Processing (OF.041.00).  The interest charge process automatically updates this field when you run it for the specified AR Type.

Message Line 01




50 Characters

Enter information to print on customized debit documents or other reports for the selected AR Type.

Message Line 02




50 Characters

Enter information to print on customized debit documents or other reports for the selected AR Type.

Message Line 03




50 Characters

Enter information to print on customized debit documents or other reports for the selected AR Type.

Dunning Letters – Dunning Message Line 01-05

50 characters per line

Enter information to print on agency Dunning Letters (DL are past due notices such as collection letters which are generated based on the invoice aged at 1 to 30 Days Past Due Date, 31 to 60 Days Past Due Date, 61 to 90 Days Past Due Date, or 91+ Days Past Due Date).

Notepads

Notepads (98.260.00) are used to enter information relating to the particular ID or batch.  If requested, the information entered in the Notepads could be printed on an agency report.  One example is the Department of Health, entering their division/program description in the Notepads of an AR Type and has this information printed in the invoice reports heading for that particular AR Type.

[Help]

The [Help] button launches the web pages where a help file is available for this current screen.

Exercise 2.1 – Set up an AR Type for the following scenario

For the purpose of training, let’s assume that your district provide inspections to the general Washington State growers.  Set up the two digits AR Type ID, using the first initial of your name and the number 1 (for training purposes only).  The description of this major line of services that you provide to the general growers is Inspection Revenue.  The person whom the growers could contact for questions regarding the billing coming from your district is you.  The look and feel of the invoices generated from your district has the debit document form name of OF680.  

We will setup the interest charge policy for this AR Type in later exercises.

2.1-1 Access the AR Type Maintenance screen to create an AR Type.

From the Command Tool Bar, click [Module]

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on [AR Type Maintenance] to open the AR Type Maintenance (OF.302.00) screen.

2.1-2 Arrow to a blank grid line, position cursor on appropriates field and Key in data as follows in this sample screen.

Note:  You may toggle between form mode (as shown) and grid mode by pressing F4

	AR Type
	T1 (enter first initial of your name and the number 1, or any two digits alphanumeric combination)

	Description
	Enter Inspection Revenue (and also your name)
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Minimum Interest Code
	

	Minimum Interest Amount
	

	Debit Document Form Name
	Enter OF680 

	Compound Interest
	

	Annual Interest Percentage
	

	Last Interest AS OF
	

	Message Line 01
	Enter “Please contact (your name) at (your phone number)”

	Message Line 02
	

	Message Line 03
	

	Dunning Message Line 01
	Enter “(Your full name) at (your phone number)”

	Dunning Message Line 02
	Enter “Jane Smith”

	Dunning Message Line 03
	Enter “Accounting Division Assistant Director”

	Dunning Message Line 04
	Enter “STJ: AJ: ca: Enclosure”

	Dunning Message Line 05
	Enter “BUDGET AND FISCAL SERVICES”


2.1-3 Click [Save].

2.1-4 Access the AR Type Maintenance screen’s notes by clicking on the yellow note pad at the bottom left corner of the OF.302.00 screen:
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2.1-5 Place your cursor in the body of the note and enter “Fruits and Vegetables Program”.

Note: For certain agencies, the information entered in the AR Type’s note will print somewhere on the agencies’ invoices.  Not all agencies print the AR Type’s notes on their invoices.  

2.1-6 Click [Apply] to save and [OK] to exit the notes.
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2.1-7 Click [Save] and [New]
Exercise 2.2 – Set up an AR Type for the following scenario

For the purpose of training, let’s assume that your district provide inspections to the general Washington State growers.  These growers pay your district’s inspectors the fees for inspections out in the field.  The district’s inspectors will record these inspections as pre paid invoices.  

Set up the two digits AR Type ID, using the first initial of your name and the number 2 (for training purposes only).  The description of this major line of services that you provide to the general growers is Inspection Prepaid.  The person whom the growers could contact for questions regarding the billing coming from your district is you.  The look and feel of the invoices generated from your district has the debit document form name of OF680.  

2.2-1 Access the AR Type Maintenance screen to create an AR Type.

From the Command Tool Bar, click [Module]

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on [AR Type Maintenance] to open the AR Type Maintenance (OF.302.00) screen.

2.2-2 Arrow to a blank grid line, position cursor on appropriates field and Key in data as follows in this sample screen.

Note:  You may toggle between form mode (as shown) and grid mode by pressing F4

	AR Type
	T2 (enter first initial of your name and the number 1, or any two digits alphanumeric combination)

	Description
	Enter Inspection Prepaid (and also your name)
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Minimum Interest Code
	

	Minimum Interest Amount
	

	Debit Document Form Name
	Enter OF680 

	Compound Interest
	

	Annual Interest Percentage
	

	Last Interest AS OF
	

	Message Line 01
	Enter “Please contact (your name) at (your phone number)”

	Message Line 02
	

	Message Line 03
	

	Dunning Message Line 01
	Enter “(Your full name) at (your phone number)”

	Dunning Message Line 02
	Enter “Jane Smith”

	Dunning Message Line 03
	Enter “Accounting Division Assistant Director”

	Dunning Message Line 04
	Enter “STJ: AJ: ca: Enclosure”

	Dunning Message Line 05
	Enter “BUDGET AND FISCAL SERVICES”


2.2-3 Click [Save].

2.2-4 Access the AR Type Maintenance screen’s notes by clicking on the yellow note pad at the bottom left corner of the OF.302.00 screen:
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2.2-5 Place your cursor in the body of the note and enter “Fruits and Vegetables Program”.

Note: For certain agencies, the information entered in the AR Type’s note will print somewhere on the agencies’ invoices.  Not all agencies print the AR Type’s notes on their invoices.  

2.2-6 Click [Apply] to save and [OK] to exit the notes.

2.2-7 Click [Save] and [New]
Exercise 2.3 - Set up an AR Type for the following scenario

Let’s assume that your agency also provides higher education personnel services to other state agencies.  Set up the two digits AR Type ID, using the first initial of your name and a number 3.  The description of this major line of services your agency provides to other state agencies is Higher Ed Personnel Service.  The person whom the state agencies could contact for questions regarding the billing coming from Higher Ed Personnel Service is you.  The look and feel of the invoices generated from Higher Ed Personnel Service has the debit document form name of OF680.  There will not be any interest generated for the outstanding balances owed to Higher Ed Personnel Service.

2.3-1 Access the AR Type Maintenance screen to create an AR Type.

From the Command Tool Bar, click [Module]

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on [AR Type Maintenance] to open the AR Type Maintenance (OF.302.00) screen.

2.3-2 Arrow to a blank grid line, position cursor on appropriates field and Key in data as follows in this sample screen.

Note:  You may toggle between form mode (as shown) and grid mode by pressing F4

	AR Type
	T3 (enter first initial of your name and the number 2, or any two digits alphanumeric combination)

	Description
	Enter Higher Ed  (and also your name)
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Minimum Interest Code
	

	Minimum Interest Amount
	

	Debit Document Form Name
	Enter OF680 

	Compound Interest
	

	Annual Interest Percentage
	

	Last Interest AS OF
	

	Message Line 01
	Enter “Please contact (your name) at (your phone number)”

	Message Line 02
	

	Message Line 03
	

	Dunning Message Line 01
	Enter “(Your full name) at (your phone number)”

	Dunning Message Line 02
	Enter “Jane Smith”

	Dunning Message Line 03
	Enter “Accounting Division Assistant Directory”

	Dunning Message Line 04
	Enter “STJ: AJ: ca: Enclosure”

	Dunning Message Line 05
	Enter “BUDGET AND FISCAL SERVICES”


2.2-3 Access the AR Type Maintenance screen’s notes by clicking on the yellow note pad at the bottom left corner of the OF.302.00 screen:
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2.2-4 Place your cursor in the body of the note and enter “Fruits and Vegetables Program”.

Note: For certain agencies, the information entered in the AR Type’s note will print somewhere on the agencies’ invoices.  Not all agencies print the AR Type’s notes on their invoices.  

2.2-5 Click [Apply] to save and [OK] to exit the notes.

2.2-6 Click [Save] and [Close]

AR Type Default AFRS Code Maintenance Screen (OF.300.00)

Overview
Establish and view default (you may override the default codes at any time during batch editing) AFRS coding that will be used when generating new invoices and debit memos for a particular biennium, AR type, and document category combination.

For a given biennium, for each of your agency's AR Types, you may set up separate default AFRS coding for 1) normal invoices and debit memos, and 2) interest charge debit memos. 

If you do not set up default AFRS coding for a given combination of biennium, AR Type and document category, then the system will not give you default AFRS coding for that combination when you enter invoices and debit memos via the Invoice and Debit Memo Entry (OF.010.00) screen.
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Fiscal Biennium

(Biennium)




4 Digits; Odd Numbered Year; Required

This is the biennium in which to use the associated default AFRS coding.  You may set up different default AFRS coding for each AR Type and document category for each (i.e. current, prior, next) biennium.  This allows you to get the appropriate default AFRS coding on your invoices and debit memos during the period when both the current and the prior biennium are open.

AR Type




2 Alphanumeric Characters; Required; PV (F3) List

This is the identifier of the AR Type associated with the given default AFRS coding.  You can press F3 to see and to select from a possible values list of valid AR Types set up for your agency.  For more information about AR Types, see AR Type Maintenance (OF.302.00).  

Description




30 Characters; Should Not Be Blank

This is the brief name or description of the given AR Type, which was set up via the AR Type Maintenance (OF.302.00) screen.   It cannot be changed on this screen. 

Document Category Code


Select from List; Required

This identifies the category of debit document associated with the given default AFRS coding.  Possible values are:

Normal Debit.  Use this category to specify default AFRS coding for normal invoices and debit memos.  For more information about entering invoices and debit memos, see Invoice And Debit Memo Entry Screen (OF.010.00).  You should specify default AFRS coding for this category for every AR Type.

Interest Charge.  Use this category to specify default AFRS coding for hand entered or generated debit memos of interest charges.  For more information about interest charge processing, see Interest Charge Processing (OF.041.00).  If your agency does not charge interest for a given AR Type, you do not need to specify default AFRS coding for this category for that AR Type.

Default AFRS Coding Elements
Each of the fields below is default AFRS coding element.  The system will assign this set of default AFRS coding elements to the first line item (i.e. transaction) of each invoice or debit memo that you enter or generate for the associated biennium, AR Type and document category.

For each default AFRS coding element (except as noted), the system provides the following data entry behavior:

• Possible Values List.  You may press F3 to get a list of possible values for the element.  These possible values are the ones OFM or your agency has set up in the statewide AFRS tables for the specified biennium (see Biennium above).  You can select a value from the possible value list. 

• Enter Valid Value.  You may directly enter a valid value, i.e. one that exists in the possible values list for the element.  In other words, key it in if you know it.

• Leave Blank.  You can leave the element empty (blank), except for Transaction Code and Fund, which are required elements. 

• Enter Invalid Value.  You can enter a temporarily invalid value, i.e. one that is not in the possible values list for the element, but which you plan to put into the statewide AFRS tables before you use the default coding.  In this case, the system will warn you that the value is invalid, but will accept it. 

• Delete An Existing Value.  You can blank out a value that was previously entered, except for Transaction Code and Fund, which are required elements.  To blank out a value while in Form mode, tab into the element and press either the F5 or the delete key.  To blank out a value while in Grid mode, tab into the element, press the space bar, and then press the delete key.  
	Tran Code (Transaction Code)

	3 Characters (Digits)
	Valid Value Required

	Fund
	3 Alphanumeric Characters
	Valid Value Required

	App Index (Appropriation Index)
	3 Alphanumeric Characters
	

	Prog Index (Program Index)
	5 Alphanumeric Characters
	

	Org Index (Organization Index)
	4 Alphanumeric Characters
	

	Project

	4 Alphanumeric Characters
	

	Sub Proj (SubProject)
	2 Alphanumeric Characters
	Requires that Project be present

	Proj Phase (Project Phase)
	2 Alphanumeric Characters
	Requires that Project & SubProject be present

	Maj Grp (Major Group)
	2 Alphanumeric Characters
	

	Maj Src (Major Source)

	2 Alphanumeric Characters
	Requires that Major Group be present

	Sub Src (SubSource)

	6 Alphanumeric Characters
	Requires that Major Group and Major Source be present

	Alloc Code (Allocation Code)
	4 Alphanumeric Characters
	

	Bud Unit (Budget Unit)

	3 Alphanumeric Characters
	

	MOS (Month of Service)
	4 Characters (Digits)
	Valid values are a two-digit year followed by a two-digit month, e.g. 9803. Does not have a possible values list. 

	City
	4 Alphanumeric Characters
	

	County
	3 Alphanumeric Characters
	

	Work Class
	
	

	GL Acct (Variable GL Account)
	4 Alphanumeric Characters (Digits)
	Use this field only when the Transaction Code requires a variable GL account)

	GL Sub Acct
	
	

	Sub Obj (SubObject)
	2 Alphanumeric Characters
	

	Sub Sub Obj (SubSubObject)
	4 Alphanumeric Characters
	Requires that SubObject be present


Deleting AR Type Default AFRS Codes
To delete a given occurrence of AR Type Default AFRS Codes, do one of the following:

• Grid Mode.  If the screen is in grid mode, put your cursor in the row you wish to delete and press the Delete key on your keyboard. 

• Form Mode.  If the screen is in form mode, press the Delete button on the Solomon toolbar.

Exercise 3.1 - Setup AFRS default codes for AR Type. 

For the AR Type setup in Exercise 2.1 (T1), where your district provide inspections to the general Washington State growers, set up the AFRS Codings that will be the default codings for new invoices and debit memos generated for the particular AR Type.
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For the purpose of training, we will use the following AFRS default codings for the AR Type created in Exercise 2.1 (T1):

Transactions Code: 
012

Fund:


455

Major Revenue Group:
04

Major Revenue Source:
20

3.1-1 Access the AR AFRS Default Code Maintenance screen to create the AFRS default coding.

From the Command Tool Bar, click [Module]

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on [AR AFRS Default Coding] to open the AR AFRS Default Coding Maintenance (OF.302.00) screen.

3.1-2 Position your cursor on a blank grid line. 

Note: The Fiscal Biennium should automatically default to the current Biennium.

3.1-3 Tab into the AR Type field and enter the first data as follows:

Note:  You can toggle between form mode (as shown) and grid mode by pressing F4.

	AR Type
	Enter the AR Type you’ve created in the AR Type Maintenance exercise 2.1 or Press F3 key to select the AR Type from the list – T1

	Description
	(The AR Type description will automatically default for specified AR Type code)

	Document Category Code
	Select Normal Debit 

	Tran Code
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Enter 012

	Fund
	Enter 455

	App Index
	

	Prog Index
	

	Org Index
	

	Project
	

	Sub Proj
	

	Proj Phase
	

	Maj Grp
	Enter 04

	Maj Src
	Enter 20

	Sub Src
	

	GL Acct
	

	Sub Obj
	

	Sub Sub Obj
	


3.1-4 Click [Save] and [New].

Exercise 3.2 - Setup AFRS default codes for AR Type. 

For the AR Type setup in Exercise 2.2 (T2), where your district provide inspections to the general Washington State growers who are on a CASH basis, set up the AFRS Codings that will be the default codings for new invoices and debit memos generated for the particular AR Type.
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For the purpose of training, we will use the following AFRS default codings for the AR Type created in Exercise 2.2 (T2):

Transactions Code: 
012

Fund:


455

Major Revenue Group:
04

Major Revenue Source:
20

3.2-1 Access the AR AFRS Default Code Maintenance screen to create the AFRS default coding.

From the Command Tool Bar, click [Module]

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on [AR AFRS Default Coding] to open the AR AFRS Default Coding Maintenance (OF.302.00) screen.

3.2-2 Position your cursor on a blank grid line. 

Note: The Fiscal Biennium should automatically default to the current Biennium.

3.2-3 Tab into the AR Type field and enter the first data as follows:

Note:  You can toggle between form mode (as shown) and grid mode by pressing F4.

	AR Type
	Enter the AR Type you’ve created in the AR Type Maintenance exercise 2.2 or Press F3 key to select the AR Type from the list – T2

	Description
	(The AR Type description will automatically default for specified AR Type code)

	Document Category Code
	Select Normal Debit 

	Tran Code
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Enter 012

	Fund
	Enter 455

	App Index
	

	Prog Index
	

	Org Index
	

	Project
	

	Sub Proj
	

	Proj Phase
	

	Maj Grp
	Enter 04

	Maj Src
	Enter 20

	Sub Src
	

	GL Acct
	

	Sub Obj
	

	Sub Sub Obj
	


3.2-4 Click [Save] and [Close].

Exercise 3.3- Setup AFRS default codes for AR Type. 

For the AR Type setup in Exercise 2.3 (T3), where your agency provides higher education personnel services to other state agencies, set up the AFRS Codings that will be the default codings for new invoices and debit memos generated for the particular AR Type.
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For the purpose of training, we will use the following AFRS default codings for the AR Type created in Exercise 2.3 (T3):

Transactions Code: 
054

Fund:


455

Major Revenue Group:
04

Major Revenue Source:
20

3.3-1 Access the AR AFRS Default Code Maintenance screen to create the AFRS default coding.

From the Command Tool Bar, click [Module]

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on [AR AFRS Default Coding] to open the AR AFRS Default Coding Maintenance (OF.302.00) screen.

3.3-2 Position your cursor on a blank grid line. 

Note: The Fiscal Biennium should automatically default to the current Biennium.

3.3-3 Tab into the AR Type field and enter the first data as follows:

Note:  You can toggle between form mode (as shown) and grid mode by pressing F4.

	AR Type
	Enter the AR Type you’ve created in the AR Type Maintenance exercise 2.3 or Press F3 key to select the AR Type from the list – T3

	Description
	(The AR Type description will automatically default for specified AR Type code)

	Document Category Code
	Select Normal Debit 

	Tran Code
	[image: image224.png]


Enter 054

	Fund
	Enter 455

	App Index
	

	Prog Index
	

	Org Index
	

	Project
	

	Sub Proj
	

	Proj Phase
	

	Maj Grp
	Enter 04

	Maj Src
	Enter 20

	Sub Src
	

	GL Acct
	

	Sub Obj
	

	Sub Sub Obj
	


3.3-4 Click [Save] and [Close].

Customer Class Maintenance (OF.503.00)

Overview
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Use the Customer Class Maintenance screen to define the information (IDs and descriptions) of customer classes.  Customer classes are typically used to identify and group customers with similar characteristics (wholesale customers, retail customers, federal customers, state customers, etc.).   They facilitate reporting the information of specific customer types and also make it easier to establish customer defaults (default statement cycle, default payment applications option, etc.) when you are entering new customer information in Solomon IV (see Agency Setup (OF.950.00)).

The following are the field descriptions of the Customer Class Maintenance screen.

Class ID





6 Characters; Required

The class ID is a unique identifying code that distinguishes the customer class from all other customer classes in the database.  The customer class ID can be any alphanumeric code you care to assign (for example, "STATE" to represent customers who are other state agencies).

Description





30 Characters; Required

Description is an explanation of the customer class ID (see Class ID).

Exercise 4.1 – Create customer class 

4.1-1 Access the Customer Class Maintenance screen to create customer class.

From the Command Tool Bar, click [Module]

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on [Customer Class] to open the Customer Class (OF.503.00) screen.

4.1-2 Key in data as follows in this sample screen.

Note:  You can toggle between form mode (as shown) and grid mode by pressing F4.

	Class ID
	Enter ‘NSWA’ (or a four-digits alphanumeric customer class of your own choosing)

	Description
	Enter ‘Non-State Agency Customers’ (or a customer class description of your own choosing)
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 4.1-3 Click [Save] and [Close].

(If user is using a customized database, ask your instructor for the Customer Class specified by your agency administrator[s]).

Terms Maintenance (OF.501.00)
Overview
Use the Terms Maintenance screen to enter the information of your business' invoices terms (due dates, etc.).   As government agencies are not generally allowed to provide discounts for early payment, the discount feature is currently not supported by the Invoice and Debit Memo Entry Screen (OF.010.00).  Once entered, terms information is available for use on customer debit documents (invoices and debit memos).
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The following are the field descriptions of the Terms Maintenance screen.

Terms ID






2 Characters; Required

The terms ID is a unique identifying code that specified and describes the payment characteristics of an accounts receivable transaction, such as the number of days until the payment is due.  The invoice and debit memo screen to calculate the due date of a debit document uses this information.  A terms ID can be any alphanumeric code you care to assign.  Note that once you have entered the information of a specific sales or purchasing terms, you cannot change its ID.  The only way to change the ID is to delete the terms information then re-enter the information, using a new terms ID.

To edit the information of a sales or purchasing terms, select its associated terms ID.  To delete the information of a sales or purchasing terms, select the ID, then select the Delete function.  Solomon IV prompts you for the correct action:

Yes - Delete the terms information (all terms information is removed).

No - Stop the delete operation (all terms information is retained).

Description 






30 Characters

Description is an explanation of the terms ID (see Terms ID). The description entered here appears on documents and reports generated by other Solomon IV modules that use sales and purchasing terms.

Type







Select From List

The type controls the calculation of the due date on debit documents.  The options are:

Fixed Date in Following Month - The due date will be assigned as a fixed date (for example, the 15th day) of the month following the document date.

Number of Days - The due date will be calculated as a specific number of days after the document date.

Days/Date






Number between 0 and 31

Days/Date specifies the terms' number of days (or the day of the month) within which documents must be paid before they become overdue.

For Fixed Date in Following Month, the number should be 1 through 31.

For Number of Days, the number should not exceed 200.

You may toggle between grid mode and form mode by pressing F4.

-Grid mode allows you to view all the terms in the form of a list:
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-Form mode allows you to view one individual term and all of its corresponding fields at one time

Exercise 5.1 – Create Terms of net 30 (or the Terms of net ##, as assigned by the instructor)

5.1-1 Access the Terms Maintenance screen to create billing terms.

From the Command Tool Bar, click [Module]

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on [Terms] to open the Terms Maintenance (OF.501.00) screen.

5.1-2 Key in data as follows in this sample screen.

Note:  You can toggle between form mode (as shown) and grid mode by pressing F4.

	Terms ID
	30

	Description
	Net Due in 30 Days

	Type
	Number of Days

	Days/Date
	30
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 5.1-3 Click [Save].

Exercise 5.2 – Create terms that is due on the 5th of each month (or the Terms that is due on the #th of each month, as assigned by the instructor)

5.2-1 Access the Terms Maintenance screen to create billing terms.

From the Command Tool Bar, click [Module]

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on [Terms] to open the Terms Maintenance (OF.501.00) screen.

5.2-2 Key in data as follows in this sample screen.

Note:  You can toggle between form mode (as shown) and grid mode by pressing F4.

	Terms ID
	5t

	Description
	Due the fifth of next month

	Type
	Fixed Date in Following Month

	Days/Date
	5


 5.2-3 Click [Save].

Receipt Category Maintenance (OF.200.00)

Overview

OFM uses this screen to maintain a list of valid credit document Receipt Categories. 

[image: image231.png]



The receipt categories entered on this screen represent the methods (e.g., Cash, JV, etc.) by which payment can be made to an agency.  They are used to help determine the appropriate default AFRS transaction code for payment application transactions entered via the Cash Receipts and Credit Memo Entry and Application (OF.030.00) screen.

Important:  Since receipt category entries need to be the same for each AR system customer agency (i.e. database), receipt category updates are made only by OFM.  After making receipt category updates via this screen, OFM may either manually do the same receipt category updates in each agency database (not recommended), or the OFM programming support staff may do an automated copy of the updates to all databases (recommended).

Receipt Category Code


3 Alphanumeric Characters; Required

The Receipt Category Code is an abbreviation that uniquely identifies a given Receipt Category.

The receipt category code and its title show up on the PV list for receipt category on certain screens, including:

•(Rcpt Cat) on the Cash Receipts and Credit Memo Entry (OF.030.00) screen.

•(Receipt Category Code) on the Receipt Default Tran Code Maintenance (OF.201.00) screen. 

Receipt Category Title



40 Characters; Should Not Be Blank

This is a name or brief description for the given Receipt Category.   

[Help]
The [Help] button launches the web pages where a help file is available for this current screen.

Receipt Default Tran Code Maintenance Screen (OF.201.00)

Overview

Establish and view Receipt Default Transaction Codes, i.e. the default mapping of debit transaction codes to credit transaction codes during payment application.  

When you apply a cash receipt (JV, cash, EFT, or credit card) to a debit document (invoice or debit memo), the system will use the information maintained on this screen to set the default transaction codes for the cash receipt transactions based on the transaction codes of the debit transactions the receipt is being applied to.

A default Credit Transaction Code in this screen should be based on the combination of the Receipt Category Code (i.e. JV, CSH, EFT, CCD) of a cash receipt, and the Debit Transaction Code of a debit transaction that the receipt is applied to.  

Examples based on the sample screen below:  

[image: image23.png]Receipt Default Tran Code Maintenance (OF.201.00) [_[CIx]

[ ReatCat | DR Tran Cade | CR Tran Code | Bien End TC | Bien End GL | Refund | =

CsHo o2 082 030 1312 O
csHo ot 091 [ 1351 o
CsHo o [ [ 1382 o
CSH e 094 [ 1354 o
csHo [ [ 1382 o
csHom am [ 1354 o
csHo o 22 [ 1312 o
csHo o %2 [ 1354 o
CsHo 269 o7 [ 1382 o
csHoon 22 [ 1383 o
csHo R 28 [ 1351 o
W 054 [ [ o
W il a2 [ o
W 26 20 [ o
W 7 8 o
o =

0]
ol Lt |

I Zs00a | TRINHZOD  [o3n2/02





If you apply cash (CSH) to an invoice transaction having a transaction code of 012, then the system will provide a default transaction code of 062 to the cash receipt transaction.

If you apply cash (CSH) to an invoice transaction having a transaction code of 241, then the system will provide a default transaction code of 242 to the cash receipt transaction.

Important:  You should set up an entry on this screen for every Debit Transaction Code you expect to use on your invoices or debit memos, in combination with every method (Receipt Category Code) by which payment is made to your agency.  If you do not set up entries on this screen for a Debit Transaction Code you use, the system will assign a blank transaction code to your payment application transactions against debit transactions having that Debit Transaction Code.

Receipt Category Code



3 Characters; Required; PV (F3) List

The receipt category code describes the method by which payment was made, as set up in the Receipt Category Maintenance Screen (OF.200.00).   Typical values are JV, CSH, EFT, and CCD.

Debit Transaction Code



3 Characters; Required; PV (F3) List

A transaction code typically used on an invoice or debit memo.   The system will assign as default the corresponding Credit Transaction Code on this screen when you apply a payment to a debit transaction having this Debit Transaction Code.  

Credit Transaction Code



3 Characters; Required; PV (F3) List

The credit transaction code to be provided as a default to the Cash Receipts And Credit Memo Receipt And Application Screen (OF.030.00) when you apply a payment to a debit transaction having the corresponding Debit Transaction Code on this screen.

Bien End TC (Biennium End Transaction Code)
3 Characters; Highly Recommended; PV

The credit transaction code to be provided as a default to the Cash Receipts And Credit Memo Receipt And Application Screen (OF.030.00) when you apply a Biennium/FY End payment to a debit transaction having the corresponding Debit Transaction Code on this screen.

Bien End GL (Biennium End GL Account Code)

4 Characters; Optional; PV

The variable GL code to be provided as a default to the Cash Receipts And Credit Memo Receipt And Application Screen (OF.030.00) when you apply a Biennium/FY End payment to a debit transaction having the corresponding Debit Transaction Code on this screen.  Leave this field blank if the Bien End TC does not require a variable GL code.

Refund 





Checkbox; Default = Not Checked

Check this box if the DR Transaction Code is to be used exclusively for warrant or JV refund debit memo batches. 

Note: Although the field is available for setting up the credit transaction code to be use against warrant/JV refund debit transaction code, the business logic is not yet in place.

Help]
The [Help] button launches the web pages where a help file is available for this current screen.

Exercise 6.1 – Create Receipt Default Tran Code 

6.1-1 Access the Receipt Default Tran Code Maintenance screen to create default credit transaction code.

From the Command Tool Bar, click [Module]

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on [Receipt Default Tran Code Maintenance] to open the Receipt Default Tran Code Maintenance (OF.201.00) screen.

6.1-2 Key in data as follows in this sample screen.

 Note: You can toggle between form mode and grid mode by pressing the F4 key.

	Rcpt Cat
	CSH
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DR Tran Code
	012

	CR Tran Code
	062

	Bien End TC
	

	Bien End GL
	

	Refund
	


6.1-3 Click [Save].

Sample receipt default tran code maintenance
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For Agency 1050 (OFM):

Receipt Category Code

Debit Transaction Code

Credit Transaction Code
CSH



010



801

JV



010



802

USERS INFORMATION 
Group Maintenance (95.280.00)
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Overview
Use the Group Maintenance screen to view the six-group security available in the AR system. This information includes the group's identification code and name, and the user ID and name of each authorized AR user in the group. 

AR user groups simplify assigning AR user access rights by allowing you to grant users access rights based on their group affiliations rather than by individual user IDs. 

For example, if your primary responsibility is to generate billings for mailing to your customers, you may be affiliated with the invoice group.  If you decide to change the access rights of a user group, you only need to make the change once in order to have that change apply to all users in the group.

Following are the field descriptions of the Group Maintenance screen.

Group ID
Group ID specifies the unique identification code of an AR user group.

Name
Name specifies the name associated with the user group ID (see Group ID).

User ID
User ID specifies the unique identification code of each authorized AR user belonging to the user group.  Setup AR User ID's from the User Maintenance Screen (95.260.00)

Name
Name specifies the "name" (actual name, job title, accounting function, etc.) associated with the user ID (see User ID).

Note:  Security to this screen is currently limited to OFM staff only.  The six user groups available in all databases: Agency Administrator, Supervisor, Invoice, Receipt, and View Only.  Note: A sixth group, Import, will be available when the AR system migrates to the Windows 2000 environment in the summer of 2004.


[image: image25.png]*Group Maintenance (35.280.00)

Graup D
Nae:

=l0lx]

Detai(F4 - for gid/form view)

Ve Nare Al
o ===

D Name ]|

ST ey Sy

e anatinn

e Fecssiatios

Surerveon SommsaGing

vEwoNLY i oy Jj

It .
T ez |





AGCYADMIN (Agency Administrator) – The primary role of an agency administrator is to manage their agency’s users security to their agency (company)’s accounts receivable system.

INVOICE (Invoicing Group) – The primary role of the invoice group is to record an invoice, debit or create any financial transaction that would increase a customer’s accounts receivable balance. 

RECEIPT (Receipting Group) – The primary role of the receipting group is to record a payment, credit or create any financial transaction that would decrease a customer’s accounts receivable balance.

SUPERVISOR (Supervisor Group) – The primary role of the supervisor group is to set up accounts receivable business rules, releases accounting transactions to AFRS and posts financial transactions to the customers account.

VIEW ONLY (View Only) – The primary role of the view only group is to view accounting or financial transactions in the AR system.

IMPORT (Import Group) – The primary role of the import group is to import financial and/or accounting transactions into the AR system.  Users belonging to the import group should be a member of the INVOICE group or RECEIPT group; depending on the type of financial transactions they are responsible for importing.

Access Rights Maintenance (95.270.00)

Overview
Use the Access Rights Maintenance screen to view the AR System access rights information of AR user groups. This information includes the group's identification code; a list of all AR screens for which the user or group should be assigned access rights; and the group's access rights option (yes or no) for viewing, updating, inserting, deleting, and entering AR initialize mode in all of the screens.

Note that you must first set up user and user group information in the User Maintenance Screen (95.260.00) and Group Maintenance Screen (95.280.00) before entering access rights information in this screen. 

Type:  Specifies the entity classification of the user or group receiving access rights. The type options are:

User - Set up access rights for an individual AR user (see User Maintenance (95.260.00)).

Group - Set up access rights for a AR user group (see Group Maintenance (95.280.00)).

Group/User ID: Specifies the unique identification code of the AR user / user group receiving access rights.  Note: Currently, none of the agency is assigning security by User ID.

Name:  Specifies the name of the user group associated with the ID entered at Group ID.

Company ID: Specifies the company (agency’s AR system) that the AR user group belongs to.

Preload Button: Accesses the Preload Screens screen (95.270.01). The Preload Screens screen is a subscreen of the Access Rights Maintenance screen, used to select one, several, or all of the AR modules in which the AR user or user group is to have access rights (see "Preload Screens [95.270.01]" for more on the Preload Screens screen).

Screen/Report Number: Specifies the number of each AR screen in which the user group is receiving access rights. 

Note: You can enter screen numbers individually or use the Preload button (see Preload) to quickly load the screen numbers of one, several, or all AR modules.

Type:  Specifies the usage classification of each AR screen number listed at Screen/Report Number. AR screen types are "Screens" (used for entering, maintaining, and processing data) and "Reports" (used for generating AR reports, forms, labels, etc.).

Name:  The screen description associated with each screen number entered at Screen/Report Number.

Module:  The abbreviation of the AR module to which each screen listed at Screen/Report Number belongs. For example, GL specifies that the screen belong to the General Ledger module.

View:  Specifies by screen whether or not the user or user group can access the screen to view its information. This option is always yes (the user or group can access the screen for viewing).

Update:  Specifies by screen whether or not the user or user group can update the screen's existing information. Selecting Update allows the user or user group to update existing screen information.

Insert:  Specifies by screen whether or not the user or user group can insert new information into the screen. Selecting Update allows the user or user group to insert new screen information.

Delete:  Specifies by screen whether or not the user or user group can delete information from the screen. Selecting Delete allows the user or user group to delete screen information.

Initialize Mode:  Specifies by screen whether or not the user or user group can set AR to the initialize mode (see "Initialize Mode" in this section) while in the screen. Selecting Initialize Mode allows the user or user group to use the initialize mode while in the screen.

Baseline Security - Agency Admin
	GROUP
	AGCYADMIN

	NAME
	Agency System Administrator

	Company
	Baseline_QA32


  
	Screen/Report Number
	Type
	Name
	View
	Update
	Insert
	Delete
	Initial

	21.290.00
	Screen
	State/Province Maintenance
	Yes
	No
	No
	No
	No

	21.300.00
	Screen
	Country Maintenance
	Yes
	No
	No
	No
	No

	21.640.00
	Report
	Terms Report
	Yes
	No
	No
	No
	No

	21.900.00
	Report
	States/Provinces Report
	Yes
	No
	No
	No
	No

	21.910.00
	Report
	Countries Report
	Yes
	No
	No
	No
	No

	95.260.00
	Screen
	User
	Yes
	Yes
	Yes
	Yes
	No

	95.270.00
	Screen
	Access Rights
	Yes
	No
	No
	No
	No

	95.280.00
	Screen
	Group
	Yes
	No
	No
	No
	No

	95.290.00
	Screen
	Event Log Viewer
	Yes
	Yes
	Yes
	Yes
	No

	98.500.00
	Screen
	Transaction Import
	Yes
	No
	No
	No
	No

	OF.010.00
	Screen
	Invoice and DR Memo Entry
	Yes
	No
	No
	No
	No

	OF.025.00
	Screen
	Document View
	Yes
	Yes
	Yes
	Yes
	No

	OF.030.00
	Screen
	Cash Receipts and CR Memo Entry
	Yes
	No
	No
	No
	No

	OF.040.00
	Screen
	Combine Customer Processing
	Yes
	No
	No
	No
	No

	OF.041.00
	Report
	Interest Charge Processing
	Yes
	No
	No
	No
	No

	OF.041.10
	Screen
	Interest Charge Pre-process
	Yes
	No
	No
	No
	No

	OF.061.00
	Report
	Statements to Print Listing
	Yes
	No
	No
	No
	No

	OF.065.00
	Report
	Dunning Letters 01-30 Days
	Yes
	No
	No 
	No
	No

	OF.065.10
	Screen
	Dunning Letters Preprocess
	Yes
	Yes
	Yes
	Yes
	No

	OF.066.00
	Report
	Dunning Letters 31-60 Days
	Yes
	No
	No
	No
	No

	OF.067.00
	Report
	Dunning Letters 61-90 Days
	Yes
	No
	No
	No
	No

	OF.068.00
	Report
	Dunning Letters 91+ Days
	Yes
	No
	No
	No
	No

	OF.069.00
	Report 
	Dunning Letters to Print Listing
	Yes
	No
	No
	No
	No

	OF.085.00
	Report
	Customer Statements
	Yes
	No
	No
	No
	No

	OF.085.10
	Report
	Statements/Aging Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.086.00
	Screen
	Aged AR Detail
	Yes
	No
	No
	No
	No

	OF.087.00
	Report
	Aged AR Summary
	Yes
	No
	No
	No
	No

	OF.088.00
	Report
	Aged AR by Fund, GL and AR Type
	Yes
	No
	No
	No
	No

	OF.089.00
	Report
	Aged AR by Fund and GL
	Yes
	No
	No
	No
	No

	OF.090.00
	Report
	AR Activity by Fund/GL
	Yes
	No
	No
	No
	No

	OF.090.10
	Screen
	AR Fund/GL Report Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.091.00
	Report
	AR Balances by Fund/GL
	Yes
	No
	No
	No
	No

	OF.092.00
	Report
	AR Batch Edit Reports
	Yes
	No
	No
	No
	No

	OF.093.00
	Report
	AR Balances by Fund, GL, Subsidiary
	Yes
	No
	No
	No
	No

	OF.200.00
	Screen
	Receipt Category Maintenance
	Yes
	No
	No
	No
	No

	OF.201.00
	Screen
	Receipt Dflt Category Tran Code Maint
	Yes
	No
	No
	No
	No

	OF.202.00
	Screen
	AFRS Batch Maintenance Screen
	Yes
	No
	No
	No
	No

	OF.203.00
	Screen
	Report Table Deletion
	Yes
	No
	No
	No
	No

	OF.260.00
	Report
	Daily Fund Summary Report
	Yes
	No
	No
	No
	No

	OF.260.10
	Screen
	Daily Fund Summary Pre-process
	Yes
	No
	No
	No
	No

	OF.300.00
	Screen
	AR Default AFRS Code Maintenance
	Yes
	No
	No
	No
	No

	OF.302.00
	Screen
	AR Type Maintenance
	Yes
	No
	No
	No
	No

	OF.303.00
	Screen
	Biennium Calendar Maintenance
	Yes
	No
	No
	No
	No

	OF.310.00
	Screen
	AFRS Batch Edit Release
	Yes
	No
	No
	No
	No

	OF.311.00
	Screen
	Solomon Batch Release
	Yes
	No
	No
	No
	No

	OF.365.00
	Report
	Unapplied Credit Listing
	Yes
	No
	No
	No
	No

	OF.366.00
	Report
	AR Type Setup Report
	Yes
	No
	No
	No
	No

	OF.500.00
	Screen
	Customer Maintenance
	Yes
	No
	No
	No
	No

	OF.501.00
	Screen
	Terms Maintenance
	Yes
	No
	No
	No
	No

	OF.502.00
	Screen
	Additional Address Maintenance
	Yes
	No
	No
	No
	No

	OF.503.00
	Screen
	Customer Class Maintenance
	Yes
	No
	No
	No
	No

	OF.601.00
	Screen
	Print AR Documents
	Yes
	No
	No
	No
	No

	OF.670.00
	Screen
	Recurring Invoice Processing
	Yes
	No
	No
	No
	No

	OF.680.00
	Report
	Invoice and Debit Memo
	Yes
	No
	No
	No
	No

	OF.68Z.00
	Report
	Credit Memo
	Yes
	No
	No
	No
	No

	OF.800.00
	Report
	Customer Report
	Yes
	No
	No
	No
	No

	OF.900.00
	Screen
	View AFRS Edit Report
	Yes
	Yes
	Yes
	Yes
	No

	OF.901.00
	Screen
	OFM User Help
	Yes
	No
	No
	No
	No

	OF.950.00
	Screen
	Agency Setup
	Yes
	No
	No
	No
	No


Baseline Security - Supervisor
	GROUP
	SUPERVISOR

	NAME
	Supervisor

	Company
	Baseline_QA32


  
	Screen/Report Number
	Type
	Name
	View
	Update
	Insert
	Delete
	Initial

	21.290.00
	Screen
	State/Province Maintenance
	Yes
	Yes
	Yes
	Yes
	No

	21.300.00
	Screen
	Country Maintenance
	Yes
	Yes
	Yes
	Yes
	No

	21.640.00
	Report
	Terms Report
	Yes
	No
	No
	No
	No

	21.900.00
	Report
	States/Provinces Report
	Yes
	No
	No
	No
	No

	21.910.00
	Report
	Countries Report
	Yes
	No
	No
	No
	No

	95.260.00
	Screen
	User
	Yes
	No
	No
	No
	No

	95.270.00
	Screen
	Access Rights
	Yes
	No
	No
	No
	No

	95.280.00
	Screen
	Group
	Yes
	No
	No
	No
	No

	95.290.00
	Screen
	Event Log Viewer
	Yes
	Yes
	Yes
	Yes
	No

	98.500.00
	Screen
	Transaction Import
	Yes
	No
	No
	No
	No

	OF.010.00
	Screen
	Invoice and DR Memo Entry
	Yes
	No
	No
	No
	No

	OF.025.00
	Screen
	Document View
	Yes
	Yes
	Yes
	Yes
	No

	OF.030.00
	Screen
	Cash Receipts and CR Memo Entry
	Yes
	No
	No
	No
	No

	OF.040.00
	Screen
	Combine Customer Processing
	Yes
	Yes
	Yes
	Yes
	No

	OF.041.00
	Report
	Interest Charge Processing
	Yes
	No
	No
	No
	No

	OF.041.10
	Screen
	Interest Charge Pre-process
	Yes
	No
	No
	No
	No

	OF.060.00
	Report
	Customer Statements to Print Listing
	Yes
	No
	No
	No
	No

	OF.065.00
	Report
	Dunning Letters 01-30 Days
	Yes
	No
	No 
	No
	No

	OF.065.10
	Screen
	Dunning Letters Preprocess
	Yes
	Yes
	Yes
	Yes
	No

	OF.066.00
	Report
	Dunning Letters 31-60 Days
	Yes
	No
	No
	No
	No

	OF.067.00
	Report
	Dunning Letters 61-90 Days
	Yes
	No
	No
	No
	No

	OF.068.00
	Report
	Dunning Letters 91+ Days
	Yes
	No
	No
	No
	No

	OF.069.00
	Report 
	Dunning Letters to Print Listing
	Yes
	No
	No
	No
	No

	OF.085.00
	Report
	Customer Statements
	Yes
	No
	No
	No
	No

	OF.085.10
	Screen
	Statements/Aging Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.086.00
	Report
	Aged AR Detail
	Yes
	No
	No
	No
	No

	OF.087.00
	Report
	Aged AR Summary
	Yes
	No
	No
	No
	No

	OF.088.00
	Report
	Aged AR by Fund, GL and AR Type
	Yes
	No
	No
	No
	No

	OF.089.00
	Report
	Aged AR by Fund and GL
	Yes
	No
	No
	No
	No

	OF.090.00
	Report
	AR Activity by Fund/GL
	Yes
	No
	No
	No
	No

	OF.090.10
	Screen
	AR Fund/GL Report Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.091.00
	Report
	AR Balances by Fund/GL
	Yes
	No
	No
	No
	No

	OF.092.00
	Report
	AR Batch Edit Reports
	Yes
	No
	No
	No
	No

	OF.093.00
	Report
	AR Balances by Fund, GL, Subsidiary
	Yes
	No
	No
	No
	No

	OF.200.00
	Screen
	Receipt Category Maintenance
	Yes
	No
	No
	No
	No

	OF.201.00
	Screen
	Receipt Dflt Category Tran Code Maint
	Yes
	Yes
	Yes
	Yes
	No

	OF.202.00
	Screen
	AFRS Batch Maintenance Screen
	Yes
	No
	No
	No
	No

	OF.203.00
	Screen
	Report Table Deletion
	Yes
	No
	No
	No
	No

	OF.260.00
	Report
	Daily Fund Summary Report
	Yes
	No
	No
	No
	No

	OF.260.10
	Screen
	Daily Fund Summary Pre-process
	Yes
	No
	No
	No
	No

	OF.300.00
	Screen
	AR Default AFRS Code Maintenance
	Yes
	Yes
	Yes
	Yes
	No

	OF.302.00
	Screen
	AR Type Maintenance
	Yes
	Yes
	Yes
	Yes
	No

	OF.303.00
	Screen
	Biennium Calendar Maintenance
	Yes
	No
	No
	No
	No

	OF.305.00
	Screen
	Statewide Vendor Number Maintenance
	Yes
	Yes
	Yes
	Yes
	No

	OF.310.00
	Screen
	AFRS Batch Edit Release
	Yes
	Yes
	Yes
	Yes
	No

	OF.311.00
	Screen
	Solomon Batch Release
	Yes
	Yes
	Yes
	Yes
	No

	OF.365.00
	Report
	Unapplied Credit Listing
	Yes
	No
	No
	No
	No

	OF.366.00
	Report
	AR Type Setup Report
	Yes
	No
	No
	No
	No

	OF.384.00
	Report
	Annual Write-Off Comparison Rpt
	Yes
	No
	No
	No
	No

	OF.500.00
	Screen
	Customer Maintenance
	Yes
	No
	No
	No
	No

	OF.501.00
	Screen
	Terms Maintenance
	Yes
	Yes
	Yes
	Yes
	No

	OF.502.00
	Screen
	Additional Address Maintenance
	Yes
	No
	No
	No
	No

	OF.503.00
	Screen
	Customer Class Maintenance
	Yes
	Yes
	Yes
	Yes
	No

	OF.601.00
	Screen
	Print AR Documents
	Yes
	No
	No
	No
	No

	OF.670.00
	Screen
	Recurring Invoice Processing
	Yes
	No
	No
	No
	No

	OF.680.00
	Report
	Invoice and Debit Memo
	Yes
	No
	No
	No
	No

	OF.68Z.00
	Report
	Credit Memo
	Yes
	No
	No
	No
	No

	OF.701.00
	Report
	ATG WS Invoice
	Yes
	No
	No
	No
	No

	OF.701.10
	Screen
	ATG WS Invoice Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.702.00
	Report
	ATG Workstudy Report
	Yes
	No
	No
	No
	No

	OF.702.10
	Screen
	ATG Workstudy Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.800.00
	Report
	Customer Report
	Yes
	No
	No
	No
	No

	OF.900.00
	Screen
	View AFRS Edit Report
	Yes
	Yes
	Yes
	Yes
	No

	OF.901.00
	Screen
	OFM User Help
	Yes
	No
	No
	No
	No

	OF.950.00
	Screen
	Agency Setup
	Yes
	Yes
	Yes
	Yes
	No


Baseline Security - Invoice
	GROUP
	INVOICE

	NAME
	Invoicing

	Company
	Baseline_QA32


 

	Screen/Report Number
	Type
	Name
	View
	Update
	Insert
	Delete
	Initial

	21.290.00
	Screen
	State/Province Maintenance
	Yes
	No
	No
	No
	No

	21.300.00
	Screen
	Country Maintenance
	Yes
	No
	No
	No
	No

	21.640.00
	Report
	Terms Report
	Yes
	No
	No
	No
	No

	21.900.00
	Report
	States/Provinces Report
	Yes
	No
	No
	No
	No

	21.910.00
	Report
	Countries Report
	Yes
	No
	No
	No
	No

	95.260.00
	Screen
	User
	Yes
	No
	No
	No
	No

	95.270.00
	Screen
	Access Rights
	Yes
	No
	No
	No
	No

	95.280.00
	Screen
	Group
	Yes
	No
	No
	No
	No

	95.290.00
	Screen
	Event Log Viewer
	Yes
	Yes
	Yes
	Yes
	No

	98.500.00
	Screen
	Transaction Import
	Yes
	No
	No
	No
	No

	OF.010.00
	Screen
	Invoice and DR Memo Entry
	Yes
	Yes
	Yes
	Yes
	No

	OF.025.00
	Screen
	Document View
	Yes
	Yes
	Yes
	Yes
	No

	OF.030.00
	Screen
	Cash Receipts and CR Memo Entry
	Yes
	No
	No
	No
	No

	OF.040.00
	Screen
	Combine Customer Processing
	Yes
	No
	No
	No
	No

	OF.041.00
	Report
	Interest Charge Processing
	Yes
	No
	No
	No
	No

	OF.041.10
	Screen
	Interest Charge Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.061.00
	Report
	Statements to Print Listing
	Yes
	No
	No
	No
	No

	OF.065.00
	Report
	Dunning Letters 01-30 Days
	Yes
	No
	No 
	No
	No

	OF.065.10
	Screen
	Dunning Letters Preprocess
	Yes
	Yes
	Yes
	Yes
	No

	OF.066.00
	Report
	Dunning Letters 31-60 Days
	Yes
	No
	No
	No
	No

	OF.067.00
	Report
	Dunning Letters 61-90 Days
	Yes
	No
	No
	No
	No

	OF.068.00
	Report
	Dunning Letters 91+ Days
	Yes
	No
	No
	No
	No

	OF.069.00
	Report 
	Dunning Letters to Print Listing
	Yes
	No
	No
	No
	No

	OF.085.00
	Report
	Customer Statements
	Yes
	No
	No
	No
	No

	OF.085.10
	Report
	Statements/Aging Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.086.00
	Screen
	Aged AR Detail
	Yes
	No
	No
	No
	No

	OF.087.00
	Report
	Aged AR Summary
	Yes
	No
	No
	No
	No

	OF.088.00
	Report
	Aged AR by Fund, GL and AR Type
	Yes
	No
	No
	No
	No

	OF.089.00
	Report
	Aged AR by Fund and GL
	Yes
	No
	No
	No
	No

	OF.090.00
	Report
	AR Activity by Fund/GL
	Yes
	No
	No
	No
	No

	OF.090.10
	Screen
	AR Fund/GL Report Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.091.00
	Report
	AR Balances by Fund/GL
	Yes
	No
	No
	No
	No

	OF.092.00
	Report
	AR Batch Edit Reports
	Yes
	No
	No
	No
	No

	OF.093.00
	Report
	AR Balances by Fund, GL, Subsidiary
	Yes
	No
	No
	No
	No

	OF.200.00
	Screen
	Receipt Category Maintenance
	Yes
	No
	No
	No
	No

	OF.201.00
	Screen
	Receipt Dflt Category Tran Code Maint
	Yes
	No
	No
	No
	No

	OF.202.00
	Screen
	AFRS Batch Maintenance Screen
	Yes
	No
	No
	No
	No

	OF.203.00
	Screen
	Report Table Deletion
	Yes
	No
	No
	No
	No

	OF.260.00
	Report
	Daily Fund Summary Report
	Yes
	No
	No
	No
	No

	OF.260.10
	Screen
	Daily Fund Summary Pre-process
	Yes
	No
	No
	No
	No

	OF.300.00
	Screen
	AR Default AFRS Code Maintenance
	Yes
	No
	No
	No
	No

	OF.302.00
	Screen
	AR Type Maintenance
	Yes
	No
	No
	No
	No

	OF.303.00
	Screen
	Biennium Calendar Maintenance
	Yes
	No
	No
	No
	No

	OF.310.00
	Screen
	AFRS Batch Edit Release
	Yes
	No
	No
	No
	No

	OF.311.00
	Screen
	Solomon Batch Release
	Yes
	No
	No
	No
	No

	OF.365.00
	Report
	Unapplied Credit Listing
	Yes
	No
	No
	No
	No

	OF.366.00
	Report
	AR Type Setup Report
	Yes
	No
	No
	No
	No

	OF.500.00
	Screen
	Customer Maintenance
	Yes
	Yes
	Yes
	No
	No

	OF.501.00
	Screen
	Terms Maintenance
	Yes
	No
	No
	No
	No

	OF.502.00
	Screen
	Additional Address Maintenance
	Yes
	Yes
	Yes
	Yes
	No

	OF.503.00
	Screen
	Customer Class Maintenance
	Yes
	No
	No
	No
	No

	OF.601.00
	Screen
	Print AR Documents
	Yes
	Yes
	Yes
	Yes
	No

	OF.670.00
	Screen
	Recurring Invoice Processing
	Yes
	Yes
	Yes
	Yes
	No

	OF.680.00
	Report
	Invoice and Debit Memo
	Yes
	No
	No
	No
	No

	OF.68Z.00
	Report
	Credit Memo
	Yes
	No
	No
	No
	No

	OF.800.00
	Report
	Customer Report
	Yes
	No
	No
	No
	No

	OF.900.00
	Screen
	View AFRS Edit Report
	Yes
	Yes
	Yes
	Yes
	No

	OF.901.00
	Screen
	OFM User Help
	Yes
	No
	No
	No
	No

	OF.950.00
	Screen
	Agency Setup
	Yes
	No
	No
	No
	No


 

Baseline Security - Receipt
	GROUP
	RECEIPT

	NAME
	Receipting

	Company
	Baseline_QA32


 

	Screen/Report Number
	Type
	Name
	View
	Update
	Insert
	Delete
	Initial

	21.290.00
	Screen
	State/Province Maintenance
	Yes
	No
	No
	No
	No

	21.300.00
	Screen
	Country Maintenance
	Yes
	No
	No
	No
	No

	21.640.00
	Report
	Terms Report
	Yes
	No
	No
	No
	No

	21.900.00
	Report
	States/Provinces Report
	Yes
	No
	No
	No
	No

	21.910.00
	Report
	Countries Report
	Yes
	No
	No
	No
	No

	95.260.00
	Screen
	User
	Yes
	No
	No
	No
	No

	95.270.00
	Screen
	Access Rights
	Yes
	No
	No
	No
	No

	95.280.00
	Screen
	Group
	Yes
	No
	No
	No
	No

	95.290.00
	Screen
	Event Log Viewer
	Yes
	Yes
	Yes
	Yes
	No

	98.500.00
	Screen
	Transaction Import
	Yes
	No
	No
	No
	No

	OF.010.00
	Screen
	Invoice and DR Memo Entry
	Yes
	No
	No
	No
	No

	OF.025.00
	Screen
	Document View
	Yes
	Yes
	Yes
	Yes
	No

	OF.030.00
	Screen
	Cash Receipts and CR Memo Entry
	Yes
	Yes
	Yes
	Yes
	No

	OF.040.00
	Screen
	Combine Customer Processing
	Yes
	No
	No
	No
	No

	OF.041.00
	Report
	Interest Charge Processing
	Yes
	No
	No
	No
	No

	OF.041.10
	Screen
	Interest Charge Pre-process
	Yes
	No
	No
	No
	No

	OF.061.00
	Report
	Statements to Print Listing
	Yes
	No
	No
	No
	No

	OF.065.00
	Report
	Dunning Letters 01-30 Days
	Yes
	No
	No 
	No
	No

	OF.065.10
	Screen
	Dunning Letters Preprocess
	Yes
	Yes
	Yes
	Yes
	No

	OF.066.00
	Report
	Dunning Letters 31-60 Days
	Yes
	No
	No
	No
	No

	OF.067.00
	Report
	Dunning Letters 61-90 Days
	Yes
	No
	No
	No
	No

	OF.068.00
	Report
	Dunning Letters 91+ Days
	Yes
	No
	No
	No
	No

	OF.069.00
	Report 
	Dunning Letters to Print Listing
	Yes
	No
	No
	No
	No

	OF.085.00
	Report
	Customer Statements
	Yes
	No
	No
	No
	No

	OF.085.10
	Report
	Statements/Aging Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.086.00
	Screen
	Aged AR Detail
	Yes
	No
	No
	No
	No

	OF.087.00
	Report
	Aged AR Summary
	Yes
	No
	No
	No
	No

	OF.088.00
	Report
	Aged AR by Fund, GL and AR Type
	Yes
	No
	No
	No
	No

	OF.089.00
	Report
	Aged AR by Fund and GL
	Yes
	No
	No
	No
	No

	OF.090.00
	Report
	AR Activity by Fund/GL
	Yes
	No
	No
	No
	No

	OF.090.10
	Screen
	AR Fund/GL Report Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.091.00
	Report
	AR Balances by Fund/GL
	Yes
	No
	No
	No
	No

	OF.092.00
	Report
	AR Batch Edit Reports
	Yes
	No
	No
	No
	No

	OF.093.00
	Report
	AR Balances by Fund, GL, Subsidiary
	Yes
	No
	No
	No
	No

	OF.200.00
	Screen
	Receipt Category Maintenance
	Yes
	No
	No
	No
	No

	OF.201.00
	Screen
	Receipt Dflt Category Tran Code Maint
	Yes
	No
	No
	No
	No

	OF.202.00
	Screen
	AFRS Batch Maintenance Screen
	Yes
	No
	No
	No
	No

	OF.203.00
	Screen
	Report Table Deletion
	Yes
	No
	No
	No
	No

	OF.260.00
	Report
	Daily Fund Summary Report
	Yes
	No
	No
	No
	No

	OF.260.10
	Screen
	Daily Fund Summary Pre-process
	Yes
	Yes
	Yes
	Yes
	No

	OF.300.00
	Screen
	AR Default AFRS Code Maintenance
	Yes
	No
	No
	No
	No

	OF.302.00
	Screen
	AR Type Maintenance
	Yes
	No
	No
	No
	No

	OF.303.00
	Screen
	Biennium Calendar Maintenance
	Yes
	No
	No
	No
	No

	OF.310.00
	Screen
	AFRS Batch Edit Release
	Yes
	No
	No
	No
	No

	OF.311.00
	Screen
	Solomon Batch Release
	Yes
	No
	No
	No
	No

	OF.365.00
	Report
	Unapplied Credit Listing
	Yes
	No
	No
	No
	No

	OF.366.00
	Report
	AR Type Setup Report
	Yes
	No
	No
	No
	No

	OF.500.00
	Screen
	Customer Maintenance
	Yes
	Yes
	Yes
	No
	No

	OF.501.00
	Screen
	Terms Maintenance
	Yes
	No
	No
	No
	No

	OF.502.00
	Screen
	Additional Address Maintenance
	Yes
	Yes
	Yes
	Yes
	No

	OF.503.00
	Screen
	Customer Class Maintenance
	Yes
	No
	No
	No
	No

	OF.601.00
	Screen
	Print AR Documents
	Yes
	No
	No
	No
	No

	OF.670.00
	Screen
	Recurring Invoice Processing
	Yes
	No
	No
	No
	No

	OF.680.00
	Report
	Invoice and Debit Memo
	Yes
	No
	No
	No
	No

	OF.68Z.00
	Report
	Credit Memo
	Yes
	No
	No
	No
	No

	OF.800.00
	Report
	Customer Report
	Yes
	No
	No
	No
	No

	OF.900.00
	Screen
	View AFRS Edit Report
	Yes
	Yes
	Yes
	Yes
	No

	OF.901.00
	Screen
	OFM User Help
	Yes
	No
	No
	No
	No

	OF.950.00
	Screen
	Agency Setup
	Yes
	No
	No
	No
	No


User Maintenance (95.260.00)
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Overview
Use the User Maintenance screen (95.260.00) to add, modify or delete AR system users.  Note: Security to this screen is most likely limited to your agency administrator.

Use the User Maintenance screen to define the information of all authorized AR System users. The heading includes the user’s name and ID.  

The first tab, Details, includes the various AR user information profiles (telephone number, email address, etc.) you can use to contact them, as well as their AR system passwords.  

The second tab, Groups, includes the AR security groups (see Group Maintenance (95.280.00)) to which they belong.

Note that you must first set up user group information (ID and name) in the Group Maintenance (95.280.00) screen before entering user information in this screen.  Following are the field descriptions of the User Maintenance screen:

User ID
User ID specifies the unique identification code of an authorized AR user.  OFM recommends that Agency Administrators assign the same AR User ID as the Citrix ID (AR server ID) requested from OFM for their AR users.

Name
Name specifies "name" (actual name, job title, accounting function, etc.) associated with the AR user ID.

(Details)

Telephone
Telephone specifies the AR user's telephone number (including area code). This information appears in the Active Users screen (98.210.00) and helps promote efficient communication with your agency AR user.

Location
Location specifies where the AR user is physically located. This information appears in the Active Users screen (98.210.00) and helps promote efficient communication with your AR user.

Email Address
Email Address specifies the AR user's unique Email address. This information appears in the Active Users screen (98.210.00) and helps promote efficient communication with your AR user.

New Password
New Password specifies the unique access code the AR user must enter at sign-on time in order to be able to log in to agency AR system.

Important Note: In order for the system to recognize the assignment of a new password, enter the password.  Then while the cursor is still in the New Password field, click [SAVE] from the command tool bar to save the entry before moving on to the next entry.  Forgetting to click [SAVE] while the cursor is still in the New Password field will result in the system NOT recognizing the password assignment.  Your user will not be able to log into the AR system without a password.  Please take every step needed to ensure the password you’ve assigned to your AR user is saved.

(Groups)

Group ID

This specifies the unique identification code of each AR user group. The group ID entered here must be set up in the Group Maintenance screen (95.280.00).

Name
This is the name of the group that applies to the Group ID.  It automatically appears after you have keyed in the Group ID and pressed [Tab].  The name entered here must be set up in the Group Maintenance screen (95.280.00).  
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Exercise 7.1 - Review Group Maintenance (95.280.00) for your agency

7.1-1 Access the Group Maintenance screen to review the user group available for your agency.

From the Command Tool Bar, click [Utility]

From the Utility menu, click on the [Group] menu.

Once in the Group Maintenance (95.280.00) screen, place your cursor on the Group ID field and press the F3 key to access the User/Group List (shown below). 
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Highlight [AGCYADMIN] and click [OK] to accept.
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Review the user (s) who currently belong to the selected group.

Click [Close] from the command tool bar to close the screen.

Exercise 7.2 - Review Access Rights Maintenance (95.270.00) for your agency

7.2-1 Access the Group Maintenance screen to review the user group available for your agency.

From the Command Tool Bar, click [Utility]

From the Utility menu, click on the [Access Rights] menu.

Once in the Access Rights Maintenance (95.270.00) screen, place your cursor on the Group ID/User ID field and press the F3 key to access the User/Group List.

Highlight [AGCYADMIN] and click [OK] to accept.

Place cursor on the Company ID field and key in the company displayed below your Access Rights Maintenance (95.270.00) screen and tab out.

Review Access Rights granted for the user group selected.
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(For Exercises 7.3 - 7.6 select Utility on the Solomon IV Toolbar and select ‘User…’)

Exercise 7.3 - Add User in User Maintenance (95.260.00) Screen and assign the user to one or more user groups.

Use the following Form Confirmation (or one your instructor handed to you) for the purpose of this exercise.

	Form Confirmation
Thank you for submitting the following information:

AgencyNumber: 1050
Agency Name: Office of Financial Management
Action: Add
UserID: CHAC105
UserName: Cheryl Hainje
UserTelephone: 360-664-7691
UserAddress1: 6639 Capitol Blvd South
UserAddress2: Point Plaza PO Box 43113
UserCityStateZip: Tumwater WA 98504-3123
UserInternetEmail: Cheryl.Hainje@ofm.wa.gov
SecurityGroup: Agency Administrator
WorkstationSetup: Yes
Date: 03/06/2002
Printed Name: Trinh Bui
Phone Number: 360-664-7684
Title: Financial Consultant
MailStop: 43113
Submit: Submit Request



7.3-1 In the User ID field, key in the User ID, press [Tab].  In the Name field, key in the user’s name.
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7.3-2 Click on the Details tab and key in the data for that user into the corresponding fields.
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7.3-3 Click on the Groups tab and position cursor in a box under Group ID.
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7.3-4 Key in the Group ID(s) that the user belongs to (you may also press F3 for the list of possible Group IDs and then select). Press [Tab].

*The name that applies to the Group ID will automatically appear under Name.


*Press F4 to toggle between grid mode and form mode.

7.3-5 Verify that all data is correct in both tabs and click [Save].

7.3-6 Position cursor in the User ID field and repeat steps 1 through 5 to enter another user.

Exercise 7.4 - Delete a user from User Maintenance (95.260.00) Screen

7.4-1 Position cursor in User ID field and select the user you wish to delete (you may key in the User ID if you know it and press [Tab]; or press F3 to choose from the possible values [PV] list and click OK).

*The data for that user will appear.

7.4-2 Position cursor in any field.
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7.4-3 Press [Delete] button from the command toolbar.

7.4-4 Click OK when prompted to confirm.
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Exercise 7.5 - Update a user’s information in User Maintenance (95.260.00) Screen.

Update user ID, CHAC105.

7.5-1 Position cursor in User ID field and select the user you wish to modify (you may key in the User ID if you know it and press [Tab]; or press F3 to choose from the possible values [PV] list and click OK).


*The data for that user will appear.

7.5-2 Click on Details tab and change the location to Legion 2nd floor.

7.5-3 Position cursor in the New Password field and change the user’s password.  While the cursor is still in the New Password field, click [SAVE] from the command tool bar to save the new password.  Important:  Your cursor will have to be in the New Password field while you click [SAVE], in order for the change to be recognized by the system.
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7.5-4 Click on Groups tab and change the groups to INVOICE AND SUPERVISOR.
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7.5-5 Click [Save] to save changes.
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Exercise 7.6 - Change current user password.
7.6-1 Select Utility on the Solomon IV Toolbar and select ‘Password…’

7.6-2 Position cursor in the Old Password field, and key in your current password.
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7.6-3 Tab into the New Password field, and key in your new pa

CUSTOMERS INFORMATION 
Customer Maintenance (OF.500.00)
Overview
Typically before using this screen, setup the Customer Class information in the Customer Class Maintenance (OF.503.00) screen and the terms information in the Terms Maintenance (OF.501.00) screen.  

A Customer is a person or organization that purchases goods/services from your agency.  

Before the AR module will allow you to enter and process documents for the customer, you must create the customer information in the customer database.

If you have screen security, use the Customer Maintenance (OF.500.00) screen to add, delete or modify customer information including customer ID, name, customer class, phone number, address, terms, etc.  

Typically, customers are set up in this screen prior to document entry.  However, you can enter customer information “on the fly” from other AR application such as the Invoice and DR Memo Entry (OF.010.00) screen using the AR Quick Maintenance – F3 key – feature.

Customer Maintenance Details
To open the Customer Maintenance (OF.500.00) screen, select [Module] and Accounts Receivable-Screens from the Solomon IV Menu, and choose Customer Maintenance.

Solomon toolbar buttons may be used to navigate through customer records, save changes, and delete customers.
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Customer ID






10 Characters; Required
The customer ID is a unique identifying code you assign to a customer. A customer's ID can be any alphanumeric code (for example, an abbreviated version of the customer's name or a letter-number combination). Note that once a customer's information is set up, you cannot change the customer's ID. The customer status is typically set to Inactive for customers with dormant accounts. 

Thus, be sure to give it careful consideration in designing your AR customer ID format.

To edit or view a customer's information, enter or press the [F3] key to select the customer ID from the Customer ID PV List screen available on the customer ID field.

Customer Name





30 Characters; Required
Name specifies the customer name you associate with the Customer ID (see Customer ID).  The customer name appears on accounts receivable documents and reports you generate for the customer.

Optionally, an @ sign can be typed immediately in front of the word that should be used for alphabetizing the name, if it is not the first word in the customer name.  For example The@Boeing Company causes AR to alphabetize by Boeing rather than “The” on any of the AR’s reports and lists.

Class ID






6 Characters; Required; PV (F3) List

The Class ID specifies the customer's class grouping. Customer classes are typically used to identify and group customers with similar characteristics (state agencies, non-government, federal government, etc.). They facilitate reporting the information of specific customer types, and also make it easier to establish customer defaults (default messages on invoices, default transaction code, etc.).

Class IDs are set up in the Customer Class Maintenance Screen (OF.503.00) by the agency prior to defining customer information.

Terms ID






2 Characters; Required; PV (F3) List

The terms code for a customer is used to determine the number of days to use in the calculation of the default due date of a customer invoice.  The Terms Code Maintenance Screen (OF.501.00) is used to setup and maintain terms codes.

Subsidiary Account





6 Alphanumeric Characters; PV (F3) List

The Subsidiary Account field is applicable when you are an agency supplying goods and services to other agencies (i.e., when Customer Class = STATE or 1354).  A separate subsidiary ledger is to be maintained for interagency receivables, indicating the agency, which the receivable is due from.

If a subsidiary account is entered for a customer, the GL Sub Account field in the transaction grid of the Invoice and DR Memo Entry (OF.010.00) screen will default to this code for all new debit documents for the customer.  Only values that are valid in the AFRS general ledger subsidiary table (subsidiary list) can be saved in this Subsidiary Account field.  For example, let’s say your customer is the Office of Financial Management.  By providing a Debit [Due From OFM] Subsidiary account, “105000”, in the Subsidiary Account field of the Customer Maintenance (OF.500.00) screen, this data will default in the GL Sub Account field of the Invoice and DR Memo Entry (OF.010.00) screen when billing is generated against Office of Financial Management.

Press the [F3] key to access the subsidiary list.
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Note: If the Subsidiary Account you're entering was not in the AFRS's D32 table the night before, the AR system will give you an error message indicating the item is not found.  Thus, if you've added the particular Subsidiary Account to the AFRS's D32 table this morning, you might need to wait to use it in the AR system tomorrow.

Address Data
Each customer typically has at least two addresses:  a main address and a billing address.  An unlimited number of additional addresses can also be set up for each customer, as required.  How the AR system utilizes the address information is determined by 1) the Document Address Default Code in your Agency Setup (OF.950.00) screen or 2) the ID codes assigned to your additional addresses for the customer.

	Report/Screen
	Document 
Address Code in the Agency Setup screen
	Address Default Source

	Customer Statements
	n/a
	Main address (always)

	Debit Documents & Credit Memos
	Main is checked
	Main address 

	Debit Documents & Credit Memos
	Billing is checked
	Billing address


If the customer has an "additional address" with an ID that matches the AR Type ID for the batch, the Invoice and Debit Memo Entry Screen (OF.010.00) will default new debit documents for that particular customer to that additional address instead of the Main or Billing address.  This provides you the flexibility to maintain special addresses for your various AR Types, if appropriate.
In addition to Customer Name, each address includes the following fields, which are all optional:
	Attention
	30 Characters


Attention specifies the customer entity (person, department, etc.) to address when preparing accounts receivable documents for mailing.
	Line 1
	30 Characters


Use this address line for the customer's suite number or the name and number of the customer's street location.
	Line 2
	30 Characters


If a suite number is entered at Address Line 1, use this address line for the customer's post office box number, if any, or the name and number of the customer's street location. Note that the United States Postal Service delivers mail to the location listed immediately above the city, state, and zip code line, whether that address is a street address or a post office box.
	City
	30 Characters


City is the municipality where the customer is located.
	State
	2 Characters, PV


State uses the standard two-letter state abbreviation (e.g., WA for Washington).
	Zip Code
	10 Characters


The postal code (zip code) configuration can be the older five-digit code, or the newer ZIP+4.
	Country
	3 Characters, PV


Country uses a standard three-letter country abbreviation (e.g., USA).  Solomon reports are not currently formatted for foreign addresses, so the country field will not be displayed on your documents.
	Phone
	15 Characters


Phone/Ext includes the area code for the customer's telephone number and the appropriate extension number.
	Fax
	15 Characters


Fax/Ext includes the area code for the customer's facsimile number and the appropriate extension number.
	Salutation
	30 Characters


Salutation controls the personal greeting to use on correspondence with the customer. Normally, the salutation complements the "attention" entry (see Attention, above). A customer salutation is optional.
Command Buttons

If you wish, press the [Copy to "Bill To"] button to initially populate the billing address data fields, or to refresh the Billing address data to match the Main address when updates are made.
Press the [Activity] button to launch the process that prints the customer's statement to the screen.
Press the [Additional Addresses] button to access the Additional Address Maintenance Screen (OF.502.00) and create or maintain supplemental addresses for the customer.
Additional Information

	Active 
	Checkbox; Default is checked


If the Active box is checked, the customer is eligible for all accounts receivable services. Solomon processes all of an active customer's documents without any restrictions.
Uncheck the box (with a mouse click or by pressing the space bar) to inactivate the customer.  The customer's ID and names of inactive customers will not appear in the possible values list in the Invoice And Debit Memo Entry Screen (OF.010.00), and Solomon will not permit entry of new debit document for them.
	Print Statements 
	Checkbox; Default is checked


You can prevent a set of customer statements printed from the reports menu from including a statement for a particular customer by unchecking the Print Statements box (aging reports will still include balances for the customer).
You can still print an individual statement for the customer by pressing the [Activity] button on the customer, invoice, cash receipts, or document view screens, however.  
	Charge Interest
	Checkbox; Default is unchecked


You can prevent any interest charges to a particular customer by un-checking the Charge Interest box.  

Note:  If a customer is not included when interest is processed, it is not possible to retroactively calculate interest charges for the customer at a later date. You could, however, manually calculate what would have been the interest charge for the customer; then create an interest debit memo on the Invoice and DR Memo Entry (OF.010.00) screen [Note: You must set the debit memo type to interest charge to have the system defaulted the AR AFRS default coding appropriately to those AFRS codes belonging to the interest charge].
Balance/Activity

	Current Balance
	Dollar Amount; View Only


The current balance of all open debit and credit documents on the customer's account.
	Last Invoice
	Date; View Only


The date of the customer's last invoice.
	Last Activity
	Date; View Only


The date of the customer's last activity (invoice, cash receipt, memo, etc.)
Print Dunning Letters

	1-30 Days
	Checkbox; Default is checked


You can prevent the running of the 1-30 Days Dunning Letter from the reports menu from including a dunning letter for a particular customer by un-checking the 1-30 Days Print Dunning Letters checkbox.
	31-60 Days
	Checkbox; Default is checked


You can prevent the running of the 31-60 Days Dunning Letter from the reports menu from including a dunning letter for a particular customer by un-checking the 31-60 Days Print Dunning Letters checkbox.
	61-90 Days
	Checkbox; Default is checked


You can prevent the running of the 61-90 Days Dunning Letter from the reports menu from including a dunning letter for a particular customer by un-checking the 61-90 Days Print Dunning Letters checkbox.
	90+ Days
	Checkbox; Default is checked


You can prevent the running of the 90+ Days Dunning Letter from the reports menu from including a dunning letter for a particular customer by un-checking the 90+ Days Print Dunning Letters checkbox.
	[Help]
	Button


The [Help] button launches the web pages where a help file is available for this current screen.
(For Exercises 8.1, 8.2 and 8.3, select [Module] and Accounts Receivable-Screens from the Command Tool Bar, and choose Customer Maintenance from the Accounts Receivable menu)

Exercise 8.1 – Create a new customer, who is a general Washington State grower (private citizen).
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8.1-1 Access the Customer Maintenance screen to create a customer.

From the Command Tool Bar, click [Module] and [Accounts Receivable]

From the Accounts Receivable menu, click on the [Customer Maintenance] menu.

8.1-2 Once in the Customer Maintenance (OF.500.00) screen, position your cursor in Customer ID field and start key in data.

Press [Tab] key.  Key in necessary data for all fields, followed by the [Tab] key

	Customer ID:
	Enter your first name and the number 1 (ie, TRINH1)

	Customer Name:
	Enter your full name

	Class ID:
	Enter NSWA or press F3 key to select NSWA from the list (or a four digits CLASS you’ve created in previous Customer Class exercise).

	Terms ID:
	Enter 30 or press F3 key to select 30 from the list.

	Subsidiary Account:
	Leave blank because this is a non-state agency customer

	Other fields
	Enter in rest of data on remaining fields.

	Copy To “Bill To” button:
	Click [Copy to “Bill To” button]
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8.1-3 Click [Save].

8.1-4 Click the [Finish] button for blank customer screen to add another customer or click [Close].

Exercise 8.2 – Create a new customer, who is a state agency.
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8.2-1 Access the Customer Maintenance screen to create a customer.

From the Command Tool Bar, click [Module] and [Accounts Receivable]

From the Accounts Receivable menu, click on the [Customer Maintenance] menu.

8.2-2 Once in the Customer Maintenance (OF.500.00) screen, position your cursor in Customer ID field and start key in data.

Press [Tab] key.  Key in necessary data for all fields, followed by the [Tab] key

	Customer ID:
	Enter 405000 and add A, B, C, etc., as assigned by the instructor.

	Customer Name:
	Enter Department of Transportation

	Class ID:
	Enter STATE or press F3 key to select STATE from the list (or a four digits CLASS you’ve created in previous Customer Class exercise).

	Terms ID:
	Enter 30 or press F3 key to select 30 from the list.

	Subsidiary Account:
	Enter 405000 or press F3 key to select 405000 from the possible value list.

	Other fields
	Enter in rest of data on remaining fields.

	Copy To “Bill To” button:
	Click [Copy to “Bill To” button]
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8.2-3 Click [Save].

8.2-4 Repeat steps 2-3 to add another customer or click [Close].

Exercise 8.3 - Edit a customer

8.3-1 Access the Customer Maintenance screen to edit a customer.

         From the Command Tool Bar, click [Module] and [Accounts Receivable]

From the Accounts Receivable menu, click on the [Customer Maintenance] menu.

8.3-2 Position cursor in Customer ID field and press the F3 key to access the Customer List.
Inside the Customer List, navigate to the customer and choose the customer you wish to edit.

You may navigate by the following fields within the Customer List: Customer Id, Name, Class ID and City.

If you click on the gray portion of the column title, the system will sort by the data of that column.

Then partially enter the data and press the [TAB] key to navigate to the first instant of that record you’re attempting to search.
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8.3-3 Make necessary changes in the BILLING ADDRESS fields.

8.3-4 Click [Save].
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8.3-5 Repeat steps 1-4 to edit another customer or click [Close].

(For Exercises 8.4 and 8.5, select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry)

Exercise 8.4 - [Insert] a new customer “on-the-fly”

8.4-1 Position cursor in Customer ID field.
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8.4-2 Press F3 for the possible values (PV) list.
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8.4-3 Click on the [Insert] button.


*A blank Customer Maintenance screen (OF.500.00) will appear.

8.4-4 Key in the necessary data for the new customer .
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8.4-5 Click [Save] and close the Customer Maintenance screen (OF.500.00)


*You should return to the PV list (Customer List) screen.


*The customer you inserted should now be on the list.
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8.4-6 Select the new customer by positioning the cursor on the customer ID and press OK.

8.4-7 Continue filling out the Invoice or DR Memo as usual.

Exercise 8.5 - [Edit] a customer “on-the-fly”
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8.5-1 Position cursor in Customer ID field.
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8.5.2 Press [F3] key for the possible values (PV) list.

8.5-3 Select the customer you wish to edit 
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8.5-4 Click on the [Edit] button.

*The Customer Maintenance screen (OF.500.00) will appear with the selected customer’s information.
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8.5-5 Make change to customer Billing information 
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8.5-6 Click [Save] and close the Customer Maintenance screen (OF.500.00)


*You will return to the PV list (Customer List) screen.

8.5-7 Select the customer and press OK.

8.5-8 Continue filling out the Invoice or DR Memo as usual.

Exercise 9 – Create a customer ID with Additional Address ID matching an AR Type

9.1-1 Create a new customer.

9.1-2 Enter a main address for the customer.

9.1-3 Enter a billing address for the customer.

9.1-4 Click [Save] to save customer profile.

9.1-5 Click the [Additional Address] button to access the Additional Address Maintenance (OF.502.00) screen.

9.1-6 Place your cursor on the first blank grid line.

9.1-7 Enter an Address ID equal to one of the existing AR Type and tab into the Description field.

9.1-8 Enter a description for the Address ID.

9.1-9 Click [Copy From Main Address] button.

9.1-10 Press the F4 key to toggle to the form mode.

9.1-11 Change existing main customer profile to a unique additional address for this customer.

9.1-12 Click [Save] to save additional address.

9.1-13 Click [Close] to close out of Additional Address Maintenance screen.

9.1-14 Click [Close] to close out of Customer Maintenance screen.

The next time you create a billing for this customer in an AR Type batch with ID matching the additional address ID used for this customer, the additional billings address will default as the document address.

DEBIT DOCUMENTS INFORMATION 
Invoice and Debit Memo Entry (OF.010.00) – Manual Entry (can be loaded from other systems)
Overview

Screen Structure and Data Entry by Section
The Invoice and Debit Memo Entry Screen is divided into four sections as follows:

· Batch Data Section

· Document Data Section

· Transaction Data Section

· Control Totals Section
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Important.  You will get the best results when entering batch data if you always enter data by tabbing from field to field in the natural tab order, i.e. generally from left to right and top to bottom through the batch section of the screen.

( Batch Data Section

The system provides for processing collections (batches) of debit documents (i.e. invoices, debit memos or recurring invoice templates).  Use this section of the screen to enter and maintain data that is common to all the documents in a batch.  Batch data includes the posting biennium and fiscal month and the AR Type for the batch of documents.
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Batch Nbr 

(Batch Number)




6 Digits; System-Assigned

The batch number is a unique number that the system assigns to each batch of accounts receivable documents, e.g. invoices, debit memos, receipts or credit memos.   The system assigns batch numbers to batches of:

• Hand entered documents. 

• Imported documents, i.e. imported invoices. 

• Generated documents, e.g. generated recurring invoices (see Recurring Invoice Processing (OF.670.00)) and generated interest debit memos (see Interest Charge Processing (OF.041.00)). 

You can see in the Agency Setup Screen (OF.950.00) the last batch number the system has assigned.  The system increments the batch number by one (000242, 000243, etc.) for each batch created.   You cannot change a system assigned batch number. 

Batch number identification is important for reporting purposes. Documents and transactions have their associated batch number listed beside them on many reports.

Biennium




4 Digits; Required; Default is Current Biennium

This field specifies the two-year fiscal period to which you are posting the current batch of invoices or debit memos.

The system defaults this field to the current biennium.  You may change this to the prior biennium if the prior biennium is still open.

FM

(Fiscal Month)




2 Digits; Required; Default is Current Fiscal Month

This field specifies the specific fiscal month within the specified biennium to which you are posting the current batch of invoices or debit memos.

The system defaults this field to the current fiscal month.   You may change this to one of the following fiscal months, if open:  the prior fiscal month, fiscal month 99 of the current biennium, or fiscal month 25 of the prior biennium. 

Batch Category



Select from List; Required

This field identifies the category of AR transactions in the current batch. Valid values are:

Normal Debit (D).  The transactions are for normal invoices or debit memos.  These include normal hand entered invoices or debit memos, imported invoices, generated recurring invoices, and generated interest debit memos.  These may also include interagency refunds via journal voucher (JV) or Interagency Payment (IAP) process.

In batches of normal debit transactions, you should use AFRS transaction codes that debit (increase) account receivable general ledger balance.  The AR system will send subsidiary account information to AFRS as debit subsidiary accounts, and will increase customer balances when you post batches of this category in the AR system.

Warrant Refund (W).  The transactions are for debit memos that generate customer refunds via warrants.  

In batches of warrant refund transactions, you should use AFRS transaction codes that debit (increase) account receivable general ledger balance.  The AR system will send subsidiary account information to AFRS as debit subsidiary accounts, and will increase customer balances when you post batches of this category in the AR system.

Recurring (R).  The transactions are for recurring invoice templates.  

In batches of recurring transactions, you should use AFRS transaction codes that debit (increase) account receivable general ledger balance.  When you generate actual invoices from the recurring invoice templates, the batches of generated invoice transactions will have a batch category of Normal Debit.  See Recurring Invoice Processing in Exercise 12.

AFRS Edit Handling



Select from List; Default is no Action

This field controls the setting of the AFRS Edit Status for the current batch of invoices or debit memos.  If you want the batch to go to AFRS for AFRS pre-edits, you will want to set your AFRS Edit Handling to Ready.  Else, you can set the AFRS Edit Handling to Disallow so your batch will not go to AFRS and is ready for posting to the AR customers account.

AFRS Edit Status



15 Alphanumeric Characters; Display Only; Default Hold

This field indicates the AFRS Edit Status for the current batch of invoices or debit memos.

Use the following options available in the AFRS Edit Handling field

	AFRS Edit Handling
	Resulting AFRS Edit Status

	No Action 
	Hold.  The batch is held and available for further entry and update.

	Ready
	Ready.  This batch is complete and ready to be released to AFRS edits.  The batch cannot be updated while in this status.

	Disallow
	Bypass.  The batch will bypass AFRS edits and posting, and is ready for posting to Solomon.  The batch cannot be updated while in this status.




Up until the time a Ready batch is actually released to the AFRS edit or a Bypass batch is released to Solomon, you can use the AFRS Edit Handling to change the AFRS Edit Status of the batch back to Hold, thereby enabling further update.

Released to Solomon




Checkbox; Default is No (Unchecked)

The system sets this checkbox to No (unchecked) initially, and sets it to Yes (checked) after the batch has been posted to the AR system, via the Solomon Batch Release (OF.311.00) screen.

AR Type





2 Alphanumeric Characters; Required; PV (F3) List

This field identifies the AR Type associated with the current batch of invoices or debit memos.  AR Types generally identify a major type of product, service, or fee, as defined by your agency.

You may key in an AR Type if you know it, or you may press F3 to get a PV (possible values) list of AR Types to select from.  

The AR Type determines the default AFRS coding for the first transaction of each invoice or debit memo in the current batch.  For more information about setting up default AFRS coding for AR Types, see AR Type Default AFRS Code Maintenance (OF.300.00).  

The AR Type also determines the format of the printed invoice or debit memo.

AR Type Description




30 Alphanumeric Characters; Display Only

This field contains a name or description associated with the selected AR Type (see AR Type, above).  The system automatically fills this field from the AR Types Maintenance table after you enter a valid AR Type.  

Batch Control Amount




Numeric; Maximum 9,999,999,999.99; Minimum 0.01

The batch control amount is an amount you enter to make sure that the current batch of invoices or debit memos is in balance.  For the batch to be in balance, the batch control amount must be equal to the sum of the Document Amounts for all the invoices or debit memos in the batch, i.e. it must be equal to the Batch Total amount shown at the bottom of the screen.

You may calculate the batch control amount beforehand and enter it when you start the batch.  Or you may wait until you have finished entering and validating all of the invoices or debit memos in the batch, and then enter a batch control amount that is equal to the Batch Total amount shown at the bottom of the screen.  

The maximum length of the Batch Control Amount is 9,999,999,999.99.  The system will default the Batch Control Amount to $0.00.  If a batch is to be processed, it must have a minimum value of 0.01.  If a value greater than 9,999,999,999.99 was entered, the system will give system message 15:  Entry must be less than or equal 9,999,999,999.99.  Please reenter. [OK].

( Document Data Section

Use this section of the screen to enter and maintain data about a given debit document (i.e. invoice or debit memo or recurring invoice template).  The system associates each document you enter with the batch data above it.  Document data includes the document reference number, the document amount, and the customer to which the document pertains.
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Document Data Entry
Enter and maintain the following information for each invoice or debit memo in a batch.

Important.  You will get the best results when entering document data if you always enter data by tabbing from field to field in the natural tab order, i.e. generally from left to right and top to bottom through the document section of the screen.

Doc Type

(Document Type)




Select from List; Required

This field identifies whether the current document is an Invoice or a Debit Memo.  Depending on the Batch Category of the batch, your list of document types to select from may be limited:

• Normal Debit batches may contain invoices [IN] and/or debit memos [DM] document type. 

• Warrant Refund batches may only contain [DM] document type that is warrant generating debit memos. 

• Recurring batches may only contain [IN] document type that are recurring invoice templates. 

Doc Ref





10 Alphanumeric Characters; Required; 
(Document Reference Number) 


Must be Unique; PV (F3) List

The document reference number is a unique identifying code assigned to an invoice or debit memo that distinguishes it from all other documents in the database.  The document reference number is useful for:

• Navigation.  You can use the PV (press F3) feature of this field to navigate among the invoices or debit memos within a batch.

• Reporting.   Invoices and debit memos have their associated document reference number listed on many AR system reports. 

• Document View.  You can use the document reference number to find and view the contents of any invoice or debit memo via the Document View (OF.025.00) screen. 

You may enter a unique document reference number or you may use the Auto button (see below) to cause the system to assign a unique document reference number.  

Important for the purpose of meeting AFRS edits.  If you enter a document reference number, it must consist only of digits (0-9), upper case letters (A-Z), dashes (-), and/or forward slashes (/). The first character must be a digit or an uppercase letter.

----[Auto] Button

If you press the Auto button, the system will assign a unique document reference number to your current invoice or debit memo.  It does this by incrementing the last number it assigned for your agency (e.g. after 00000242 it assigns 00000243).  If multiple users in your agency are entering invoices or debit memos using the Auto button, you may find gaps in the document numbers the system assigns to your batch, because the system assigns the next sequential number to whichever user next presses the Auto button.

You can use the system assigned number as is, or if you wish, you may alter the system assigned number (e.g. by putting prefix characters into the front of the number), as long as:

• You make the change before tabbing out of the document reference number field. 

• The resulting document reference number is still unique among all documents in the system. 

For example, if the system assigned 00000243, you could key ABC into the front of the document number, resulting in ABC00243.  (Be sure to position your cursor at the beginning of the field when you enter a prefix.)

DR Mem Type





Select from List; Required for Debit Memos;
(Debit Memo Type)




Not Used for Invoices

This field is only used with debit memo document types.  It identifies whether the debit memo is a Normal debit memo or an Interest debit memo (i.e. a debit memo which is charging interest on an overdue invoice or debit memo).

If the DR Mem Type is “normal”, the default AFRS codes for this debit memo will be those assigned to the Document Category Code, Normal Debit, on the AR Default AFRS Code Maintenance (OF.300.00) screen.

If the DR Mem Type is “Interest”, the default AFRS codes for this debit memo will be those assigned to the Document Category Code, Interest Charge, on the AR Default AFRS Code Maintenance (OF.300.00) screen.

You may hand enter interest debit memos, or you may generate them automatically (see Interest Charge Processing (OF.041.00)). 

Customer ID





10 Alphanumeric Characters; Required; PV (F3) List

The customer ID associates the invoice or debit memo with a specific customer.  

Customers are typically set up in the Customer Maintenance (OF.500.00) screen prior to document entry.  

You may key in the customer ID if you know it, or you may press F3 to get a PV (possible values) list of existing customer IDs to select from.  

· To select a customer ID from the PV list:
1. Position Cursor.  Position your cursor (click) on the customer ID you want to select.  

If you know part of the customer ID you are looking for, you can quickly position your cursor by entering the partial customer ID into the customer ID field on the PV list (key over an existing customer ID) and press [tab] key.  The system will take you to the closest matching customer ID in the PV list.  If this is not exactly the customer ID you want, you may scroll as needed and click on the desired customer ID.
2. OK.  Click on the OK button to select the customer ID.
· If the customer ID you are looking for is not in the PV list, you can set up a new customer's information "on the fly", as follows:
1. Insert.  Press the Insert button at the bottom of the PV list (Customer List) screen to bring up the Customer Maintenance (08.260.00) screen.
2. Enter Customer Information.  Enter the information for the new customer on the Customer Maintenance screen.  Press the Save button and then the Close button on the main tool bar to save your new customer information and close the Customer Maintenance screen.
3. OK.  Press the OK button at the bottom of the PV list (Customer List) screen to associate the new customer ID with your current invoice or debit memo.
· If you are working on an invoice or debit memo for an existing customer, you can use the PV list to modify that customer's information "on the fly", as follows:
1. PV.  Press F3 to bring up PV list (Customer List) screen.
2. Select.  Position your cursor (e.g. click) on the associated existing Customer ID in the PV list screen.
3. Edit.  Press the Edit button at the bottom of the PV list screen to bring up the Customer Maintenance (08.260.00) screen for the customer.
4. Modify Customer Information.  Enter the new or changed information for the customer on the Customer Maintenance screen.  Press the Save button and then the Close button on the main tool bar to save your modified customer information and close the Customer Maintenance screen.
5. OK.  Press the OK button at the bottom of the PV list screen.
X-Ref





10 Alphanumeric Characters; Required;
(Document Cross Reference Number)

PV (F3) List for Debit Memos; System-Assigned for Invoices
The document cross-reference number is a required field that determines the primary sort order of invoices and debit memos on Customer Statements (OF.085.00).  The document cross-reference number must reference an invoice for the same customer as the invoice or debit memo being entered. 

Invoices.  If you are entering an invoice, this field defaults to the Document Reference Number of the invoice being entered, and cannot be changed.  In other word, the invoice will cross-reference itself.

Debit Memos.  If you are entering a debit memo, you can cross-reference this debit memo to a posted invoice or the debit memo itself.

You may enter a valid invoice number into this field, or you may select a valid invoice number from a possible value list (press F3).  A valid invoice number is the document reference number of any posted invoice for the current customer.  You may also enter the current debit memo number in this field to have the debit memo cross reference itself.  

The system will not allow you to cross-reference a debit memo to another debit memo.

If you need to change the document cross-reference number for a debit memo after you have posted the debit memo, you may use the Document View (OF.025.00) screen to make such a change.  After the cross-reference has been changed for the posted debit memo, the cross-reference field should reflect the new value and the customer statements (OF.085.00) should reflect the new sort order.  Note: You cannot x-ref a debit memo to another debit memo.

Terms





2 Alphanumeric Characters; Required; PV (F3) List

This field controls the calculation of the due date for the invoice or debit memo you are entering.  The default value for this field comes from the Terms ID field that was set up (see the Customer Maintenance (OF.500.00) screen) for the customer associated with the invoice or debit memo.

If you don't want to use the default Terms for the customer, you may directly enter other valid Terms in this field or select a valid Terms from a possible values list (press F3).  The list of possible values for Terms for your agency must be set up in the Terms Maintenance (OF.501.00) screen.

Description

(Terms Description)



Defaulted from Terms; View Only

The terms description is a brief explanation of the payment terms you assigned to the invoice or debit memo (see Terms above).  Special note for WSDA agency’s OF.010.00 screen:  This field has been customized out to allow additional added fields, meeting WSDA.

Description

(Document Description)


30 Characters

This field is a brief description or explanation of the invoice or debit memo as a whole.  This description appears for invoices and debit memos as well as on the Customer Statements (OF.085.00), and may appear on other customized reports for your agency.

Doc Date

(Document Date)



Format MM/DD/YYYY; PV (F3) List

The document date is the creation or effective date of the invoice or debit memo.  The document date appears on various accounts receivable reports.   The system defaults this field to the current date.

If you don't want to use the default document date, you may enter a different valid date, or press F3 to select a date from the calendar (if available).  Past, present or future dates are valid.

Due Date




Format MM/DD/YYYY; PV (F3) List

The due date is the date on which payment of the invoice or debit memo is due.  The system calculates this date based on the payment terms (see Terms) and the Document Date specified for the invoice or debit memo. 

If you don't want to use the calculated due date, you may enter a different valid date, or press F3 to select a date from the calendar (if available).  Past, present or future dates are valid.  

If you enter a due date that is less than the document date, the system issues a warning message but allows the date.

Doc Amount

(Document Amount)




Numeric; Maximum 999,999,999.99; Minimum 0.01

The document amount is the full amount being charged (or refunded in the case of a warrant generating refund) by the invoice or debit memo.

For an invoice or debit memo to be balanced, the document amount must equal the sum of the Transaction Amounts and the sum of the Transaction Print Amounts (see Transaction Data Entry) for the invoice or debit memo.

Important.  For best results, always enter the document amount before entering transaction data for the invoice or debit memo.  If necessary, you can go back and adjust the document amount to match the transaction totals after entering the transaction data.

The maximum length of the document amount is 999,999,999.99.  The system will default the document amount to $0.00.  If the document is to be processed, it must have a minimum value of 0.01.  If a value greater than 999,999,999.99 was entered, the system will give system message 15:  Entry must be less than or equal 999,999,999.99.  Please reenter. [OK].

Customer Address




Defaulted from Customer ID; Can be Changed

The system assigns the customer billing, main address or additional address to the invoice or debit memo when you enter or select the customer ID (see Customer ID above).

The system displays the customer name, address line 1, city, state and zip code from the customer billing, main or additional address.

You can change the customer address for the invoice or debit memo by entering changes directly on the screen or by pressing the Address button (see below).

If you change the customer address on this screen or by using the Address button, the customer address is modified for the current invoice or debit memo only -- the billing address for the customer is not changed.  To make a change to the customer billing address, use the Customer Maintenance (OF.500.00) screen.

The customer address for an existing (already entered) invoice or debit memo does not change if you change the customer billing address by using the Customer Maintenance (OF.500.00) screen.  The customer address for an invoice or debit memo remains the same, so that if you print it at some point in the future, it shows the same customer address as when you entered it. 

[Address...] Button

If you press this button, the system will bring up the Document Address (OF.010.15) screen, which allows you to make further changes to the customer address for the current invoice or debit memo.

[Clear] Button

If you press this button, the system will clear (blank out) the customer address for the current invoice or debit memo.  You may then enter the customer address directly, and/or press the [Address...] button to establish a customer address for the document.

[Activity...] (Button)

If you press this button, the system will produce a Customer Statement (OF.085.00) for the customer associated with the current invoice or debit menu.

( Transaction Data Section.  
Use this section of the screen to enter and maintain detail data about each transaction associated with a given debit document.  The system associates each transaction you enter with the document data above it.  Transaction data includes the transaction amount and AFRS coding elements for each transaction.
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Transaction Data Entry
Enter and maintain the following information for each transaction within an invoice or debit memo.

NOTE:

You can enter transaction data in grid mode or form mode, and you can toggle from one mode to the other at any time by pressing the F4 key, as long as your cursor is in any transaction data field.

• Grid Mode.  This mode shows your data like a spreadsheet, where you can see multiple transactions at once, but only some of the transaction data fields for each transaction at once. 

• Form Mode.  This mode shows your data like a form for a transaction, where you can see only one transaction at a time, but you can see (and change) all of the fields for that transaction. 

NOTE:

You will generally get the best results when entering transaction data if you use the following methods:

• Grid Mode For New Transactions.  Use grid mode to add new transactions.  The easiest way to add a new transaction is to click in the next available row in the transaction grid. Alternatively, you could use the down arrow on your keyboard to position your cursor in the next available row in the transaction grid.   In either case, it is recommended that you click or down arrow into the first field or one of the first few fields in the row, so that you can enter the transaction data for the new row by tabbing from field to field in the natural tab order, i.e. generally from left to right across the grid. 

• Form Mode For Changes Within a Transaction.  If you are making changes to an existing transaction or to a new transaction you have just created in grid mode, you may want to switch to form mode to make your changes, so that you can see all the fields for the transaction at once, without having to scroll across the grid.  You may then tab to, or click in the fields you want to change.  After you have finished with the current transaction, it is recommended that you switch back to grid mode to work on the next transaction. 

Quantity




Numeric; Maximum 9,999.99; Minimum 0.0000; Default 0.0000

Quantity is the total number of items involved in the transaction.   For example, if you were invoicing for 10 widgets at $5 per widget, the quantity would be 10.00.

Unit Price




Numeric; Maximum 999,999.999; Minimum 0.000; Default 0.000

Unit Price is the per-unit selling price of the item involved in the transaction.  For example, if you were invoicing for 10 widgets at $5 per widget, the unit price would be 5.000.

Amount

(Transaction Amount)



Numeric; Maximum 999,999,999.99; Minimum 0.01; Default 0.00

This field is the transaction amount that gets posted to AFRS and the AR system for the transaction.  It must be greater than zero.  If you set this amount to zero, the system will delete the transaction.

The system automatically calculates the transaction amount as the product of the Quantity and the Unit Price entered for the transaction.  For example, if you were invoicing for 10 widgets at $5 per widget, the calculated amount would be 50.00.

If you wish, you can override the calculated transaction amount by simply entering a different transaction amount into this field.

Print Amount



Numeric; Maximum 999,999,999.99; Minimum 0.00; Default 0.00

This field is the amount that shows for the transaction when you print the invoice or debit memo.  

The print amount is usually the same as the transaction amount (see Transaction Amount above), but it can be different, and it can be zero.  For example, if you wanted your customer to see a transaction amount of $100 on the printed invoice, but needed to split the amount into two pieces (e.g. $40 and $60) for AFRS coding purposes, you could:

1.  Enter a transaction with a transaction amount of $40 and a print amount of $100.  Give this transaction the AFRS coding for the $40 piece.  This will be the transaction your customer sees on the printed invoice. 

2.  Enter a second transaction with a transaction amount of $60 and a print amount of zero.  Give this transaction the AFRS coding for the $60 piece.   This transaction will not show on the printed invoice. 

The system automatically sets the print amount equal to the transaction amount when you tab out of the transaction amount field the first time.   Subsequent changes to the transaction amount field will not affect the print amount.  If you wish, you can change the print amount by simply entering another amount into the print amount field.

Description

(Transaction Description)



30 Alphanumeric Characters

This field is a brief description or explanation of the transaction.   

The default description for the first transaction is blank.   When you enter a new transaction description, that description becomes the default in subsequent transactions for the invoice or debit memo.

Service Date





Format:  MM/DD/YYYY; Required; PV (F3) List

This field is the creation or effective date of the transaction, or the date on which the service was performed that is being invoiced or debited.  

The default service date for the first transaction is the document date of the invoice or debit memo.  When you enter a different service date, that date becomes the default in subsequent transactions for the invoice or debit memo.

ID

(Line ID)





Numeric; System-Assigned

This field is a line identifier the system assigns to uniquely identify each transaction for a given invoice or debit memo.  Once assigned, it cannot be changed. 

Transaction AFRS Coding Elements
Each of the fields below is an AFRS coding element you may specify for each transaction.  

AR Type Defaults.  The system will assign default set of AFRS coding elements to the first transaction of the current invoice or debit memo, based upon:

• A match on the Biennium and AR Type specified for the current batch (see Batch Data Entry) with the Biennium and AR Type specified in the AR Type Default AFRS Code Maintenance (OF.300.00) screen. 

• A match on the Document Type and Debit Memo Type specified for the current invoice or debit memo (see Document Data Entry) with the Document Category Code specified in the AR Type Default AFRS Code Maintenance (OF.300.00) screen. 

The default AFRS coding elements assigned to the first transaction of the current invoice or debit memo will copy to subsequent transactions for the invoice or debit memo, unless you enter a change to one or more of the defaults.

Changes to Defaults.  When you enter a change to the value of any AFRS coding element for a transaction, that new value becomes the default in subsequent transactions for the invoice or debit memo.

For each default AFRS coding element (except as noted), the system provides the following data entry behavior:

• Possible Values List.  You can press F3 to get a list of possible values for the element.  These possible values are the ones OFM or your agency has set up in the statewide AFRS tables for the Biennium specified for the current batch.  You can select a value from the possible values list. 

• Enter Valid Value.  You can directly enter a valid value, i.e. one that is in the possible values list for the element. 

• Leave Blank.  You can leave the element empty (blank), except for Transaction Code and Fund, which are required elements. 

• Enter Invalid Value.  You can enter a temporarily invalid value, i.e. one that is not in the possible values list for the element, but which you plan to put into the statewide AFRS tables before you use the default coding.  In this case, the system will warn you that the value is invalid, but will accept it. 

• Delete An Existing Value.  You can blank out a value that was previously entered, except for Transaction Code and Fund, which are required elements.  To blank out a value while in Form mode, position your cursor (click or tab into) in  the field and press either the F5 or the Delete key.  To blank out a value while in Grid mode, position your cursor (click or tab into) in the field, press the space bar, and then press the Delete key.  

	Tran Code (Transaction Code)

	3 Characters (Digits)
	Valid Value Required

	Fund
	3 Alphanumeric Characters
	Valid Value Required

	App Index (Appropriation Index)
	3 Alphanumeric Characters
	

	Prog Index (Program Index)
	5 Alphanumeric Characters
	

	Org Index (Organization Index)
	4 Alphanumeric Characters
	

	Project

	4 Alphanumeric Characters
	

	Sub Proj (SubProject)
	2 Alphanumeric Characters
	Requires that Project be present

	Proj Phase (Project Phase)
	2 Alphanumeric Characters
	Requires that Project & SubProject be present

	Sub Obj (SubObject)
	2 Alphanumeric Characters
	

	Sub Sub Obj (SubSubObject)
	4 Alphanumeric Characters
	Requires that SubObject be present

	Maj Grp (Major Group)
	2 Alphanumeric Characters
	

	Maj Src (Major Source)

	2 Alphanumeric Characters
	Requires that Major Group be present

	Sub Src (SubSource)

	6 Alphanumeric Characters
	Requires that Major Group and Major Source be present

	Alloc Code (Allocation Code)
	4 Alphanumeric Characters
	

	Bud Unit (Budget Unit)

	3 Alphanumeric Characters
	

	MOS (Month of Service)
	4 Characters (Digits)
	Valid values are a two-digit year followed by a two-digit month, e.g. 9803. Does not have a possible values list. 

	Vend ID (Vendor ID, Vendor Suffix)
	ID: 10 Alphanumeric Characters

Suffix: 2 Alphanumeric Characters
	You may enter a value in these fields if the transaction is a warrant generating refund transaction.  If you do, the address for the generated warrant will come from the AFRS vendor file for your agency.  If you don’t enter a value in these fields for a warrant generating refund transaction, the system will use the Customer Address fields from the current debit memo as the address for the generated warrant.

	City
	4 Alphanumeric Characters
	

	County
	3 Alphanumeric Characters
	

	Work Class
	
	

	GL Acct (Variable GL Account)
	4 Alphanumeric Characters (Digits)
	Use this field only when the Transaction Code requires a variable GL account)
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GL Sub Acct
	6 Alphanumeric Characters
	Solomon sends only one subsidiary account to AFRS with each transaction.  It is not possible to send a subsidiary account for both the debit and credit general ledger (GL) accounts.  The GL Sub Account is sent as either SUBS-ACCT-A (debit) or SUBS-ACCT-B (credit) depending on the document type and the status of the Reversal Flag:
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Document Type
	Reversal Flag
	GL Sub Account DR or CR

	Invoice
	n/a
	Debit

	Debit Memo
	n/a
	Debit

	Payment
	n/a
	Credit

	Credit Memo
	Normal
	Credit

	Credit Memo
	Reverse
	Debit


( Control Totals Section 
The system uses this section of the screen to keep running dollar amount totals of the current batch and its associated documents.  There is also a Quick Print and a Help button you may use.
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Control Totals, Quick Print and Help
Control Totals
The system maintains running totals for the current batch and current invoice or debit memo.  You cannot enter amounts directly into these totals.   Instead, the system calculates these totals as you make changes to other amount fields on the screen, as follows:

Document Total

The document total is the total of the Transaction Amounts for all of the transactions in the current invoice or debit memo.  This total gets added to each time the system calculates or you enter or change (and tab out of) a transaction amount in the current invoice or debit memo. 

When you are finished entering an invoice or debit memo, the document total must match the Document Amount you specified for the current invoice or debit memo, in order for the document to be in balance.  The system will not allow you to change the AFRS Edit Status of the batch to Ready unless every document in the batch is in balance.  If a document is out of balance, you should verify that the transaction amounts (and print amounts) for all of the transactions in the document are correct.  Once all of the transaction amounts and print amounts are correct, you can then change the document amount to match the document total and print amount total, if necessary, to put the document into balance.

Print Amt Total

(Print Amount Total)

The print amount total is the total of the Print Amounts for all of the transactions in the current invoice or debit memo.  This total gets added to each time the system calculates or you enter or change (and tab out of) a print amount in the current invoice or debit memo. 

When you are finished entering an invoice or debit memo, the print amount total must match the Document Amount you specified for the current invoice or debit memo, in order for the document to be in balance.  The system will not allow you to change the AFRS Edit Status of the batch to Ready unless every document in the batch is in balance.  If a document is out of balance, you should verify that the print amounts (and transaction amounts) for all of the transactions in the document are correct.   Once all of the print amounts and transaction amounts are correct, you can then change the document amount to match the print amount total and document total, if necessary, to put the document into balance.

Batch Total

The batch total is the total of the Document Amounts for all of the invoices or debit memos in the current batch.  This total gets added to each time you enter or change (and tab out of) the document amount of an invoice or debit memo. 

When you are finished entering a batch of invoices or debit memos, the batch total must match the Batch Control Amount you specified for the batch, in order for the batch to be in balance.  The system will not allow you to change the AFRS Edit Status of the batch to “Ready” unless the batch is in balance.  If the batch is out of balance, you should verify that the document amounts for all of the invoices or debit memos in the batch are correct.  Once all of the document amounts are correct, you can then change the batch control amount to match the batch total, if necessary, to put the batch into balance.

Quick Print and Help

[Batch Edit Report] Button

The [Batch Edit Report] button will preview the AR Batch Edit Report.  The AR Batch Edit Report is used to validate data entered in the Batch, Document, and Transaction sections of a batch.  The report displays all pertinent information about the Batch, all documents in the batch, and all transactions in each document.  This report works very similar to a batch register.  You can use the AR Batch Report to validate the data in the batch before you submit the batch to AFRS and/or post the batch to AR.

For audit purposes, the AR Batch Edit Report also has information of users who last updated the batch [Updated By], released the batch to AFRS [AFRS Rel By] and/or post the batch to AR [Sol Rel By].
[Quick Print] Button
Click this button to print the current invoice or debit memo.  The format of the printed invoice or debit memo is based on the AR Type of the current batch. 

The Quick Print button might not be available (i.e. it may be grayed out) if the current batch has not been posted to the AR system (see Released to Solomon in the Batch Data Entry section of this screen).  Your ability to print invoices or debit memos that have not been posted is determined by the Print Unposted Flag in your Agency Setup (OF.950.00) screen.

[Help] Button
Click this button to get user help regarding this Invoice and Debit Memo Entry (OF.010.00) screen, including any customizations to this screen for your agency.

Exercise 11.1 – 
Enter the following invoice and creating customer on the fly [follow the instructions in Exercise 8.4 to [Insert] a new customer “on the fly”], if needed to.

11.1-1 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry.

11.1-2 Key in the following data for Wayne Johns & Company:
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	AR Type:
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Enter T1 (or select an AR Type that you’ve created in previous AR Type Maintenance exercise).

	Total Due (Batch Control Amount):
	$5,000

	Doc Ref:
	[image: image278.png]Do Reflbr o Aol Adil Reiliby

CALinelD DALinelD TranCode
I N 000

Fid | Applnder | Proglided  Ciglnded | Pioeel  SubPigi” FojPhsse” SUBOb SubSubOb

RevMaiGioun  HevMeaiSoiice  RevSubSolice AlbsCode Bidget Unt~ MOS Vend (D

[ [ | [ [ [

Couny Ciy. Work Class G Account  GL SubAccount.
| i 0
g




[image: image279.png]Overpay/Depo:

At to Apply Tian Code

(0F.030.01)

Fund Tran Date

Applnder

Pioalndes  Orglndew

Fioiget SubPioj’ Pl Phase SubDbi SuBSUBDBI ey MaiGroup. Fiev MaiSouce ey SubSouce
Aloc Code. Buget Unt M5 Verd D Coly iy Work Class
Lascourt 6L Sub Account Doc Reilbe CALinelD DA LinelD

Reversal nagj

o 0
|




Click [Auto] to let the system assign the next available invoice number.

	Customer ID:
	Enter customer ID, JOHN.

(Or create this invoice for the customer you’re going to create “on-the-fly”)

	Description:
	Enter a document description, i.e., July Billing.

	Doc Date:
	Accept defaulted doc date

	Doc Amount:
	Enter 5000

	
	


Tab through to the Transaction Data Section and enter the 

Following items (transaction items):


250 keys @ $4.00 each

Janitorial Services for $1,000.00

4 hours of Security Guard Services at $250.00 per hour

500 sandwiches at $4.00 each
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11.1-3 Assume that the accounting of this invoice has already been entered in the AFRS System, Set AFRS Edit Handling to Disallow (This will set the AFRS Edit Status to DISALLOW).
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The system will prompt you; “Do you want to begin a new batch?” click the [NO] button to remain in the current batch so you could print the AR Batch Edit Report from the [Batch Edit Report] button on this Invoice and DR Memo Entry [OF.010.00] screen.

11.1-4 Print AR Batch Edit Report from current screen. 

Note: [AFRS/Solomon Status], [Updated By], [AFRS Rel By] and [Sol Rel By] fields.

11.1-5 Click [Quick Print] button to print Invoice to be use for the Exercise 16.1 – Cash Receipts, [Auto Apply], and Daily Fund Summary Report in the later class.

11.1-6 Click [Close] to close out of the Invoice and DR Memo Entry (OF.010.00) application.
************For invoicing group, wait here till the Supervisor group has performed the following steps***********

SUPERVISOR STEPS IN

11.1-7 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.

11.1-8 Open the Invoice screen, press F3 to bring up the batch, and re-print the AR Batch Edit Report.

Note: [AFRS/Solomon Status], [Updated By], [AFRS Rel By] and [Sol Rel By] fields.

Exercise 11.2 – 
Enter an invoice with changed document date.
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11.2-1 If your cursor is not already in a new normal debit batch, Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry.

11.2-2 Key in the following data for an invoice:

	AR Type:
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Enter T1 (or select an AR Type that you’ve created in previous AR Type Maintenance exercise).

	Total Due (Batch Control Amount):
	$50

	Doc Ref:
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Click [Auto] to let the system assign the next available invoice number.

	Customer ID:
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Enter customer ID, 0046-SP.

(Or create this invoice for the customer you’ve created in previous exercise on adding customer).

	Description:
	Enter a document description, i.e., Shellfish #10980046 Invoice

	Doc Date:
	See instruction below
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11.2-3 Instead of accepting the defaulted date, change document date to November 02, 1998.
11.2-4 Press Tab and notice that the due date was modified according to the customer’s Terms.
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	Doc Amount:
	Enter  50


Tab through to the Transaction Data Section and enter the 

Following items (transaction items):


	Transaction Description
	
	Amount

	Taylor Finefoods
	#9808940
	$10

	K C LEE
	#9808941
	$10

	Seafood Distributors
	#9808942
	$10

	Hock Bee Fishing
	#9808943
	$10

	Taylor Finefoods
	#9808944
	$10


11.2-5 Click [Save]

11.2-6 Click [Quick Print] button to print Invoice for Exercise 16.3 – Underpay Cash Receipts, [Auto Apply], and Daily Fund Summary Report.

11.2-7 Set AFRS Edit Handling to Ready.

The system will prompt you, “Do you want to begin a new batch?”, click the [YES] button to have the system begin a new debit document batch.

************For invoicing group, wait here till the Supervisor group has performed the following steps***********

SUPERVISOR STEPS IN

11.2-8 Preview AR Batch Edit Report via the [Batch Edit Report] button on the AFRS Batch Release (OF.310.00) screen.


Note: [AFRS/Solomon Status]: “READY”/”NO” and other fields
11.2-9 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

11.2-10 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.

11.2-11 Print AR Batch Edit Report.


Note: [AFRS/Solomon Status]: “PASSED”/”YES”,  [Updated By], [AFRS Rel By] and [Sol Rel By] fields.

Exercise 11.3 – 
Enter an invoice with one invoice print line and several AFRS coding lines.

11.3-1 If your cursor is not already in a new normal debit batch, Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry.

11.3-2 Key in the following data for an invoice:

	AR Type:
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Enter T1 (or select an AR Type that you’ve created in previous AR Type Maintenance exercise).

	Total Due (Batch Control Amount):
	Enter  500

	Doc Ref:
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Click [Auto] to let the system assign the next available invoice number.

	Customer ID:
	Enter customer ID, BJFOODMART, to bill BJ's Food Marts
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(Or create this invoice for the customer you’ve created in previous exercise on adding customer).

	Description:
	Enter a document description, i.e., July Billing.

	Doc Date:
	Accept defaulted doc date

	Doc Amount:
	Enter  500


Tab through to the Transaction Data Section and Enter the 

following items (transaction items):

For the first two items, the Transaction Description is: Engineering Report, Plans & Specifications 

	
	Amount
	Print Amount
	AFRS Coding Difference: Rev Maj Group/Rev Maj Source

	Line 01
	$200
	$400
	04 20 

	Line 02
	$200
	$0
	04 21 (or a different set of AFRS coding than what’s defaulted)


For the third item, the Transaction Description is: Final Inspection
	
	Amount
	Print Amount
	Back to default AFRS codes: Rev Maj Group/Rev Maj Source

	Line 03
	$100
	$100
	04 20
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11.3-3 Follow the above screen by scrolling to the right.  Note the varied Rev Maj Source data entries.

The purpose of the AFRS default is to have the system automatically assign the accounting codes to the billings based on a table previously set up by the fiscal staff.  However, in those circumstances where you need to update the default accounting codes with the codes that fit the situation, you’re still able to do so.

11.3-4 Click [Quick Print] button to print Invoice for Exercise 16.4 – Overpay Cash Receipts, [Auto Apply], [Overpay/Deposit], and Daily Fund Summary Report.

11.3-5 Set AFRS Edit Handling to Ready.

************For invoicing group, wait here till the Supervisor group has performed the following steps***********

SUPERVISOR STEPS IN

11.3-6 Preview AR Batch Edit Report via the [Batch Edit Report] button on the AFRS Batch Release (OF.310.00) screen.



Note: the details of the report and other fields.

11.3-7 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

11.3-8 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.

11.3-9 Print AR Batch Edit Report.


Note: fields in general – the details of the report and other fields.

Exercise 11.4 – 
Enter a debit memo and X-Ref a debit document (invoice) that has already been posted to Solomon.

11.4-1 If your cursor is not already in a new batch, Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry.
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11.4-2 Key in the following data, selecting (a) Normal Debit under Batch Category, and (b) Debit Memo under Doc Type: 

	AR Type:
	[image: image294.png]Enuy (OF.010.00)

Halchlh HenumEd Haich lngny _AFHS g
[ @l [ in [Rrmarnene =] [unaeon =] 5 Askasedia o
it 1y A 1y s it i At
[re | [l ot
iR
Do e oot (202 D e osianer iy
[inveice =] Q2 ooo031e [Hormal =] [ [Wame John & Company.
#eRel Teuns Desuiption Desuiiptiun | ddress Line |
Jooooosts |30 [Nt D i 30 Doy fauly Biling [Tosoma | [wa [so%67 5535
Duwbss  DuDets | DuAwuns
o7/manass | |ooonoos | | 5300.00| _sdess. | gear | _eowy. |
e e I e e el Description “ﬂ
o000 4500 o000 100000012 Kers o
oo 0o 100000 100000012 dandorl Sorvios o
S0 250000 100000 00000012 Sevuty Gumd o
sose 4000 200000 000001z sandwches @
ilﬂ_l i3]
Dot T P T Bt T
SRS [ E LY, S <o oo oo | soon.o0] | LS
[ TRAIN | 32TRAINART  07/03/1333




Enter T1 (or select an AR Type that you’ve created in previous AR Type Maintenance exercise).

	Total Due (Batch Control Amount):
	$1250

	Doc Type:
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Select Debit Memo

	Doc Ref:
	Click [Auto] to let the system assign the next available invoice number.
Highlight the system-assigned doc ref nbr.

Press the [(] arrow key to position the cursor in front of the assigned doc ref nbr.
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Override only the first two numbers by entering “DM” to stand for Debit Memo.

	Customer ID:
	Enter customer ID, JOHN.

(Or create this invoice for the customer you’ve created in previous exercise on adding customer).

	X-Ref:
	Enter doc number from exercise 11.1 or press F3 to select that doc number from the Released Document List (see instruction on the next page)

	Description:
	Enter a document description, i.e., Increased in July Billing

	Doc Date:
	Accept defaulted doc date

	Doc Amount:
	Enter  1250

	
	


11.4-3 Press F3 in the X-ref field to select the document that applies to the debit memo you are currently entering 
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- The Released Document List screen will appear as shown below.

	11.4-4 Select document and continue to enter the debit memo as usual.

11.4-5 Tab through to the Transaction Data Section and enter the following items (transaction items):

INCREASED bill to Wayne Johns & Company
For $1250 of security guard charge.

11.4-6 Click [Save]

11.4-7 Click [Quick Print] button to print Debit Memo.

11.4-8 Set AFRS Edit Handling to Ready.

The system will prompt you, “Do you want to begin a new batch?” Answer ‘YES’.

SUPERVISOR STEPS IN

11.4-9 Preview AR Batch Edit Report from the AFRS Batch Release (OF.310.00) screen.

11.4-10 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

11.4-11 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.
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Exercise 11.5 – 
Enter an invoice with new document address.

11.5-1 If your cursor is not already in a new batch, Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry.

11.5-2 Key in the following data for an invoice:
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	AR Type:
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Enter T1 (or select an AR Type that you’ve created in previous AR Type Maintenance exercise).

	Total Due (Batch Control Amount):
	Enter 500

	Doc Ref:
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Click [Auto] to let the system assign the next available invoice number.

	Customer ID:
	Enter customer ID, BJFOODMART to bill BJ’s Food Mart.
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(Or create this invoice for the customer you’ve created in previous exercise on adding customer).

	Description:
	Enter a document description, i.e., BJ’s Truck Stop LOSS

	Doc Date:
	Accept defaulted doc date

	Doc Amount:
	Enter  500

	
	


However, instead of sending the bill to BJ's Food Marts' current billing address, send the bill to a shipping address or a new temporary address.

	Address:
	Click on [Address] button to access Document Address (OF.010.15) screen. (See instruction on the next page)
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	11.5-3 Click on [Address…] to send the bill to a new temporary address (for this document only).

*The Document Address (OF.010.15) screen will appear as shown here  


(
11.5-4 Change address to:
SE 130 Lynch Road

Shelton, WA 98584

(for this bill only)

11.5-5 Click OK


*The address on the Invoice and DR Memo Entry


 screen (OF.010.00) will be changed.
11.5-6 Tab through to the Transaction Data Section and enter the following items (transaction items):


Engineering Report, Plans & Specifications for $400

Final Inspection for $100

11.5-7 Click [Save]

11.5-8 Click [Quick Print] button to print invoice.

11.5-9 Set AFRS Edit Handling to Ready.

The System will prompt you, “Do You Want to Begin a new Batch?” answer “YES”
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************For invoicing group, wait here till the Supervisor group has performed the following steps***********

SUPERVISOR STEPS IN

11.5-10 Preview AR Batch Edit Report from the AFRS Batch Release (OF.310.00) screen.

11.5-11 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

11.5-12 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.




Exercise 11.6 – 
Enter a batch of four invoices, generated to a state customer
11.6-1 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry.

11.6-2 Key in the following data for the first invoice:

	AR Type:
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Enter T3 (or select an AR Type that you’ve created in previous AR Type Maintenance exercise for state customers with the appropriate tran code defaulted).

	Total Due (Batch Control Amount):
	Enter 3,603.06

	Doc Ref:
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Click [Auto] to let the system assign the next available invoice number.

	Customer ID:
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Enter customer ID, 405000 A, B, C or D, etc to bill your Department of Transportation customer.

	Description:
	Enter a document description, i.e., Personnel Services

	Doc Date:
	Accept defaulted doc date

	Doc Amount:
	Enter  $1,049.06
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	For the following items (transaction items):

	
1st transaction line item
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Personnel (22hrs) for $954.25

	2nd transaction line item
	Mileage (301 @.315p/m) for 
    

$ 94.81


11.6-3 Click the [FINISH] button and select insert new document.

11.6-4 Key in the following data for the second invoice:

	Doc Ref:
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Click [Auto] to let the system assign the next available invoice number.

	Customer ID:
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Enter customer ID, 405000 A, B, C or D, etc to bill your Department of Transportation customer.

	Description:
	Enter a document description, i.e., Personnel Services

	Doc Date:
	Accept defaulted doc date

	Doc Amount:
	Enter  $537.19
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	For the following items (transaction items):

	
1st transaction line item
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Personnel (11Hrs) for $513.57

	2nd transaction line item
	Mileage for $23.62


11.6-5 Click the [FINISH] button and select insert new document.

11.6-6 Key in the following data for the third invoice:

	Doc Ref:
	Click [Auto] to let the system assign the next available invoice number.

	Customer ID:
	Enter customer ID, 405000 A, B, C or D, etc to bill your Department of Transportation customer.

	Description:
	Enter a document description, i.e., Personnel Services

	Doc Date:
	Accept defaulted doc date

	Doc Amount:
	Enter  $1,499.93
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	For the following items (transaction items):

	
1st transaction line item
	Personnel (25.85 Hrs) for $1,471.90

	2nd transaction line item
	Mileage (89 @$.315p/m) for $28.03


11.6-7 Click the [FINISH] button and select insert new document.

11.6-8 Key in the following data for the fourth invoice:

	Doc Ref:
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Click [Auto] to let the system assign the next available invoice number.

	Customer ID:
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Enter customer ID, 405000 A, B, C or D, etc to bill your Department of Transportation customer.

	Description:
	Enter a document description, i.e., Personnel Services

	Doc Date:
	Accept defaulted doc date

	Doc Amount:
	Enter  $516.88
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For the following items (transaction items):

	
1st transaction line item
	Personnel (13 Hrs) $494.83

	2nd transaction line item
	Mileage (70 @ $.315p/m) for $22.05


11.6-9 Set AFRS Edit Handling to Ready.
The system will prompt you; “Do you want to begin new batch?” answer “NO”

************For invoicing group, wait here till the Supervisor group has performed the following steps***********

SUPERVISOR STEPS IN

11.6-10 Preview AR Batch Edit Report.




Note: GL Subsidiary information and transaction codes.

11.6-11 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

11.6-12 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.

Exercise 11.7 Additional Address

******IF has time left in the class, come back to Exercise 11.7 Additional Address********

11.7-1 Create an invoice, using the AR Type ID as the Additional Address.

Exercise 11.8 Handling Debit Document batches created through the AR’s Transaction Import Process

******IF has time left in the class, come back to Exercise 11.8 Handling Debit Documents (Invoice/DM) batch created through the AR’s Transaction Import Process ********
· For OFM, demo OFM’s AR Transaction Importer
· For Other agencies, demo Solomon Transactions Import
· For WSDA, demo OFM’s AGR WebService
“Transaction Import” is the process of importing data from a data file (i.e., billings data from agency’s billing system) into the AR System databases.  This process reads data lines from the data file, processes the lines accordingly, and then passes the data to the AR System for validation.

Security to the Transaction Import (98.500.00) application is currently limited to the OFM AR Team.

The following are the steps that OFM AR Team uses to process agencies data file (invoices).

1.  Receive data file.

2.  Log into AR Citrix Server.

3.  Log into agency AR System.

4.  Perform Transaction Import 

5.   Reconcile any errors.

6.  Release/Post batch.

Navigating Between Batches

Use the following procedure to use this screen to navigate to a different batch of documents (debits or credits): 

1.
Navigate to Batch.  Position your cursor (click) in the Batch Number field.  Then do one of the following:

(Key In Batch Number.  If you know the batch number of the batch to which you want to navigate, key it into the batch number field and press the Tab key.  The system will navigate to the batch number you keyed in.

(Select From List.  Press the F3 key to get a PV (possible values) list of all invoice and debit memo batches (if you are in the Invoice and Debit Memo Entry screen), or all payment and credit memo batches (if you are in the Cash Receipts and Credit Memo Entry screen) in the database. Select (click on) the batch number of the batch to which you want to navigate, and press the OK button.   The system will navigate to the batch number you selected.  Press the Cancel button instead of the OK button to stay at the current batch instead of navigating to a new batch.

Navigating Between Documents

Use the following procedure to use this screen to navigate to a different debit or credit document: 

1.
Navigate to Batch.  If the document to which you wish to navigate is not in the current batch, navigate to the batch that contains the desired document (see Navigating Between Batches above).  If you don't know which batch contains the desired document, use the Document View (OF.025.00) screen to determine which batch contains the desired document.  Then use this screen to navigate to the appropriate batch.

2.
Navigate to Document.  Position your cursor (click) in the Document Reference Number or the Reference Number fields, depending on which screen you’re using.  Then do one of the following:

(Key In Document Reference Number, if you’re in the Invoice and DR Memo Entry screen.  If you know the document reference number of the document to which you want to navigate, key it into the document reference number field and press the Tab key.  The system will navigate to the document reference number you keyed in.

(Select From List.  Press the F3 key to get a PV (possible values) list of all invoices or debit memos in the current debit batch.  Press the Shift+F3 keys to get a PV list of all payments or credit memos in the current credit batch.  Select (click on) the document reference number of the document to which you want to navigate, and press the OK button.  The system will navigate to the document reference number you selected.   Press the Cancel button instead of the OK button to stay at the current document instead of navigating to a new document.

Note:  For use while in the Cash Receipt and CR Memo Entry (OF.030.00) screen, you can navigate to document by clicking on the [Next] or [Previous] button from the command bar tools.

Navigating Between Transactions

Use the following procedure to use this screen to navigate to a different transaction: 

1.
Navigate to Document .  If the transaction to which you wish to navigate is not in the current document, navigate to the document, which contains the desired transaction (see Navigating Between Documents above).  

2.
Navigate to Transaction.  If you are viewing a transaction in Form Mode, press the F4 key to switch to Grid Mode.  If the desired transaction is not visible, use the right hand scroll bar to scroll up/down untill the desired transaction is visible. Position your cursor (click) in any field in the desired transaction.  If desired, press the F4 key to view the transaction in Form Mode.
Use the following procedure for hand entering new invoices and debit memos: 

1.  Menu.  Click "Invoice and DR Memo Entry" on Accounts Receivable menu to bring up the entry screen. 

2.  Batch Data.  Enter batch level data for batch of documents (see Batch Data Entry). 

3.  Document Data.  Enter document level data for an invoice or debit memo (see Document Data Entry). 

4.  Transaction Data.  Enter transaction data for the invoice or debit memo (see Transaction Data Entry). 

5.  Finish Button.  Press the Finish button on the main tool bar.  Press the OK button to enter the next document in the current batch. 

6.  Repeat.  Repeat steps 3, 4, and 5 for each invoice or debit memo in the batch.  On the last document in the batch you should press the Save button instead of the Finish button after entering the transaction data for the document. 

7.  Validate.  Validate that your data was entered correctly

8.  Set your batch to Ready status. 

Use the following procedure for making changes to existing (imported, generated, or previously hand entered) invoices and debit memos: 

1.  Menu.  Click "Invoice and DR Memo Entry" on Accounts Receivable menu to bring up the entry screen. 

2.  Navigate.  Navigate to the batch, document, or transaction you need to change (see Navigating Between Batches, Documents and Transactions). 

3.  Hold Status.  Set the AFRS Edit Status for the batch to Hold if the batch is not already in Hold status. 

4.  Make Changes.  Modify or add or delete batch, document, and transaction data as needed (see Batch Data Entry, Document Data Entry, Transaction Data Entry, Deleting Batches, Documents, and Transactions). 

5.  Save.  Press the Save button on the main toolbar to save your changes. 

6.  Repeat.  Repeat steps 2, 3, 4, and 5 as needed until you have made all your changes. 

7.  Validate.  Validate that your data was entered correctly, and set your batch to Ready status

Recurring Invoice Processing 
Creation of Templates

Use the Invoice and DR Memo Entry (OF.010.00) screen to create and maintain batches of recurring invoice templates.  Use exactly the same procedure to enter a template as you would to enter a regular invoice, except as follows:

1. In the Batch Category field, select Recurring from the drop down list, and press [Tab].  Several fields on the screen will change as follows to prepare for entry of the templates:

· The X-Ref, Doc Date, and Due Date fields disappear

· The Cycle, Nbr, and Next Doc Date fields appear

· The AFRS Edit Handling is set to Hold and is disabled (Batches of recurring invoice templates cannot be posted).

· The Doc Type field is set to Invoice and is disabled.

2. Enter a unique Doc Ref for each invoice template.  It is recommended you assign manual numbers (i.e., R00001, R00002) for the templates instead of using the auto-numbering feature, since the template documents are not really invoices.

3. Enter the Cycle (Numeric 1 through 60, Required) for the recurring invoice template:


The cycle is number of months between generations of regular invoices from the recurring invoice templates.

	
	
	# of Months Between Billings

	Cycle 1
	Monthly
	1

	Cycle 2
	Bi-Monthly
	2

	Cycle 3
	Quarterly
	3

	Cycle 6
	Semi-Annually
	6

	Cycle 12
	Annually
	12

	Cycle 60
	Five Years
	60


The maximum cycle allowed is 60.  Each time you use the Recurring Invoice Processing (OF.670.00) screen to generate a batch of invoices from the templates, the AR System automatically increments the month of the Next Doc Date in the templates by the number of months assigned in the Cycle field.

Note: Recurring invoices cannot be generated more often than monthly from a single template.  To generate recurring invoices more often (i.e., twice per month), you could create 2 or more template documents for the same billing (i.e., one with a Next Doc Date of 01/01 and one with a Next Doc Date of 01/16), and process the recurring batch more than once a month.  Each time the recurring batch is processed, regular invoices are generated only for the templates with a Next Doc Date less than or equal to the Next Document Date specified in the Recurring Invoice Processing (OF.670.00) screen.

4. Enter the number of regular invoices that will be generated from the template in the Nbr field (Numeric through 120, Required).  

For example, 4 means the AR system should generate a regular invoice four times.  Each time you use the Recurring Invoice Processing (OF.670.00) screen to generate a batch of invoices from the template, the AR system automatically reduces the Nbr in the template by one.  When the Nbr field reaches 0, the recurring invoice process will simply ignore the template.  The maximum number of cycles allowed is 120.


Note that you cannot set the Nbr field to “0”.  If you need to turn off a template, set the Nbr to “1”, Run the Recurring Invoice Processing (OF.670.00) for that template and have the AR System automatically decrement the Nbr to “0”.

5. Enter the document date the AR System should assign to the first regular invoice in the Next Doc Date field.  Each time you use the Recurring Invoice Processing (OF.670.00) screen to generate a batch of invoices from the templates, the AR System automatically increments the Next Doc Date on the templates to the “prior Next Doc Date plus the Cycle”.  Examples:

	Original template’s Next Doc Date
	Cycle
	Template’s Next Doc Date is update to 

	01/01/1999
	1
	02/01/1999

	01/31/1999
	1
	02/28/1999

	01/15/1999
	3
	04/15/1999

	01/01/1999
	12
	01/01/2000

	01/20/1999
	60
	01/20/2004


6. Complete entry of all other fields, and save as you would a regular invoice.  The document, transaction, and note data you save with the template will be printed on each regular invoice generated from the template (if applicable to the invoice format associated with the AR Type specified for your agency).  To see an example of how your generated invoice will look, press the [Quick Print] button (if your security settings allow you to print unposted invoice documents).

7. Record Notes at the batch level, if you wish, to document the purpose of the template batch and maintenance instructions.  Then press the [Batch Edit Report] button to print a report listing the recurring invoice templates for your file.  You batch notes will appear in the page header of the report.
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Maintenance of Templates
Batches of recurring invoice templates are always in Hold status and can be modified as necessary to reflect your invoicing requirements.  To navigate to a template batch, the “Cat” column on the Batch List will display a batch category of “R”.  Documents can be added or deleted from the recurring invoice templates batch.

Special attention should be paid to maintenance of the following data:

Nbr field:  This field is reduced by one each time the recurring template is processed.  After the Nbr reaches “0”, the template is ignored by future Recurring Invoice Processing (OF.670.00).  To ‘REINSTATE’ the template, the Nbr field would have to be increased to a number greater than zero, and the template resaved.

Billing addresses:  The AR System will continue to use the billing address saved with the invoice template, even if the address in the customer’s profile has been updated.  To update the address, display the invoice template; press the [Address] button in the document section to access the Document Address maintenance window.  Press [Main] to refresh to the customer’s main address or [Billing] to copy address updates from the customer’s billing address. After the information is updated, resave the batch of templates.

Account Code information:  The AR System will continue to use the transaction account code information saved with the invoice template, even if the AR Type AFRS default coding is updated for that AR Type.  To update the account coding, display the invoice template, modify the coding, and resave the batch of templates.

Generating Regular Invoices from Templates

Use the Recurring Invoice Processing (OF.670.00) application to create invoice batches from the recurring invoice templates set up and maintained in the Invoice and DR Memo Entry (OF.010.00) application, as a RECURRING batch category.
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Note that invoices created through this process may be modified before they are released to AFRS and Solomon.

Next Document Date
Enter a Next Document Date to select recurring invoices for processing. The Accounts Receivable system will select invoices with a Next Document Date less than or equal to the entered date.  The Next Document Date of the template invoices will be incremented by one month.

Begin Processing
Select the [Begin Processing] button to create new batches of invoices from the recurring invoice templates.  

A separate batch will be generated for each batch of recurring invoice templates that has at least one template with a Next Doc Date less than or equal to the entered date, and an Nbr greater than zero.

Note: The transaction level Service Date (s) in the generated invoice will always be the same as the document date, even if the template includes a service date that is different from the Next Doc date.

The process will automatically make the following updates to each recurring invoice template for which a regular invoice is processed.

· Nbr will be reduced by 1

· Next Doc Date will be updated by the number of months specified in Cycle
Go to the Invoice and DR Memo Entry (OF.010.00) screen to make changes to invoices generated from recurring invoice templates.  All data can be updated, and invoices can be added to or deleted from the system-generated batch, as necessary.  When all edits are complete, follow your normal procedures to balance the batch and release it to AFRS and the AR System (Solomon).

Exercise 12.1 – Create invoice templates

12.1-1 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry.

12.1-2 Key in the following data for a template.

	Batch Category:
	Select Recurring from the drop down box.

	AR Type:
	Enter T1 (or select an AR Type that you’ve created in previous AR Type Maintenance exercise).

	Batch Control Amount
	Enter 18

	Doc Ref:
	Enter (your first name) and the number 1.  This is your template number for the purpose of training.

	
	


Note:  It is recommended that users not use the [Auto] Doc Ref to prepare recurring invoice template.  Users should assign a UNIQUE Doc Ref number when creating recurring invoice template, so as to better identify the template invoice versus the generated invoice in a case where they want to [QUICK PRINT] the template invoice for viewing.

	Customer ID:
	Enter customer ID, BENFRAHD to bill Benton Franklin Health Dept.

(Or create this template for the customer you’ve created in previous exercise on adding customer).

	Cycle:
	Enter 1, representing a monthly billing.

	Nbr:
	Enter 1, representing the template to run 1 times and then stopped.

	Description:
	Enter Monthly billing

	Next Doc:
	Enter the date assigned by the instructor, starting with 07/01/2003 for the first student and increment by one day for the next student.  (Note:  If all student has the same date when the templates were setup, one student will be able to generate everybody’s template if the student enter later date in generation).

	Doc Amount:
	Enter  18


For the following items (transaction items):

1 DIS Information Service at $18.00 per service.  

Click [SAVE].

Note the TEMPLATE batch number __________.

Click [Close] to close out of Invoice & DR Memo Entry (OF.010.00) screen.
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Exercise 12.2 - Generate Invoice from Recurring Invoice Template

12.2-1 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Recurring Invoice Processing.

PLEASE WAIT FOR YOUR CUE!!!!!

12.2-2 Enter Next Document Date as 07/01/2003 or and increment of one day from 07/01/2003, depending on what has been assigned to you by the instructor.  (The purpose:  we want to give everyone a chance to generate their own recurring invoice from their template).
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12.2-3 Click [Begin Processing] to run recurring invoice processing for the Next Document Date of 07/01/2003 or current date.

12.2-4 when the Process Status (OF.670.00) screen shows Process completed, click [OK].

Exercise 12.3 – Process generated recurring invoice batch.

12.3-1 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry.

12.3-2 Position cursor on the Batch Nbr field and press F3 key to access Batch List.
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12.3-3 Highlight your generated recurring invoice batch and click [OK].  Hint:  Generated batch has the batch category of “D”, and has under the Created by column, your AR user ID.
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12.3-4 Note the batch total ________.  Note batch number ________ and AR Type _______ of processed recurring invoice batch.
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12.3-5 Set AFRS Edit Handling to Ready.

SUPERVISOR STEPS IN

12.3-6 Print AR Batch Edit Report.

12.3-7 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

12.3-8 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.

Generating the Refund 

Overview
When there is a need to return money to a customer, use the following steps to process the refund.  Each refund requires both a debit document to generate the refund, and at least one credit document to close the refunded overpayment.  
On the Invoice/DM screen: 

1. Select batch category "Warrant/JV Refund" for both warrant and JV refunds 

2. X-Ref the refund DM to:
The invoice or debit memo on which the refund is being issued, or 
Itself, if no specific invoice is being refunded (e.g. Warrant/JV Doc Ref number is WR000008, X-Ref can be typed in as WR000008, even though it is not listed as a value in the PV) 

Note:  If you are refunding on several specific invoices, you may want to issue separate warrants or JVs for each invoice so each refund can be cross referenced to the correct invoice.  This will make the customer statements more explainable.   However, you can combine them into a single refund if you wish.

3. Verify document address includes data in at least the first line, city, state, and zip code fields. The AR system sends the customer address to AFRS for all refunds, even if the Vendor ID is included. 

4. For warrant refunds: 

Use warrants request transaction code 955 with the correct variable debit GL for the customer (e.g. 1312, 1352, 1354). 

Include Vendor ID and Suffix (optional)
If no Vendor ID is specified on a warrant transaction, the Solomon document address will be used on the warrant and AFRS will automatically assign a VendorID for the customer.  If you wish, you can use one of the following specially formatted Vendor IDs to prevent AFRS from creating Vendor ID records or DRS records:
000000V0D0 00        No Vendor Edit and No DRS record
000000V0D1 00        No Vendor Edit, Yes DRS record

AFRS will produce a warrant.  


The warrant address will be the Vendor ID address if one was included (other than the No Vendor Edit IDs above)


The warrant address will be the Solomon address if no Vendor ID was included (or if a No Vendor Edit ID was used)


On the Vendor Remittance form:
   

   The AR X-Ref Number will appear in the Invoice # field
   The first 25 characters of the AR document description will appear in the Vendor Message field
5. For JV refunds, use transaction code 057, which will debit Due from State Agencies and credit 7140.  
a) Create a hard copy JV to send to the other agency and the Treasurer
b) Do not enter the JV into AFRS; AR will create the transaction entry 

6. For Interagency Payment (IAP) refunds, use transaction code 642, which will debit Due from State Agencies and credit 7140 and the appropriate Statewide Vendor ID in the vendor ID field of AR.
a)  Do NOT create a hard copy if using transaction code 642 and the Statewide Vendor ID to generate an interagency refund.
b) Do NOT enter the IAP refund into AFRS; AR will create the transaction entry. 

7. Set the batch to Ready and post 

Note: It is anticipated that all refunds generated in the AR System are associated with cash overpayments.
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Assume that a customer has an overpayment/deposit of $100 coded as follow:

	Transaction Code:
	001

	Fund:
	455

	Revenue Source and Sub Source:
	04 20


The customer wishes to receive a warrant refund for this $100 overpayment/deposit.

Exercise 13.1 - Enter the following warrant refund

13.1-1 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry.

13.1-2 Key in the following data for the Warrant Refund.
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	Batch Category:
	Select Warrant/JV Refund from the drop down box.

	AR Type:
	Enter T1 (or select an AR Type that you’ve created in previous AR Type Maintenance exercise).

	Batch Control Amount
	Enter 100

	Doc Ref:
	Click [Auto] to let the system assign the next available debit document number.

Highlight the system-assigned doc ref nbr.

Press the [(] arrow key to position the cursor in front of the assigned doc ref nbr.

Override only the first two numbers by entering “WR” to stand for Warrant Refund.

	Customer ID:
	Enter customer ID, BJFOODMART to refund BJ’s Food Marts.  (Or if you would like, create this warrant refund for the customer you’ve created in previous exercise on adding customer). NOTE:  Make sure there is an address for your customer.

	X-Ref:
	Enter the same number as your current Doc Ref number (or press F3 key to select the invoice created in Exercise 11.3).

	Description:
	Enter Refund of overpayment

	Doc Amount:
	Enter  100
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Don’t forget to change the defaulted AFRS Coding to reflect the AFRS coding used for warrant refund.
For the purpose of this training, use the following AFRS coding:
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Tran Code
	955

	Fund
	455

	Rev maj Group and Source
	04 20

	Variable GL
	1312
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13.1-3 Click [Save] and [Quick Print] button to print Invoice for Exercise 16.4 and 16.5 Cash Overpay & Application.

13.1-4 Set AFRS Edit Handling to Ready.

SUPERVISOR STEPS IN

13.1-5 Print AFRS Batch Edit Report.

13.1-6 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

13.1-7 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.

Print AR Documents (OF.601.00)
Overview

Use the Print AR Documents screen to print batches of invoices, debit memos and credit memos.

The normal procedure for using this screen is:

1. Select Document Type; [TAB].  Choose whether you want to print batches of debit documents (invoices and debit memos) or batches of credit memos *.   See Document Type below.

2. Select Report Name; [TAB].  If you want to print batches of debit documents, choose which invoice format you want to print.  See Report Name below.

3. Select Non-Printed/Printed/All Batches.  Choose whether you want to select from only batches that have never been printed, only batches that were previously printed, or all batches.  See Non-Printed/Printed/All Batches below.

4. Select Individual Batches to Print.  Change the Select column to 'Checked' for the batches you want to print, See Select below.

5. Print or Print Preview.  Load your printer with special paper if the selected batches require special paper.  Click the Print button to print the selected batches or Preview Print to preview the selected batches prior to printing.

6. Repeat.  Repeat steps 1 through 5 for each selection of batches you want to print.

Important.  Once you begin printing the selected batches (step 5 above), you will be unable to use Solomon AR for other tasks until the printing of all selected batches is complete.  Therefore, you may want to print only a few batches at a time or print large batches of document at times when you will not need to use Solomon for other tasks.

ALL credit batches are listed, but only those with at least one credit memo will print in good format.  Credit batches with no credit memos will print one 'Titles only/blank data' page.

Use the [Mark as Printed] button to remove all selected batches from the non-printed list without actually printing them.

Print AR Documents Details

Report Name

Report Name identifies the report format for the batches you select to print.

Credit Memos.  If you are printing batches of credit memos (see Document Type), you will not need or be able to change the Report Name.  In this case the Report Name will be the CR Memo Form Name, which was set up for your agency in the Agency Setup (OF.950.00) screen.

Debit Documents.  If you are printing batches of invoices or debit memos (see Document Type), you will be able to use the dropdown list to select the Report Name (i.e. invoice format) for those batches.  

Each report name that you can select from is associated with one or more of your agency's AR Types.  For example, report name OF681 may be associated with one, two or more of your agency's AR Types.  Therefore, the system allows you to select and print batches from different AR Types together if those AR Types share the same report format.  To see the report name for your agency's AR Types, look at the Debit Document Form Name for each AR Type in the AR Type Maintenance (OF.302.00) screen. 

Non-Printed/Printed/All Batches

Select (click) one of the following radio buttons:

· Non-Printed.  Lists only batches that have not yet been printed. 

· Printed.  Lists only batches that have already been printed.

· All Batches.  Lists all batches, both printed and non-printed.

Document Type

Select one of the following from the dropdown list:

· Debit Documents.  Lists only batches of invoices or debit memos. 

· Credit Memos.  Lists all Credit batches, some of which include credit memos. Only batches with at least one credit memo will print in good format.  Credit batches with no credit memos will print one 'Titles only/blank data' page.

Select

Check or uncheck each individual batch listed (default is unchecked):

· Checked.  Selects the individual batch for printing.  

· Unchecked.  Does not select the individual batch for printing.

Batch Information

The system displays the following information for each batch listed.   You can not change any of this information via this screen.

· Batch.  The batch number of the batch.

· AFRS Status.  The AFRS Edit Status of the batch.

· Rel To Sol.  The indicator of whether or not this batch has been released (posted) to the AR system.

· Batch Category.  The batch category of the batch.

· AR.  The AR Type of the batch.

· Batch Amount.  The batch control amount of the batch.

· Updated By.  The ID or name of the person who most recently updated the batch.

· Update Date.  The date when the batch was most recently updated.

· Bien.  The posting biennium of the batch.

· FM.  The posting fiscal month of the batch.

· Last Printed Date.  The date when the batch was most recently printed.

[Mark as Printed] Button

Click this button to remove all selected batches from the Non-Printed list without actually printing them.  The batches will be assigned a current Last Printed date and will be moved to the list of Printed batches. 

[Select All] Button

Click this button in order to set the Select field to Yes for all the listed batches, i.e. to select all the listed batches for printing.  If you don't want to print some of the batches, you can set the Select field to No for those individual batches.

Helpful hints:  If your agency has the [Print Unposted Flag] unchecked in the Agency Setup (OF.950.00) screen, you will not be able to select a batch for printing unless it has been posted to Solomon.

[Clear All] Button

Click this button in order to set the Select field to No for all the listed batches, i.e. to select none of the listed batches for printing.  If you want to print some of the batches, you can set the Select field to yes for those individual batches.

[Print] Button

Click this button to begin printing the batches that are marked Yes in the Select field.  Prior to printing the batches the system will advise you of the number of batches selected for printing and ask whether you wish to continue.   This is because the printing process can not be canceled once it is started, and printing a large number of batches could take a long time.  The system will update the Last Printed Date for each printed batch after printing.

[Print Preview] Button

Click this button to preview each batch you have Selected prior to printing.  If you select multiple batches, the system will stop processing during the preview of each batch, then continue with the next batch after you request the print from the preview menu (optional), and close the preview window.  

Prior to starting the preview process the system will advise you of the number of batches selected for previewing and ask whether you wish to continue.  This is because the process can not be canceled once it is started, and previewing a large number of batches could take a long time.  The system will update the Last Printed Date for each selected batch after the process, whether you actually print it from the preview or not.

[Help] Button

Click the Help button to get this user help regarding the Print AR Documents (OF.601.00) screen, including any customizations to this screen for your agency.

(For Exercises 14.1 and 14.2, select Accounts Receivable-Screens from the Solomon IV Menu and choose Print AR Documents)

Exercise 14.1 - Print AR Documents: from (Non-Printed) section

[image: image332.png]50.00)

Agency D Agency Name Database Type
[i11 fo ] [oestolP: [oa =l
CR Mermn FomHane _ LastBat N LostRefley Pt Unposted Flag
oree] 000045 000107 .
~Document Address Defaul:

& Biling Addross

€ Main Addesss





14.1-1 Select report name: OF680 for any AR Type.

14.1-2 Select Yes (checked) for the batch to print.
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14.1-3 Click [Print].
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Exercise 14.2 - Print AR Documents: from (Printed) section

14.2-1 Select report name: OF680 for any AR Type.

14.2-2 Select YES (checked) for the batch to print.

14.2-3 Click [Print].

Interest Charge Processing (OF.041.00)

Overview

Charge interest on the open balances of past due debit documents. You may process interest charges for one or more selected AR types. Interest processing gives the customer full credit for all payments applied to their account up to the moment the Begin Processing button is pressed. It does not consider any deposits the customer may have on account. For this reason, you may want to apply deposit amounts to open invoices before charging interest. For description interest calculations, see the Interest Charges by Original Invoice/X-Reference Number report. 

Set Up
Each AR Type and customer must first be set up for interest charges as follows:


AR Type Maintenance screen OF.302.00:


· Annual Interest Percentage must be greater than zero 

· Last Interest As Of Biennium and Fiscal Month must be indicated 

· Minimum Interest Code can be either: 

1. Charge Calculated -- Always charges the actual calculated interest amount 

2. Charge Minimum -- Charges the Minimum Interest Amount instead of the calculated amount if the calculated amount is less than the Minimum 

3. Charge Zero -- Does not charge interest if the calculated amount is less than the Minimum 

· Minimum Interest Amount 

· Compound Interest flag -- 'Yes' indicates that interest is to be charged on ALL past due debit documents, including interest debit memos. 'No' excludes past due interest debit memos from additional interest charges. 

AR Default AFRS Code Maintenance screen OF.300.00:
· An Interest Charge AFRS Default record must be included for each AR Type for which interest will be charged. To add default coding for interest, change the Document Category from Normal Debit to Interest Charge, tab, and indicate AFRS default coding for interest. 

Customer Maintenance screen OF50000:

· Charge Interest box must be checked for each interest eligible customer. To prevent interest charges to a customer, leave the box unchecked. 

Processing

Select the Interest Charge Processing option on the Accounts Receivable reports menu. After selecting print or preview on the Report ROI tab, the Interest Charge Processing screen OF.041.00 will appear.

Note: If you close this screen or the previous ROI screen without pressing [Begin Processing], a 'no data' report will print or preview. No updates will be made and no interest will be charged. 

All interest eligible AR types should initially display as Select = Yes. You can prevent interest charges on certain AR Types by setting the selection to No. Verify the Annual Percentage Rate, Minimum Interest Amount and Code, and the date interest was last charged through are correct for each selected AR Type. Update this information in the AR Type Maintenance screen OF.302.00 if necessary. Note: You will need to close the interest screen and reopen before your updates become effective.

By default, interest will be charged from the date interest was last charged through the last day of the prior month. To calculate charges for a shorter period, update the 'Charge Interest Through' Biennium/ FM to an earlier fiscal month. 

Interest charges will be posted to the current AFRS fiscal month, unless you change the Post to AFRS Period to the prior month. Note: If you are selecting to post this batch of interest charge to a prior AFRS period, this prior month will need to be an open month in AFRS.

When settings are correct, press the [Begin Processing] button to calculate interest for each selected AR Type and generate the Interest Charges by Original Invoice/Cross Reference Report (OF.041.00). The report will either preview on the screen or print directly to your printer, depending on the option you selected on the ROI screen. 

Important: If you selected the preview option, and you intend to post the reported interest charges, please print the report before you close the preview window. The report documents the interest calculations in detail and cannot be re-created at a later date.

A message window will display: Do you want to post the documents you just printed? If you press Yes, the following updates will be made: 

· A batch of interest debit memos will be generated in the Invoice screen for each selected AR Type where interest charges were greater than zero. The batch numbers will be displayed during the process and the batches will be placed in Hold status, for review before releasing to AFRS and Solomon. 

· The Last Interest As Of Biennium and Fiscal Month fields in the AR Type Maintenance screen OF.302.00 will be updated to the date interest was charged through for each processed AR Type. 

If you press No, no interest will be charged and the AR Type Maintenance screen will not be updated. Interest can then be reprocessed as necessary.

Note: If you press Yes accidentally, or change your mind after reviewing the Hold batches, you will need to restore the database to its prior settings before you re-process interest.  For each AR Type that was processed: 

· Delete the Hold batches that were created in the Invoice screen 

· Set the Last Interest Charged Through biennium and fiscal month back to the correct FM interest was last charged through in the AR Type Maintenance screen OF.302.00. 

Completion of Processing

To complete interest processing, review and release the Hold batches that were generated by the process in the invoice screen. The batch control totals will equal the AR Type sub-totals on the Interest Charges by Original Invoice/X-Reference Number OF041000 report. Each interest debit memo will be due as the date interest is charged through, and will be cross referenced to the original invoice number on which interest is being charged.

Screen Fields
The fields on the Interest Processing screen are:

	PRIVATE
Select
	Select from List;

Yes or No (Checked or Unchecked)


The field allows AR Types to be selected for Interest Charge Processing. Select will default to Yes, except where there is no AFRS default coding set up for interest document types.
	PRIVATE
AR Type
	2 Characters; View Only


The AR type to generate interest bearing debit memos. This property can be modified in the AR Type Maintenance screen. There will be one entry in the Interest Charge grid for each AR type with an APR% greater than zero and Last Interest Charged Through Biennium and Fiscal Month not blank.
	PRIVATE
APR
	Percentage; View Only


This display field shows the annual percentage rate (APR) to charge for each available AR Type. This property can be modified in the AR Type Maintenance screen.

	Compound
	Select from List;

Yes or No (Checked or Unchecked)


Selecting this box (box is checked) allows the AR System to charge interest on unpaid interest charges as well as on overdue debit document balances.  If you don't select compound interest (box is not checked), the system will not charge interest on unpaid interest charges. 

	PRIVATE
Description
	30 Characters; View Only


This display field lists all the descriptions associated with each AR Type available for processing interest charges.
	PRIVATE
Min $ (Minimum Interest Amount)
	Dollar Amount; View Only


This display field shows the minimum interest charge allowed for each available AR Type. This property can be modified in the AR Type Maintenance screen.
	PRIVATE
Min Interest Code
	1 Character; View Only


This display field shows the code that determines how to handle minimum charges. This property can be modified in the AR Type Maintenance screen.
	PRIVATE
 Last Interest AS OF Biennium
	4 Numeric Characters; View Only


This display field shows the last Biennium Month that interest was processed for this AR Type.
	PRIVATE
 Last Interest AS OF Fiscal Month
	2 Numeric Characters; View Only


This display field shows the last Fiscal Month that interest was processed for this AR Type.
	(Last Interest) As Of Date
	10 Characters; View Only


This date is automatically filled in by the system. It is the last day of the calendar month associated with the biennium and fiscal month for the last interest charged.
	PRIVATE
Post to AFRS Period – Biennium
	4 Numeric Characters


Enter the AFRS Biennium/Fiscal Month to post the debit memo transactions to. 
	PRIVATE
Post to AFRS Period - FM
	2 Numeric Characters


Enter the AFRS Biennium/Fiscal Month to post the debit memo transactions to. 
	PRIVATE
Charge Interest Through -- Biennium/FM
	4 Numeric Characters/2 Numeric Characters


Enter the Biennium and FM through which current interest should be calculated. 
	PRIVATE
Charge Interest Through -- As of Date
	10 Character Date; View Only


This date is automatically filled in by the system. It is the last day of the calendar month associated with the biennium and fiscal month for which interest is to be charged through. It may be changed by altering the Biennium/Fiscal Month for Charge Interest Through fields.
	PRIVATE
Begin Processing
	Command Button


Press the [Begin Processing] button to calculate interest charges for selected AR Types and generate the associated batches of debit memos. A report of calculated interest to be charged to customer accounts will be printed to the screen and may be printed for later reference. When the report has been exited, you will be prompted to proceed with generating the debit memo batches. If you choose no, the process will terminate without generating debit memo batches or updating dates. If you choose yes, the process will generate the debit memo batches and update the last interest charge date of the selected A/R types.
Interest Charge x-Reference Number Report (OF.041.00)

Overview

The Interest Charges by Original Invoice/X-Reference Number report is produced by the Interest Charge Process before the interest charge batches are actually created. This provides you the opportunity to prevent posting of current interest charges after reviewing the report, if necessary. The report should be printed and retained to document interest calculations. Report data cannot be re-generated after interest charges are posted.

Report Data

Page Header
The fields in the report header document the interest settings for the AR Type at the time the report was run such as the annual percentage rate (APR), the date interest was last charged through, the minimum interest code, the minimum interest amount, whether interest is compounded, the date interest is currently being charged through, and the fiscal month and biennium interest charges will be posted to in AFRS.

Sort Page Break Sub-Totals 

1. AR Type Yes 

2. Original Invoice/X-Reference Number Yes 

3. Debit Document Reference Number 

Documents Included
The report will list all invoices and their debit memos for each selected AR Type that are: 

· Posted to Solomon 

· Past due as of the date interest is to be charged through 

· Still outstanding and open as of the moment the [Begin Process] button is pressed 

Past due Interest debit memos will not be included unless the Compound Interest flag is checked.

The current balance of the debit documents will reflect payments: 

· Posted to Solomon up to the moment the [Begin Processing] button is pressed 

· Applied to the debit documents 

Deposits, "parked money", on customer accounts are not included, since they are not associated with an AR Type or applied to a debit document. 

Calculated Report Fields

	PRIVATE
Days Past Due
	Number of days from the document due date to the date interest is charged through.



	Days Interest Charged
	Number of days since interest was last charged or since the document due date, whichever is less, until the date interest is charged through.


	Current Document Balance
	Amount owing on the debit document on the date the report is run. Includes all payments applied and posted prior to pressing Begin Processing on Interest.


	Actual Calculated
	Current Document Balance times APR/365 times Days Interest Charged




	Interest Posted:
	Depends on Minimum Interest Code Setting, as follows:


	Charge Calculated
	Subtotal of the Actual Calculated amount for the Original Invoice/X-Ref. Number group


	Charge Minimum
	Minimum Interest Amount, if the subtotal of the actual interest calculated is less than the Minimum Interest Amount 


	Charge Zero
	Zero, if the subtotal of the actual interest calculated is less than the Minimum Interest Amount


Note: Since the report is generated before interest is actually posted, the report does not include the Batch numbers or Document Reference Numbers of the generated interest debit memos. The Interest Posted totals for each AR Type equal the batch control total of each generated batch.

Exercise 15.1 – Charge Interest on past due open balance

Setup AR Type Maintenance for interest charge process

15.1-1 Select Agency Maintenance-Screens from the Solomon IV Menu, and choose AR Type Maintenance.

15.1-2 Select AR Type, T1 (or select the AR Type you’ve created priorly in exercise 2.1).

15.1-3 Set the interest fields with the following data:

	Minimum Interest Code:
	Charge Calculated

	Annual Interest Percentage:
	12 percent

	Last Interest AS OF, Biennium:
	2001

	Last Interest AS OF, FM:
	01
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Setup AR AFRS Default Coding for interest charge process

15.1-4 Select Agency Maintenance-Screens from the Solomon IV Menu, and choose AR AFRS Default Coding.

15.1-5 Select AR Type, T1 (or select the AR Type you’ve created priorly in exercise 2.1).

15.1-6 default AFRS Code for Interest Charge as follow:

	Document Category Code:
	Interest Charge

	Tran Code
	012

	Fund
	455

	Maj Group and Maj Source
	04 09
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Setup customers account eligible for interest charge process.

15.1-7 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Customer Maintenance.

15.1-8 Select customer, 0046-SP, Taylor Shellfish Inc (or select the customer you’ve created priorly in Exercise 11.2 Enter an invoice with changed document date).

15.1-9 Check Charge Interest box for customer with who interest will be charged.
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Generate Interest Charge

15.1-10 Select Accounts Receivable-Reports from the Solomon IV Menu, and choose Interest Charge Processing.

15.1-11 Select [Print Preview] at the ROI.

15.1-12 Verify the following data on the Interest Charge Processing (OF.041.00) screen

	Select
	Verify that for your AR Type with all the right setup for interest charge processing is checked.  Uncheck all other AR Type, except yours.



	Post to AFRS Period
	Verify the default is current open Biennium and FM  (note the BI and FM _______  here)



	Charge Interest Through
	Verify what the selected AR Type’s Last Interest Charged Biennium and FM, then charge interest through that FM + 1 FM.  For example, if Last Interest Charge was BI 2001 and FM 01, charge interest through BI 2001 and FM 02.
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15.1-13 Select [Begin Processing].
15.1-14 When Process Status (OF.041.00) shows Process Completed, Click [OK].

15.1-15 Review displayed Interest Charge by Original Invoice/X-Reference Number for your AR Type.
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15.1-16 Print Interest Charges By Original Invoice/X-Reference Number report.
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15.1-17 Close report preview
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15.1-18 Click [Yes] to Do you want to post the documents you just printed message.  
15.1-19 When Process Status completed, click [OK] and close the Interest processing screen.

Verify Interest Debit Memos batch and Post to Solomon

15.1-20 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Invoice and DR Memo Entry. 

15.1-21 Position the cursor on the Batch Nbr field and press the F3 key.

15.1.22 Select your interest charge batch from the Batch List and click [OK].  (Hint: the interest batch you’ve created is the one with your name in the Created By column).
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15.1-23 Verify interest debit memos batch with your Interest Charges by Original Invoice/X-Reference Number report.

15.1-24 Verify appropriates AFRS default coding for Interest Charge, as setup in the AR AFRS Default Maintenance screen.
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15.1-25 Set AFRS Edit Handling to Ready.

15.1-26 Print AFRS Batch Edit Report.

SUPERVISOR STEPS IN

15.1-27 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

15.1-28 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.

For those who has Reports and Feature training already, please do the following step.

15.1-29 Print Customer Statement for the customer you’ve just generated interest charge.
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CREDIT DOCUMENTS INFORMATION 
Cash Receipts and CR Memo Entry (OF.030.00)

Screen Structure and Data Entry by Section

The purpose of the Cash Receipt and CR Memo Entry (OF.030.00) screen is to reduce accounts receivable balance through payments or credit memos.  You can perform the following functions in the Cash Receipt and CR Memo Entry screen:

· Apply payments to selective invoices

· Apply payments to selective multiple invoices

· Manage unapplied (overpay/deposit) cash 

· Credit a customer account

The Cash Receipt and CR Memo Entry screen is divided into five sections as follows:

· Batch Data Section

· Credit Document Data Section

· Debit Document Data Section

· Transaction Data Section

· Control Totals Section
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Important.  You will get the best results when entering batch data if you always enter data by tabbing from field to field in the natural tab order, i.e. generally from left to right and top to bottom through the batch section of the screen.

( Batch Data Section
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The system provides for processing collections (batches) of credit documents (i.e. payments or credit memos).  Use this section of the screen to enter and maintain data that is common to all the documents in a batch.  For example, all payments received for a given day can be group together for keying in the same batch.  

Batch data includes the posting biennium, fiscal month and a batch control amount for the batch of documents.

Batch Nbr 

(Batch Number)



6 Digits; System-Assigned When Batch is Saved

The batch number is a unique number that the system assigns to each batch of accounts receivable documents, e.g. payments or credit memos.   The system automatically assigns batch numbers to batches created according to the batch numbering format you establish in the Agency Setup Screen (OF.950.00)

You can see in the Agency Setup Screen (OF.950.00) the last batch number the system has assigned.  The system increments the batch number by one (000242, 000243, etc.) for each batch created.   You cannot change a system assigned batch number. 

Batch number identification is important for reporting purposes. Documents and transactions have their associated batch number listed beside them on many reports.

Biennium




4 Digits; Required; Default is Current Biennium

This field specifies the two-year fiscal period to which you are posting the current batch of payments or credit memos.

The system defaults this field to the current biennium.  You may change this to the prior biennium if the prior biennium is still open.

FM

(Fiscal Month)




2 Digits; Required; Default is Current Fiscal Month

This field specifies the specific fiscal month within the specified biennium to which you are posting the current batch of payments or credit memos.

The system defaults this field to the current fiscal month.   You may change this to one of the following fiscal months, if open:  the prior fiscal month, fiscal month 99 of the current biennium, or fiscal month 25 of the prior biennium. 

Batch Category



Select from List; Required

This field identifies the category of AR transactions in the current batch. Valid values are:

Normal Credit (C).  The transactions are for “new” normal payments or credit memos.

Apply Overpay/Dep: (Application of Unapplied (U)).  The transactions are for the application of unapplied (previously overpay/deposit) credit documents.  For example, when you’re ready to process unapplied cash (previously overpay/deposit), you would set the batch category to this batch category.  You would not use the other batch category for the purpose of processing payments or credit that has been previously overpay/deposit (“parked”).

AFRS Edit Handling



Select from List

After all documents in a batch are entered and balanced, you tell the system whether you would like your batch to be sent to AFRS (State’s general ledger system) or bypassed from going to AFRS and immediately available for posting against the customer balance.


Use the following options available in the AFRS Edit Handling field:
	AFRS Edit Handling
	Resulting AFRS Edit Status

	No Action
	Hold.  The batch is held and available for further entry and update.

	Ready
	Ready.  This batch is complete and ready to be released to AFRS edits.  The batch cannot be updated while in this status.

	Disallow
	Bypass.  The batch will bypass AFRS edits and posting, and is ready for posting to Solomon.  The batch cannot be updated while in this status.


Up until the time a Ready batch is actually released to the AFRS edit or a Bypass batch is released to Solomon, you can use the AFRS Edit Handling to change the AFRS Edit Status of the batch back to Hold, thereby enabling further update. 
AFRS Edit Status



15 Alphanumeric Characters; Display Only; Default is Hold

This field indicates the AFRS Edit Status for the current batch of payments or credit memos, resulting from the controls you’ve set in the AFRS Edit Handling indicated above.

Batch Control Amount



Numeric; Maximum 9,999,999,999.99; Minimum 0.01

The batch control amount is an amount you enter to make sure that the current batch of payments or credit memos is in balance.  For the batch to be in balance, the batch control amount must be equal to the sum of the Document Amounts for all the payments or credit memos in the batch, i.e. it must be equal to the Batch Total amount shown at the bottom of the screen.

You may calculate the batch control amount beforehand and enter it when you start the batch.  Or you may wait until you have finished entering and validating all of the payments or credit memos in the batch, and then enter a batch control amount that is equal to the Batch Total amount shown at the bottom of the screen.  

Released to Solomon



Checkbox; Default is No (Unchecked)

The system sets this checkbox to No (unchecked) initially, and sets it to Yes (checked) after the batch has been posted to the AR system, via the Solomon Batch Release (OF.311.00) screen.  Once a batch has this checkbox checked, no further adjustments could be made to the transactions in the batch.  

( Credit Document Data Section

Use this section of the screen to enter and maintain data about a given credit document.  A credit document is a document that reduces the customer’s accounts receivable balance.  Examples of credit documents are payments you received from your customer or credit memo you’ve created to reduce a customer’s accounts receivable balance.  

The system associates each document you enter with the batch data above it.  Credit Document Data Section includes the customer to whom the credit document pertains, the type of credit document it is, the credit document reference number, and the credit document amount.

If the credit document is a payment, the Credit Document Data Section has additional fields such as receipt category to log the type of payments (Electronic Fund Transfers, Cash, Journal Voucher, etc.) you received from your customers.  The Credit Document Data Section also has a field, Cust Ref Nbr, to record the check/warrant number that you’ve received from your customers.


Important.  You will get the best results when entering document data if you always enter data by tabbing from field to field in the natural tab order, i.e. generally from left to right and top to bottom through the credit document section of the screen.

Customer ID




10 Alphanumeric Characters; Required; PV (F3) List

The customer ID associates the payment or credit memo with a specific customer.  

Customers are typically set up in the Customer Maintenance (OF.500.00) screen prior to document entry.  

You may key in the customer ID if you know it, or you may press F3 to get a PV (possible values) list of existing customer IDs to select from.  

Customer Name




30 Alphanumeric Characters; System-Assigned

This field will show the current customer name and is maintained by the system.

Doc Type (Document Type)



Select from List; Required

This field identifies whether the current document is a Payment or a Credit Memo.

Reference Nbr





10 Alphanumeric Character; Required

(Credit Document Reference Number)


Must be Unique for the Current Customer

The payment or credit memo reference number is an identifying code assigned to a payment or credit memo that along with the Customer ID and Document Type distinguishes it from all other documents in the database. 

Payment-memo reference number identification is useful for reporting purposes.  The document reference number is useful for: creating a journal voucher, a cash journal, a credit memo, or an application of unapplied (money that was deposited in a suspense account and is now taking out of suspense account to apply to a customer’s invoices or debit memo.
Important for the purpose of meeting AFRS edits.  When entering a document reference number, it must consist only of digits (0-9), upper case letters (A-Z), and/or dashes (-).   The first character must be a digit or an uppercase letter.

X-Ref Number (Cross Reference Number)

10 Alphanumeric Characters

For Payments and Credit Memos:

The Cross Reference field is not required for Payments or a credit memo but can be used to reference any document of the current customer.  For example, if you received a payment that you could only guess it is relating to an invoice but not sure enough to apply to that invoice, you would “parked” the payment and x-reference the payment to that invoice.  The payment would still be considered open.  However, when you print the customers statement for that customer, the “parked” payment will be group with that invoice you’ve chosen to x-referenced.

For Apply Overpay/Deposit (Application of Unapplied) Credit Documents, the X-Ref field is a required field:

The Cross Reference field is used as a "link" between the unapplied CR document and the current applying document.  The following cross-referenced document attributes are assigned to the current applying document:

• Original Amount - can be changed but cannot be greater than the unapplied document balance or less than or equal to zero. 

• Memo Type - cannot be changed. 

• Receipt Category  - cannot be changed. 

• Customer Reference Number - cannot be changed. 

Original Amount




Numeric; Maximum 999,999,999.99; Minimum 0.01

The original amount is the full amount being received as a payment or the full amount of the credit memo.

For a payment or credit memo to be balanced, the original amount must equal the sum of all credit applications for the payment or credit memo.

Document Date (Credit Document Date)

Format MM/DD/YYYY; PV (F3) List

The document date is the creation of effective date of the payment or credit memo.  The document date appears on various AR reports.  The system defaults this field to the current date.

If you do not want to use the default document date, you may enter a different valid date, or press F3 to select a date from the calendar.  Past, present or future dates are valid.

Rcpt Cat (Receipt Category)




3 Characters; PV (F3) List

The receipt category represents the methods (e.g., Cash, JV, etc.) by which payment can be made to an agency.  It is used to help determine the appropriate default AFRS transaction code for payment application transactions.  

Receipt Categories can be maintained from Receipt Category Code Maintenance (OF.200.00).

Note:  This field is blank and disabled for Credit Memos.

Credit Memo Type





1 Character; Select from List

A type designation of a Credit Memo, i.e. Bankruptcy, Statue Limit, Hardship, Other.  This field is left blank for payment documents.  The data entered in this field is currently not being use for any reports.  However, in the future, there may be opportunity for OFM to provide reports on various credit memo created and sorted by the reason for the credit memo.

Cust Ref Nbr (Customer Reference Number)


10 Alphanumeric Characters

The customer reference number is an additional reference for the payment or credit memo.  It might contain the customer's actual check number or some other reference to the payment or credit memo.  

The customer reference number is displayed on several AR system reports including the Customer Statement Report (OF.085.00).

Prev Ref Nbr (Previous Reference Number)


Checkbox; Default is No (Unchecked)

Checking the Prev Ref Nbr will copy the reference (i.e., daily A-8 ) document number from one document to another within the same batch.  The Prev Ref Nbr checkbox will allow the next document number to default to the last document number when the user tabs into the Doc Ref Nbr field.  The default is not checked.  Once the box is checked, it will stay checked until the user unchecks it, starts a new batch, or exits the screen.  

Note:  If you have 2 payments from the same customer, the system allows you to go into the field and add a suffix before you tab out.  The next document will get the Doc Ref Nbr with the suffix.  So remember to take it off from the next document, unless you want the suffix on the rest of the batch.

[Address...] Button

The Address Button is enabled to allow the user to update the Address Information (OF.030.15) for the current customer.  This update does not change the address information entered in the Customer Maintenance Screen (OF.500.00); it just allows a change to the address information for the current credit document.  

[Activity...] Button

The Activity Button allows the user to view/print a Customer Statement (OF.085.00) for the customer associated with the current payment or credit memo.

( Debit Document Data Section

The debit document data section displays Open Debit documents (open invoices or debit memo) for the selected customer.  The grid is marked as Read-Only.  Use this area to select to a debit document that you wish to pay with the current receipt or credit memo.


Important.  You will get the best results when using this grid if you Tab into the first row of the grid and then use the arrow keys to move through the grid. A debit document is considered “selected” when the cursor is positioned or highlighted on that debit document.
Ref Nbr (Debit Document Reference Number)


10 Alphanumeric Characters

The Debit Document Reference Number is a unique identifying code assigned to a debit document that distinguishes it from all other debit documents in the database. Debit Document reference number identification is useful for reporting purposes. Debit Documents have their associated reference numbers listed beside them on many Solomon IV reports.

Doc Date (Debit Document Date)



10 Alphanumeric Characters; Required

The Document Date is the date of the debit document (invoice or memo)'s creation. The document date appears on accounts receivable transaction reports

Doc Amount (Debit Document Amount)



10 Alphanumeric Characters; Required

This field is the full amount of the debit document (Invoice or Debit Memo).

Doc Balance (Debit Document Balance)



10 Alphanumeric Characters; Required

This field is the current unpaid balance of the debit document (Invoice or Debit Memo).  This is the amount that can be applied by the payment or credit memo.

Pending Appl (Pending Applications)



10 Alphanumeric Characters; Required

This field shows the amount that had pending application to the debit document from other credit document and has not been posted.  You may NOT apply payments or credit memos to a Debit Document that has pending applications.

Amt to Apply (Amount to Apply)



10 Alphanumeric Characters; Required

This field shows the amount that has been applied to the Debit Document from the current Credit Document applications.

Adj Balance (Document Adjusted Balance)


10 Alphanumeric Characters; Required

This field shows what the balance of the Debit Document will be after the current credit document and its applications have been posted.

Description (Debit Document Description)


10 Alphanumeric Characters; Required

This field shows the description information of the Debit Document.

( Transaction Data Section

Use this section of the screen to enter and maintain detail data about each credit transaction associated with a given credit document.  The system associates each transaction you modified with the document data above it.  Transaction data includes the transaction amount and AFRS coding elements for each transaction.


Select an open Debit document from the grid, and press the Auto Apply button to add transactions. You cannot add transactions to the Transaction Grid directly.  

If you accidentally apply a payment to the wrong Debit document or make a transaction update that you wish to cancel, either change all the application amounts to $0.00 or press the Auto Apply button again to undo the current application.   If the button is not available, reduce the amount of one of the current applications.  The Auto Apply button should become available when you tab out of the amount field.  A message box will display when you press the Auto Apply button and you will be given the following choices: 

	Yes
	Re-Auto Apply the payment to the same Debit document

	No
	Undo the current application and clear the grid in preparation for applying the payment to a different Debit document.

	Cancel
	Close the message window without making any changes to the current application.


Once transactions are in the grid, you can update them either in grid mode or form mode, and you can toggle from one mode to the other at any time by pressing the F4 key, as long as your cursor is in any transaction data field.

• Grid Mode.  This mode shows your data like a spreadsheet, where you can see multiple transactions at once, but only some of the transaction data fields for each transaction at once. 

• Form Mode.  This mode shows your data like a form for a transaction, where you can see only one transaction at a time, but you can see (and change) all of the fields for that transaction. 

[Batch Edit Report] Button

Produce a report of the document and transaction information for any batch shown on this screen (see Batch Edit Report Button).  You can use the batch edit report as a register to validate the data in the batch before you submit the batch to AFRS.

Applic Detail Button

The [Application Detail] screen displays when the [Applic Detail] button is pressed.  All application transactions for the current Credit Document are displayed.  This screen is most useful to view the transaction history of a Credit Document after it has been released to AFRS and Solomon.


Tran Date (Transaction Date)



Format; MM/DD/YYYY; Required; PV (F3) List

This field defaults to the credit document date, and can be updated if necessary.

Doc Ref Nbr (Document Reference Number)

10 Alphanumeric Characters; System-Assigned

This field displays the current credit document reference number.  This field is system assigned and cannot be changed.

Amount (Transaction Amount)


Numeric; Maximum 999,999,999.99; Minimum 0.01; Default 0.00

This field is the credit transaction amount that gets posted to AFRS and the AR system for the credit transaction.  It must be greater than zero.  If you set this amount to zero, the system will delete the transaction.  Solomon does not allow an amount equal to zero or less than zero.

DR Tran Bal (Debit Transaction Balance)

Numeric; Maximum 999,999,999.99; Minimum 0.01

This field is the transaction balance of the debit transaction that the current credit transaction will pay against.

Adj DR Tran Bal

This field is the transaction balance of the debit transaction that the current credit transaction will pay against after posting.

Adj Ref Nbr (Adjusted Reference Number)

10 Alphanumeric Characters; System-Assigned

This field is the reference number of the credit document that the current transaction is paying.

Description (Transaction Description)


30 Alphanumeric Characters

This field is a brief description or explanation of the credit transaction.   The description will print on Credit Memos on the detail line.

CR ID (Credit Transaction Line ID)


Numeric; System-Assigned

This field is a line identifier the system assigns to uniquely identify each transaction for a given credit document (payment or credit memo).  Once assigned, it cannot be changed.

DR ID (Debit Transaction Line ID)


Numeric; System-Assigned

This field is the line identifier of the debit transaction that the credit transaction is paying off.

Description





30 Alphanumeric Characters

This field is a brief description or explanation of the credit transaction (for reference only).

Transaction AFRS Coding Elements

Payment distribution is based on coding elements initially set when the debit document was created.  All AFRS coding elements except the Transaction Code will automatically default to the coding elements originally used on the debit document to which you are applying the credit document (payment or credit memo).  

The Transaction Code default on payments is assigned from the Receipt Default Tran Code Maintenance table (OF.201.00).

The Transaction Code default on credit memos is the same Transaction Code originally used on the debit document, except the Reverse flag is automatically set to YES.

Important:  You can update the default coding elements.  However, the default coding elements are designed to allow the credit transactions to correctly clear AFRS’s accounts receivable general accounts and update customer accounts properly.  For example, creating an invoice in the invoice screen would increase the customer balance so you will want to use a debit general ledger tran code that would increase accounts receivable general ledger accounts.  Likewise, creating a payment in the receipt screen would decrease the customer balance so you will want to use a credit general ledger tran code that would decrease accounts receivable general ledger accounts.  Please consult with your supervisor before updating default coding elements.
For each default AFRS coding element (except as noted), the system provides the following data entry behavior:

• Possible Values List.  You can press F3 to get a list of possible values for the element.  These possible values are the ones OFM or your agency has set up in the statewide AFRS tables for the Biennium specified for the current batch.  You can select a value from the possible values list. 

• Enter Valid Value.  You can directly enter a valid value, i.e. one that is in the possible values list for the element. 

• Leave Blank.  You can leave the element empty (blank), except for Transaction Code and Fund, which are required elements. 

• Enter Invalid Value.  You can enter a temporarily invalid value, i.e. one that is not in the possible values list for the element, but which you plan to put into the statewide AFRS tables before you use the default coding.  In this case, the system will warn you that the value is invalid, but will accept it. 

• Delete An Existing Value.  You can blank out a value that was previously entered, except for Transaction Code and Fund, which are required elements.  To blank out a value while in Form mode, position your cursor (click or tab) in the field and press either the F5 or the Delete key.  To blank out a value while in Grid mode, position your cursor (click or tab) in the field, press the space bar, and then press the Delete key.  

	Tran Code (Transaction Code)

	3 Characters (Digits)
	Valid Value Required

	Fund
	3 Alphanumeric Characters
	Valid Value Required

	App Index (Appropriation Index)
	3 Alphanumeric Characters
	

	Prog Index (Program Index)
	5 Alphanumeric Characters
	

	Org Index (Organization Index)
	4 Alphanumeric Characters
	

	Project

	4 Alphanumeric Characters
	

	Sub Proj (SubProject)
	2 Alphanumeric Characters
	Requires that Project be present

	Proj Phase (Project Phase)
	2 Alphanumeric Characters
	Requires that Project & SubProject be present

	Sub Obj (SubObject)
	2 Alphanumeric Characters
	

	Sub Sub Obj (SubSubObject)
	4 Alphanumeric Characters
	Requires that SubObject be present

	Maj Grp (Major Group)
	2 Alphanumeric Characters
	

	Maj Src (Major Source)

	2 Alphanumeric Characters
	Requires that Major Group be present

	Sub Src (SubSource)

	6 Alphanumeric Characters
	Requires that Major Group and Major Source be present

	Alloc Code (Allocation Code)
	4 Alphanumeric Characters
	

	Bud Unit (Budget Unit)

	3 Alphanumeric Characters
	

	MOS (Month of Service)
	4 Characters (Digits)
	Valid values are a two-digit year followed by a two-digit month, e.g. 9803. Does not have a possible values list. 

	Vend ID (Vendor ID, Vendor Suffix)
	ID: 10 Alphanumeric Characters

Suffix: 2 Alphanumeric Characters
	You may enter a value in these fields if the transaction is a warrant generating refund transaction.  If you do, the address for the generated warrant will come from the AFRS vendor file for your agency.  If you don’t enter a value in these fields for a warrant generating refund transaction, the system will use the Customer Address fields from the current debit memo as the address for the generated warrant.

	City
	4 Alphanumeric Characters
	

	County
	3 Alphanumeric Characters
	

	Work Class
	
	

	GL Acct (Variable GL Account)
	4 Alphanumeric Characters (Digits)
	Use this field only when the Transaction Code requires a variable GL account)

	GL Sub Acct
	6 Alphanumeric Characters
	Solomon sends only one subsidiary account to AFRS with each transaction.  It is not possible to send a subsidiary account for both the debit and credit general ledger (GL) accounts.  The GL Sub Account is sent as either SUBS-ACCT-A (debit) or SUBS-ACCT-B (credit) depending on the document type and the status of the Reversal Flag:



	Document Type
	Reversal Flag
	GL Sub Account DR or CR

	Invoice
	n/a
	Debit

	Debit Memo
	n/a
	Debit

	Payment
	n/a
	Credit

	Credit Memo
	Normal
	Credit

	Credit Memo
	Reverse
	Debit


( Control Totals Section

The system uses this section of the screen to keep running dollar amount totals of the current batch and its associated documents.  This section also contains buttons to Print Credit Memos, Auto Apply payments, and Overpay/Deposit, (park) payments for later application.

[Quick Print] Button
Click this button to print the current invoice or debit memo.  The format of the printed invoice or debit memo is based on the AR Type of the current batch. 

The Quick Print button might not be available (i.e. it may be greyed out) if the current batch has not been posted to the AR system (see Released to Solomon in the Batch Data Entry section of this screen).  Your ability to print invoices/debit memos/credit memos that have not been posted is determined by the Print Unposted Flag in your Agency Setup (OF.950.00) screen.

[Overpay/Deposit] Button

The Overpay/Deposit AFRS Coding screen displays when there is still money left to apply and the [Overpay/Deposit] button is pressed.  The total amount still left to apply is transferred to this screen and the AFRS coding is entered to appropriately "Park" the funds for application at a later time.  The screen automatically becomes the Reversal of Overpay/Deposit AFRS Coding screen for Application of Overpay/Deposit batches.  This screen will always contain only one transaction, which is the balance of the credit document amount, left to distribute.


[Auto Apply] Button

Press the [Auto Apply] button in the Control Totals section of the Credit screen or use the shortcut key [Alt]-[A] to create credit transactions in the lower grid that apply the credit document amount to the currently selected debit document.  The application will continue against all the debit transactions until the debit document balance equals zero, or until the credit document runs out of money. 

Transaction Amounts

The application will pay the full balance of each debit transaction as long as money is available.  If the credit document runs out of money during the application, the system will make a partial payment to the last transaction and "apply" zero to any remaining transactions (note: these "applications" of zero are not saved by the system).

You may change the payment transaction amounts after the auto applies process manually, if required.  Before you can increase the application to any transaction you must decrease the amount applied to another transaction.  You can delete transactions by pressing the [Delete] key.  You can not add transactions to the Transaction Grid directly.

Assignment of Credit Transaction Codes

Payments:  The payment application process combines information about the debit document, the batch fiscal month and biennium, and the settings in the Receipt Default Tran Code Maint Screen (OF.201.00) to assign transaction codes to credit transactions.   This screen maps various "debit transaction codes and receipt category codes combinations" to the credit transaction code required to clear the document correctly through the AFRS general ledger.

If a record is not found in the Receipt Default Tran Code screen for the combination currently being entered, the system will not be able to assign a transaction code.  A warning message will display for each blank transaction code.  You will not be able to complete the batch and set it to "Ready" until all transaction codes are entered.

Credit Memos:  The application process will assign the debit document's transaction code to the credit transaction, and will set the Reverse Flag to "Reverse".  The Credit Memo will clear through AFRS as a "negative debit". 

Other AFRS Code Fields

The application process copies all the account code detail from the debit transactions to each credit transaction with the following exception:

For Biennium End and Fiscal Year End applications to single year appropriation recoveries of expenditure, only the fund, subsidiary account, and Vendor ID and Suffix are copied from the debit transaction.  The variable GL field is copied from the Receipt Default Tran Code screen.  All other AFRS code fields are left blank.

Canceling or Re-Doing the Auto-Apply – 
Credit document (payment or credit memo) can be moved to the correct invoices

If you accidentally apply a payment to the wrong Debit document or make a transaction update that you wish to cancel, either change all the application amounts to $0.00 or press the Auto Apply button again to undo the current application.   Note:  If the auto apply button is not available, reduce the amount of one of the current applications.  The Auto Apply button should become available when you tab out of the amount field.  

A message box will display when you press the Auto Apply button with the prompt "About to clear transaction grid.  Continue?" and you will be given the following choices: 

	Yes

	Re Auto Apply the payment to the same Debit document.

	No
	Undo the current application and clear the grid in preparation for applying the payment to a different Debit document.

	Cancel
	Close the message window without making any changes to the current application.

	


Current Applications

This field displays the how much of the Original Amount you’ve used up, either via [Auto Apply] or [Overpay/Deposit].  The amount displayed in this field should match the amount entered in the current document’s Original Amount when you are done with the current credit document.

Left to Distribute

This field displays the amount you have left to distribute.  It decrements each time you used the amount entered in the Original Amount field to apply against a debit document.  The amount displayed in this field should be zero when you are done with the current credit document.

Batch Total

The batch total is the total of the Original Amounts for all of the credit documents in the current batch.  This total gets added to each time you enter or change (and tab out of) the Original Amount field of a credit document within the batch. 

When you are finished entering a batch of payments or credit memos, the batch total must match the Batch Control Amount you specified for the batch, in order for the batch to be in balance.  The system will not allow you to change the AFRS Edit Status of the batch to Ready, unless the batch is in balance.  If the batch is out of balance, you should verify that the document amounts for all of the payments or credit memos in the batch are correct.  Once all of the document amounts are correct, you can then change the batch control amount to match the batch total, if necessary, to put the batch into balance.

[Help] Button

Click this button to get user help regarding this screen, including any customizations to this screen for your agency.

Exercise 16.1 - Cash Receipts, [Auto Apply], and Daily Fund Summary Report

16.1-1 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Cash Receipt and CR Memo Entry.
16.1-2 Enter the following cash receipt 

Note:  The Batch Control Amount can be left at $0.00 until the batch is completely entered.  However, before the AFRS Edit Handling can be set to Ready, the Batch Control Amount and the Batch Total must equal each other.  Otherwise, users will receive the following warning message:

[image: image59.png]Corit setbatch to (Rleady Status with Batch Cortrol Aourt of Zero





	Batch Control Amount
	Enter 5000

	Customer ID
	Enter JOHN (or the customer you’ve used to create the $5,000 invoice in Exercise 11.1).

	Reference Number:
	Enter assigned CJ number (i.e. CJ991109) or any 8 digits alphanumeric number that you know will pass AFRS pre-edit.

	X-Ref Number
	Leave this field blank because it’s not needed for a payment that will be applied against a debit document.

	Original Amount
	Enter the amount of the payment, 5000.

	Rcpt Cat
	Enter CSH or press F3 key to select CSH from the list.

	Cust Ref Nbr
	Enter a warrant or check number 



	
	


16.1-3 Highlight (by positioning the cursor on the debit document’s line in the DR document grid) appropriate 

invoice number.


16.1-4 Click [Auto Apply] button.



16.1-5 Print AFRS Batch Edit Report.

16.1-6 Click [Close] button to close the Cash Receipts and CR Memo Entry (OF.030.00) screen.

16.1-7 Print Daily Fund Summary Report.

Select Accounts Receivable-Reports from the Solomon IV Menu, and choose Daily Fund Summary Report.

-- At ROI


Click [Print] or [Print Preview]

--Doc Ref Nbr
Enter the CJ used in this exercise or press F3 to select from the list.

--Document Date

(accept defaulted date)

16.1-8 Reconcile receipt with Daily Fund Summary Report.

16.1-9 Re-access Cash Receipt and CR Memo Entry screen to Set receipt batch to Ready status.

The system will prompt you, “Do you want to begin a new batch?”, click the [YES] button to begin a new credit batch.

SUPERVISOR STEPS IN

16.1-10 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

16.1-11 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.
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Exercise 16.2 - JVs and [Auto Apply]

16.2-1 Enter JV receipts.

--Batch Total:
$3,603.06

Note:  The Batch Control Amount can be left at $0.00 until the batch is completely entered.  However, before the AFRS Edit Handling can be set to Ready, the Batch Control Amount and the Batch Total must equal each other.  Otherwise, users will receive the following warning message:
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--Reference Number:

Current Document Number on Journal Voucher

--Receipt Category:

JV (Use for JV and/or IAP)

--Cust Ref Nbr:


Current Document Number on Journal Voucher

16.2-2 Highlight the appropriate invoice number.

16.2-3 Click [Auto Apply] button.

16.2-4 Continue steps 16.2-2 through 16.2-3 until the balance in the “Left to Distribute” field is zero.

16.2-5 Print AFRS Batch Edit Report (from the Cash Receipt and CR Memo Entry [OF.030.00] screen or the AFRS Batch Release [OF.310.00] screen) to review batch.

16.2-6 Set AFRS Edit Handling to Ready status.

The system will prompt you; “Do you want to begin a new batch?” click the [YES] button to begin a new credit batch.

SUPERVISOR STEPS IN

16.2-7 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

16.2-8 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.
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[image: image65.png]. JVs, and [Auto Apply]
Exercise 16.2 —Interagency payment transfers

§ State of Washington
'P‘"”J an ﬁ*” Department of Health

IV HoSs3520F BILLING INVOICE

Account Number

405000
Invoice Date. 01/05/1998
Invoice Number TRAIN1
Depariment Of Transportation Federal ID# 99-9999999
P O Box 47310
Olympia, WA 98504-7310 TOTAL DUE: $1,049.06
Due Date 02/04/1998
Prease retum top porson wit your remitance:
Ploase rem (o
Department of Health el 85t
REVIACCT REC Invoice Number. TRAINt
P 0 BOX 1099 Federal ID # 99.9399008
OLYMPIA, WA 98507-1088 O $1,049.06
Due Date 02/04/1998
Dicct bliog questons o Thomss Jeferson (360) 5551212
Tnvoice for training purpose
Date Description ay Unit Price Amount
0if0571898 _ Personnel (22hrs) e 0 50.00 $954.25
01/05/1998  Mileage (301 @ .315p/m) o 000 59481
Total

$1,045.06
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Exercise 16.2 —Interagency payment transfers

'?A«:J an fll State of Washington
R Department of Health
7 §0503520FT " BILLING INVOICE

Account Number

405000
Invoice Date: 01/05/1998
Invoice Number TRAIN2
Department Of Transportation Federal 1D # 99-9999999
P O Rox 47310
Olympia, WA 98504-7310 TOTAL DUE: $ 537.19
Due Date 0210471998
Plesse rtum tp porton it your rtnce.
Ploase ramit 0
Account Number 405000
Department of Health nvolce Daler aliosisos
REVIACCT REC invoice Namber. TRAIN
PO BOX 1099 Federal ID # 999998999
OLYMPIA, WA 985071099 YOI CED
Due Date 02041398
Orect bt guesons o Thoms Jeterson s 36y 555-1212
invoice for taining purposs
Date Doscription ay Unit Price. Amount
0i/S/1998  Personnel (11Hrs) B 0 $0.00 $51357
01/05/1998  Mileage. o 5000 2362
Total

$537.15
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Account Number 405000
Invoice Date: 11/04/1997
invoice Number TRAIN3

Department Of Transportation Federal ID # 99-9999999

P O Box 47310

Olympia, WA 98504-7310 TOTAL DUE: $1,499.93
Due Date 12/04/1997

retum top porton withyou remtance:

Ploase romi o:

Depariment of Health e e i500e0r

REVIACCT REC invoice umber TRAINS

PO BOX 1000 Federal D # 99.9999999

OLYMPIA, WA 98507-1088 TOTAL DUE: § 1,499.93

Due Date 2041997
Ottt quesions o Thomss Jatsso 2 306) 35 1242
Invoice for raining purpose
Date Descrption ay. Unit Price Amount

1770471887 Personnel (25,85 Fire) G 3000 CEGE
1110411957 Mileage (89 @$.315p/m) 0 5000 $2803 5

Totat $1,499.93
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Account Number 405000
Invoice Date: 06/12/1998
Invoice Number- TRAING
Department Of Transportation Federal ID # 89-9999999
P 0 Box 47310
Olympia, WA 98504-7310 TOTAL DUE: $ 516.88
Due Date 07112/1998

Please retm top poron with your remitance.

Plasso romit to
Account Number 405000
Department of Health Invaice Date. 06/12/1998
REV/ACCT ReC Invoice Number TRAING
P 0 BOX 1098 Federal 1D # 99.9999900
OLYMPIA, WA 98507-1099 TOTAL DUE: s 516.88
Oue Date 07/12/1998

et biing quesions o Thomas Jeffesson st (350 555 1212,
Invoice for training purpose

Date Description

ay Unit Price Amount
06/12/1988 Personnel (13 Hirs) [ $0.00 549483
06/12/1958  Mileage (70 @ $.315 prm) o 50.00 $2205

Total ss1c.8s
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Exercise 16.3 - Underpay Cash Receipts, [Auto Apply], and Daily Fund Summary Report

16.3-1 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Cash Receipt and CR Memo Entry.
16.3-2 Enter the following cash receipt 

Note:  The Batch Control Amount can be left at $0.00 until the batch is completely entered.  However, before the AFRS Edit Handling can be set to Ready, the Batch Control Amount and the Batch Total must equal each other.  Otherwise, users will receive the following warning message:
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	Batch Control Amount
	Enter 40

	Customer ID
	Enter 0046-SP (or the customer you’ve used to create the $50 invoice in Exercise 11.2).

	Reference Number:
	Enter assigned CJ number (i.e. CJ991109B) or any 8 digits alphanumeric number that you know will pass AFRS pre-edit and a suffix.

	X-Ref Number
	Leave this field blank because it’s not needed for a payment that will be applied against a debit document.

	Original Amount
	Enter the amount of the payment, 40.

	Rcpt Cat
	Enter CSH or press F3 key to select CSH from the list.

	Cust Ref Nbr
	Enter a warrant or check number 


	



16.3-3 Highlight (by positioning the cursor on the debit document’s line in the DR document grid) the 

Appropriate Invoice number (highlight the invoice that was created in Exercise 11.2.  Note that this invoice 

Was billed for $50)



16.3-4 Before you click on the [Auto Apply], verify the amount shown in the Left to Distribute field.  

It should be the same amount you’ve entered in the Original Amount field of the Credit Document Data Section.

16.3-5 Click [Auto Apply] button.




16.3-6 Verify the Current Applications field.  The amount should be the full amount entered in the Original 

Amount field.

16.3-7 Make adjustments to the transaction amount to reflect the items the customer is willing to pay.  

(Note: customer is underpaying this invoice).
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16.3-8 Print AFRS Batch Edit Report.

16.3-9 Click [Close] button to close out of the Cash Receipt and CR Memo Entry (OF.030.00) screen.

16.3-10 Print Daily Fund Summary Report.

Select Accounts Receivable-Reports from the Solomon IV Menu, and choose Daily Fund Summary

-- At ROI


Click [Print] or [Print Preview]

--Doc Ref Nbr


Enter the CJ used in this exercise

--Document Date

(accept defaulted date)

16.3-11 Reconcile receipt with Daily Fund Summary Report.

16.3-12 Re-access Cash Receipt and CR Memo Entry screen to Set receipt batch to Ready status.

The system will prompt you, “Do you want to begin a new batch?” click the [YES] button to begin a new credit batch.

SUPERVISOR STEPS IN

16.3-13 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

16.3-14 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.

[image: image72.png]check # 2222
Paid. 440

State of Washington
Baseline Training Agency

BILLING INVOICE

Account Number 0046.5P
Invoice Date: 1110811999
Invoice Number. 00000110
Taylor Shelfish
SE 130 Lynch Road Federal D # 99.9999999
Shelton, WA 98504 TOTAL DUE:50.00
Due Date 12/08/1999
Piosss rmtum op porsn it your reitarcs
Account Number 0046.5P
e Invoice Date 1110871999
Baseline Training Agency Invoice Number: 00000110
Agency Name
Address Line 1 Federal D # 99.9990909
Address Line 2 WL $ 50,00
Olympia, WA 58501 Oue Date 1210811999
Ocec biling questons to Themas Jetloson o 50)35. 212
Date Description ay Unit Price ‘Amount
177087808 Taylor Finsioods #5308540 o 5000 1000
0095 K LEE s58080¢1 0 s0.00 Swoo-
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Exercise 16.4 - Overpay Cash Receipts, [Auto Apply], [Overpay/Deposit], and Daily Fund Summary Report

16.4-1 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Cash Receipt and CR Memo Entry.
16.4-2 Enter the following cash receipt 

Note:  The Batch Control Amount can be left at $0.00 until the batch is completely entered.  However, before the AFRS Edit Handling can be set to Ready, the Batch Control Amount and the Batch Total must equal each other.  Otherwise, users will receive the following warning message:
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	Batch Control Amount
	Enter 600

	Customer ID
	Enter BJFOODMART (or the customer you’ve used to create the $500 invoice in Exercise 11.3).

	Reference Number:
	Enter assigned CJ number (i.e. CJ991109C) or any 8 digits alphanumeric number that you know will pass AFRS pre-edit and a suffix to make it unique for that customer.

	X-Ref Number
	Leave this field blank because it’s not needed for a payment that will be applied against a debit document.

	Original Amount
	Enter the amount of the payment, 600.

	Rcpt Cat
	Enter CSH or press F3 key to select CSH from the list.

	Cust Ref Nbr
	Enter a warrant or check number 



16.4-3 Highlight the appropriate invoice number (choose the invoice that is $500, created in exercise 11.3).


16.4-4 Click [Auto Apply] button.

16.4-5 Verify the amount in the Current Applications and Left to Distribute fields.  



16.4-6 Current Applications should display 500 and Left to Distribute should display 100.

Click the [Overpay/Deposit] button.

16.4-7 if the Overpay/Deposit AFRS Coding screen does not display the default AFRS coding for your agency’s overpay/deposit, enters the following overpay/deposit AFRS codes.


	Tran Code
	001

	Fund
	455

	Revenue Group and Maj Source
	04 20


Note: For WSDA, use the default AFRS codes for Overpay/Deposit AFRS Coding (OF.030.01) for parking payments:

Tran Code: 062
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16.4-8 Click [OK] to close the Overpay/Deposit AFRS Coding (OF.030.01) sub-screen.


16.4-9 Print AFRS Batch Edit Report (from the Cash Receipt and CR Memo Entry [OF.030.00]

16.4-10 Click the [Close] button to close out of the Cash Receipt and CR Memo Entry (OF.030.00) screen.

16.4-11 Print Daily Fund Summary Report.

Select Accounts Receivable-Reports from the Solomon IV Menu, and choose Daily Fund Summary Report.

-- At ROI


Click [Print] or [Print Preview]

--Doc Ref Nbr
Enter the CJ used in this exercise or press the F3 key to select the CJ from the list.

--Document Date

(accept defaulted date)

16.4-12 Reconcile receipt with Daily Fund Summary Report.

16.4-13 Re-access Cash Receipt and CR Memo Entry screen to Set AFRS Edit Handling to Ready status.

The system will prompt you, “Do you want to begin a new batch?” click the [NO] button.

16.4-14 Click the [Close] button to close out of the Cash Receipts and CR Memo Entry (OF.030.00) screen.
SUPERVISOR STEPS IN  (Do this before starting exercise 16.5 application of Overpay/Deposit)

16.4-15 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

16.4-16 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.
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Account Number BJFOODMART
Invoice Date: 07/30/1999
Invoice Number: 00000107

BJ's Food Marts

PO Box 40 Federal ID # 99-9999999

Rock Island, WA 98850 TOTAL DUE:500.00
Due Date 08/29/1999

Please roum top porton with your remittance.

Account Number BJFOODMART

Please remit to. Invoice Date: 07/30/1999
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Exercise 16.5 - Application of Overpay/Deposit (Interfund transfers) and Daily Fund Summary Report

16.5-1 Review: In exercise 16.4 you got the following Overpay/Deposit.
	Tran Code
	001

	Fund
	455

	Rev maj Group and Sub Source
	04 20


16.5-2 If has not done so, do exercise 13., which generated a warrant refund, 1 before performing this exercise 16.5.

Generated warrant refund debit memo using transaction code 955 as follow:

	

	Tran Code
	955

	Fund
	455

	Rev maj Group and Source
	04 20

	Variable GL
	1312


16.5-3 Print Overpay/Deposit Listing.
Select Accounts Receivable-Reports from the Solomon IV Menu, and choose Overpay/Deposit Listing.

Click [Print] – this will print the report that identifies all the deposits or credit memos still in suspense.

Note the warrant generating refund and the ‘parked’ cash still considered an open item from the customer statement.  

Create a credit batch category of Application of Overpay/Deposit – Match the parked money with the Warrant Refund to close the two separate dr & cr document.

16.5-4 Select Accounts Receivable-Screens from the Solomon IV Menu, and choose Cash Receipt and CR Memo Entry.

16.5-5 Enter the following application of Overpay/Deposit (application of ‘parked’ money)
	Batch Category
	Select Apply Overpay/Deposit



	Batch Control Amount
	Enter 100

	Customer ID
	Enter BJFOODMART (or the customer you’ve used to create the invoice in Exercise 13.1).

	Reference Number:
	Enter assigned Application of Overpay/Deposit number (i.e. AU991109) or any 8 digits alphanumeric number that you know will pass AFRS pre-edit.

	X-Ref Number
	Press F3 in X-Ref Number field to select the original receipt from the AR Document List. 

	

	



	Original Amount
	Note what the system fills after you’ve selected the parked money from the X-ref List.  Accept defaulted Original Amount.  You can also change this default amount to reflect how much you’re using in this current application.

	Rcpt Cat
	Note that you cannot make any change to this field.

	Cust Ref Nbr
	Note that you cannot make any change to this field. 



16.5-6 Highlight the appropriate debit document (choose the one with “WR….” In the Ref Nbr field.


16.5-7 Click [Auto Apply] button.


You might be presented with the following message:  No record found for Receipt Category “CSH” Trancode ‘955’ Combination.  Please contact your supervisor.

The reason for this is that the debit tran code 955 used to generate a warrant refund has not been mapped with a credit transaction code in the Receipt Default Category Tran Code Maintenance (OF.201.00) table.

16.5-8 Click [OK] to the application message, No record found for Receipt Category ‘CSH’ Trancode ‘955’ combination.  Please contact your supervisor:


16.5-9 Click [OK] to the system message 2, Data must be entered in this field.


16.5-10 Enter the credit tran code 090 (for the purpose of this exercise only.  You might not use this tran code in production to clear the warrant refund transaction code 955).



16.5-11 Click [Reverse Overpay/Deposit] button to access Reversal of Overpay/Deposit AFRS Coding (OF.030.01) sub-screen.

16.5-12 Press F4 key to toggle to form mode
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16.5-13 Note the reversal flag of the codes previously used to ‘park’ the money.

16.5-14 Click [OK] to exit Reversal sub-screen.
16.5-15 Print AFRS Batch Edit Report (from the Cash Receipt and CR Memo Entry [OF.030.00] screen

16.5-16 Click the [Close] button to close out of the Cash Receipt and CR Memo Entry (OF.030.00) screen.

16.5-17 Print Daily Fund Summary Report.

Select Accounts Receivable-Reports from the Solomon IV Menu, and choose Daily Fund Summary Report.

-- At ROI

Click [Print] or [Print Preview]

--Doc Ref Nbr
Enter the AU used in this exercise or press the F3 key to select the AU from the list.
--Document Date
(accept defaulted date)
16.5-18 Reconcile receipt with Daily Fund Summary Report.
16.5-19 Re-access Cash Receipt and CR Memo Entry screen to Set AFRS Edit Handling to Ready status.

The system will prompt you, “Do You want to begin a new batch?” click the [NO] button.

16.5-20 Click the [Close] button to close out of the Cash Receipt and CR Memo Entry screen.

SUPERVISOR STEPS IN

16.5-21 Release batch to AFRS pre-post edit from the AFRS Batch Release (OF.310.00) screen.

16.5-22 Post to Solomon from the Solomon Batch Release (OF.311.00) screen.
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**** If has time********************

Exercise 16.6 – Cash Receipts and Credit Memo Entry

For WSDA, train users on management of imported credit memo.

A. Scenarios where do not know which invoice to use up the credit memo – parked [Overpay/Deposit] credit memo.
Note the default accounting codes for parked credit memo: 
Tran Code: 012
Fund 516
Group/Source: 02 03
Flag: R

Then later, show how to create a [Apply Overpay/Deposit] to bring back the parked credit memo and [Auto Apply] to the appropriate invoice.


B. Scenarios where do know which invoice to use up the credit memo – [Auto Apply] the credit memo to the appropriate invoice (s).

Exercise 16.7 – Interagency Payment (IAP) Accounts Receivable IMPORT

A. For those AR agencies that are a user of the mainframe Interagency Payment process, demo the ability to have those receipts (payments made by other agency to your agency, via the IAP process) imported into the AR’s Cash Receipt and CR Memo Entry (OF.030.00) screen.

Document View (OF.025.00) – Online Inquiries

Use this screen to view individual Accounts Receivable documents.   The screen displays batch, document, and transaction level information about the selected document.  The only field that can be updated from this screen is the cross-reference (X-Ref) number.  X-Ref updates are allowed in the following circumstances:

	Type of Document
	Business Rules
	X-Ref Updates Allowed?

	Invoices
	Always X-Ref themselves
	No

	Debit Memos 
	Can X-Ref any posted invoice for the same customer; or themselves if the invoice is not in the database.  Cannot be blank.
	Yes

	Applications of Overpay/Deposits
	Must X-Ref the Customer's Overpay/Deposit document that was applied.  
	No

	All other Credits
	Can X-Ref any posted Debit document for the same customer, or can be blank.
	Yes


Press the X-Ref button and select a new X-Ref number from the PV list (F3) or press [Delete] to blank out the X-Ref number for the document.  

X-Ref number is the only field that can be updated after documents are released to AFRS and Solomon. 
You may also press the following buttons to request reports from the Document View screen:

	· [Activity]                     
	Preview or print a Statement for the displayed customer ID

	· [Batch Edit Report]    
	Print a Batch Edit Report for the displayed batch number

	· [Quick Print]               
	Preview or print the displayed invoice, debit memo, or credit memo for                                     the displayed document (Payment documents cannot be printed)

	
	Helpful hints:  If your agency has the [Print Unposted Flag] unchecked in the Agency Setup (OF.950.00) screen, you will not be able to [Quick Print] a document, unless it has been posted to Solomon.
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Document Selection
To select a document for viewing, either type its Document Reference Number in the Doc Ref field and [Tab], or with the cursor in the Doc Ref field press [Shift] [F3] simultaneously to choose a document from a PV (possible values) list.

The screen displays the current open balance of the document and each of its transactions, the original transaction amounts, and the original document total (at the bottom of the screen).

	[Help]
	


The [Help] button launches the web pages where a help file is available for this current screen.
Exercise 17.1 – Search by Doc Ref (invoice number)
Exercise 17.2 – Search by Reference Number (Cash Journal Number)
Exercise 17.3 – Search by BatNbr
Exercise 17.4 – Search by CustID
Exercise 17.5 – Search by DocType
Exercise 17.6 – Search by Warrant/Check Number (Cust Ref)
Exercise 17.7 – View History [Activity]

Exercise 17.8 – Update X-ref value for debit memos and other credits document (other than applications of overpay/deposits).

	Type of Document
	Business Rules
	X-Ref Updates Allowed?

	Invoices
	Always X-Ref themselves
	No

	Debit Memos 
	Can X-Ref any posted invoice for the same customer; or themselves if the invoice is not in the database.  Cannot be blank.
	Yes

	Applications of Overpay/Deposits
	Must X-Ref the Customer's Overpay/Deposit document that was applied.  
	No

	All other Credits
	Can X-Ref any posted Debit document for the same customer, or can be blank.
	Yes
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POSTING INFORMATION 
AFRS Batch Edit Release Screen (OF.310.00)
Overview

The AFRS Batch Edit Release Screen displays all Accounts Receivable batches with an AFRS status of Hold or Ready.  You can use this screen to:

*Produce a report (AR Batch Edit Report) of the document and transaction information for any batch shown on this screen.  You can use the batch edit report to validate the data in the batch before you submit the batch to AFRS.

*Submit batches with an AFRS status of Ready to the AFRS batch edit process.  You can use the [Begin Processing] button to submit “ready” batches to AFRS.

Note:  Bypass (Disallow) Batches.  If the AFRS status of a batch is Bypass, it will not show on this screen.  Bypass status prevents a batch from being sent to AFRS, and makes the batch immediately available for release and posting to Solomon via the Solomon Batch Release (OF.311.00) screen.

AFRS Batch Edit Process

The AFRS batch edit process validates the AFRS coding for all the transactions in each batch you submit to it via the AFRS Batch Edit Release (OF.310.00) screen.  The validations it performs and the error report it produces are the same as the standard AFRS validations and error report that are part of the normal overnight mainframe AFRS posting process.

You should expect that in most cases the AFRS batch edit process will complete within 30 minutes of the time that you submit a batch to it via this screen.   Since part of the AFRS batch edit process occurs on the mainframe computers at DIS, it is possible that you may experience a delay longer than 30 minutes when mainframe processing gets backed up.  However, when mainframe processing is not backed up, it is not unusual to get AFRS batch edit results within 5 to 10 minutes of submitting a batch. 

You can use the Solomon Batch Release (OF.311.00) screen to see whether your batches passed or failed AFRS edits.

Passed Batches

If a batch passes all AFRS edits, the system automatically sends it to the 4-Day File for nightly batch posting to AFRS, which will update your agency's GL (General Ledger) balances.  

You then can use the Solomon Batch Release (OF.311.00) screen at any time, after batch has passed AFRS pre-edit or been dis-allowed, to release and post passed batches to Solomon, which will update your AR customer balances and statements.

Failed Batches

If a batch fails one or more AFRS edits, you can use the AFRS Edit Report button on the Solomon Batch Release (OF.311.00) screen to see what the AFRS edit errors are for the batch.

You must correct the batch via the original entry screen for the batch, (i.e. either the Invoice and Debit Memo Entry [OF.010.00] screen or the Cash Receipts and Credit Memo Entry and Application [OF.030.00] screen).  The batch AFRS Edit Handling status has to be set back to hold before changes can be made.

After correcting the batch, you can return to this (the AFRS Batch Edit Release) screen to re-submit the batch to AFRS. 

Batch Grid

The batch grid section of this screen displays a row for each batch which is currently in Hold or Ready status.  It displays the following fields for each batch shown.

Release






Checkbox; Required

Select Yes (checked) or No (unchecked). Yes selects the batch for release to AFRS batch edits.  No does not select the batch for release to AFRS batch edits.  You may only select Yes for batches with an AFRS status of Ready.

Bat Nbr (Batch Number)




10 Characters; View Only

This is the unique batch number that Solomon automatically assigned to each batch of transactions.  The last three digits of the Solomon batch number are used as the AFRS batch number.

AFRS Status





10 Characters; View Only

This is the AFRS Edit Status for the batch.  Only batches with an AFRS status of Ready or Hold are displayed on this grid.  Only batches with an AFRS status of Ready may be released to AFRS.

Batch Category





10 Characters; View Only

This is the batch category for the batch.  Valid values are:

Normal Debit.  This is a batch of normal invoices or debit memos.  This includes hand entered invoices or debit memos, imported invoices, generated recurring invoices, and generated interest debit memos.   It may also include interagency refunds via JV.  It does not include debit memos that issue a warrant generating refund

Warrant Refund.  This is a batch of debit memos that issue a warrant generating refund.

Normal Credit.  This is a batch of normal receipts (payments) or credit memos, including partial payments and overpayments or deposits.

Unapplied.  This is a batch of documents, which are applying previously posted overpayments or deposits to invoices or debit memos.   This may include partial applications of an overpayment or deposit.

Note:  Recurring Invoice Templates are another batch category, but they do not appear on this screen because recurring invoice templates are never sent or posted to AFRS or to Solomon.  Recurring invoice templates are only used to generate actual (normal debit) invoices.

AR (AR Type)





2 Characters; View Only

This is the AR Type for the batch.  See the AR Type Maintenance (OF.302.00) screen for a list of your agency's AR Types.

Batch Amount (Batch Control Amount)


Dollar Amount; View Only

This is the batch control amount for each batch, i.e. the sum of the Document Amounts for each document in the batch.

Update By






10 Characters; View Only

This is the Solomon ID of the user that last updated the batch.

Update Date





10 Characters; View Only

This is the date that the batch was last updated in Solomon.

Bien (Biennium)





4 Numeric Characters; View Only

This is the biennium to which the transactions in the batch will be posted in AFRS. 

FM (Fiscal Month)





2 Numeric Characters; View Only

This is the fiscal month to which the transactions in the batch will be posted in AFRS. 

Last Rel By (Last Released By)



10 Characters; View Only

This is the Solomon ID of the user that last submitted this batch to the AFRS batch edits.

Last Rel Date (Last Released Date)


10 Characters; View Only

This is the date that this batch was last released to the AFRS batch edits.

Processing Buttons

You can use the following buttons on this screen to assist you with printing batch edit reports and with selecting batches to be submitted to the AFRS batch edits.

[Select All] Button
The Select All button sets the Release column (see above) to Yes for all batches that have an AFRS Status of Ready displayed in the grid.  Setting Release to Yes selects the batch for release to the AFRS batch edits.

[Clear All] Button

The Clear All button sets the Release column (see above) to No for all batches displayed in the grid.  Setting Release to No prevents the batch from being released to the AFRS batch edits.

[Batch Edit Report] Button

The Batch Edit Report button produces a Batch Edit Report (OF.092.00) for the batch that your cursor is on at the time you press the button.  You can use the batch edit report to validate the data in the batch before you submit the batch to AFRS.   

To produce a Batch Edit Report for a given batch:

Click on the batch number of the batch for which you want a batch edit report.

Click on the Batch Edit Report button to produce the report.  You can scroll through the report on your screen, and/or you can click on the printer icon at the top of the screen to print the report.

Note:  You can produce a batch edit report for only one batch at a time.  The system does not provide a means to select a set of batches and then produce a set of batch edit reports with a single click of the Batch Edit Report button.

[Refresh] Button

The Refresh button updates the Batch Grid from the database to show any changes made by the system or other users.  For example, if another user creates a new batch while you have this screen open, that new batch will appear in your Batch Grid when you press the Refresh button

[Begin Processing] Button

The Begin Processing button sends the selected batches to the AFRS batch edits (i.e. batches with Release set to Yes in the Batch Grid).

[Help] Button

Click this button to get user help regarding this AFRS Batch Edit Release (OF.310.00) screen, including any customizations to this screen for your agency.

Exercise 18.1 - Print Batch Edit Report

Highlight each batch and click on [Batch Edit Report].  Click print when the report is printed on the screen.  

Exercise 18.2 - [Clear All] Yes to No for Ready batches
Click [Clear All] button to set all “Yes” (checked) Ready batches to “No” (unchecked) for no release.


Exercise 18.3 - [Select All] No to Yes for Ready batches

Click [Select All] button to set all “No” (unchecked) Ready batches to “Yes” (checked) for release.


Exercise 18.4 - [Refresh]

Click on [Refresh] button to updates the grid from the database to show any changes made by the system or other users since first bringing screen to focus.
Exercise 18.5 - [Begin Processing]

For all batches, which have “YES” for release, click [Begin Processing] to releases the batches to AFRS Pre-Post Edits.

Solomon Batch Release (OF.311.00)
Overview

The Solomon Batch Release screen displays all Accounts Receivable batches with an AFRS status of Released, Passed, Failed or Bypass (Disallow).  

You can use this screen to:

· View the AFRS edit report for any batch with an AFRS status of Failed (see View Edit Report Button).  You can use the AFRS edit report to identify and correct AFRS coding errors in a batch before you re-submit the batch to AFRS.

· Release batches with an AFRS status of Passed or Disallow(ed) to the Solomon posting process, which will update your AR customer balances and statements.  
· Monitor batches in "L" (Released) status pending completion of the AFRS pre-edit process.
Solomon Posting Process

The Solomon posting process posts all the transactions in each batch you submit to it via the Solomon Batch Release (OF.311.00) screen.  The Solomon posting process performs the following functions:

· Updates Customer Balances.  Updates the customer balances for each transaction in the batch.  Batches of debit documents (invoices or debit memos) will cause Solomon to increase customer balances.  Batches of normal credit documents (receipts or credit memos) will cause Solomon to decrease customer balances.  Batches where you are applying previously posted overpayments or deposits to debit documents will not affect customer balances.

Important.  The Solomon posting process does not take notice of or utilize AFRS Transaction Codes when it does its posting.  It posts based on the nature of the document (debit or credit) as specified above.  Therefore, it is possible to get a different effect on customer balances in Solomon than you get on GL Subsidiary Account balances in AFRS, depending on your choice of Transaction Codes.

· Updates Customer Statements.  Updates customer statements and other reports to reflect the posted transactions.

· Closes Documents and Transactions.  Closes documents and transactions which reach a zero balance and have been applied to its counter pair (ie, credit document applied to debit document, causing both documents to reach zero balance).  

Debit Documents.  The system closes a debit document or transaction when the document or transaction is fully paid off.  

When Solomon posts a credit transaction that pays off a debit document or transaction, Solomon marks the debit document or transaction with a Closed Biennium and Closed Fiscal Month, to indicate when the debit document or transaction closed.  For a debit document that has more than one payment applied to it, Solomon closes the debit document in the latest Biennium and Fiscal month in which a payment is received.  Example: 

Invoice created in FM 12

Partial payment in FM 13

Credit memo in     FM 99

Invoice will be marked as closed in FM 13, and customer statement will show invoice as Open as of FM 99.

Credit Documents.  The system closes a credit document or transaction when the document or transaction is fully expended, i.e. when it is fully applied to a debit document.  Thus an overpayment or deposit is considered open until it subsequently gets applied.  

When Solomon posts a credit document or transaction that is fully expended, Solomon marks the credit document or transaction with a Closed Biennium and Closed Fiscal Month, to indicate when the credit document or transaction closed.  In this situation, Solomon sets the Closed Biennium and Closed Fiscal Month of the credit document or transaction to the posting biennium and fiscal month from the credit transaction.

It is important to note that any batches created in the AR system and not yet posted to the customers account via the Solomon Batch Release (OF.311.00) screen is still considered a ‘work in progress’.  Customers’ balance will not be updated and customer statements are not reflected until the transactions are posted.  For this reason, it is very important that you use the Solomon Batch Release screen to posts all the transactions in each batch you’ve created in the AR system.

Batch Grid

The batch grid section of this screen displays a row for each batch, which is currently in Released, Passed, Failed, or Bypass (Disallow) status.  It displays the following fields for each batch shown.

Release






Checkbox; Required
"Checked" batches are selected for release to the Solomon posting process.  "Unchecked" batches are not selected for release to the Solomon posting process.  You may only select Yes for batches with an AFRS Status of Passed or Disallowed (Bypassed).

Bat Nbr (Batch Number)




10 Characters; View Only
This is the unique batch number that Solomon automatically assigned to each batch of transactions.  The last three digits of the Solomon batch number are used as the AFRS batch number.

AFRS Status





10 Characters; View Only
This is the AFRS Edit Status for the batch.  Only batches with an AFRS status of Released, Passed, Failed or Disallowed (Bypassed) are displayed on this grid.  Only batches with an AFRS status of Passed or Disallowed (Bypassed) may be released to the Solomon posting process.

Batch Category




10 Characters; View Only

This field identifies the category of AR transactions in the current batch.  Valid values are:

Normal Debit (D).   The transactions are for normal invoices or debit memos.  These include normal hand entered invoices or debit memos, imported invoices, generated recurring invoices, and generated interest debit memos.  These may also include interagency refunds in batches of normal debit transactions.  You should use AFRS transaction codes, which debit Accounts Receivable.   The AR system will send subsidiary account information to AFRS as debit subsidiary accounts, and will increase customer balances when you post batches of this category in the AR system.

Warrant Refund (W).  The transactions are for debit memos, which generate customer refunds via warrants.
In batches of warrant refund transactions, you should use AFRS transaction codes, which debit Accounts Receivable.  The AR system will send subsidiary account information to AFRS as debit subsidiary accounts, and will increase customer balances when you post batches of this category in the AR system.

Normal Credit.  This is a batch of normal receipts (payments) or credit memos, including partial payments and overpayments or deposits.

Unapplied.  This is a batch of documents, which are applying previously posted overpayments or deposits to invoices or debit memos.   This may include partial applications of an overpayment or deposit.

Note:  Recurring Invoice Templates are another batch category, but they do not appear on this screen because recurring invoice templates are never sent or posted to AFRS or to Solomon.  Recurring invoice templates are only used to generate actual (normal debit) invoices.

AR (AR Type)





2 Characters; View Only

This is the AR Type for the batch.  See the AR Type Maintenance (OF.302.00) screen for a list of your agency's AR Types.  Only Debit batches have AR Types.

Batch Amount (Batch Control Amount)


Dollar Amount; View Only
This is the batch control amount for each batch, i.e. the sum of the Document Amounts for each document in the batch.

AR Tran Count (AR Transaction Count)


Numeric; View Only

This is the number of transactions in the batch.  This information is only available for those batches that have been submitted to AFRS.  Those AR batches that have been set to Disallowed will not have any AR Tran Count.
Updated By





10 Characters; View Only
This is the Solomon user ID that last updated the batch.

Update Date





10 Characters; View Only
This is the date that the batch was last updated in Solomon.

Bien (Biennium) 




4 Numeric Characters; View Only
This is the posting biennium for the transactions in the batch.   For Passed batches, this is the biennium to which the transactions will be posted in AFRS.  

FM (Fiscal Month)




2 Numeric Characters; View Only
This is the posting fiscal month for the transactions in the batch.   For Passed batches, this is the fiscal month to which the transactions will be posted in AFRS.  

Last Rel By (Last Released By)


             10 Characters; View Only

This is the Solomon user ID that last submitted this batch to the AFRS batch edits.

Last Rel Date (Last Released Date)


10 Characters; View Only

This is the date that this batch was last released to the AFRS batch edits.

Processing Buttons

You can use the following buttons on this screen to assist you with printing AFRS edit reports and with selecting batches to be released to the Solomon posting process.

[Select All] Button

The Select All button sets the Release column (see above) to Yes for all batches that have an AFRS Status of Passed or Bypass (Disallow) displayed in the grid.  Setting Release to Yes selects the batch for release to the Solomon posting process.

[Clear All] Button

The Clear All button sets the Release column (see above) to No for all batches displayed in the grid.  Setting Release to No prevents the batch from being released to the Solomon posting process.

[AFRS Edit Report] Button

The [AFRS Edit Report] button causes your desktop web browser to display the AFRS Edit Report for the "failed" batch that your cursor is on at the time you press the button.  

Note:  The report is only available for 30 days after the batch Fails.  Please correct Failed batches promptly, before the report is lost.  If you wait longer, the browser will display an "Object Not Found" error message instead of the edit report.  If this happens, set the batch back to Hold status and re-release it to AFRS to generate a new edit report.

You can use the AFRS Edit Report to identify the specific AFRS edit errors, which need to be corrected for a Failed batch.  To view the AFRS Edit Report for a given Failed batch:

Click Batch Number.  Click, to highlight, on the batch number of the Failed batch for which you want to see the AFRS edit report.

Press [AFRS Edit Report] Button.  Press (click on) the [AFRS Edit Report] button to view the report.  You can scroll through the report on your screen, and/or you can use your web browser print capabilities to print the report.  To successfully fit the report onto regular paper, you will need to use your web browser capabilities to select all the print, reduce it to a small font, set your page to landscape, and reduce the left and right hand margins before you print.

Note.  You can view an AFRS Edit Report for only one batch at a time.  The system does not provide a means to select a set of batches and then view a set of AFRS Edit Reports with a single click of the [AFRS Edit Report] button.

To print the AFRS Edit Report, press:

The [Printer] icon

The [Setup] button

Landscape option of the Print Setup Orientation

Paper size:  Legal 81/2 by 14 inch

OK

Note:  The AFRS Edit Report can only be printed in good format on 14-inch paper.  If 11-inch paper is used, the error messages will be cut off. 

[Refresh] Button

The [Refresh] button updates the Batch Grid from the database to show any changes made by the system or other users.  For example, if another user releases a batch while you have this screen open, or the AFRS edit process finishes for a batch (which changes the AFRS status of the batch from Released to Passed or Failed), when you press the Refresh button the new and/or updated batch will appear in your Batch Grid.

[Begin Processing] Button

The [Begin Processing] button releases the selected batches (i.e. batches with Release set to Yes in the Batch Grid) to the Solomon posting process.   Before processing each batch, the system verifies the current status of the batch is still Passed or Disallowed, and the Batch has not been posted to Solomon.  If another user has set the batch status back to Hold or posted the batch to Solomon since you last refreshed your screen, the batch will be skipped and a message will display.

[Help] Button

Click this [Help} button to get user help regarding this Solomon Batch Release (OF.311.00) screen, including any customizations to this screen for your agency.
Exercise 19.1 - Print AFRS Edit Report for “Failed” batch (if any)

19.1-1 Highlight batch with “failed” AFRS Status and click on [View Edit Report].


19.1-2 Observe errors.  Make corrections by re-accessing Invoice and DR Memo Entry (OF.010.00) screen and open that batch by keying in the batch number or selecting the batch from the possible values (PV) list by pressing F3 with the cursor in the batch number field.

*The batch will not be in focus.  It will be greyed out.

19.1-3 Reset AFRS Edit Handling to Hold.

*The batch will now be in focus.

19.1-4 Make necessary correction(s) to the batch.

19.1-5 Set AFRS Edit Handling to Ready. (Batch has been re-released to AFRS pre-post edit)

19.1-6 Print Batch Edit Report.

Exercise 19.2. - [Clear All] Yes to No for Passed batches.
Click [Clear All] button to set all “Yes” (checked) Passed batches to “No” (unchecked) for not posting to Solomon. 

Exercise 19.3 - [Select All] No to Yes for Passed batches.
Click [Select All] button to set all “No” (unchecked) Passed batches to “Yes” (checked) for posting to Solomon.


Exercise 19.4 - [Refresh]

Click on [Refresh] button to update the grid from the database to show any changes made by the system or other users since first bringing screen to focus.

Exercise 19.5 - [Begin Processing]
For all batches, which have “YES” for posting to Solomon, click [Begin Processing] to post the batches to Accounts Receivable.
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REPORTS 
Customer Report (OF.800.00)

20 1-1 Print the Customer Report (OF.800.00) to review the customer information created for your agency:

20 1-2 From the Command Tool Bar, click [Module].
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20 1-3 From the Module menu, click on the [Accounts Receivable] menu.
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20 1-4 Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

20 1-5 Click [Customer Report]
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20 1-6 At the Customer Report (OF.800.00) ROI screen, click the [Option] tab to enter comments for your Customer Report.
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20. 1-7 Position your cursor in comment 1 and key in some comments

20. 1-8 Position your cursor in comment 2 and key in some comments.

20. 1-9 Click on [Print Preview] to preview the Customer Report (OF.800.00)

Once the Customer Report is previewed, 

20. 1-10 Use the navigation button to Navigate to the page where your customers are displayed.
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20. 1-11 Print the page of the Customer Report (OF.800.00) where your customers are displayed.

Note that my customer is displayed on page 9…
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Because my customers are displayed on page 9, I need to change the Pages range to print only page 9 as follow:
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AR Type Setup Report (OF.360.00)
21.1-1 Print the AR Type Setup Report (OF.360.00) to review the customer information created for your agency:

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Agency Maintenance] menu.

Once in the Agency Maintenance menu, click on the radio button, [Reports], to access the Reports menu.

Click [AR Type Setup]

At the AR Type Setup (OF.360.00) ROI screen, click the [Option] tab to enter comments for your AR Type Setup Report.
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Position your cursor in comment 1 and key in some comments

Position your cursor in comment 2 and key in some comments.

Click on [Print Preview] to preview the AR Type Setup Report (OF.360.00)

See next page for sample AR Type Setup Report (OF.360.00)

Use the navigation button to Navigate to the page where your AR Type is displayed.
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Print the page of the AR Type Setup Report (OF.360.00) where your AR Type is displayed.
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Customer Statement and Aging Pre-Process Screen (OF.085.10)

Overview

Use the Customer Aging and Statement Selection screen to select the correct criteria for the statement reports, aging reports, and the fiscal year end aging reports.


Each report must be ordered "As Of" a specific biennium and fiscal month.  The screen offers several additional selections option (described below), which can be used individually or in combination.  The reports and their available standard selection options are: 

	Statement Reports
	Available Selection Options

	
	

	
	Select Closed Documents, Beginning Bien/FM

	
	Select Specific AR Type

	Statements to Print List (OF.061.00)
	Select Specific Customer

	Customer Statement (OF.085.00)
	Select Minimum Balance

	
	Select Aging Category

	
	Select All Customers

	
	


	Aging Reports
	Available Selection Options

	
	

	
	Select Specific AR Type

	Aged AR Detail (OF.086.00)
	Select Specific Customer

	Aged AR Summary (OF.087.00)
	Select Minimum Balance

	
	Select Aging Category

	
	Select All Customers (defaulted)


	FY End Aging Reports
	Available Selection Options

	
	

	Aged AR by Fund/GL/ARType/CustID (OF.088.00)
	Select Specific AR Type

	Aged AR by Fund and GL (OF.089.00)
	Select Specific Customer

	
	


In addition to these standard selection options, you can further limit the selection criteria for your report by using the Selection tab of the Report Options Interpreter (ROI) screen, which displays before this screen.

The printed report will not indicate the options you selected.  To document these options on your printed report, you may want to record comments in the Options tab of the ROI screen, which will print on the report.  You can also use the Options/Comments fields to print messages to your customers on their statements.  The same message will print on every page.

As Of Biennium and Fiscal Month


Required; Must be valid.

The statement will reflect the balances owed by the customer as of the selected Biennium and Fiscal Month.  These fields default to the current biennium and fiscal month.  

NOTE:  Aging is calculated from the due date of the debit document through the end date of the fiscal month selected.

Select Closed Documents
Checkbox; optional (applicable to statement reports only)

Check this checkbox to include all documents that were created during or before the specified as of Biennium/Fiscal Month (and during or after the Beginning Biennium and Fiscal Month), even if they have been fully paid.  This option is usually selected only when it is necessary to research the activity on a customer account.  

Beginning Biennium and Fiscal Month
Required if Select Closed Documents is checked

A beginning biennium and fiscal month are required only if the Select Closed Documents option is checked.  The default is the first fiscal month of the current biennium.  If a beginning biennium and fiscal month are specified, the report will include all documents created during or after the Beginning Biennium and Fiscal Month (and during or before the As Of Biennium and Fiscal Month), even if they are closed.

Select Specific AR Type



Checkbox; optional 

Check this checkbox to limit report to one specific AR Type (An AR Type usually represents a major organization, service, or production within your agency).   All invoices, adjustments, and payments applications made to other AR Types for the customer will be excluded from the statement.  

Note:  Statements limited to an AR Type will exclude all unapplied deposits and overpayments made by the customer, even if they are cross-referenced to a debit document for the AR Type.

AR Type


2 Characters; PV List; Required (when visible)

Indicate the AR Type for the report.  All invoices, adjustments, and payments applications made to other AR Types for the customers will be excluded from the statement.  

Note:  Statements limited to an AR Type will exclude all unapplied deposits and overpayments made by the customer, even if they are cross-referenced to a debit document for the AR Type.

Select Specific Customer


Checkbox; optional

Check this checkbox to limit the report to one specific customer's transactions. 

Customer ID


10 Characters; Required (when visible)

Transactions for the customer specified will be selected for the report. 

Select Minimum Balance


Checkbox; optional

Check this checkbox to include in the report only customers who owe at least the amount specified.

Minimum Balance


Numeric; Required (when visible)

Indicate the lowest customer balance you wish to include in the report.  For instance, if you indicate a minimum balance of $1.00, all customers who owe less than $1.00 as of the indicated Biennium and Fiscal Month will be excluded from the report.  A negative number can be entered to include all customers who have deposits on account that is less than the indicated amount (and all customers with positive balances)

Select Aging Category




Checkbox; optional

Check this checkbox to include in the report only customers who have at least one open item at least as overdue as the indicated aging category.   For example, If customer A has a balance in aging category of "Over 91 Days Past Due Date", selection of   Aging Category of "61 to 90 Past Due Date" will include customer A.

Aging Category




Dropdown list

Select either All, 1 to 30 past due date, 31 to 60 past due date, or 61 to 90 past due date, or 91+ past due date to limit the report to customers who have at least one open item at least as overdue as the selected aging category.  The report will display the full account for all selected customers, not just the open items in the selected category.  Example:  A customer has one current item and one item overdue by 40 days.  This customer will be selected except when the aging category is restricted to either of the two oldest aging categories, and all open items for the customer will be reported.

Select ALL Customers




Checkbox; optional

Normally, statements will print only for those customers who have the "Print Statements" option checked in the Customer Maintenance screen.   Check this checkbox to override this default, and print statements for all customers. 

NOTE: Aging and FY End reports always include all customers with open balances, even if the Print Statements option is not checked for the customer.

[Begin Selection]

After you have selected all options you wish to include in the report, press this button to begin selection of the appropriate transactions.   The report will either preview to the screen, or print directly to the printer depending on the option selected on the prior screen.  

NOTE:  If your database has no records for the selected options, a 'Title only, blank data' report will preview/print.

Statement to Print Listing (OF.061.00)

Exercise 22.1: Print Statements to Print Listing (OF.061.00)

The Statements To Print Listing (OF.061.00) report can be run before Customer Statements to verify how many statements will print and the total amount due to the agency, and to review customer account balances at a high level.  Most agencies use this Statements To Print Listing as a summary to eyeball the customer statements with outstanding balance at a given point in time.  The Statements To Print Listing is for internal reporting purposes only.  Most agencies do not use the Statements To Print Listing as a correspondence item to their customers.

Helpful hints:  The following reports, when printed with the same selection criteria, should have the same customer balance:  Statements To Print Listing (OF.061.00), Customer Statements (OF.085.00), Aged AR Detail (OF.086.00), Aged AR Summary (OF.087.00), Aged AR by Fund/GL/AR Type-CustID (OF.088.00), and Aged AR by Fund/GL (OF.089.00).
22.1-1 Print the Statements to Print Listing Report (OF.061.00):

22.1-2 From the Command Tool Bar, click [Module].

22.1-3 From the Module menu, click on the [Accounts Receivable] menu.

22.1-4 Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.
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	22.1-5 Click [Statements to Print Listing]


22.1-6 At the Statements to Print Listing (OF.061.00) ROI screen, click the [Option] tab to enter comments.
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22.1-7 Position your cursor in comment 1 and key in some comments

22.1-8 Position your cursor in comment 2 and key in some comments.

22.1-9 Click on [Print Preview] to preview the Statements to Print Listing (OF.061.00)

22.1-10 At the Statements to Print Selection (OF.085.10), click the [Begin Selection] button.

You are printing all customers in all AR types, with any open balance and items, as well as in any aging category for the CURRENT biennium and fiscal month.
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Once the Statements to Print Listing Report (OF.061.00) is previewed,

22.1-11 Use the navigation button to Navigate to the page where your customers are displayed.

22.1-12 Print Statements To Print Listing Report (OF.061.00)
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Customer Statement (OF.085.00)

Exercise 22.2: Print Customer Statements (OF.085.00)

Customer Statements are used to communicate account status to customers and/or to research customer account activity. Customer statements can be previewed or printed on demand and can be mailed to the customer as needed.  Most agencies produce the customer statements and mail them out to their customers as a follow up correspondence to the original invoices previously sent out to customers that are still outstanding.  For this purpose, the agencies normally access the Customer Statement through the accounts receivable reports menu.
Since the Customer statements can include the most history (closed invoices and its payment or credit memo as well as open invoices and overpayment that has not been applied to any invoices or debit memos), it is the best candidate of all the reports to use as history search on a customer account.  For this purpose, the agencies normally access the individual Customer Statement through the [Activity] button provided on various AR screens.

Helpful hints:  The following reports, when printed with the same selection criteria, should have the same customer balance:  Statements To Print Listing (OF.061.00), Customer Statements (OF.085.00), Aged AR Detail (OF.086.00), Aged AR Summary (OF.087.00), Aged AR by Fund/GL/AR Type-CustID (OF.088.00), and Aged AR by Fund/GL (OF.089.00).

22.2-1 Print the Customer Statements Report (OF.085.00):

22.2.-2 From the Command Tool Bar, click [Module].

22.2.3 From the Module menu, click on the [Accounts Receivable] menu.

22.2-4 Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

22.2.5 Click [Customer Statements]

22.2-6 At the Customer Statements (OF.085.00) ROI screen, click the [Option] tab to enter comments.
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22.2-7 Position your cursor in comment 1 and key in some comments

22.2.8 Position your cursor in comment 2 and key in some comments.

22.2-9 Click on [Print Preview] to preview the Customer Statements Report (OF.085.00)
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	22.2-10 At the Customer Statement Selection (OF.085.10) screen, click the “Select Specific Customer” checkbox.

22.2-11 position your cursor in the Customer ID field (the white box) and enter your customer ID or press the F3 key to select your Customer ID from the Customer List.

22.2-12 Click the [Begin Selection] button.


22.2-13 Print Customer Statements Report (OF.085.00)

22.2-14 Close the Customer Statements Report (OF.085.00)
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22.2-15 Close the Customer Statements (OF.085.10) ROI
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22.2-16 Re-select Customers Statement report from the report menu.
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22.2-17 At the Customers Statements (OF.085.00) ROI screen, click the [Option] tab to enter comments.

22.2-18 Position your cursor in comment 1 and key in some comments.

22.2-19 Position your cursor in comment 2 and key in “Closed Items included through current BI/FM”.

22.2-20 Click on [Print Preview] to preview the Customer Statements Report (OF.085.00).
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	22.2-21 At the Customer Statement Selection (OF.085.10) screen, click the “Select Closed Documents” checkbox.

22.2-22 Accept the default Beginning Biennium and Beginning Fiscal Month.

22.2-23 Click the “Select Specific Customer” checkbox.

22.2-24 Position your cursor in the Customer ID field (the white box) and enter your customer ID or press the F3 key to select your Customer ID from the Customer List.

22.2-25 Click the [Begin Selection] button.
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Aged AR Detail Reports (OF.086.00)
Exercise 22.3: Print Aged AR Detail by Customer (OF.086.00) Report

The Aged Accounts Receivable Detail Report lists and displays the balance due and aging category of all open invoices, debit memos and/or "parked" money for each customer.   Credit documents that have been applied against the debit document are netted against the balance due on the debit document, and are not displayed.  The report can be used to manage your agency's collection efforts for overdue accounts.
Helpful hints:  The following reports, when printed with the same selection criteria, should have the same customer balance:  Statements To Print Listing (OF.061.00), Customer Statements (OF.085.00), Aged AR Detail (OF.086.00), Aged AR Summary (OF.087.00), Aged AR by Fund/GL/AR Type-CustID (OF.088.00), and Aged AR by Fund/GL (OF.089.00).
22.3-1 Print the Aged AR Detail by Customer (OF.086.00) Report:

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [Aged AR Detail]

At the Aged AR Detail (OF.086.00) ROI screen, click the [Option] tab to enter comments.

Position your cursor in comment 1 and key in some comments

Position your cursor in comment 2 and key in some comments.

Click on [Print Preview] to preview the Aged AR Detail by Customer (OF.086.00) Report

Print Aged AR Detail by Customer (OF.086.00)
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Aged AR Summary Reports (OF.087.00)

Exercise 22.4: Print Aged AR Summary by Customer (OF.087.00) Report

The Aged Accounts Receivable Summary (OF.087.00) Report summarizes the net balance due by aging category for each customer.  The report can be used to manage your agency's collection efforts for overdue accounts.

Helpful hints:  The following reports, when printed with the same selection criteria, should have the same customer balance:  Statements To Print Listing (OF.061.00), Customer Statements (OF.085.00), Aged AR Detail (OF.086.00), Aged AR Summary (OF.087.00), Aged AR by Fund/GL/AR Type-CustID (OF.088.00), and Aged AR by Fund/GL (OF.089.00).

22.4-1 Print the Aged AR Summary by Customer (OF.087.00) Report:

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [Aged AR Summary]

At the Aged AR Summary (OF.087.00) ROI screen, click the [Option] tab to enter comments.

Position your cursor in comment 1 and key in some comments

Position your cursor in comment 2 and key in some comments.


Click on [Print Preview] to preview the Aged AR Summary by Customer (OF.087.00) Report

Print Aged AR Summary by Customer (OF.087.00) Report.
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Aged AR by Fund & AR Type (OF.088.00)

Exercise 22.5: Print Aged AR by Fund/AR Type (OF.088.00) Report

The Aged Accounts Receivable by Fund/GL/AR Type or Cust ID report summarizes the aged open balances due by fund and general ledger account, and by either AR type or Customer ID and by aging category.  The report can be used to:
· Manage your agency's collections efforts for each line of business
· Reconcile statement/aging AR balances by customer to Fund/GL report balances by customer (if the  CUSTIDFUNDGL template is loaded)
· Prepare accounts receivable summary reports that may be required as part of your fiscal year end financial reports.
22.5-1 Print the Aged AR by Fund & AR Type (OF.088.00) Report:

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [Aged AR-Fund/GL/ARType-CustID]

At the Aged AR-Fund/GL/ARType-CustID (OF.088.00) ROI screen, click the [Option] tab to enter comments.

Position your cursor in comment 1 and key in some comments

Position your cursor in comment 2 and key in some comments.


Click on [Print Preview] to preview the Aged AR by Fund/AR Type (OF.088.00)

Print Aged AR by Fund/AR Type (OF.088.00)
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Aged AR by Fund & GL Account Reports (OF.089.00)

Exercise 22.6: Print Aged AR by Fund/AR Type (OF.088.00) Report

The Aged Accounts Receivable by Fund & GL Account report summarizes the open balances due by fund and general ledger account and by aging category.  The report can be used to manage your agency's collections efforts by fund.   It can also be used to prepare accounts receivable summary reports that may be required as part of your fiscal year end financial reports.

22.6 -1 Print the Aged AR by Fund/GL Account (OF.089.00) Report:

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [Aged AR by Fund/GL]

At the Aged AR by Fund/GL (OF.089.00) ROI screen, click the [Option] tab to enter comments.

Position your cursor in comment 1 and key in some comments

Position your cursor in comment 2 and key in some comments.


Click on [Print Preview] to preview the Aged AR by Fund/GL Account (OF.089.00)

Print Aged AR by Fund/GL Account (OF.089.00)
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Dunning Letters Pre-Process Screen (OF.065.10)
Overview
Dunning Letters (DL) are past due notices such as collection letters which are generated based on the invoice age at 1 to 30 Days Past Due Date, 31 to 60 Days Past Due Date, 61 to 90 Days Past Due Date, or 91+ Days Past Due Date.  You may generate DL for customers having outstanding *original debit document balance in selected biennium and fiscal month, selected AR Type, selected customer and/or selected minimum balance.  

* Original debit documents are invoices or debit memos that has been cross-referenced to itself.
There are four different Dunning Letters
	Dunning Letters 01-30 Days
	The outstanding * original debit document meeting the criteria for this DL would be the original invoice and/or debit memo that has been aged 1-30 days past the due date as of a biennium and fiscal month selected for DL.  


The balance printed for the selected original debit document would be the balance of the original invoice and/or debit memo and the balance of any other secondary documents that has been x-referenced to the original invoice or debit memo.

	
	

	Dunning Letters 31-60 Days
	The outstanding *original debit document meeting the criteria for this DL would be the original invoice and/or debit memo that has been aged 31-60 days past the due date as of a biennium and fiscal month selected for DL.    


The balance printed for the selected original debit document would be the balance of the original invoice and/or debit memo and the balance of any other secondary documents that has been x-referenced to the original invoice or debit memo.

	
	

	Dunning Letters 61-90 Days
	The outstanding *original debit document meeting the criteria for this DL would be the original invoice and/or debit memo that has been aged 61-90 days past the due date as of a biennium and fiscal month selected for DL.    


The balance printed for the selected original debit document would be the balance of the original invoice and/or debit memo and the balance of any other secondary documents that has been x-referenced to the original invoice or debit memo.

	
	

	Dunning Letters 91+ Days
	The outstanding *original debit document meeting the criteria for this DL would be the original invoice and/or debit memo that has been aged 91+ days past the due date as of a biennium and fiscal month selected for DL.    


The balance printed for the selected original debit document would be the balance of the original invoice and/or debit memo and the balance of any other secondary documents that has been x-referenced to the original invoice or debit memo.


Setup
Before you're ready to generate DL, the following setup should be considered and maintain accordingly in the AR system.
· AR Type Maintenance Screen OF.302.00).  Each AR Type must be set up for DL messages.  Each dunning message line allows 50 characters maximum per line.  See AR Type Maintenance screen OF.302.00 for the types of DL messages need to be setup and where the messages are being printed on the Dunning Letters. 

· Customer Maintenance (OF.500.00) Screen.  All customers profile are defaulted to receive DL when there exist outstanding balance in that customer account meeting the criteria of a particular DL.  If you do not want to generate DL for a customer, you can use the Customer Maintenance (OF.500.00) screen to prevent DL from being generated for that customer account.  To prevent DL generated for a customer, uncheck the appropriate "Print Dunning Letters" checkbox on the Customer Maintenance (OF.500.00) screen.  
Generating Dunning Letters To Print Listing (DLTPL)
Before you print the DL, we recommend that you first print the Dunning Letters to Print Listing (DLTPL) for your internal record keeping.  The information provided on the DLTPL might help you better answer your customers' questions.  This DLTPL (OF.069.00) can be kept in your file as a reference to the 'as of' month, the total number of DL generated and a list of customers where DL were generated.  
Provided that the DLTPL and the DL were printed on the same date, the date printed on the DLTPL should be the same running date that appears on the DL.  When a customer called with a question, for example, regarding how the original debit document was aged and included in a particular DL, ask the customer for the running date on their DL.  Mapping the running date on the DL back to the printing date on the DLTPL, you will find on the DLTPL the last date (the As of date) of the fiscal month used to age the original debit document (s) to be included in the particular DL.
By first printing the DLTPL, you will also be able to take advantage of the two comment lines in the [Options] tab of the Report Option Interpreter (ROI) to document your DL selection.  For example, you may want to document on your DLTPL, via the [Option] tab on the ROI that you've generated a set of DL as of a certain biennium and fiscal month and only for a specific AR Type.  
Note: DL and/or DLTPL limited to an AR Type will exclude all unapplied deposits and overpayments made by a customer, even if they are cross-referenced to a debit document for the AR Type.  The results on a DL that has been limited to an AR Type might be different from the results that have not been limited to an AR Type.  Having a DLTPL with comments indicating the limited AR Type selection might better help you answer your customers’ question.
	
	Available Selection Options

	Dunning Letters to Print Listing 

Dunning Letters to Print Listing
	
Select Specific AR Type
Select Specific Customer
Select Minimum Balance
Select Aging Category
Select All Customers 
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Generating Dunning Letters (DL)
Use the Dunning Letters Selection screen to select the correct criteria for the selected Dunning Letters reports.  
Each report must be ordered "As Of" a specific biennium and fiscal month.  The screen offers several additional selection options (described below), which can be used individually or in combination.  The reports and their available standard selection options are: 
	
	Available Selection Options

	Dunning Letters Reports 

Dunning Letters 01-30 days
Dunning Letters 31-60 days
Dunning Letters 61-90 days
Dunning Letters 91+ days
	
Select Specific AR Type
Select Specific Customer
Select Minimum Balance
Select All Customers 
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In addition to these standard selection options, you can further limit the selection criteria for your report by using the Selection tab of the Report Options Interpreter (ROI) screen, which displays before this screen.
The printed report will not indicate the options you selected.  
To document these options on your printed report, you may want to record comments in the Options tab of the Dunning Letters to Print Listing's ROI screen, which will print on the Dunning Letters to Print Listing (OF.069.00) report.  The same message will print on every page of the Dunning Letters to Print Listing (OF.069.00) report.  The Dunning Letters to Print Listing will have the running date and time printed on the report as well.

	As Of Biennium and Fiscal Month
	Required; Must be valid.


The Dunning Letters and/or Dunning Letters to Print Listing will reflect the balances owed by the customer as of the selected Biennium and Fiscal Month.  These fields default to the current biennium and fiscal month. 
NOTE:  Aging is calculated from the due date of the debit document through the end date of the fiscal month selected.
	Select Specific AR Type
	Checkbox; optional 


Check this checkbox to limit report to one specific AR Type.   All invoices, adjustments, and payments applications made to other AR Types for the customer will be excluded from the Dunning Letters and/or Dunning Letters to Print Listing. 

Note:  Dunning Letters and/or Dunning Letters to Print Listing limited to an AR Type will exclude all unapplied deposits and overpayments made by the customer, even if they are cross-referenced to a debit document for the AR Type.
	AR Type
	2 Characters; PV List; Required (when visible)


Indicate the AR Type for the report.  All invoices, adjustments, and payments applications made to other AR Types for the customers will be excluded from the Dunning Letters and/or Dunning Letters to Print Listing. 

Note:  Dunning Letters and/or Dunning Letters to Print Listing limited to an AR Type will exclude all unapplied deposits and overpayments made by the customer, even if they are cross-referenced to a debit document for the AR Type.
	Select Specific Customer
	Checkbox; optional


Check this checkbox to limit the report to one specific customer's transactions. 
	Customer ID
	10 Characters; Required (when visible)


Transactions for the customer specified will be selected for the report. 
	Select Minimum Balance
	Checkbox; optional


Check this checkbox to include in the report only customers who owe at least the amount specified.
	Minimum Balance
	Numeric; Required (when visible)


Indicate the lowest customer balance you wish to include in the report.  For instance, if you indicate a minimum balance of $1.00, all customers who owe less than $1.00 as of the indicated Biennium and Fiscal Month will be excluded from the report.  A negative number can be entered to include all customers who have deposits on account that are less than the indicated amount (and all customers with positive balances)
	Select Aging Category 
	Checkbox; optional


The Select Aging Category selection is only available on the Dunning Letters to Print Listing (OF.065.10) screen.  Check this checkbox to include in the report only customers who have at least one open item equal to  (as overdue as) the indicated aging category.   For example, If customer A has a balance in aging category of "Over 91 Days Past Due Date" and no other aging category, selection of the Aging Category of "61 to 90 Past Due Date" will NOT include customer A.
	Aging Category
	Dropdown list


Select either All, 1 to 30 past due date, 31 to 60 past due date, or 61 to 90 past due date, or 91+ past due date to limit the report to customers who have at least one open item equal to the selected aging category.  The report will display the original document and its balance for the customer with at least one open item equal to the selected aging category.  Example:  A customer has one current item for $100 and one item overdue $400 by 40 days.  Selecting the aging category of 31 to 60 past due date will select this customer and display only the $400 item.  

(Note: The aging selection for Dunning Letters and Dunning Letters to Print Listing is different for the Statements and Statements to Print Listing).
	Select ALL Customers
	Checkbox; optional


Normally, statements will print only for those customers who have the "Print Dunning Letters" option checked in the Customer Maintenance (OF.500.00) screen.   Check this checkbox to override this default, and print statements for all customers, including the customer where the "Print Dunning Letters" checkbox has been unchecked.
[Begin Selection]

After you have selected all options you wish to include in the report, press this button to begin selection of the appropriate transactions.   The report will either preview to the screen, or print directly to the printer depending on the option selected on the prior screen.  
NOTE:  If your database has no records for the selected options, a 'Title only, blank data' report will preview/print.
Only *Original Debit Document are printed.

* Original Debit Documents are invoices or debit memos that has been x-ref (cross-referenced) to itself.

The Amount of the selected *Original Debit Document includes:

+ Balance of Original Invoice or Debit Memo

+ Balance of Debit Memo that has been x-ref to this original invoice or debit memo.

-  Balance of Payment that has been x-ref to this original invoice or debit memo.
-  Balance of Credit Memo that has been x-ref to this original invoice or debit memo.

= Amount of the selected *Original Debit Document
Dunning Letters 01-30 Days Past Due Date

Exercise 23.1: Print Dunning Letters 01-30 Days 

23.1-1 Print the Dunning Letters 01-30 Days Report.

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [Dunning Letters 01-30 Days]
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Sample Dunning Letters 01-30 Days to follow has the following activities.

1 Original Invoice in the 1-30 Days Past Due Date aging category: $25.00

1 Original Debit Memo in the 1-30 Days Past Due Date aging category: $5.00

1 Original Invoice in the Current aging category: $5.00

1 Original Debit Memo in the Current aging category: $7.00
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Dunning Letters 31-60 Days Past Due Date

Exercise 23.2: Print Dunning Letters 31-60 Days 

23.2-1 Print the Dunning Letters 31-60 Days Report

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [Dunning Letters 31-60 Days]
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Sample Dunning Letters 31-60 Days to follow has the following activities.

1 Original Invoice in the 31-60 Days Past Due Date aging category: $31.00

1 Interest Charge Debit Memo in the current aging category and has been x-ref to this original invoice: $0.32

1 Original Debit Memo in the 31-60 Days Past Due Date aging category: $$29.00

1 Normal Debit Memo in the current aging category and has been x-ref to this original invoice: $0.15
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Exercise 23.3: Print Dunning Letters 61-90 Days 

23.3-1 Print the Dunning Letters 61-90 Days Report

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [Dunning Letters 61-90 Days]
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Sample Dunning Letters 61-90 Days to follow has the following activities.

1 Original Invoice in the 61-90 Days Past Due Date aging category: $45.15

1 Payment in the current aging category and has been [Auto Apply] x-ref to this original invoice: ($0.15)

1 Original Invoice in the 61-90 Days Past Due Date aging category: $45.27

1 Payment in the current aging category and has been [Overpay/Deposit] and x-ref to this original invoice: ($0.27)
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Dunning Letters 91+ Days Past Due Date

Exercise 23.4: Print Dunning Letters 91+ Days

23.4-1 Print the Dunning Letters 91+ Days Report

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [Dunning Letters 91+ Days]
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Sample Dunning Letters 91+ Days to follow has the following activities.

1 Original Invoice in the 91+ Days Past Due Date aging category: $46.15

1 Credit Memo in the current aging category and has been [Auto Apply] x-ref to this original invoice: ($0.15)

1 Original Invoice in the 91+ Days Past Due Date aging category: $45.27

1 Credit Memo in the current aging category and has been [Overpay/Deposit] and x-ref to this original invoice: ($0.27).
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Dunning Letters to Print Listing (OF.069.00)
Exercise 23.5: Print Dunning Letters to Print Listing

23.5-1 Print the Dunning Letters to Print Listing

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [Dunning Letters to Print Listing]
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In addition to these standard selection options, you can further limit the selection criteria for your report by using the Selection tab of the Report Options Interpreter (ROI) screen, which displays before this screen.
The printed Dunning Letter reports will not indicate the options you selected.  
To document these options on your printed report, you may want to record comments in the Options tab of the Dunning Letters to Print Listing's ROI screen, which will print on the Dunning Letters to Print Listing (OF.069.00) report.  

The same message will print on every page of the Dunning Letters to Print Listing (OF.069.00) report.  

The Dunning Letters to Print Listing will have the running date and time printed on the report as well.
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Subtotal of 1-30 Days Past Due )

3110 60 Days Past Due

DL31_60DAY. Custin 31-60 Days Past Due NSWA  Active 60.47
Subtotal of 31-60 Days Past Due — %e0a7

6110 90 Days Past Due

DL61_90DAY. Custin 61-90 Days Past Due NSWA  Active 90.00
Subtotal of 61-90 Days Past Due T %9000

91+ Days Past Due

DL9IPLUS Custin 91+ Days Past Due NSWA  Active 9200

TRINH1 Trinh T Bui NSWA  Active 68.00

Subtotal of 91+ Days Past Due $160.00






AR Balances/Activity by Fund/GL Report Pre-Process Screen (OF.090.10)

Overview

This screen is used to facilitate the selection of records for the report with respect to a Beginning Biennium/FM and Ending Biennium/FM combination of any Fund and General Ledger (GL) Account.  Simply enter the beginning and ending information and presses print.   

Helpful hints:  The following reports use the same OF.090.10 selection screen.

AR Activity by Fund/GL (OF.090.00) – print all ‘posted’ activities by fund/GL for a specified period.

AR Balances by Fund/GL (OF.091.00) – print the beginning and ending balance by fund/GL for a specified period.

AR Balances by Fund/GL/Subsidiary (OF.093.00) – print the beginning and ending balance by fund/GL and Subsidiary (AR Type) for a specified period.


Beginning Biennium and Fiscal Month


Required; must be valid.

Report will include all transactions batched and posted into the specified beginning fiscal month.

Ending Biennium and Fiscal Month



Required; must be valid.

Report will include all transactions batched and posted into the specified ending fiscal month.

Fund







3 Characters; Optional; PV List

Report will include all transactions batched into the specified Fund.

Customer ID






10 Characters; Optional; PV List

Report will include all transactions batched into the specified Customer ID.

[Help] button

Click the button to get user help regarding this screen, including any customizations to this screen for your agency.

	Selection Field
	Default
	Comments

	Beginning biennium & Fiscal Month
	Prior FM
	Update to any valid Biennium and FM

Report will include all transactions batched into the specified fiscal month

	Ending Biennium & Fiscal Month
	Prior FM
	Update to any valid Biennium and FM later than the Beginning Biennium/FM

Report will include all transactions from the beginning FM through the ending FM, inclusive.

	Fund
	blank (= all funds)
	Leave blank for all funds, or enter up to 3 numbers or letters to limit to certain funds

Report will include transactions for all Funds starting with whatever you enter

Examples:  

0         will select Funds 001, 002, 003, etc

01       will select Funds 010, 011, 012, etc

01A     will select only Fund 01A

	Customer ID
	blank (= all customers)
	Leave blank for all customers, or enter the customer id to limit to certain customer id.

0                     will select Customer ID 001, 002, 003, etc

01                    will select Customer ID 010, 011, 012, etc

01A0000000     will select only customer ID, 01A0000000


AR Activity by Fund/GL (OF.090.00) Report
Exercise 24.1: Print AR Activity by Fund and General Ledger Account (OF.090.00) Report

Helpful hints:  The following reports use the same OF.090.10 selection screen.

AR Activity by Fund/GL (OF.090.00) – print all ‘posted’ activities by fund/GL for a specified period.

AR Balances by Fund/GL (OF.091.00) – print the beginning and ending balance by fund/GL for a specified period.

AR Balances by Fund/GL/Subsidiary (OF.093.00) – print the beginning and ending balance by fund/GL and Subsidiary (AR Type) for a specified period.

24.1-1 Print the AR Activity by Fund and General Ledger Account (OF.090.00) Report.

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [AR Activity by Fund/GL]

At the AR Activity by Fund/GL (OF.090.00)’s ROI screen, click the [Option] tab to enter comments.

Position your cursor in comment 1 and key in some comments

Position your cursor in comment 2 and key in some comments.


Click on [Print Preview] to preview the AR Activity by Fund and General Ledger Account (OF.090.00) Report.

Print AR Activity by Fund and General Ledger Account (OF.090.00).
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AR Balances by Fund/GL (OF.091.00) Report

Exercise 24.2: Print AR Balances by Fund/GL (OF.091.00) Report

Helpful hints:  The following reports use the same OF.090.10 selection screen.

AR Activity by Fund/GL (OF.090.00) – print all ‘posted’ activities by fund/GL for a specified period.

AR Balances by Fund/GL (OF.091.00) – print the beginning and ending balance by fund/GL for a specified period.

AR Balances by Fund/GL/Subsidiary (OF.093.00) – print the beginning and ending balance by fund/GL and Subsidiary (AR Type) for a specified period.

24.2-1 Print the AR Balances by Fund/GL (OF.091.00) Report.

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [AR Balances by Fund/GL]

At the AR Balances by Fund/GL (OF.091.00)’s ROI screen, click the [Option] tab to enter comments.

Position your cursor in comment 1 and key in some comments

Position your cursor in comment 2 and key in some comments.


Click on [Print Preview] to preview the AR Balances by Fund and General Ledger Account (OF.091.00) Report.

Print AR Balances by Fund and General Ledger Account (OF.091.00).
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AR Balances by Fund/GL/Subsidiary (OF.093.00) Report

Exercise 24.3: Print AR Balances by Fund/GL/Subsidiary (OF.093.00) Report

24.3-1 Print the AR Balances by Fund/GL/Subsidiary (OF.093.00) Report.

From the Command Tool Bar, click [Module].

From the Module menu, click on the [Accounts Receivable] menu.

Once in the Accounts Receivable menu, click on the radio button, [Reports], to access the Reports menu.

Click [AR Balances by Fund/GL/Subsidiary]

At the AR Balances by Fund/GL/Subsidiary (OF.093.00)’s ROI screen, click the [Option] tab to enter comments.

Position your cursor in comment 1 and key in some comments

Position your cursor in comment 2 and key in some comments.

Click on [Print Preview] to preview the AR Balances by Fund/General Ledger Account/Subsidiary (OF.093.00) Report.

Print AR Balances by Fund/General Ledger Account/Subsidiary (OF.093.00).
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Cash Receipts Journal Summary (OF.260.00) – Exercise 25.1
Overview
Use the Cash Receipts Report Selection (OF.260.10) screen to select the appropriate criteria for the AFRS Cash Receipts Journal Summary, the Cash Fund Transfer Journal Summary, or the JV Fund Transfer Journal Summary report.

After selecting the Daily Fund Summary menu option for this report, you will be presented with the Solomon Reports Option Interpreter (ROI) screen.

After selecting the [PRINT] or [PRINT PREVIEW] buttons, you will be presented with the Daily Fund Summary Selection (OF.260.10) screen. 
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	'As of' Biennium
	4 characters; Required


The current biennium is supplied as a default. You can change to any value that forms a valid Biennium/Fiscal Month combination. 

	'As of' Fiscal Month
	2 characters; Required


The current fiscal month is supplied as a default.  You can change to any value that forms a valid Biennium/Fiscal Month combination.
	Doc Ref Nbr
	Minimum 8 characters; PV List; Required



You can enter the 8 characters Cash Journal number or press the F3 key to select from the PV list.  Tran Code, Fund and Amount for the DocRefNbr specified will be selected for the AFRS Cash Receipts Journal Summary, the Cash Fund Transfer Journal Summary, or the JV Fund Transfer Journal Summary (OF.260.00) report.

	Document Date
	MM/DD/YYYY 


Selection screen will default this field to current date.  This date will print on the Cash Receipts Journal Summary (OF.260.00) report, as the Document Date.

	Begin Processing
	


After you have selected the As of Biennium, As of Fiscal Month, and the Cash Journal number you wish to include in the Cash Receipts Journal Summary (OF.260.00) report, press this button to begin selection of the appropriate data.  The report will preview to the screen.
Note: As of 12/06/2000 the 'As of' Biennium and 'As of' Fiscal month selection criteria has been added to the Cash Receipts Report (OF.260.10) selection screen.  
Thus, for those agency who uses CJ000001 in biennium 1999 and fiscal month 01, then again uses the same first eight characters DocRefNbr, CJ000001_ _, in biennium 2001 and fiscal month 01, selecting 2001 'As of' biennium, 01 'As of' Fiscal month and CJ000001_ _ , DocRefNbr would resulted in only payments entered in biennium 2001 and fiscal month 01.

	[Help] 
	Button


Click this button to get user help regarding this Cash Receipts Report (OF.260.10) selection screen.
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Overpay/Deposit Listing (OF.365.00) – Exercise 25.2
Overview
The Overpay/Deposit Listing is used to identify all unapplied "parked" credit transactions to ensure that all appropriate credit amounts are applied to debit transactions prior to month end closings and the printing of customer statements.   This report is sorted and subtotaled by Customer ID.

After selecting the menu option [Accounts Receivable menu, Reports radio button, select Overpay/Deposit Listing] for this report, you will be presented with the Solomon Reports Option Interpreter (ROI) screen.
After selecting the [PRINT] or [PRINT PREVIEW] buttons, the report will print to the printer or screen.  
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RECONCILIATION INFORMATION
Reconciling Solomon Statement/Aging Data to Fund/GL Data – Overview and Possible Reconciliation Issues
Overview

It is important to reconcile customer account receivable balances in the statement/aging report series (OF.08X) with accounts receivable balances by fund and general ledger account in the AR Fund/GL report series (OF.09X). 

Possible Reconciliation Issues

The statement/aging reports and the Fund/GL reports should have the same total balances as of the same ending biennium/FM unless:

· A transaction code was used in AR that did not update the "13XX or 519X" general ledger accounts typically used to account for customer balances  [e.g. a customer deposit was coded to transaction code 001 (a dr to 7110 and cr to 3210), or a warrant generating refund debit memo was coded to transaction code 198 (a dr 3205 and a cr to 5111), direct to revenue.

Helpful Hint:  These transactions will be excluded from the OF.09X reports, and they will be included as "Non-AR Entries" in the OF.08X Fund/GL reports, as long as the related invoice is open.

· A 13XX Credit transaction code was used on an invoice or debit memo

Helpful Hint:  All entries on the Invoice screen increase customer balance, even if the transaction code credits account 13XX in AFRS.   Only the OF.09X report series reflects the actual general ledger credit.

· A 13XX Debit transaction code was used on a payment or credit memo (without a reverse indicator)

Helpful Hint:  All entries on the Cash screen decrease customer balances (except applications of overpayments and deposits, which have no impact on the customer balance), even if the transaction code debits account 13XX in AFRS.  Only the OF.09X report series reflects the actual general ledger debit.

· A customer is set to Print Statements = No (Fund/GL and Aging reports will include, but customer statement reports will not)

Helpful Hint:  You can check the "All Customers" box at the bottom of the Statement selection screen to override this flag, and include statements for all customers.

The two report series should also have the same balances by fund and general account, unless one of the above problems occurred or:

· An invoice or debit memo transaction is coded to one fund or GL account, and a payment or credit memo applied to the transaction is coded to a different fund or GL account.  

Example:  Invoice is coded to Fund 001, GL 1312.  Payment against the invoice is coded to Fund 415, GL 1354.  The invoice is closed in Solomon, but both Fund 001 and Fund 415 will have residual balances, which will not clear until the payment transaction is corrected.

· An invoice that had one of the above reconciliation issues is fully paid.

Helpful Hint:  The OF.08X Aged Fund/GL reports only include open documents.  The OF.09X Fund/GL reports include all transactions whether open or closed. 

The following procedures are recommended each fiscal month to verify that your statement and Fund/GL reports are in balance and to identify the customer account with variances, if any.

Reconcile Agency Totals

Request the following reports to verify customer balances reconcile at the agency level:

AR Balances by Fund/GL Report (OF.091.00):  "Grand Total All Funds"  

Aged AR Summary (OF.086.00):   "Grand Totals"

If the grand totals for both reports match, you are in balance at the agency total level.

If the totals do not match, use the following procedure to identify, which fund and general ledger accounts are out of balance.

Reconcile by Fund and GL Account

Request the following reports to verify reconciliation balance at fund and general ledger level:

AR Balances by Fund/GL Report (OF.091.00):  "Total for FUND XXX" and "GL Account Ending Balance at XX/XX/XXXX" (same report as requested for Agency totals)

Aged AR by Fund/GL (OF.088.00):   "Total for Fund XXX" and "Total for GL Account - XXXX Balance"

If the Fund/GL totals do not match, use either of the following procedure to identify which customer accounts are out of balance.   The first procedure provides reports of customer balances by fund and GL Account.   The second procedure provides customer balances in total for all funds.

Helpful Hint:  If you know which fund(s) are out of balance, you can limit the requests for the following reports to only those fund(s) by using the ROI Selection tab for the OF088 report, and the Fund field on the pre-process selection screen for the OF091 and OF090 reports.  This will enable the reports to process faster and will produce fewer report pages.

Reconcile Individual Customer Balances by Fund and GL Account
You can compare OF08X customer statement balances with OF09X fund and general ledger balances at the Fund/GL summary level by using the following report options:

1. Load the "CUSTIDFUNDGL" template version of the OF.088.00 report to request a special version of the Aged AR by Fund/GL report sorted by Customer ID.  Note:  only open invoices and debit memos balances will be included in the balances reported.

2. Load the "CUSTIDFUNDGL" template version of the OF.091.00 report to request a special version of the AR BALANCES by Fund/GL report displaying balances by Customer ID.  Note:  all transactions that impact accounts '13XX' or '519X' for both open and closed invoices and debit memos will be included in the balances reported.

3. Compare the resulting lists of customer balances by fund and GL account, until the full variance between the two reports is accounted for.

4. Load the "CUSTOMERDETAIL" template version of the OF.088.00 report, thenUse the Customer ID PV on the   selection screen to request a special detailed version of the Aged AR by Fund/GL/ARType/Cust report for only the customer with variances.  Note:  only transactions for open invoices and debit memos will be reported.

5. Use the Customer ID PV on the OF.090 selection screen to limit the AR Activity by Fund/GL report to transactions for only the customer with variances.  Note:  all transactions that impact accounts '13XX' or '519X' for both open and closed invoices and debit memos will be reported.

Note: The following steps are a little different from the normal reconciliation procedures

Step 1: Print Statements to Print Listing with All Customer checkbox checked

[image: image142.png]) Department of Financial Institutions genciase

A F 5.58PM
6\(;? Statements To Print Listing

/ As Of 09/30/1999

Total Statements: 25 Last dr batch: 000104 and cr batch: 000102

Total Balance: $256,681.03 As of FM 03 to illustrate AR to GL balancing

Customer ID Customer Name Class ID Customer Balance
00001 Washington Mutual Bank (NSWA) NSWA $16,500.00
00002 Skagit State Bank (NSWA) NSWA $15,000.00
10 Laird Norton Trust (NSWA) NSWA $4,200.00
1 TRUST COMPANY OF WASHINGTON NSWA $9,594.00
12123 Boeing Employees' Credit Unio u1-01 $19,875.91
12345 Yellowstone Park Bank (NSWA) NSWA $1,500.00
123456 Mr Giggles NSWA $3,500.00
1619 Ryen Zoller NSWA $500.00
1916 Mark Zoller NSWA $6,000.00
§10-0508 Stohr Capital Group Inc NSWA $24,806.00
510-5252 Hallmark Gov't Mige NSWA $15,100.00
61113 Employment Security CU U1-04 $2,250.00
61113V Employment Security CU NSWA $500.00
67890 Olympic Park Bank NSWA $4,000.00
68235V Obee Credit Union NSWA $6,650.00
68325 Obee Credit Union u1-03 $2,127.90
98765 Mrs Giggles Nswa $20,000.00
BUt Trinh Bui created 8/26/1999 NSWA $23,775.00
CREDIT1 Belong to Class: U1-01 ut-01 $59,627.82
CREDIT2 WASHINGTON (belong to U1-02) U1-02 $12,996.45
CREDIT3 SHARE (U1-03) U1-03 $2,127.95
CREDIT4 PACIFIC NORTHWEST (U1-04) u1-04 $2,250.00
CREDITS Belong to class U1-05 u1-05 $1,500.00
CREDIT6 Belong to class U1-06 U1-06 $1,000.00

TRINHBUI Customer to test 102 database NSWA $2,200.00






Step 2: Print AR Balances By Fund and General Ledger Account (OF.091.00) Report
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Step 2: Print AR Balances By Fund and General Ledger Account (OF.091.00) Report (continued)
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Step 3: Take the difference between AR Balances By Fund and General Ledger Account (OF.091.00) Report and Statements To Print Listing (OF.061.00) Report

	AR Balances By Fund and General Ledger Account (OF.091.00) Report
	$256,991.03

	Statements To Print Listing (OF.061.00) Report
	($256,581.03)

	
	--------------------

	GL report has more than AR report
	$       410.00

	


Step 4: Determine possible reconciliation issues

The statement/aging reports and the Fund/GL reports should have the same total balances as of the same ending biennium/FM unless:

A transaction code was used in AR that did not update the "13XX or 519X" general ledger accounts typically used to account for customer balances  [e.g. a customer deposit was coded to transaction code 001 (a dr to 7110 and cr to 3210), or a warrant generating refund debit memo was coded to transaction code 198 (a dr 3205 and a cr to 5111), direct to revenue.

4a.  Run Overpay/Deposit Listing (OF.365.00)
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4b.  Run Warrant Batch Category’s AR Batch Edit Report and single out the one where you’ve used a debit transaction code that did not update GL 13XX or 519X.

Sample:  Batch Number 000095
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4b.  Run Warrant Batch Category’s AR Batch Edit Report and single out the one where you’ve used a debit transaction code that did not update GL 13XX or 519X.

Sample:  Batch Number 000096
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4b.  Run Warrant Batch Category’s AR Batch Edit Report and single out the one where you’ve used a debit transaction code that did not update GL 13XX or 519X.

Sample:  Batch Number 000097
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4b.  Run Warrant Batch Category’s AR Batch Edit Report and single out the one where you’ve used a debit transaction code that did not update GL 13XX or 519X.

Sample:  Batch Number 000098
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4b.  Run Warrant Batch Category’s AR Batch Edit Report and single out the one where you’ve used a debit transaction code that did not update GL 13XX or 519X.

Sample:  Batch Number 000099
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Step 5: Manual carry (subtract from GL) any deposit coded to transaction code 001 and (add to GL) any warrant generating refund debit memo coded to transaction code 198.
	Report
	Printed balance
	Manual carry those deposit coded as transaction code 001
	Manual carry those warrant generating refund debit memo coded to transaction code 198
	Balance with manual carry

	OF.091
	$256,991.03
	($2,558.18)
	$2,148.18
	$256,581.03

	OF.061
	$256,581.03
	
	
	$256,581.03

	
	-----------------
	
	
	------------------

	Difference
	$      410.00
	
	
	$         00.00


Note: if you are a new user, please ask your agency administrator to request from OFM a Citrix server ID for you.
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This menu can be "dragged" across the desktop, then "pinned" using this pushpin icon.
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Note: When “blanking” fields from grid mode, press space bar in column to highlight data, then press delete key.  Do not press delete key by itself --- that will delete the entire row, not just the data contained in the field.  Do not press Ctrl-X; fields blanked with Ctrl-X will not copy correctly to the next transaction line.





Note:  For best result, we recommend selecting Enter key = Tab key.
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Show Grid Lines





Show Grid Row Numbers





2.  User Utility provides a list of users currently setup in your agency Solomon database.





1.  User can change their assigned Solomon password via this Password Utility.





4.  Access Rights Utility is for viewing the security granted to a user group.





3.  Group Utility provides a list of group of users currently setup in your agency Solomon database.
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#1





#2





#3





#4
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Click here to [Save] your work.





Click here to  [Close] a screen.
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Your AR reports will roll up by the AR type as well.





Specify the format use for invoices of this AR Type.





Messages to be printed on most AR Invoice format.





Setup only if charge interest.





Note: This is for training purposes only.





Note: This is for training purposes only.





Note: This is for training purposes only.





� EMBED PBrush  ���





A little accounting background: Debit transaction code 012 affects the following general ledger accounts:





  Dr.*1312 Accounts Receivable – Short-Term


       Cr. 3205 Accrued Revenue





*General ledger 1312 – Accounts Receivable – The balance of this account represents amounts owed on open accounts from private individuals or organizations for goods and services furnished by the state.





We want to select the Document Category Code of Normal Debit because these will be the default AFRS codes for new invoices and debit memos generated for the particular AR Type.  We will discuss the Document Category Code, Interest Charge, later in the AR Customers & Invoices class.





A little accounting background: Debit transaction code 012 affects the following general ledger accounts:





  Dr.*1312 Accounts Receivable – Short-Term


       Cr. 3205 Accrued Revenue





*General ledger 1312 – Accounts Receivable – The balance of this account represents amounts owed on open accounts from private individuals or organizations for goods and services furnished by the state.





We want to select the Document Category Code of Normal Debit because these will be the default AFRS codes for new invoices and debit memos generated for the particular AR Type.  We will discuss the Document Category Code, Interest Charge, later in the AR Customers & Invoices class.





A little accounting background: Debit transaction code 054 affects the following general ledger accounts:





  Dr.*1354 Due From Other Agencies


       Cr. 3205 Accrued Revenue





*General ledger 1354 – Due From Other Agencies – The balance of this account represents amounts due from other state agencies.  This account is to be accompanied by a valid state agency code in the general ledger subsidiary.  Statewide, all GL Codes 1354 and 5154 are to be in balance; therefore, every effort should be made to communicate with the other state agencies involved.





We want to select the Document Category Code of Normal Debit because these will be the default AFRS codes for new invoices and debit memos generated for the particular AR Type.  We will discuss the Document Category Code, Interest Charge, later in the AR Customers & Invoices class.
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A little accounting background: Credit Transaction code 062 affects the following general ledger accounts:


  Dr. 7110 Cash in Process


       Cr. 1312 Accounts Receivable – Short Term


-And-


  Dr. 3205 Accrued Revenue


       Cr 3210 Cash Revenue
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2. Review Access Rights granted to each user group.





1. Review Groups available for agency.





4. Password can be changed accordingly for current users.





3. Add users to appropriate user group.
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Hint: Customer Class selected should be “NSWA” or “1312” to represent Non-state agency customers and Subsidiary Account field should be left blank.





Hint: Customer Class selected should be “STATE” or “1354” to represent Non-state agency customers and Subsidiary Account field should contain value for possible value list.





Total of all documents amount





Total of all amount/print amount transactions amount.





� EMBED PBrush  ���





� EMBED PBrush  ���





� EMBED PBrush  ���





� EMBED PBrush  ���





Note: For most agencies, the value for this field is provided from the customer profile.
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Batch Level





Document Data Section
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Batch Information





Document Information
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Batch Information





Document Information





Batch Information





Document Information
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Batch Information





Document Information
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Batch information





Document Information





Transaction Information





Document Information





Transaction Information





Transaction Information





Document Information





Transaction Information
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A little accounting background: credit transaction code 001 affects the following general ledger accounts:


 Dr. 7110 Cash in Process


   Cr. 3210 Cash Revenue
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A little accounting background: Debit Transaction code 955 affects the following general ledger accounts:


 Dr. 1312 (variable GL)


    Cr. 5111 Accounts Payable
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[Select All] to set Select to Yes (checked).


[Clear All] to set Select to No (unchecked).





Note: It’s very important, if you want to keep a record of how the system calculated the interest, that you print the report.  It does not get stored and therefore cannot be generated again.
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If has time, do an exercise in class, on how credit doc can be moved to correct debit documents.





Credit Document Data Section
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A little accounting background: Credit transaction code 062 affects the following general ledger accounts:


  Dr. 7110 Cash in Process


    Cr. 1312 Accounts Receivable


              -And-


  Dr. 3205 Accrued Revenue


    Cr. 3210 Cash Revenue





Credit Document Data Section
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Note:  As soon you tab out of Original Amount, the Left to Distribute field will automatically be filled in with this same amount.
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Make note of the following information BEFORE the application:


Doc Balance: 50


Pending Appl or Amt to Apply: 0.00


Adj Balance: 50.00








Make note of the following information AFTER the application:


Doc Balance: 50


Pending Appl or Amt to Apply: 40.00


Adj Balance: 10.00
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Note: When [Auto Apply] happens, the system automatically use up the credit document’s original amount against the first transaction and work its way down till all Original Amount is used up.  You can then selectively change the transaction amount in accordance with the customer’s specifications.





Credit Document Data Section
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Make sure you’ve chosen an invoice for $500 or less than the payment received.
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Very IMPORTANT !!





A little accounting background: credit transaction code 001 affects the following general ledger accounts:


  Dr. 7110 Cash in Process


    Cr. 3210 Cash Revenue
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A little accounting background:


Credit transaction code 001 affects the following general ledger accounts:


  Dr. 7110 Cash in Process


   Cr. 3210 Cash Revenue





A little accounting background:


Debit transaction code 955 affects the following general ledger accounts:


Dr. 1312 (variable GL) Accounts Receivable


 Cr. 5111 Accounts Payable
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Credit Document Data Section





Note: For an Apply Overpay/Deposit batch category, the system will require you to bring up the original credit document reference number as the X-ref number.  The system will not allow you to go to the next field without a valid x-ref number.
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A little accounting background: credit transaction code 090 affects the following general ledger accounts:


 Dr. 7110 cash in process


  Cr 1312 (Variable GL) Accounts Receivable
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Navigate to the end of the report





Navigate page by page





Navigate to the end of the report





Navigate page by page





Customers Accounts Balance





Customers Account Balance - Aging





Customers Account Balance – General Ledger
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