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*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Steps for Maintaining Receivables

References

e ORC Section 126: OFFICE OF BUDGET AND MANAGEMENT

Process

Receivables must be maintained to ensure that pending Items are created and updated
correctly and that any errors or discrepancies are resolved. The following sections below explain
the topics in this module.

Entering and Reviewing Pending ltems

Pending items are records entered into OAKS FIN to record invoices sent to customers, credit
memos, and/or debit memos, and Intrastate Transfer Vouchers (ISTVs). Agencies enter
pending items manually or load them through the Pending Item Interface. Once the pending
item has been created, a process called ARUPDATE runs, the pending item posts and becomes
a receivable. In order to unpost a pending item, the entire group must be unposted.

Agencies must review the status of their items to make sure the entries posted successfully.
When pending items do not successfully post to the customer’s account in OAKS FIN AR the
Pending Item Originator (receivable) or Revenue Processor (deposits) who originated the
pending item/deposit reviews the entries in OAKS FIN via the online error correction pages and
sets them to post.

Pending Item groups can also be deleted. Groups cannot be deleted after they have posted. If a
group has been posted, the employee must either unpost the group prior to deleting it, or make
the correction using a credit/debit memo. Credit and debit memos are used to correct items that
have already posted. After posting, the items themselves may not be used to make corrections.

Creating Worksheets

The OAKS FIN Payment Predictor function can automatically identify the item for which a
payment has been received. If the Payment Predictor cannot match a deposit, OAKS FIN
creates a Payment Worksheet, which agencies must use to manually match the deposit.
Agencies may also use this process to create a worksheet manually without attempting to use
the Payment Predictor.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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In cases where money was applied to the wrong customer’s account, a Transfer Worksheet
can be created to transfer the funds to the correct customer.

If a worksheet was created but not completed or needs updating, the Payment Status
Worksheet is used to get a list of all payments that have not yet been applied.

Maintenance Worksheets contain Entry Type codes that can be used to offset or adjust posted
items, such as refunding an item or creating a debit or credit balance from maintenance tasks. It
is also used to write-off posted items.

Disputing Iltems

Items are placed in dispute when a customer reports that they have been billed

incorrectly. Placing an item in dispute allows those items to be separated when reviewing the
customer balance information. The resolution of the disputed item is then documented in OAKS
FIN.

What would you like to do?

e Enter a Pending Item

o Review and Correct a Posting Error
e Delete a Group

e Create a Debit and Credit Memo

e Create a Payment Worksheet

e Create a Transfer Worksheet

e Update a Worksheet

e Create a Maintenance Worksheet

e Place an Item in Dispute

e Resolve a Disputed Item

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Entering Pending Items - Manual Entry

Overview

Pending items are records entered into OAKS FIN to record invoices sent to customers, credit
memos, debit memos, and Intrastate Transfer Vouchers (ISTVs). Customers may be another
state agency or an external organization or individual. Customers are specific to an agency.

ISTVs can be created in either the Billing or Accounts Receivable module.

Agencies enter pending items manually or load them through the Pending Item Interface. When
entering pending items manually online, agencies enter them as a group. OAKS FIN uses
control groups for item entry, combining individual pending items into a group (batch) which
provides error checking by verifying the group totals and counts. Groups are assigned types that
indicate why the group was created. For this purpose, the state only creates billing groups
(identified by the letter ‘B’) when items are entered online.

When reviewing the post data for the group — towards the end of this process - the GL Unit field
is populated with the code STATE because in the OAKS FIN General Ledger Module there is
only one business unit, i.e. STATE. In the other OAKS FIN modules, there is a business unit for
each agency.

The account type is determined by the account number. For example, Revenue accounts start
with "4.” Asset accounts start with "1.” A more detailed example:

430047 is the Revenue, Various Other Sales account
102900 is the Accounts Receivable account

o Reference the Expense Account Code Table for a complete list of account codes
and their descriptions.

e Run a ChartField Report to view a listing of Revenue Account Codes.

Steps

« OAKS FIN > Accounts Receivable > Pending Items > Online Items > Group
Entry

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

%ﬁ OBM Training Academy


http://oaksaccountcodes.obm.ohio.gov/
http://finsource.ohio.gov/mergedProjects/finman_gl/Steps_for_ChartFields/running_chartfield_reports.htm

-?.‘3'“‘ LU S

“gOAKS 5 _"ZI Financials

7

| a?\nﬁ Financials

Group Entry

Find an Existing Value Add a New ‘Value

Search Criteria

Favorites ~ | Main Menu~ » Accounts Receivable - » Pending ltems - > Online ltems ~ » Group Entry

Home

Enter any information you have and click Search. Leave fields blank for a list of all values.

Group Unit: @,
Group ID: @,
User ID: @
Assigned Operator ID:| begins with % @,
Origin ID: [ begins with v/|

Entered Date: = e I

Posting Status:

- v

[Ocase sensitive

Search Clear |Basic Search |«_3? Save Search Criteria

Find an Existing Valus | Add a New Value

Add to Favorites Sign out

New Window | &

1. Click the Add New Value tab.

« The Add New Value tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites ~ Main Menu -~ > Accounts Receivable ~ > Pending ltems = > Online ltems ~ > Group Entry
Home Add to Favorites Sign out
eﬁﬂ@ Financials

Mew Window | =

Group Entry
Find an Existing Value Add a New Value

Group Unit: @,
Group ID: |NEXT @,

Find an Existing Valug | Add a Mew Value

2. Enter the ID of the agency owning this group in the Group Unit field.
e This field defaults to the user's agency and therefore should not need updating.

3. Click Add to create a new value.

e The Group Control tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites = Main Menu = > Accounis Receivable = » Pending ltems = » Online ltems ~ » Group Entry

Home Add to Favorites Sign out
(OAKS, | Financials

New Window | Personalize Page |
Group Control Pending ltem 1 Pending Item 2 Pending [tem 3 Accounting Entries Group Action

Group Unit MCD31 Group | NEXT

*Accounting Date D8/18/2015 |[&

*Group Type Currency
*Origin ID Contral *Farmat |USD
Control Totals Control Data
Control 0.00 *Count 1] *Received 06M18/2015 & *Entered |D6M8/2015 |3
Entered 0.0a Count 1 Posted
Difference 0.00 Count -1 Assign OH_AR_AD User OH_AR_ADMINISTRATOR.
Posted D.0a Count i}
Group Status
Edit Status Edited Accounting Entries  Not Balanced
Balanced Mo Pasting Action Do Not Post

Posting Status Mot Posted

5 Sawe || =] Motify —+ Add ||| Update/Display

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

4. Enter the Accounting Date in the Accounting Date field according to the
agency's procedure.

« The Accounting Date determines the fiscal year and accounting period to which
the pending item will be posted. OAKS FIN automatically sets the Accounting
Date to the current date as the basis for calculating due dates and aging. The
Accounting Date may also be used to enter the date when pending items were
actually received.

5. Enter "B" in the Group Type field.
6. Enter "OBILL" (Online Billing) in the Origin ID field.

e Records created by the Billing Module Process have a value of XBILL.

7. Enter "USD" (US Dollars) in the Control field in the Currency section.

a. If USD is not listed here at the group header level, enter the Control
Currency for each line item.
7. Enter the total dollar amount of all bills that will be entered as part of this group in
the Control field in the Control Totals section.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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7.
o OAKS FIN uses the Control Totals section to verify that all items have
been entered correctly and that the group is in balance.
8. Enter the total number of bills that will be entered as part of this group in the
Count field.

o« OAKS FIN counts each separately-entered line item. For example, if
there is an invoice with two line items that are being entered separately,
plus another invoice, the count should be 3.
9. Verify or edit the Received and Entered date fields.
e These dates default to the current date. Received is the date the items
were received for processing; Entered is the date of actual data entry.
10. Verify or edit the Assign field.
e Thisis the User ID of the person assigned to complete the group. The
default is the person creating the group.
11.Click the Pending Item 1 tab, or the Pending Item 1 link at the bottom of the page.

e The Pending Item 1 tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Fawvaorites = Main Menu~ > Accounis Receivable = » Pending ltems = > Online ltems = » Group Entry
Home Add to Favorites Sign out

@AIH Financials

Mew Window | Personalize Page | &

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

Group Unit MCDD1 Group |0 NEXT
Pending ltam Entry Find | View Al First '&/ 1 of 1 ‘&' Last
| -
*Koctpg Date ) *Ac OF Date 2y Sequence
*ltem 1D Line
*Business Unit MCDO1 4, *Customer
Amount Humency <
*Entry Type Reason 4 *AR Dist
Rate Type Revalue Fig Entry Event <
Exchange Rate |-=:‘| Adtachments (0}
Payment Termns
Terms 4, Due Date &) Due Days
Disc Amt Disc Date ) Disc Days
Disc Amt 1 Disc Dats 1 &y [l Always Allow Discount
Reference Information
PO Ref PO Line BOL
Order No Document Line Htem
Contract LiC Iy Case Mo
SPID
Itern Creation/Update Detsils
Created On  05M13/2015 10:28AM Last Medified On 06/18/2015 10:285M
Created By OH_AR_ADMINISTRATOR Modified By OH_AR_ADMINISTRATOR
=l Sawe |2 Nofify % Add || 3| Update/Display

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

13. Enter the invoice or document number of the item in the Item ID field.
14.Enter the invoice Line Number in the Line field.

« Not all invoices have multiple lines. If an invoice has a single line item,
leave the field blank, unless it is an ISTV. This field is required for all
ISTVs, or for any invoice with more than one line.

15. Enter the Customer ID in the Customer field.

e For ISTV, click the Pending Item 2 tab and enter the Location in the Location
field.

16. Enter the line item or full invoice amount in the Amount field.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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17.Click the Entry Type drop-down list and select the type of pending item being
entered.

e The valid Entry Type codes are:

= CR - Third-party credit memo (non-ISTV).

= DR - Third-party debit memo (non-ISTV).

= INV - Third-party invoice (non-ISTV).

= |STCR - Intrastate credit memo (ISTV only).

= |ISTDR - Intrastate debit memo (ISTV only).

= |ISTV - Intrastate transfer voucher (ISTV only).

18.Use the Look Up Reason icon next to the Reason field to select a reason for the
line item.

« Reason codes are associated with various Entry Types and are
“shortcuts” for ChartFields distribution strings. Certain agencies select a
Reason code, and then make changes to the ChartFields string manually.
If these changes are not made correctly, or if the Reason code has
become invalid, an error will appear from the ChartFields combo edit
validation when saved. The ChartFields should be corrected and saved
again if this occurs.

19.1f needed, click the Look Up Terms icon next to the Terms field to select payment
Terms.

o OAKS FIN uses payment terms pre-defined by the specified business unit
(agency), typically "Net 30" days. These terms can be overridden as
needed.

20.Click the Add a new row icon to add a second line item or pending item.

21.Repeat the steps above for entering either another line item from the same
invoice (use the Line field) or the next invoice. Create pending items of the total
number and dollar amount listed on the Group Control tab.

22.Click Save.

23.Click the Group Action tab.

e« The Group Action tab displays.

e This tab is used to create the accounting entries and to set the group
posting action.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Fawvorites = Main Menu~ > Accounis Receivable = » Pending ltems = > Online tems = > Group Entry
Home Add to Favorites Sign out

—
[ ealﬁt Financials

New Window | Personalize Page | &
Group Control | Pending lem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit MCDD1 Group D NEXT
Entered 08/122015 Status Do Not Fost
Group Actions Posting Action Accounting Entry Actions
Balance Action:[DoMotPost ] OK Create Entries
Dielate Group Delete Entries
‘5 Sawe |=] Notify =% Add | 7| Update/Display

Group Control | Pending Item 1 | Pending tem 2 | Pending ftam 2 | Accounting Entries | Group Action

24 .Click Create Entries.

o OAKS FIN displays the ChartField string on the Accounting Entries tab when
the accounting entries are created.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

T
o

e = -
':_%; OBM Training Academy



L\ [T

-

éOAK ) Financials

- =, —
N 7T

Favorites -

Main Menu = > Accounis Receivable = ; Pending liems = ;> Online lfems = ; Group Entry

Home Add to Favorites Sign out

—
E'J’\.KS Financials

Mew Window | Personalize Page | =l

Group Contro Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action
Group Unit MCDDM Group ID 16324
Accounting Entries Find | View Al First &' 1 of1 '} Last
ltem 1D JAYDEN Line Entry Type [NV Reason AGDP
Bus. Unit MCDO1 Customer 0000002
Amount 651.00 Currency USD
Accounting Entries  Complate Display TDIEIlSI b 5 4
Distribution Lines Personalize | Find | View All | & |-' J First'4 12 02"} Last
ChartFields Currency Details Additional Details Journal Reference Information ltern Creation/Update Details ==K
Line GL Unit Type Amount *Account ISTV Xref Fund Dept Program Serv Lo
2 ETATE Uszr W -851.00 424020 4, 4180 |9, |AGO4TE00D o, =N
102 STATE AR 851.00 102800 4130 AGO4TE000
< >
Lines 2 DR 651.00 Currency USD CR 851.00 Currency U3SD Net 0.000
i Save [ Retumn to Search  |[=] Motify =+ Add

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

The Reason code selected on the Pending Item 1 tab helps OAKS FIN fill in the
ChartFields string. If the user's agency uses generic reason codes, fields with
variable information must be completed by the user. Reason codes may also
change and, occasionally, may contain errors that have not yet been corrected.
OAKS FIN creates both revenue and cash accounting entry lines. When OAKS
FIN processes this information, the second line inherits (copies) information from
the top line to complete the ChartField entries.

25.Review the ChartFields for accuracy, focusing on the Fund, Account, and Dept
fields.

e« The GL Unit is always "STATE" for a Receivable. For more information on
ChartField strings, please refer to ChartField Characteristics and ChartFields
Process

There are two lines for each entry, debiting one fund and crediting another. The
lower bar reflects these two entries; the bar above it displays the number of
entries.

AL
(s ’J.-_"rl.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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26.Correct the ChartFields by either manually correcting the codes on the
Accounting Entries tab, or returning to the Pending Item 1 tab and selecting a
different Reason code.
a. If the second method is used, click the Group Action tab.

25.
e« The Group Action tab displays.

Favorites - Main Menu - > Accounts Receivable ~ » Pending ltems -~ > Online ltems ~ » Group Entry

: Home Add to Favorites Sign out
‘Sn—‘r\"’ Financials

Mew Window | Personalize Page | [T
Group Control Pending ltem 1 Pending ltem 2 Pending [tem 3 Accounting Entries Group Action

Group Unit MCDOD1 Group ID 16324
Entered 051372015 Status Do Not Post Cash Drawer Receipt
Group Actions Posting Action Accounting Enfry Actions
Balance Action:| Do Not Post W OK
Delete Group Delete Entries
[5] Save ||[Z* Return to Search 4] NextinList | [=] Notify s Add

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

b. Click Delete Entries.
c. Click Create Entries to create the entries again.

27.Click the Group Action tab.

e« The Group Action tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Fawvorites = Main Menu~ > Accounis Receivable = » Pending ltems = > Online tems = > Group Entry
Home Add to Favorites Sign out

=
[ (.EIAK% Financials

New Window | Personalize Page | &
Group Control | Pending lem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit MCDD1 Group D NEXT
Entered 08/122015 Status Do Not Fost
Group Actions Posting Action Accounting Entry Actions
Balance ActionDoNotPost ~ w| | OK Create Entries
Dielate Group Delete Entries
‘5 Sawe |=] Notify =% Add | 7| Update/Display

Group Control | Pending Item 1 | Pending tem 2 | Pending ftam 2 | Accounting Entries | Group Action

28.Click Balance in the group actions section to balance the group.
29.Click the Group Control tab.

e The Group Control tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites = Main Menu = > Accounis Receivable = » Pending ltems = » Online ltems ~ » Group Entry

= Home: Add to Favorites Sign out
(G Financlals

New Window | Personalize Page | &
Group Control Pending ltem 1 Pending Item 2 Pending [tem 3 Accounting Entries Group Action

Group Unit MCD31 Group | NEXT

*Accounting Date D8/13/2015 &)

*Group Type

Currency
*Origin ID 3 Contral 4, *Farmat |USD
Control Totals Control Data
Control 0100 *Count 1] *Received D6M18/2015 |[&) *Entered |DB1&/2015 |[&y)
Entered 0.0a Count 1 Posted
Difference 0.00 Count -1 Assign OH_AR_AD4 User OH_AR_ADMINISTRATOR:
Posted 0.00 Count 0
Group Status
Edit Status Edited Accounting Entries  Not Balanced
Balanced Mo Pasting Action Do Not Post

Posting Status Mot Posted

=1 Save ||| Motify 4 Add || 2] UpdateiDisplay

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

30. Verify that the Balanced field in the Group Status section displays "Yes."

31. Verify that the Accounting Entries field in the Group Status section displays
Balanced.

32.1f the Accounting Entries and Balanced fields indicate that the entries are not

balanced, review your pending items and make corrections as necessary.
33.Click the Group Action tab.

34.The Group Action tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites ~ Main Menu~ » Accounts Receivable - > Pending tems - > Online ltems ~ > Group Entry

- Home Add to Favorites Sign out
‘[}J.ﬁ?‘: Financials

Mew Window | Personalize Page | [
Group Control Pending Item 1 Pending Item 2 Pending ftem 3 Accounting Eniries Group Action

Group Unit MCDOD1 Group ID 16324
Entered 05/13/2015 Status Do Mot Post Cash Drawer Receipt
Group Actions Posting Action Accounting Entry Actions
Balance Action:| Do Not Post v OK
Delete Group Delete Entries
[5] Save | [&F Retumto Search o] Mextin List =] Motify [E4 Add

Group Control | Pending Item 1 | Pending Item 2 | Pending ltem 3 | Accouniing Eniries | Group Action

35. Click the Action drop-down arrow and select Batch Standard.

e Once saved, the group will be available for posting when the ARUPDATE
batch process runs. OAKS FIN automatically runs the ARUPDATE
process, also known as Accounts Receivable Posting, during the day at
8:00 AM, 9:00 AM, 10:00 AM, 11:00 AM, 1:00 PM, 3:00 PM and nightly
Monday through Friday.

36.Click OK.
e The posting action is set.
37.Click Save.

e The group and its posting information are saved in OAKS FIN.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Unposting a Pending Item Group

Overview

An item cannot be unposted if a payment has been applied to that item or if the payment was
received in a prior year. The payment must be unposted before the item can be unposted.

Steps

« OAKS FIN > Accounts Receivable > Receivables Update > Unpost Groups
> Online Group

Favorites - Main Menu~ > Accounts Receivable = > Receivables Update = > Unpost Groups = > Online Group

Home Add to Favorites Sign out
Gh?s Financials
L

Mew Window | 5
Online Group
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Group Unit: = W | @,
Group 1D: @,
Origin ID:

Entered Date: El
Posted Date: = A% El

Assigned Operator ID:| begins with »

[[]case Sensitive

Search Clear |Basic Search [ Save Search Criteria

1. Enter the agency Business Unit in the Group Unit field.
2. Enter the Group ID to be unposted into the Group ID field.

« If the group does not appeatr, it is not an online group that can be unposted.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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3. Click Search.

« After conducting a search, click the Recent Search Results icon at the end of the

breadcrumb navigation anytime to display the Recent Search Results in a pop-
up window.

e The Group Control tab displays.

—
( tﬂlA.":_S‘ Financialy
Group Control Dptions Action
Group Unit DASO1 Group ID 252141
Accounting Date 09/3072015 Approved By 10065114
Group Type B Billing Currency
OriginID OBILL OnlineBill Contral USD Format USD
Totak Control Data
Control 'Countl Received 09/20:2015
Entered 14,453.00 Count 2 Entered 033072015
. Posted 003002015
Difference 0.00 Count 0 i
o Assign 10065114
ost 4 45. t
sted 14,453.00 Coun z Usar 10085134
Group Status
Edit Status Edaed Accounting Entries Balanced
Balanced Yes Posting Action Do Not Post
Posting Status Comgplete
i) Save &M Retumito Search =] Notify
Group Conirol | Options | Action

4. Click the Action tab.

e The Action tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Unit DASOY Unpost Group ID NEXT Description Unpost Accounting Date 0G/202015

Actien Do Not Post
Group Acton Posting Action Accountng Enéry Actons

_!ﬂsln_!{' Retumn o Search -7 Moty
Group Contral | Optons. | Action

5. Click the Action dropdown arrow and select Batch Standard.
6. Click OK.

« This warning message will appear.

Message

Warning — The Accounting Date entered is not the current date. Please verifythat the date entered is correct. (6000,815)

| 0K Cancel |

7. Click OK.

e The customer's account will be updated with the unposted item when the
ARUPDATE process runs. This process runs at 8:00 AM, 9:00 AM, 10:00 AM,
11:00 AM, 1:00 PM, 3:00 PM and nightly Monday through Friday.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Reviewing and Correcting Posting Errors

OAKS FIN posts the pending item entries in a scheduled batch process (ARUPDATE). After the
batch process runs, agencies must review the status of their items to make sure the entries
posted successfully.

This process is performed when pending items do not successfully post to the customer’s
account in OAKS FIN AR. The Pending Item Originator (receivable) or Revenue Processor
(deposits) who originated the pending item/deposit reviews the entries in OAKS FIN via the
online error correction pages and sets them to post. The AR Update process runs and the
corrected items post.

Reviewing Posting Errors

« OAKS FIN > Accounts Receivable > Pending Items > Review Items > All
ltems

Favorites - Main Menu = > Accounts Receivable ~ > Pending ltems ~ > Review ltems - : All tems

: Home Add to Favorites Sign out
‘EAT(? Financials

Mew Window | =
All ltems
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Group Unit: = W | @,
Group ID: @
User ID: @,
Assigned Operator ID: @,
Group Type:

Origin ID:

Entered Date: El

Posting Status:

]
<]
<]

[lcase Sensitive

Search Clear |Basic Search [ Save Search Criteria

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Enter the agency specific ID in the Group Unit field.

Click the Posting Status dropdown list and select Errors.

Enter whatever combination of fields is best to find the item(s) that are set to post
at least a day before the current date.

wnN e

e Groups are collections of pending items that are ready to post. Group Types
indicate why a group was created ((B for Billing, M for Maintenance, T for
Transfer or P for Payment). Items that failed to post correctly can be searched

for in several ways:

e Search for groups with a specific Posting Status — Good for checking
specifically for errors.

e Search for groups entered since a particular date, or date range — Good for
checking the status of all groups, which may reveal some that were not set to
post.

e Search for a pending item group — Good for looking at a specific item.

e Search for a particular Group Type that was entered recently (B for Billing, M for
Maintenance, T for Transfer or P for Payment) — Good for narrowing down
another search, or for seeing all items of a specific type.

e Search for a combination of the above.

« The Posting Status search condition specifies the relation of the search results
to the search criteria specified. The condition operators are:

e = Equal to the search value (automatic).

e not = Not equal to the search value.

e > Greater than the search value.

e < Less than the search value.

e >= Greater than or equal to the search value.
e <= Less than or equal to the search value.

4. Click Search.

e« The Search Results table displays. The search results can be sorted by clicking
on any column header (User ID, Posted Date, etc.) in the table. Items accessed
in this way are read only. Only 300 results can be displayed. If the search criteria
are too broad, the item(s) being searched for may not be displayed.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

%ﬁ OBM Training Academy



OAKS IFinanciaIs

After conducting a search, click the Recent Search Results icon at the end of the

breadcrumb navigation anytime to display the Recent Search Results in a pop-
up window.

Favorites~ | MainMenu~ > Accounts Receivable ~ > Pending ltems ~ > Review ltems -~ > All ltems

r—
(7 gonis
s

Home Add to Favorites Sign out
Financials

New Window | [

All tems

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

¥ Search Criteria

Group Unit: = W DASO1 @,

Group ID: @

User ID: begins with @,

Assigned Operator ID:| begins with @,

Group Type: begins with “

QOrigin 1D: begins with v

Entered Date: = v [&1)

Posting Status: E v| [Erors v|

[ case Sensitive

Search Clear Basic Search [gf Save Search Criteria

Search Results

View All First (4 1-30f2 () Last
Group Unit Group ID User ID Assigned Operator ID Group Type Origin ID Entered Date Posting Status Posted Date
DASO1 DAS201501211579 BATCH 10116144 B OBILL 01/21/2015 Errors 01/21/2015
DASOD1 GSD2014071800TL BATCH 10116144 B OBILL 07182014 Errors 0712312014
DAS01 GSD2015010900SE BATCH BATCH B OBILL 01/09/2015 Ermrors (blank)

Possible posting statuses are:

e All = Include all statuses

« Complete — OAKS FIN has processed and posted this group.

e Errors — OAKS FIN encountered errors in at least one pending item in
the group and did not post the group.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Not Posted — The group has not been set to post.
e Refer to Entering Pending Items - Manual Entry to set items that have a

Status of "Not Posted."

5. Click any link on each row from the Search Results table to open and review a

group with pending item errors.

e The Group Control tab displays.

Favortes =

—
{ .E:Af,_‘;: Financials

Group Control Pending Rem 1 Pending Rem 2 Pending tem 3 Accounting Entries

Group ID GSD2015092800TX

Group Unit DASOT

“Accounting Date 09/28/2015 )

“Group Type B 4, Billing
"Origin ID OBILL - OndineBill
Control Totals
Control 5,505 584 83 *Count 244
Entered 2. 116.971.47 Count 129
Difference 278861338 Count 115
Posted 0.00 Count 0

Group Status

Edit Status  pot Edited
Balanced MNo
Pasting Status Errors

i Save | [o" RetumtoSearch | | PreviousinList 4| NextinList

Main Menu = > Accounts Receivable ~ > Receivables Update ~ > Correct Posting Errors = > Online tems |-/

Group Acton

Currency
Control USD -
Control Data
*Received 09282015 [

Posted
Assign BATCH .

Accounting Entries Pot Balanced
Posting Action Do Mot Post

51 Hotify

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

View Audit Logs

*Format USD <

*Entered 09/28/2015 [w

User BATCH

6. Review the Group Control tab and any of the Pending Item tabs to find the error.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites « Main Menu~ > Accounts Receivable = » Receivables Update = * Correct Posting Errors = > Online Rems |,

&ﬂ.r_\:c} Financials

Pending tem Entry Find | View All Frst' 4 10f 1'% Last
- o B = +| =
“Acctg Date pa/28/2015 * W As Of Date 09/28/2015 3 Sequence 216 =
“item ID ETx087 Line 1 Copy Line
“Business Unit pasny ] “Customer zzz(E047 "N
Amount 58901 ‘Curtencﬂ
*Entry 'I'ype; (Invakd Vah [ Reason RMFRM a "AR Dist a
Rate T i = try E t
e '+ Revalue Fig Entyy Even “
Exchange Rate | B View Audit Logs Posted
| Error Info | Error Code COBG
Payment Terms
Terms NET3D ey Due Date Due Days
Disc Amt Disc Date Disc Days

Disc Amt 1 Disc Date 1 || Always. Allow Discount

Reference Information

PO Ref PO Line BOL

Order No Document Line ltem

Contract ucio Case No
SPID

tem Creafion/Update Details

Created On 0202015 6.04PM Last Modified On Q8292015 6:20PM

Created By OHBATCH Modified By OHBATCH

il Save oM Returnto Search | f| Previousinlist 4| MestinList =] Notify

Group Control | Pending tem 1 | Pending tem 2 | Pending ltem 3 | Accounting Entres | Group Action

7. Click the Error flag push button_to display the error message.

e Once the error(s) have been found proceed to the next section and follow the
steps to correct the posting error(s).

Correct Posting Errors from the Online ltems Page

Error Codes

The error code is displayed in the Error Code field of the group’s Pending Item 1 tab. Errors
are shown on the specific pending item entry, so multiple pending items may need to be viewed

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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to find the one that caused the error. Listed below are the possible error codes that may be
encountered

e Duplicate Item (ITDUP)

e Accounting Period Not Open (ACTPD)

e Accounting Entries Out of Balance (ACTOB)
e Group Out of Balance (OOBG)

e Customer Options Missing (CUSOM)

e Customer Does Not Exist (1CUST)

« OAKS FIN > Accounts Receivable > Receivables Update > Correct Posting
Errors > Online Iltems

Favorites ~ Main Menu~ > Accounts Receivable = * Receivables Update ~ > Correct Posting Errors ™ > Online ltems

GAKE Financials

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

Search Criteria

Group Unit: E VE DRCO1 @,
Group ID: begins with v

Business Unit: il DRCO1 @,
Customer ID: ’W &,
Item [D:

Item Line: E v

Sequence:

Assigned Operator ID: @,
AR Update Error COHE:W‘

[lcase Sensitive

Search Clear BasicSearch [ Save Search Criteria

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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1. Enter additional information to narrow the search (e.g., AR Update Error Code).

e The steps shown here are for the most common error, Group Out of Balance
(OOBG).

2. Click Search.

¢ Results will be listed.

Search Results

Wiew All First (4 1-20f2 (») Lasl
Group Unit Group 1D Busziness Unit Customer ID tem ID Item Line Sequence Assigned Operator 1D AR Update Error Code Accounting Entries Origin ID
DRCO1  QPI091415-0120 DRCO1 DPs01 QPIT93695 1 1 BATCH Q0BG Complete OBILL
DRCO1  OPI100115-0479 DRCO1 DPS01 OPIT93695 1 1 BATCH Q0BG Complata OBILL

3. Click on alink to view the Group ID.

e The Group Control tab displays.

Favorites = Main Menu~ * Accounts Receivable ~ * Recewables Update = > Comect Postina Emors = * Online items =

—
( QAR5 Financials

Group Control | Pending ltem 1 Pending item 2 Pending [tem 3 Accounting Entries Group Action

Group Unit DRCO1 GroupID OPI100115-0479 View Audit Logs

*Accounting Date 10/01/2015 W)
Q

“Group Type B Billing Currency
*Origin ID QBILL @, Ooniinesill Control USD Q, *Format USD 9,
Control Totals Control Data
Control 0.33 *Count 1 *Received 09/01/2015 iy *Entered |10/01/2015 [
Entered 0.33 Count 1 Posted
Difference -0.00 Count 0 Assign BATCH <@, User BATCH
Posted 0.00 Count 0
Group Status
Edit Status Mot Edited Accounting Entries Balancad
Balanced Mo Pasting Action Do Mol Post
Posting Status Errors
[l Save & Retunto Search | t] PreviousinList | & | fiestiniisl | 5] Notity

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

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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4. Click on Pending Item 1 tab to open that page.

Favorites =

[(0?'55-’ Financials

Group Unit DRCO1

Pending ltem Enlry

*Acctg Date ho/01/2015 * [
*item 1D OFI7935695
*Business Unit DRCO1 @
Amount 033

“Entry Type | ISTV W

Rate Type |7
Exchange Rate r 0 [y

Payment Terms
Terms MET30 @*
Disc hml]—
Disc Ami 1 ’—

Reference Information
PO Rel
Order No
Contract

SPID
Item Creation/Update Details

Created On  10/01/2015 6:56PM

Created By OHBATCH

[ifl Save | E" Retumnto Search ||%] Previous inList

Group ID OP1100115-0479

*As Of Date 10/01/2015
Line 1
*Customer DRS04
“Currency U5

Reason OP|GS @,

[¥] Revalue Flig
View Audit Logs

Errof Infa

Due Date
Disc Date
Disc Date 1

PO Line
Document
LICID

Group Control | Pending liem 1 | Panding item 2 | Pending Item 3 | Accounting Enfries | Group Action

Main Menu~ * Accounts Receivable * * Receivables Update = » Comect Posting Emors = » Online tems 2|

Group Control Pending ltem 1 Pepding tlem 2 || Pending ftem 3 Accounting Entries Group Action

Find | View All First'® 1 0f 1 &' Last
+| -
I Sequence 1 =l
Copy Ling
@ DPs
*AR Dist aR_S @
Entry Event @,
Posted

Error Code QOBG

Due Days
Disc Days
[[] Anways Aliow Discount

BOL
Line Item
Case No

Last Modified On 10001/2015 T:2TPM

Maodified By OHBATCH

5. Click the Error flag push button to display the error message.
6. Fix this error by putting the group back in balance by changing the Control
amount (in this instance) to the Entered amount.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - | Main Menu - > Accounts Receivable = > Receivables Update = > Correct Posting Errors ~ > Online ftems <]
S
(/ ©OMS, | Financials

Group Control || Pendingitem 1 || Pendingtem2 | Pendingltem3 | Accounting Entries | Group Action

Group Unit DRCO1 Group 1D OFI091415-0120 View Audit Logs

“Accounting Date 08/14/2015 [

*Group Type B @, Billing Currency
*Origin ID \oBILL @, onlineill Control USD @ *Format USD @
Control Totals Control Data
Control 033 x *Count 1 *Received 09/09/2015 [H) *Entered 09/14/2015 [§)
Entered 033 Count 1 Posted
Difference -0.00 Count 0 Assign BATCH @, User BATCH
Posted 0.00 Count 0
Group Status
Edit Status Mot Edited Accounting Entries Balanced
Balanced Mo Posting Action Do Not Post
Posting Status Errors
(&) save ||iGh Retumto Search | ML FIEVOUEINUEL | NeainList ||[=] Noiity |

Group Conlrol | Pending ltem 1 | Pending ltem 2 | Pending Item 3 | Accounting Enlries | Group Aclion

7. Click Save.
8. Set the group back to Batch Standard on the Group Action tab.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites ~ Main Menu~ > Accounts Receivable = > Receivables Update ~ > Correct Posting Errors = > Qnline ltems [

/ —
I ‘E.I;Ki Financials

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

Group Unit DRCO1 Group ID QPI091415-0120

Posting Status Do Mot Post

Group Actions Posting Action Accounting Entry Actions
'''''''''''''''''''''''''''''''''''''''' Balance ... .
Delete Group Batch Priority Delete Entries
I Batch Standard |
[5) Save ||Gh RetumntoSearch |1 | Previsus nlLiEl |45 NextinList ||[=] Nofify

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

« When ARUPDATE is run again, it will pick the group up and post it.

e The customer's account will be updated with the unposted item when the
ARUPDATE process runs. This process runs at 8:00 AM, 9:00 AM, 10:00 AM,
11:00 AM, 1:00 PM, 3:00 PM and nightly Monday through Friday.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Deleting Groups

Overview

This process is used to delete pending item groups. Groups cannot be deleted after they have
posted; if a group has been posted, the employee must either unpost the group prior to deleting
it, or make the correction using a credit/debit memo.

These instructions assume deleting groups before the AR Batch Process has run. In the case of
deleting a group tossed out as an error (say, a duplicate) by the AR Batch Process, this process
would begin from the Online Error Correction page. Only use this process if the entire group is a
duplicate, or if every item in the group has errors and starting over is preferred. After
determining the group is a duplicate, navigate to the External Pending Items page and start with
step 5 of this process.

Steps

« OAKS FIN > Accounts Receivable > Pending Items > Change Pending
Group Action > External Pending Iltems

Favorites ~ Main Menu -~ Accounts Receivable - » Pending ltems - > Change Pending Group Action ~ » External Pending ltems
: Home Add to Favorites Sign out
‘S,‘d‘:-‘;. Financials

New Window | |
External Pending Items
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Group Unit:

Group ID:

User ID:
Assigned DpemtorID: -,
Origin 1D [begins with V|

Entered Date: = A ]

[ case sensitive

Search Clear  Basic Search I_J‘" Save Search Criteria

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

Sﬁ OBM T'l'nining.-"msd{*nl}'



n:‘ﬂ.b\

AK

N = -
N Tl

Financials

1. Enter search criteria that will help find the desired Group.

e The Group Unit field is mandatory.

2. Click Search.

« After conducting a search, click the Recent Search Results icon at the end of the
breadcrumb navigation anytime to display the Recent Search Results in a pop-
up window.

3. Click the desired Group in the Search Results to open it.

e The Group Control tab displays.

Favorites = Main Menu - » Accounts Receivable - » Pending tems = » Change Pending Group Action = » External Pending ltems.

: Hame Add o Favariies Sign out
@A?-. Fananciails

New Windew | Personalize Page | 5
Group Confral || Sroup Action

Group Unif MCCa1 Group I 24542 View Audit Logs

*accounting Dats |05/20/2015 |

*Group Type |5 & Biling Cumency
“Origin ID |PS_BI Y oz Emng Control 4 *Format |USD 4
Eilng
Control Totals Control Data
Control 77.00 “Count i *Recelved 052002015 |5 *Entered D5/20:2015 |[H
Entarad 0.0a Count o Poatad
Diffarance T count 1 Aselgn (510141460 | User 10141450
Posted 0.0a Count o
Group Status
Edit $tatus Mot Ednted Accounting Entries Mot Salanced
Balanced Mo Posting Actlon Do Mot Post

Poeting Status Mot Postas

nl Sawve L Rsturn ta Search 47| Mextin List =1 Mottty < Mext tah

Group Cantrol | Group Action

Review the Group Control tab to verify the correct entry has been selected.
Click the Group Action tab.

o s

The Group Action tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites = Main Menu - » Accounts Receivable - » Pending tems = » Change Pending Group Action = » External Pending ltems.
. Hame Add to Favariies Sign out
‘E\AT:T‘: Faancials

New Window | Parsonallze Fage | 5
Graup Contral || Group action

Group Unit MCDO1 Group IDr 24542

Posting Status Do Mot Fost

Group Actions Puosting Action
Balance
Delete Graup Batch Priarity
Bateh StEndard
5| Sawe |[h Retumn ta Search Sraats In e |J5 NextmList || =] Moty

Group Cantrol | Group Action

6. Click Delete Group.

e A warning message displays.

Message

Delete this group? (6030,15)
This is a warning message to make sure that you want to delete this group. Press YES to delete the group. Press NO to cancel the delete.

Yes No

7. Click Yes.
8. Click Save.
9. Click Return to Search.
10.Perform a search following steps 1- 9 to verify that the group can no longer be
found.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Creating Debit and Credit Memos

Overview

Credit and debit memos are used to correct items that have already posted. After posting, the
items themselves may not be used to make corrections.

Steps
e« OAKS FIN > Accounts Receivable > Pending Items > Online Items > Group
Entry
Favorites - Main Menu~ » Accounts Receivable - » Pending ltems - > Online ltems - » Group Entry

Home Add to Favorites Sign out
QJAL% Financials

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

Search Criteria

Group Unit: @
Group ID: @,
User ID: @
Assigned Operator ID: @,
Origin ID: [ begins with /|

Entered Date: = ] i

Posting Status: | = Vl | s
[Jcase sensitive
Search Clear Basic Ssarch [ Save Search Criteria

Find an Existing Value | Add a New Value

1. Click the Add New Value tab.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Add New Value tab displays.

Favorites ~ Main Menu -~ > Accounts Receivable ~ > Pending ltems = > Online ltems ~ > Group Entry
Home Add to Favorites Sign out
ea?(s__ Financials
New Window | =

Group Entry

Find an Existing Value Add a New Value

Group Unit: @,
Group ID:  |NEXT &,

Find an Existing Value | Add a New Value

2. Verify that the Group Unit listed is the one that will "own" the credit or debit.
3. Keep the default ID of NEXT unless the agency has a special numbering scheme.
4. Click Add.

e The Group Control tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites = Main Menu = > Accounis Receivable = » Pending ltems = » Online ltems ~ » Group Entry

: Home: Add to Favorites Sign out
Q"ui:“«. Financlals

New Window | Personalize Page | 5
Group Control Pending ltem 1 Pending Item 2 Pending [tem 3 Accounting Entries Group Action

Group Unit MCD31 Group | NEXT

*Accounting Date D8/13/2015 &)

*Group Type 4, Currency
*Origin ID 3, Contral ¥ *Farmat |USD
Control Totals Control Data
Control 0.00 *Count 1] *Received D6M18/2015 |[&) *Entered |DB1&/2015 |[&y)
Entered 0.0a Count 1 Posted
Difference D.0a Count -1 Assign OH_AR_AD4 User OH_AR_ADMINISTRATOR.
Posted D.0a Count i}
Group Status
Edit Status Edited Accounting Entries  Not Balanced
Balanced Mo Pasting Action Do Not Post

Posting Status Mot Posted

5 Sawe || =] Motify =+ Add ||| Update/Display

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

5. Enter "B" (Billing) in the Group Type field.
6. Enter "OBILL" (Online Billing) in the Origin ID field.

e Records created by the Billing module process have a value of XBILL.

7. Enter "USD" (US Dollars) in the Control field in the Currency section.
a. If USD is not listed at the group header level, enter the Control Currency
for each line item.

8. Enter the batch total from the batch tape in the Control field in the
Control Totals sections.
9. Enter the number of items in the batch in the Count field.
10.Click the Pending Item 1 tab, or the Pending Item 1 link at the bottom of the page.

e The Pending Item 1 tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites = Main Menu = > Accounts Receivable = » Pending ltems = > Online ftems = > Group Entry
: Home Add to Favorites Sign out
@:.—hrﬁ Financials
New Window | Personalize Page | &
Group Control Pending Item 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action
Group Unit MCDD1 Group I NEXT
Pending ltem Entry Find | Wiew Al First ' 1 0f 1 '/ Last
-] -
*Accty Date iy *As OF Date 2y Sequence
=ltem ID Line
*Business Unit (MDA 4, *Customer
Amount *Currency =
*Entry Type Reason = *AR Dist
Rate Type Revalue Fig Entry Event A
Exchanpe Rate = Attachments (T
Payment Terms.
Terms 4 Due Date &) Due Days
Disc Amt Disc Date iy Disc Days
Disc Amt1 Disc Date 1 i) O Always Allow Discount
Referance Informsation
PO Ref PO Line EOL
Order No Document Line ftem
Confract LI D Case No
SPID
Itern Creation/Update Details
Created On 051 3/2015 10:284M Last Modified On  08/138/2015 10:284M
Created By OH_AR_ADMINISTRATOR Modified By OH_AR_ADMIMISTRATOR
5] Sawe || Motify 4 Add 2| UpdateDisplay
Group Control | Pending ltem 1| Pending tem 2 | Pending ltem 2 | Accounting Entries | Group Action

11. Enter the original Item ID followed by a "DR" (Debit) or "CR" (Credit) in the Item
ID field

12.Enter the Customer ID in the Customer field.
13. Enter the amount of the debit or credit in the Amount field.

14, Click the Entry Type dropdown list and select the appropriate Entry Type. These Entry
Types are:

¢ CR - Third-party credit memo

e DR - Third-party debit memo

e ISTCR - Interagency credit memo

e |ISTDR - Interagency debit memo
15. Use the Look Up Reason icon next to the Reason field to select a reason for the line
item.

« Reason Codes vary by Entry Type and are “shortcuts” for ChartFields
distribution strings.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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16.Click the Add a New Row icon to add a second item.

17.Repeat the instructions above to enter another credit or debit. Create items of the
total number and dollar amount listed on the Group Control tab.

« When creating ISTVs, it's important to enter the correct location on the Pending
Item 2 tab.

18. If entering an ISTV, click the Pending Item 2 tab.

e« The Pending Item 2 tab displays.

/ e
‘Eﬁ\'_s_ Financials
R

Group Conlrol Pending ltem 1 Pending ltem 2 Pending tem 3 Accounting Entries Group Action
Group Unit MCDO1 Group ID NEXT
Pending Item Entry Find | View All First ‘4 10f 1 %/ Last
Item ID Line =
Business Unit MCD01 Customer
Amount 0.000 Currency
Collection Status
[ nispute Reason Date nmount[
[Clcollection Code Date
Last OC w Date Amount [
Latest Dunning 3 Daie

Last Statement

Additional Detail
Sales e Location @,
Analyst i Pay Method L] :
Collector 3 Draft Type [
Cash Forecasting Draft Options
Bank Code Q@ Preapproved?
Account 2 Create Document?
One tem per Draft?
[nl Save | =] Notity L% Add | 2| UpdataDisplay

Group Conirol | Pending ltem 1 | Pending ltem 2 | Pending ftem 3 | Accounting Enfries | Group Action

a. Enter the location in the location field.

19. Click the Group Action tab. This tab is used to create the accounting entries and to set
the group posting action.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Group Action tab displays.

Fawvorites = Main Menu~ > Accounis Receivable = » Pending ltems = > Online tems = > Group Entry
Home Add to Favorites Sign out

—
[ {Hlﬁ: Financials

New Window | Personalize Page | &
Group Control | Pending lem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action

Group Unit MCDD1 Group D NEXT
Entered 08/122015 Status Do Not Fost
Group Actions Posting Action Accounting Entry Actions
Balance ActionDoNotPost ~ w| | OK Create Entries
Dielate Group Delete Entries
& Sawe | |=] Noify =% Add | 7| Update/Display

Group Control | Pending tem 1 | Pending tem 2 | Pending tem 2 | Accounting Entries | Group Action

20. Click Create Entries.

e OAKS FIN displays the ChartField string on the Accounting Entries page when the
accounting entries are created.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu = > Accounis Receivable = ; Pending liems = ;> Online lfems = ; Group Entry
- Home Add to Favorites Sign out
E-ﬁl(i Financials
Mew Window | Personalize Page | =l
Group Contro Pending ltem 1 Pending ltem 2 Pending ltem 3 Accounting Entries Group Action
Group Unit MCDDM Group ID 16324
Accounting Entries Find | View Al First 4 10f 1 &/ Last
ltem 1D JAYDEN Line Entry Type [NV Reason AGDF
Bus. Unit MCDO1 Customer 0000002
Amount 651.00 Currency USD
Accounting Entries  Complate Display TDIEIlSI b 5 4
Distribution Lines Personalize | Find | View All | & |-' J First'4 12 02"} Last
ChartFields Currency Details Additional Details Journal Reference Information ltern Creation/Update Details ==K

Line GL Unit Type Amount *Account ISTV Xref Fund Dept Program Serv Lo

2 ETATE Uszr W -851.00 424020 4, 4180 |9, |AGO4TE00D o, <,

102 STATE AR 851.00 102800 4130 AGO4TE000

< >
Lines 2 DR 651.00 Currency USD CR 851.00 Currency U3SD Net 0.000

i Save [ Retumn to Search  |[=] Motify =+ Add

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

e The Reason Code selected on the Pending Item 1 tab helps OAKS FIN fill in the
ChartFields string. Agencies that use generic Reason Codes must complete fields with
variable information. Reason codes may also change and, occasionally, may contain
errors that have not yet been corrected. Update Reason Codes when necessary.

o Refer to ChartField Characteristics to review available ChartFields strings.

e OAKS FIN creates both revenue and receivable accounting entry lines. When OAKS
FIN processes this information, the second line inherits (copies) information from the top
line to complete the ChartField entries.

21. Review the ChartFields for accuracy, focusing on the Fund, Account, and Dept fields.

e Atthe change of the federal fiscal year, pay attention to the Grant/Prj field, since items
may be processed for both new and old grants. Update Reason Codes when necessary.

e There are two lines for each entry, debiting one fund and crediting another. The
lower bar reflects these two entries; the bar above it displays the number of
entries.

22. Correct the ChartFields by either manually correcting the codes, or returning to the
Pending Item 1 tab and selecting a different Reason code.

a. If the second method is chosen, click the Group Action tab.

21.
e The Group Action tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

T~y -
nﬁ OBM '['1';11'[11'{1;:_-"n.l.'.!dmll_\'



http://fin.help4u.obm.ohio.gov/mergedProjects/finman_gl/Steps_for_ChartFields/chartfield_characteristics.htm

AN LI

(- €0AK Financials
Ny e
Fawarites = Main Menu = > Accounts Receivable = » Pending liems = > Online hems ~ > Group Entry

_ Home Add to Favorites Sign out
€1 :.h.?‘ Financials

New Window | Personalize Page | 5

Group Control Pending Item 1 Pending ltem 2 Pending [tern 3 Accounting Entries Group Action
Group Unit MCDO1 Group D NEXT
Entered DE/1872015 Status Do Not Post
Group Acfions Posting Action Accounting Entry Actions
Balance Action: OK Create Entries
Delete Group
& Save | =] Notify ~% Add | 2| Updat=Display

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

a. Click Delete Entries.
b. Click Create Entries to create the entries again.
23. Click the Action dropdown arrow and select Batch Standard.

e Once saved, this will make the group available for posting when the ARUPDATE batch
process runs.

24. Click OK.

e The posting action is set.

25. Click Save.

e The group and its posting information are saved to OAKS FIN.

e« Once ARUPDATE runs, OAKS FIN will post the credit and debit memos to the
customer account.

e Refer to Reviewing Customer Item Activity to review the customer's item activity
and the effect of credit and debit memos.

Refer to Creating Maintenance ltems Worksheets in order to offset the items.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Creating Payment Worksheets

Overview

Often, OAKS FIN Payment Predictor function can automatically identify the item for which a
payment has been received. If the Payment Predictor cannot match a deposit, OAKS FIN
creates a payment worksheet, which agencies must use to manually match the deposit.
Agencies may also use this process to create a worksheet manually without attempting to use
the Payment Predictor.

The worksheet identifies the item(s) to which a payment should be applied. Note that a
worksheet cannot be created manually while the Payment Predictor check box is selected.

Steps

e OAKS FIN > Accounts Receivable > Payments > Apply Payments > Create
Worksheet

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites ~ Main Menu ~ > Accounts Receivable ~ > Payments ~ > Apply Payments - » Create Workshest
Home Add to Favorites Sign out

T
‘EM}. Financials
New Window | =

Create Payment Worksheet

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an existing payment

Search Criteria

Deposit Unit: | @

Deposit ID: @,
Payment Sequence: = v

Payment ID: W‘ @,
Payment Status: = | v
User ID:

Assigned Operator ID: @,
Payment Predictor Method: | begins with /| @
Accounting Date: = hd [

[Icase Sensitive

Search Clear Basic Search Igl."' Save Search Criteria

=

Enter the Deposit Unit in the Deposit Unit field.

2. Enter search criteria to locate the deposit. One way to do so is to enter the
Deposit ID.

3. Click Search.

« If more than one payment matches the search criteria (i.e., more than one
item was in the batch), a Search Results list displays.

« After conducting a search, click the Recent Search Results icon at the end
of the breadcrumb navigation anytime to display the Recent Search
Results in a pop-up window.

a. Click the desired item.

The selected payment displays on the Payment Worksheet Selection page.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites -

——
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Payment Worksheet Selection

Deposit Unit DAS01
DepositID 15270
Deposit Status Mone Applied

Customer Criteria

Cust, - Bef
- Customer Reference
Customer Criteria

Payment ID HO172072
Payment Amound 22200 USD
Payment Status |dentified

Main Menu = > Accounis Receivable = > Payments = > Apply Paymenis = > Create Worksheet

Home: Add o Favorites

Mew Window | Personslize Page | E

Payment Predictor

Find | Wiew Al First ‘& 1 0f 1'% Last

hNone hd Customer ID @ EBusiness Unit 4, =
SubCustomer 1 SubCustomer 2|
Name
Remit S=tlD Remit From ID
Corporate SetiD Corporate ID
MICR 1D @, Link MICR
Reference Criteria
Reference Criteria tem Reference Personslize | Find | Viewal |E0 | Fist 4 10710 Last
|Spec:ﬁc\fa ue V|
Qual Code  Reference To Reference Event
Restrict to
[ &l Customers v I @, [HoiTzOTZ @, @ =
Match Rule
[ Exant Match v
Detail Reference
ltem Status
ltern Inclusion Options
) All ltems ) Deduction Items Only (D temns in Dispute Only
[ Exclude Deduction ltems [ Exclude Collection ltems [ Exclude Dispute ltems
‘Worksheet Action
Build Clear Created at ems 0

‘Workshest Selection Worksheet Application ‘Wiorkshest Action

[ Seve ||[af Retun to Search Previousin 4~ MextinList =] Motify || 5% Refresh

« The Payment Worksheet Selection page is used to refine selections for
pending items. OAKS FIN enters items matching the entered criteria on
the worksheet. The categories of criteria are:

e Customer Reference —Specific customer
e Item Reference —Specific item numbers
e Item Inclusion Options —Selection of items to include or exclude

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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4. Use the Customer Reference section to identify customers whose items are to
appear on the worksheets.

5. Leave the default values to pull the pending items for the first customer
(Customer One, ID CUSTONE). Otherwise, enter a Customer ID.

6. Enter the agency-specific code in the Business Unit field to ensure that only the
agency’s customers are selected.

7. Use the Item Reference section to identify specific items or ranges of items to

include on the worksheet.

Enter the Reference Number in the Reference field.

Select an Item Inclusion Option from the Item Inclusion Options section to limit

the records pulled into the worksheet.

©

e The Item Inclusion Options include:

e Allitems
e Deductions Items Only
e Items in Dispute Only

10. Click Build.

« The Worksheet Application page displays all open items matching the criteria
set on the Worksheet Selection page.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Payment Worksheet Application

Favorites - Maim Menu - > Accounts Receiveble = » Payments = » Apply Payments = > Creste Worksheet > Updste Worksheat
—
Q;N_ﬁ Financials

Deposit Unit  DASD Deposit 1D 15270 Payment I HO172072 Payment Sequence i
Payment Accounting Date 032872015 Payment Currency USD
tem Action Row Selection
Entry Type | Pzy An ltem [ Reason Choiw| Select Range of ltems V| Range Go
tem Display Condrol Row Sorting
Display [All ems V] [ & & Sort All By [iem v Go
tem List
Detail 1 Detzd 2 Detail 3 Detad 4 Dretail § Detzd §
Wigw Ramit itam . Diec
Defan  seq sal Pay Amt Cur itam ID T Unit Customer Type Reason Ewent Disc Sarvica Pu
=] O
LI PR Revenue Distribution Letter of
Balance
Amount 22200 Remaining 22200 Unearned 0.00
Selected 0.00 Discount 0.00 Eamed 0.00
Adjusted 0.00 Write Off 0.00
Workshest Selzction Workshest Application Warksheet Action Astachrments (0) iew Audit Lags

|&" Return to Search «| Mextinlist 2% Refresh

o Save

11.Use the Worksheet Application page to apply the payment to items selected on
the worksheet.

e The top line of the worksheet contains the identifying information for the
Payment ID being applied.

e The Item Action section defines the actions and accounting codes to
apply to each of the selected items.

12.Verify the Entry Type is "Pay An Item."
« IfaQual Code and Reference ID were entered for a specific item on the

Worksheet Selection page, the results can be filtered to only see the results for
that item by selecting "Selected" from the Display drop-down list.

13.Click Go.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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14.Click the Sel field next to the item (or items) to which the payment is to be
applied.

e The Balance section displays the payment Amount, the total amount of items that
have been selected in the list, and the Remaining amount of the payment that
can be applied towards further open items.

15.1f part of an item is being paid, edit the Pay Amt field to specify the amount
currently being paid.

e The default amount of Pay Amt field is the full amount of the open item.
16.Click Save to apply payment to the selected item(s).

e The full payment must be applied before OAKS FIN will allow the payment to
save.

17.Click the Worksheet Action link.

« The Payment Worksheet Action page displays.

Favorites = Main Menu = : ¥/ ble -~ > Payments = » Apply Payments -~ > Create Worksheet > Update Worksheet » Finalize Worksheet

Home Add fo Fawvorites Sign out
‘?-‘-'{i Financials

Mew Window | Personalize Page | B2

Payment Worksheet Action

Deposit Unit DASIH Deposit IV 15281 Payment ID DEPOSIT_1
Entered Date D8/23/2015 Status Do Mot Post
Worksheet Action Posting Action Accounting Entry Action
Delete Waorksheet Action:l hd Create/Review Enfries
Waorksheet Selection Waorksheet Application Worksheet Action
i Save [o™ Return to Search 3 Mt in List =] Motify

18.Click Create/Review Entries.

o OAKS FIN displays the ChartField strings on the Accounting Entries tab.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu - » Accounts Receivable = > Payments = > Apply Payments = > Update Worksheet > Finalize Worksheet > Deposit A ¥
Home Add to Favorites Sign out
(@M. Financias
Mew 'Mnd::-w| Personalize Page | =)
Payment Control Accounting Entries.
Deposit Unit DASO1 Deposit ID 152581 Payment ID DEPOSIT_1
Accounting Entries Find | Wiew Al First "% 1 of 1'&/ Last
ttem 10 PAYMENT_G11 Line Entry Type PY Reason
Bus. Unif DASD1 Customer 000000000000003 SubCusti SubCust2
Amount -100.00 Currency USD
Accounting Entries.  Complete Retum To Previous Panal
Distribution Lines Personalize | Find | View &1 |20 | Fist'd 120f2 0 Last
ChartFields Cumrency Details Additional Details Journal Reference Information Item Creation/Updste Detsils. ~ [T2H)
Line GL Unit *Type Amount Account 15TV Xref Fund Dept Program E;? Eud Re
100 STATE AR -100.00 102600 1320 DASS05250 3752
5001 STATE Cash 100.00 101000 1330 DASS05250 3762
< >
Lines 2 DR 100.00 Currency USD CR 100.00 Currency USD Met 0.000
[G] Sawe ||[Gf Return to Search | =] Motify
Payment Control | Accounting Entries
19.Review at least the Fund, Account, and Dept fields for accuracy.
20.Click Return to Previous Panel.
« The Payment Worksheet Action page displays.
Fawvorites - Msin Menu - | # lable ~ ; Payments ~ > Apply Payments = > Update Worksheet > Finalize Worksheet
; Home: Add fo Favorites. Sign out
( @‘-"?i Financials

Payment Worksheet Action
Deposit Unit DAS01
Entered Date 08/11/2015
Warksheet Action

Delete Worksheat

Delete Payment Group

Woarksheet Selection

[5] Sawve ||[oh Retumn to Search | |[=] Mofify

DepositID 15251

Status Do Mot Post

Posting Action

Action|DoNotPost V|

Workshest Application

Payment ID DEPOSIT_1

Accounting Entry Action

Wiorkshest Action

Mew Window | Personalize Page | =]

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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21.Select Batch Standard from the Action dropdown list.

22.Click OK.
23.Click Save.
24 .Click the Worksheet Selection link.

« The Payment Worksheet Selection page displays.

Favorites - Main Menu -

{ emt_ﬁ Financials

Payment Waorksheet Selection

Deposit Unit DAS01
Deposit ID 15231
Deposit Status Parially Applied

Payment ID DEPOSIT_1

Payment Amount 100.00 USD
Payment Status Applied

Customer Criteria
Customer Reference

Customer Criteria

Customer liems hd

Customer ID 0O0000000000002

Name
Remit SetlD
Corporate SetlD

MICR IDI

Reference Criteria

Reference Criteria

ltem Reference
| Detsiled References. v|

Gual Code  Reference To Referenea

Restrict to
|.-'-d| Customers V| |

PAYMENT_811

Match Rule
[ Exact Match v

Detsil Reference
ltem Status
ltiem Inclusion Options
@ All tems
[ Exclude Deduction ltems

(") Deduction ltems. Only
[ Exclude Collection ltems

Worksheet Action

Eild Cle=r Created at D&/11/20M5 2:30PM

Workshest Selection Worksheet Application

il Save | [0 ReturntoSearch |+ PreviousinList | 4 | Nextin List = Motify | % Refresh

Personalize | Find | View Al | 20 | £

» Accounts Receivable = > Payments ~ > Apply Payments = > Create Workshest

Home Add to Favorites Sign out

Mew Window | Personalize Page | =

O Payment Predictor

Find | View Al First ‘& 1 of 1'%/ Last

Business. Unit 24501 +] =]

Remit From ID
Corporate [D
Link MICR

First ' *' 1of 1"} Last
Event

O Items in Dispute Only
[ Exclude Dispute Items

ems &

‘Workshest Acfion

25.Click the Next in List button to apply the next payment in the batch.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e This process is useful if most or all of the payments in the batch are being
applied.

26.Instead of clicking Next in List, click Return to Search to access more of the

payments in the batch.

e This process is useful if the batch contains many payments that are not
being applied.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Creating Transfer Worksheets

Overview

This process is used in cases where money was applied to the wrong customer’s account. This
could happen if a company has a subsidiary that handles their own accounts and the funds
were applied to the wrong entity, or if human error caused the money to be applied to entirely
the wrong entity.

The transfer is from customer to customer, not from one billing entity to another. Agencies can
only transfer items within their agency; they cannot transfer items to other agencies. After
performing a transfer, always verify that both sides of the transaction have posted successfully.

Steps

e OAKS FIN > Accounts Receivable > Receivables Maintenance > Transfer
Worksheet > Create Worksheet

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites ~ | Main Menu -~ > Accounts Receivable - » Receivables Maintenance - » Transfer Worksheet ~ » Create Workshest

Home Add to Favorites

Sign out
{ eﬁﬁi Financials

New Window | =
Create Worksheet
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Transfer Business Unit: =]
Transfer Worksheet 1D: | begins with
User ID: begins with “ [

[Jcase Sensitive

Search Clear  Basic Search E,? Save Search Criteria

Find an Existing Valus | Add a New Value

1. Click the Add a New Value tab.

e The Add a New Value tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu = > Accounts Receivable = > Receivables Maintenance = > Transfer Worksheet = : Create Worksheet
Home Add to Favorites. Sign out

Mew Window | —:]

Create Worksheet

Find an Existing Value Add a New Value

Transfer Business Unit: -

Transfer Worksheet 1D: |NEXT

Find an Existing Walue I Add & Mew Valus

2. Enter the agency specified Business Unit in the Business Unit field.
3. Click Add.

e The Transfer Selection page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Transfer Selection
Unit DASOT

Customner Options

&l Sawe || Motify

Favorites - Main Menu - > Accounis Receivable = » Receivables Maintenance = » Transfer Worksheet = » Create Workshest

Home Add to Favorites Sign out

Mew Window | Personalize Papge | =

Transfer ID NEXT

_ Customer Reference Find | View Al First'd 10f 1'% Last
Customer Criteria
Men= " Cust ID 4, EBusiness Unit 4 +| =
Customer Name
Remit SetiD Remit From
Corporate SetiD Corporate
Reference Options
*Reference Criteria Reference Informstion Personalize | Find | View All| &0 | B First ‘4 10f 1% Last
[Mane ~]  Guaicos Refarence Range for Referance Valus
*Resfrict to 1 @ +| [=
All Customers A
“Match Rule
Exact Match v
ltem Inclusion Options
® All ltems O Deduction ltems Only O Items in Dispute Only
[ Exclude Deduction ltems [ Exclude Collection ltems [ Exclude Dispute ltems
Worksheet Action
Build Build Doubtful Clear Created Date/Time Hems 0
Worksheet Selection Yorkshest Application Workshest Action

% Add | Z| UpdateMisplay

4. Enter the ID of the customer currently associated with the pending item in the

Cust ID field.

Click Save.

No o

Enter the agency specified Business Unit code in the Business Unit field.

Click Build to build the transfer workshop.

« The Worksheet 1 tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu - : Accounis Receivable = @ Receivables Maintenance = @ Transfer Worksheet = » Create Worksheset  » Update Workshest

-
‘:.".f-r'\_s Financials

Worksheeti WorkshesiZ
Unit DAS01
Transfer to
Business Unit ")

Row Selection

Range Select
Add Hem
Balance
Beg Amaount 0.00
Count ]
Warkshest Selection Whorkshest Applicstion
‘i Save | |2 RetumtoSearch | | Notify | |&¥ Refresh

VWorksheet! | Workshest2

Transfer ID 238813

Control Distrbution 1D

Home Add o Favortes Sign out

| Mew Window | Personalize Page | 5

Customer 4, Name
City State
Display Contro
Ga Display | All ltems v Go 4
Sel Amount 0.00 Rem Amount 0.00
Count 0 Count 1}
Workshest Action Artachments {0} iew Audit Logs

8. Enter the agency specified Business Unit code in the Business Unit field.
9. Enter the ID of the customer to whom the item is being transferred in the

Customer field.

10. In the Item List section, select the Sel field check box next to the item to be transferred.

11. Click Save.

12. Click the Worksheet Action link.

e The Finalize Worksheet page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Fawarites - Main Menu~ | ¥ sble * » Receivables Maintenance = > Transfer Worksheet = » Create Workshest > Update Worksheet  : Finalize Worksheet

= Home Add to Favorites Sign out
@An_ﬁ Financials

Mew VWindow | Personalize Page | B3
Finalize Worksheet

Unit DASD1 Transfer ID 239822

Status Do Mot Post

Workshest Actions Posting Action Accounting Entry Actions.
Delete Worksheat Action:[DoNotPost — w| oK Create/Review Entries
Workshest Selection Worksheet Application Workshest Action

& Sawe [ot RetuntoSearch | =] Notify

13. Select Batch Standard from the Posting Action dropdown list.
14. Click OK.

e The posting action is set.
15.Click Save.
e The worksheet is saved to OAKS FIN.

« Refer to Reviewing and Correcting Posting Errors for instructions on verifying that
transactions have posted correctly.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Updating Worksheets

Overview

This process may be used if a worksheet was created but not completed. If more than one
worksheet needs updating, use the Payment Status Worksheet to get a list of all payments
that have not yet been applied.

Steps

« OAKS FIN > Accounts Receivable > Payments > Apply Payments > Update
Worksheet

Favorites ~ ‘ Main Menu ~ > Accounts Receivable = > Payments = > Apply Payments - » Update Worksheet

Home Add to Favorites Sign out
."/'l: S
.

éé}(é Financials
New Window | =

Update Payment Worksheet

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Deposit Unit: = W @,
Deposit ID: @,
Payment Sequence: = W

Payment ID: W‘ @,
Payment Status: = V| | A%
User ID:

Assigned Operator 1D: @,
Payment Predictor Method: QJ
Accounting Date: = L% E;J

[l case Sensitive

Search Clear |Basic Search [ Save Search Criteria

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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1. Enter the Deposit Unit and any other search criteria to help find the desired
worksheet.

o A worksheet can be searched by Payment Status. The possible statuses are:

o Applied - Payment matches pending items and will post in the next batch run of
the ARUPDATE process.

e Complete - ARUPDATE successfully posted matched payment.
o Directly Journalled - Not applicable to worksheets.

» ldentified - Payment references a pending item or worksheet with an identified
customer.

o ldentified - Express - Not used by the State of Ohio.
e Unidentified - Payment has no pending item or customer reference.
o Worksheet - Worksheet has been built for payment but not set to post.

o Worksheets may also be updated with a payment status of Applied until
ARUPDATE runs. At that point, OAKS FIN changes the status to Complete.

2. Click Search.
o After conducting a search, click the Recent Search Results icon at the end of the
breadcrumb navigation anytime to display the Recent Search Results in a pop-

up window.

3. If more than one worksheet matches the search criteria, a list of search results
displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Fawvorites = | Msain Menu~ > Accounts Receivable = > Payments = > Apply Paymenis = > Updaie Worksheet

— Home: Add to Favorites. Sign out
(ﬁéﬁx_‘i& Financials

New Window | &3
Update Payment Worksheet
Enter any information you hawe and click Search. Leave fiekds blank for a list of all values.
Find an Existing Value

Search Criteria

Depasit Unit = W DAST 4,
Depasit ID: @l a,
Payment Sequence: = e

Payment ID: W‘ a,
Payment Status: = w| |
User ID: begins with v

Assigned Operator ID: begins with W a,
Payment Predictor Method: | begins with v o,
Accounting Date: = o £

[ Case Sensitive

Search Clear  |Basic Search E? Sawe Search Criteria

Search Results

Wiewe All First 4 tgorg . Last
Dopost Doposkt Poyment  poentip ST Poymert Pement g Semed pRAS  Awtm o dgmbm o crleed  dconteg SiTe
DASDY 15270 1 HOiT207T2 222 uso Worksheet COHBATCHOHBATCH  (blank) {blank) (plank) 03262015 D2268/2015  (blank)
DASD1 18271 1 HO1T207TE 5330475 USD Ident OHEATCH OHBATCH  (blank) {blank) {blank) 03/26/2015 D328/2015  (blank)
DAsSO1 15272 1 HO1TZ218  118.08 uso Ident OHEATCH OHBATCH  (blank) {blank) ({blank) 0326/2015 03/28/2015  (blank)
DASD1 15273 1 HOTTZZ20  8713.61 uso Ident OHEATCH OHBATCH  (blank) {blank) {blank) 03/26/2015 03/28/2015 (blank)
DASO1 15274 1 95424 100 uso Unident OHEATCH OHBATCH  (blank) {blank) {blank) 03/26/2015 0328/2015  (blank)
DASDt 15274 2 ik 100 usoD Unident OHEATCH OHBATCH  (blank) {blank) {blank) 03/26/2015 D3/268/2015  (blank)
DASO1 15274 3 610738 100 uso Unident OHEATCH OHBATCH  (blank) {blank) {blank) 03/26/2015 03/28/2015  (blank)
DASD1 15275 1 CKARDSO2A 143 usoD Worksheet 10045558 10045558 {blank) {blank) {blank) 060272015 DBMO2Z015  (blank)
DASIt 15275 2 CKARDS02B 156 usoD Ident 10045558 10045558 {blank) {blank) {blank) 080272015 DBMD2Z015  (blank)

4. Click a link on the row of the correct search result.

« The Payment Worksheet Application page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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w-ﬁ{» Finanials

Faworites - Main Menu - + Accounts Receivable - » Payments - » Apply Payments ~ » Update Workshest

Home | AddiDFavoiss | Signout

M Window | Pereonaize Page | 50

Payment Worksheet Application

Deposit Unlt DASD1 Deposlt ID 15270 Payment ID HON72072 Payment Saguenca
Payment Accounting Date 03282045 Payment Cumency USD
Itam Actian Faw Sekectian
Entry Type[FayAniem  ~|  Reason 1 Cholcs [ Select Rangs of nems v Rangs G
Itizm Disglay Coninol Raw Sorling
Depley[Aiers V] | @ | § saiBylen &
fiem List Parsonalize | Find | View A
Detall 1 Detllz || Defall3 | Detll4 DefalS || Detalls
[T = : [m] Mot Apgilcabie
S Ravanus Distrbution Letter of Cradit i0
Balance
Amaount 2200 Ramalning z22m Unearmsd c.od
Zalectad 0.0 Dlacount 0.00 Eamed 0.00
Adjuztad a.0a Wirlka Off 0.0a
Wiorishast Sslkecnon Virkehesat Appilcation Workshest Action Allzchments (D) ‘Wiaw Audt Lage
&l Save | Return to Search W] MNextinlit @ o* Refesh
5. Determine the Amount to enter in the Pay Amt field based on the fields in the
Balance section.
e Amount — Shows the payment amount
e Selected — Shows the total amount due in the selected rows
« Remaining — Shows how much of the payment remains to be applied
6. Click the Look Up Item ID icon to select an Item ID for the customer to

which to apply payment. Make a note of the dollar amount of the item.

Click Refresh.

e The Balance section’s Adjusted and Remaining fields are updated.

8. Click Save to store the changes.
9. Click the Worksheet Action link.

« The Payment Worksheet Action page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Payment Worksheet Action

Deete Feymentisrotn

() Save | [ Retumto Search | & | Previousin List

Deposit Unit DASDY Deposit ID 15270
Entered Date 03262015 Status Do Mot Post
Worksheet Action Posting Action

Delete Worksheet Action: DoNotPost  v|

Worksheet Selection Worksheet Application

e Dt

Favm-| Main Menu~ » Accounts Receivable - > Payments = > Apply Payments - 5 Update Worksheet > Finalize Worksheet

Home Add to Favorites Sign out

New Window | Personalize Page |

Payment ID HMT2072

Accounting Eniry Action

oK Create/Review Entries

Worksheet Action

;Nuﬂfg

=i

10.Click Create/Review Entries.

e The ChartFields display

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu = > Accounts Receivable = o Paymenis = > Apply Payments = » Updaie Worksheef o Finalize Worksheet  » Deposit Accounting Eniries
Home | AddtoFavortes | Sign out

—.
'e\n Finarcialy

New Window | Fersonalize Page | I3
Payment Contrel | Accounting Entries

Deposii Lindl. DAST) DepositiD 13270 PaymentID HI172072
Acoounting Entries Find | View Al First' & 101" Lagt
Item 10 -1130231TCH Line 1 Entry Type FY Reason
Bus. Unit DOHOT Customer DOHO1 SubCusti SubCust?
Amount -222.00 Currency USD
Accounting Entries Complete Return To Pravious Panel
Déstribution Lines Personalize | Find | View A1 | L2 | B First' & 1-20f 2% Last
ChartFields Cuprency Detalls | Additional Detas | Jounal Reference Information fiem Creation/Updste Details | [FT8
Lime GL Unit Type Amount Account STV Xral Fund Dapt Program ﬁ:‘ Bud Re
100 STATE AR -222.00 102700 DOH 2110 DOHE1370 45738
5001 STATE Cash 22200 101000 DOH 2410 DOH501370 42758
< >
Lings 2 DR 22200 Currency USD CR 2200 Cumrency USD MNet 0000
T Smve [ Reumto Seach | 7] Moty

Payment Control | Accounting Entres

11.Review the ChartFields and then click Return to Previous Panel.
12.Click the Action drop-down arrow and select Batch Standard.

o Once saved, this will make the worksheet available for posting when the
ARUPDATE batch process runs.

13.Click OK.
e The posting action is set.
14.Click Save.

¢ The worksheet is saved to OAKS FIN.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Creating Maintenance Worksheets

Overview

A Maintenance Worksheet is used to offset an Original Iltem with a Credit Item, or a Credit Item
with a Debit Item. Once a Maintenance Worksheet is successfully processed, the offsetting
items will net to zero dollars and the status will be closed.

Non-posted items can also be adjusted on a Payment Worksheet.

e Pending items can only be adjusted if authorization has been received from the
Attorney General's Office (for third-party customers) or the Office of Budget and

Management (OBM) for fellow state agencies.

Always check the ChartField strings for each group prior to posting. Reason codes provide
“shortcuts” for coding ChartField strings, but they are not necessarily complete. Generic codes
fill in many of the fields but may leave various fields empty that need to be completed by the
agency. Reason codes may also change and, occasionally, may contain errors that have not yet
been corrected.

Steps

Create Maintenance Worksheet

e OAKS FIN > Accounts Receivable > Receivables Maintenance >
Maintenance Worksheet > Create Worksheet

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

%ﬁ OBM Training Academy



Q&\!I LU S

“gOAKS - _"ZI Financials

Favorites - | Main Menu~= : Accounts Receivable - > Receivables Maintenance - » Maintenance Worksheet - » Create Worksheet

Home Add to Favorites Sign out
[-' a?ﬁ-ﬁ‘f_ Financials
New Window | &
Create Worksheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

Worksheet Business Unit: | 2

Worksheet ID: begins with
User ID: begins with =]

[JCcase Sensitive

Search Clear Basic Search |7 Save Search Criteria

Find an Existing Valug | Add a New Value

1. Click the Add a New Value tab.

« The Create Worksheet page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu~- : Accounts Receivable - » Receivables Maintenance - > Maintenance Worksheet - @ Create Worksheet
Home Add to Favorites Sign out
‘L:J\?:; Financials

New Window | &

Create Worksheet

Find an Existing “alue Add a New Value

Worksheet Business Unit: 5

Worksheet 1D: MEXT

Find an Existing VValue | Add a New Value

2. Enter the Business Unit in the Worksheet Business Unit field.

3. Accept "NEXT" as the Worksheet ID so that OAKS FIN assigns the next available ID.
4. Click Add.

e The Worksheet Selection page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites Main Menu = > Accounis Receivable = > Receivables Maintenance = > Maintenance Worksheet = » Create Workshest

Home Add to Favorites Sign out
{ {1,1?1 Financals

News Window | Personalize Pape | &
Worksheet Selection Workshest Matches

Unit DASD1 Worksheet ID NEXT

Custorner Criteria

*Customer Criteria Customer Reference Find | View All First'4 10f 1'% Last
None hd +—=
CustID 4 Business Unit A,
Nama
Remit SetiD Remit From ID
Corporate SetD Corporate ID
Rate Type CRRNT __|@, Acctp Date 08182015 |3
MICR ID Link MICR.
Reference Criteria
*Reference Criteria - —
e Reference Personalize | Find | View All | = | £ First ‘4 10f 1'% Last
|Nc>'|e b
*Restrict to Qual Code Reference Te Reference
All Customers e i a a 3 =
*Match Rule N N
| Exact Maich %
Anchor BU
J-
ltern Inclusion Options
® All tems O Deduction Itams Only O Items in Dispute Only
[ Exclude Deduction ltems [ Exclude Collection ltems [ Exclude Disputs ltems
ltem Selecfion Filter
Acctg Date From Acctg Date To Deduction Reason AR Specialist
n 3y a, 4,
Due Date From Due Date To Broker ID
W W A,
‘Worksheet Action
Build Clear Created Date/Time Mumber of items in workshest ]
Worksheet Selection Workshest Application \Warkshest Action
il Sawe || Mofify || o¥ Refresh % Add | 2| Update/Display

Worksheet Selection | Worksheet Matches

5. Enter the customer ID in the Cust ID field.
« Customers are unique to agencies. The customer must be a valid
customer.

6. Enter the agency code in the Business Unit field.
7. Click Save to display the customer's name.

e An error message will appear if the customer is invalid.

8. Click Build to create a worksheet for the identified customer.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Worksheet Application page displays.

G Sawe |2 Retumn to Search | )
.

Previous in List

W5 Mextinlist | = Motify
R

£ Refresh

Attachments ()

Favorites - Main Menu = > Accounis Receivable = » Receivables Maintenance = » Maintenance Worksheet = » Update Workshesat
{M?i Financials
i
Worksheet App“caﬂon Anchor Information
Unit DASOT Worksheet D 228582 Currency Accounting Date  08/30:2015 Reason Code 4
ltern Action Row Selection Display Control
Reason 4, Range Go
Absolute Value Sort
ltem List
Detail 1 Detad 2 Dietail 3 Dietsi 4 Detail & Detad
géﬁ :%E Sel  Ifem Balance Cumency Item ID Line Type Reagan Event unit Customer Zgrvice Purchase ID
Bl [0 | -1.000.00] USD ITEMICR 1 a, a 2, DASD1 DOMISHUMR.
B 2 O 1,000.00] USD TESTZ 2 @, 4, DASD1 DOMISHUMR:
B 3 O 1,000.00] USD TESTZ 3 @, 4, DASD1 DOMISHUMR.
B 4 O 1,000.00) USD TEST4 4 T 4, DASOH DOMISHUMR:
B 5 O 1,000.00) USD TESTS 5 r 4, DASOH DOMISHUMR:
sl Group View Revenue Distribution
Balance
Dr Cr Adj Met Wo Ref
D.000 0.000 D.000 0.000 0.000 0.000
Worksheet Selection Warksheet Application Woarkshest Action

View Audit Logs

9. Select Offset an Item from the Entry Type drop-down list.

10. Search for the items to offset.

11. Click the Sel checkbox beside each item that needs to be edited.

o OAKS FIN will automatically create an Entry Type of "OI" (Offset an Item). In the
Balance section, the debit amount (Dr) will be offset with the credit amount (Cr)

and will net to zero.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favarites = Main Menu = > Accounis Receivable = » Receivables Maintenance = > Maintenance Worksheet = » Create Worksheset > Update Worksheat

(¢ i?:f?}_ Financlals

Worksheet Application Anchor Information
Unit DASOT Worksheet ID 230802 Currency USD Accounting Date  08/08/2015 Reason Code 4,
ltem Action Fow Selection Display Control
Entry Type [Crestaniem /] Choice [Select Rangs v Display[Afems VA
Reason 4, Range Ga
Absolute Valus Sort
liem List
Detail 1 Detad 2 Detail 3 Detad 4 Dietail § Detad §
g;ml ::E Sl  Item Balance Cumsncy Item ID Lina Type Reasan Event Uit Customer Service Purchags ID
- [ -1,000.00| UsD ITEM1CR 1|0l a, d, d, DASD1 DOMISHUMR
B 2 [« 1,000.00] USD TEST2 2.0 d, 3, d, DASD1 OOMISHUMR:
- 3 O 1,000.00] USD TEST3 3 a, d, d, DASD1 DOMISHUMR
B 4 O 1,000.00] USD TEST4 4 d, d, d, DASD1 OOMISHUMR:
= 5 O 1,000.00] USD TESTS 5 4 d, d, DASD1 DOMISHUMR
iz Group View Revenue Distribution
Balance
Dr Cr Adj Net WO Ref
1,000.00 -1,000.00 0.00 0.00 D.00 0.00
Worksheet Selection Workshest Applcation Workshast Action Astachmments () Wiew Audit Logs

5] Sawe |[oh Returnto Szarch |+ | PrewiousinList & | Mestinlist | 2| Motify 2% Refresh

12. Click Save.
13. Click the Worksheet Action link to set the posting action.

« The Worksheet Action page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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> Updste Worksheat > Finalize Worksheet

Msin Menu = | %1 » 5 Receivables Maintensnce = > Maintensnce Workshest = » Creste Worksheet

Favorites -
Home Viorklist Add to Favorites Sign out
{ {u?s Financlals
Mew Window | Personalize Page |
Worksheet Action
Unit DASO1 Worksheet ID 230502 Accounting Date 08AE02015

Status Do Mot Post
Workshest Action Posting Action Accounting Entry Action
Drelete Workshest Create/Review Entries

Workshesat Selection Warkshest Application VWorkshest Action

o] Save |[oh Returnto Search |t | PreviousinList 4| Mextinlist = =] Motify

14. Click Create/Review Entries.
OAKS FIN displays the ChartField strings on the Accounting Entries tab.

» Update Accounting Entries

Faworites = Msin Menu = > Accounts Receivable = » Receivables Maintenance = > Maintenance Worksheet = » Finalize Worksheet

—
[ {u.lc_f_- Financials
Workshest Control | Accounting Entries

Group Unit DASD1 Group ID 233392

Accounting Enries Find | View Al First ‘4 10f2'* Last
ftem ID [TEMICR Line 1 Entry Type Ol Reason
Bus. Unit DASD1 Customer 00MISHUMR SubCustl SubCust2
Amount 1,000.00 Currency USD

Return To Frevious Panel

Accounting Entries  Incomnplete
Distribution Lines Personalize | Find | View Al | 2 | [ First ‘' 1-2 of 3 '} Last

ChartFields Currency Details Additiopal Details Journal Reference Information Item Crestion/Update Details | [FTR
Ling GL Unit “Typa amount Account 15TV Xraf Fund Dapt Pragram f:g’ Bud Re
2 STATE Offset -1.000.00 102800 1330 3T52)
100 STATE AR 1,000.00 102800 1330 3T52)
< >
Limes 3 DR 1,000.00 Currency USD CR 2,000.00 Currency USD Net -1,000.000
& Sawe |2 Retunto Search | =] Motify

Worksheet Control | Accounting Entries

15. Review the ChartFields - at a minimum, the Fund, Account, and Dept fields - and make

updates if necessary.
a. Because some Reason codes are fairly generic, add detailed information to the

resulting ChartFields.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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16. Click Return to Previous Panel.

17. Select Batch Standard from the Action dropdown list.
18. Click OK.

19. Click Save.

e The worksheet is saved to OAKS FIN.

Validate that the maintenance worksheet has successfully posted.

e OAKS FIN > Accounts Receivable > Customer Accounts > Item Information
> View/Update Item Details

Favorites ~ Main Menu~ » Accounts Receivable - » Customer Accounts - » Item Information - » View/Update Item Details
Home: Add to Favorites Sign out

{M?b Financials
New Window |
ViewfUpdate Item Details
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Business Unit: = W

Customer ID: begins with w*

Itemn ID: begins with »*

Item Line: = e

Item Status: = v v
Credit Analyst: begins with 2
Collector:

Purchase Order Reference: | beging with % -3.
Document I1D: begins with

Bill of Lading:

[Ocase sensitive

Search Clear |Basic Search [¥ Save Search Criteria

1. Enter the agency specified Business Unit Code in the Business Unit field.
2. Enter the Customer ID in the Customer ID field.

3. Enter the Item ID in the Item ID field.

4. Click Search.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Detail 1 tab displays.

Favorites - | Main Menu = > Accounis Receivable = » Customer Accounis = > ltem Information = > View/Update [tem Details

_ Home Add to Favorites Sign out
p——
L eﬂ@ Financials

New Window | Personalize Fage | &
Deetail 1 Detail 2 Detsil 3 Itern Accounting Entries Item Audit History

Unit DASD Customer (IMISHUMR Misc HRD
ltem ID TESTI Line 1 Days Late -30 Status  Closed
Accounting Date 08/082015 Balance 0.00 UsD Eilling Unit
Entry Type INV Original Amount 1,000.00 USD

Entry Reasen HMISC
AR Distinfo AR

Discount Options Customer Relations
Due Date |07/05/2015 7 Due Days Obispute Reason a4, Date £
Terms [MET30 4, Discount Days Dispute Amount
Discount Amount [1.00 Date [ Deduction Reason d, Date a)
Discount Amount 1 Date 1 Doubitful
[] Atways Allow Discount O collzction Code 4, Date i)
As Of Date |18/02/2015 & FPosted 08/M3r2015 Analyst (001 &, Credit Anslyst
Collector AGD A, At v 5 |s Offi
Payment/Draft Options omey senerls Liies
Sales Person |STATE a4 Default Sales Person
Payment Melhndl Check e
AR Specialist 4,
Draft Type P ved?
feappro Diher Options

Direct Debit Profile |0
. ol Create Document? Revaluation Flag [ Available for Metting
One tem per Draft?

ltern Creation/Update Details

Created On  DE/02/2015 10:27AM Last Modified On  08M02/2015 10:27AM
Created By OH_BATCH_ADMINISTRATOR Medified By OH_BATCH_ADMIMISTRATOR
Split Add Conversation Wiew Audit Logs

5] Sawe |[5¢ ReturntoSearch |t Previousin List .| Mextinlist | =] Motify | J¥ Refresh

Detsdl 1] Detail 2 | Detail 3 | lkem Accounting Entries | tem Audit History

5. Verify that the Status is "Closed" and the Balance of the Item Activities nets to
zero.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Placing Items in Dispute

Overview

Items are placed in dispute when a customer reports that they have been billed
incorrectly. Placing an item in dispute allows those items to be separated when reviewing the
customer balance information.

Steps

e OAKS FIN > Accounts Receivable > Customer Accounts > Customer
Information > Account Overview

Favorites - Main Menu - > Accounts Receivable - Customer Accounts = » Customer Information = » Account Overview
Home Add to Favorites Sign out
‘.;'\-\lh?" Financlals
Mew Window | Personalize Page |
Balances Profile Customer Action Custormer Trand 1 Customer Trand 2 Customer Trend 3
SetiD |STATE Unit Customer #_eyel | Mo Relationship Vl Search
Balances | Profile | Custamer Action | Customer Trend 1 | Customer Trend 2 | Customer Trend 2
1. Click the Profile tab.

2. Verify or enter the agency specified BU into the SetID field.

« Set IDs are the keys to the control tables. They dictate the type of
transaction a business unit can complete. It also determines the data
accessible to a business unit.

3. Enter the agency specified BU into the Unit field.
4. Enter the ID of the customer disputing an item in the Customer field.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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5. Enter or select the Level of the customer relationship from the Level dropdown.
The choices are:

o Corporate

o Correspondence

« No Relationship

e Remit From
6. Click Search.

After conducting a search, click the Recent Search Results icon at the end of the

breadcrumb navigation anytime to display the Recent Search Results in a pop-
up window.

e The profile matching the search criteria displays.

Favorites - Main Menu~ > Accounts Receivable = : Customer Accounts = » Customer Information = > Account Overview
Home Add to Faworites Sign out
Q’Dr{-‘. Financials
New Window | Personalize Page | &
Balances Profile | Customer Action | Customer Trend 1 Cuystomer Trend 2 Customer Trend 3
SetlD DASDT |4, Unit o, Customer (000000000000013 M, o oo mer {orﬁsstirgf'-e“I Mo Relationship V| Search
Add Cenversation
ltem List
Customer Information
Address 1 729 fth 5t
Address 2
City Portsmith State OH
Country USA Postal 45332
Corporate ID 000000000000013 customer for testing1
Remit to Bank STATE Remit to Bank Account OHIO
Terms Collection Customer Group Credit Hold
Customer ID Mumber Personalize | Find | View Al | £ | £ First'4 10f 1'% Last
Type

D Mum

Customer Contacts

Personalize | Find | View Al | £ | [ First'%' 10f1 '} Last
Contact Name Phaone Phone Extanslion Phone T']rp&

Contact Information

Balances | Profile | Customer Action | Customer Trend 1 | Custemer Trend 2 | Customer Trend 3

7. Click the Item List link.

e The Customer Item Inquiry pop-up window displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Customer ltem Inguiry

©

Item List Adwanced Search
SetlD DASD1 Unit Customer 000000000000013 customer for testingl  Lewel No Relafionship
Status Open EECE Advanced Search
Add Conversation Account Overview
Row Selection Item Action
Range GO = Deselect All Select Action...
tem List Personalize | Find | View
Deetail 1 Detail 2 Detsil 3 Detail 4 Detail § Detail & FTH
ISIEE Select Iem Line Activities Unit Customer ID Status Terms E;;E E:largon Due Ea
1 CAVE 2 1 1 DASO1 CO0000000000012 Open MNET20 INW AGPRT 07/22/2015
2 CRCAWVS_2 1 1 DASO1 000000000000013 Cpen NET30 CR AGPRT 07/2312015
Search Result Totals
Debits Debit Amount 3.00 Currency USD
Credits Credit Amount -2.00 Currency USD
Total Total Amount Currency USD
Selected Currency
Cancel
Itern List | Advanced Search
< >
M = T e e e R Ve S S WL

Review the Due and Days Late columns to see when the bill was due.
Click an Item link to view the details for that item.

o The Detail 1 tab information displays, including balance, discount, payment and
maintenance information for the item.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Item Maintenance

Detail 1 Detail 2 Dietail 3 Item Accounting Entries temn Audit History
Unit DASO1 Customer Q00000000000013customer for testing1
ltem D CAVS_2 Line 1 Days Late -22 Status Open
Accounting Date 08/22/2015 Balance 2.00 USD Billing Unit DASD1 Detsil
Entry Type INV Original Amount 3.00 UsD

Entry Reason AGPRT
AR Dist Info AR_S

Dizcount Options Customer Relations
Due Date |07/22/2015 (=1 Due Days O Dispute Reason o
Terms MET20 \"». Discount Days Dispute Amount
Discount Amount Ii Date ,7 D Deduction Reason 'J_
Discount Amount 1 li Date 1 ’7 Doubtful
Dﬂlways Allow Discount DCDIIecﬁon Code .”_
As Of Date 08/22/2015 El Posted 0&/23/2015 Analyst 00H x |@, Credit

[ /Draft Ogti Collector AGD A Attom
aymenuora plaon:z

Sales Person |STATE " |
Payment Method I N Defaul

AR Specialist A,
fraftType Ii Freapproved? Other Options
Direct Denit Frofile 1D Create Document? Revaluation Flag Available for Ne
One ltem per Draft?®
Item Creation/Update Details
Created On 08/22/2015 11:47AM Last Modified On 06/23/2015 11:474M
Created By OH_BATCH_ADMINISTRATOR Modified By OH_BATCH_ADMINISTRATOR
Split ltem Action Add Conversation Invoice Attach(1)
O Cancel Apply
Detail 1 | Detail 2 | Detail 3 | liem Accounting Entries | ltem Audit History
—— ”

10. Select the Dispute check box.
e The state does not use the Deduction and Doubtful check boxes.

11.Use the Look Up Reason icon next to the Reason field to select the Reason for
the dispute.

12.Verify or edit the date the dispute was identified in the Date field.

13. Verify or edit the Dispute Amount field; the dispute may be for the full or a partial
amount of the item.

e This field is automatically populated with the full amount of the item when
the Reason Code is selected. Editing this field does not alter the Balance
or original Amount fields.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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14.Click Apply.

15.1f necessary, make a record of the conversation with the customer. It is a good
idea, at minimum, to add conversations when a dispute is added and when it is
resolved.

14.
a. Click the Add A Conversation link.

e The Conversations tab displays.

Conversations

Conversations References | Attachments

SetlD DASO1 Business Unit DASO1 Customer 0000000D0000013 customer fior testing 1
*Status *Description
Subject 4, Sub-Topic

[ Promise of Payment

Review Follow Up Reference Totsls
Date iy Review Days Action "] Amount 3.00
Userim [ | Done User ID 4 Opaone Currency [LUSD |4
[ Supervisor Review Letter a, Date Promise Date W
Created On 083015 2:26:254M Created By OH_AR_ADMINISTRATOR Last Modified On 08720V15 B:284M Modified By OH_AR_ADMINISTRATOR
Keywords
Keywordi o, Keyword2 o, Keyword3

Add Conversation Entry

Conversation Entries Find | View All First'*' 1of1'® Last
Dielate Entry Edit Entry
Contact ID
Email ID Telephone Extension
*Comments l@!
Created On 08/30/115 3:26AM Created By OH_AR_ADMINISTRATOR Last Madified On 083015 3:28AM Modified By OH_AR_ADMINISTRATOR
0K Cancel Apply

Conwversations | References | Atiachments

b. Enter the topic of the conversation in the Description field.
c. Check what the allowable values are for the agency specified unit, and
enter data in the Subject field.

e« The Look Up Subject icon is disabled for this field.

d. Confirm the amount under dispute in the Amount field.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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« By default, the outstanding item balance displays.

e. Enter or select the OAKS FIN Contact ID.

f. Enter notes on what was said in the conversation in the Comments field.
o Example: “Informed Paula Smith that item is being disputed.”

g. Click Apply.

h. Click OK.

16.Click OK to save and close the item detail.
17.Click Cancel to close the Detail 1 tab without saving changes.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Resolving Disputed Items

Overview

This process is used to document the resolution of disputed items.

¢ OAKS FIN > Accounts Receivable > Customer Accounts > Item Information

Home

Wilorkdist Add to Favorites Sign out

Mewr Window | Help | Personalize Page | 55

*|_eved | No Relationship

v

Advanced Search

liem Action

[Select Action...

Steps
> |tem List
Favarites - Main Menu- : Accounts Receivable - ; Customer Accounts = @ [tem Information = 5 liem List
e\rﬁ Financials
ltem List = Adwanced Search
SetiD o Unit ! Customer
R LI oo
Rew Selection
HRange G0 Select All Diesalact All
Search Result Totals
Dehits Debit Amount
Credits Credit Amount
Total Total Amount
Selected
i Refresh
tem List | Advanced Ssarch

Currency
Currency

Currency
Currency

1. Click the Advanced Search tab.

e The Advanced Search tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Faworites - Main Menu - > Accounis Receivable = » Customer Accounis = » ltem Information = > ltem List

= Home Waorklist Add to Favorites Sign o
‘2.“::1 Financials

New Window | Help | Personalize Page | £
Itern List Advanced Search

SetlD A, Unit a, Customer d, *Lewel | Mo Relationship V|
*Hatus Search Preferences 4
Search Cancsl Clear Save Delete

tern Responsible Parfies
AR Specialist | Equal d,
Credit Analyst | Equal d,
Eroker IDV| Equal d,
Collector | Equal d,

Sales Person | Equal d,

Reference Data
Item ID | Equal
Entry Type | Equal
Entry Reason | Equal d,
Imvoice | Equal
Consal Inv | Equal

Order No | Equal

Document ID | Equal

Prootof Devery [ ]

<

Bill of Lading
Purchase Order
PO Line

Claim Mumber

Contract | Equal

<

|

2. Enter the Set ID in the SetID field.
3. Enter the Customer ID in the Customer field.
4. Click the Status dropdown field and select Disputed.

« Popular search criteria are credit analyst, purchase order ID, dispute and/or
collection reason.

5. Click Search.
« After conducting a search, click the Recent Search Results icon at the end of the

breadcrumb navigation anytime to display the Recent Search Results in a pop-
up window.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The search results display on the Detail 1 tab.

Fawaorites - Msain Menu = > Accounis Receivable = » Customer Accounts = » ltem Information = > ltem List
{ e':\::_‘i Financials
Item List | Advanced Search
SetiD DASOT 4, Unit d, Customer a, # evel | Mo Relationship b
*Status e Advanced Search
Account Overview
Row Selection ltiem Action
Range G0 Select Al Desslzct All Select Action.... V|
“Sert Al &0 110 50 of 035 B 8
ltem List Personalize | Find |
Detail 1 Detsd 2 Detail 3 Detad 4 Dietail & Detzd§ | [F==9)
::? Salact tem Ling Activities Conv E:E::;astlnn Unilt Customer ID Status Terms %n;rgr :';:3'““ Dus
1 | 0AD312 1 2 Gy DASMM DASI1 Closed NET20 =TV ITSBEL D&/0a2010
2 O 0aD241 1 2 @ v DASM DASI1 Closed NET20 =TV ITSBL 0612612
3 O 0ag3s 1 2 @ v DASHM DASI1 Closed NET20 IsTV ITSBL 06r26/2010
4 O 088147 1 2 @ v DASMM DRCO1 Closed NET20 ISTV QOCEBAR 06172010
5 (] QJHOD 1 2 @ oy DASH DEVD1 Closed MNET30 ISTV OITCT
] (] L0021 1 2 @ oy DASMM ZZZ[1956 Closed NET20 N MARCS
7 | L0033 1 I DASD ZZ703022 Closed NET30 1N MARCS
8 | 0LD0E3 1 2 @ ¥ DASDH Z7703282 Closed NET30 1N MARCS
Search Result Totals
Debits 8935 Drebit Amount 2,257,312.98 Currency USD
Credits Credit Amount Currency USD
Total 935 Total Amount 2,267,212.98 Currency USD
Selected Currency
o Refresh
b i T T R LR R T "

6. Review the search results and click on the Item link of the appropriate record.

e The Detail 1 tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Item Maintenance
Detail 1 Detad 2 Deetail 3 ltem Activity Item Accounting Entries Item Audit History
Unit DASD1 Customer Z7Z01856  Parma Fire Depariment
ftem |0 OLO021 Line 1 Days Late 806 Status  Closed
Accounting Date 07/17/2000 Balance 0.00 USD Billing Unit
Entry Type INV Original Amount 320.00 USD
Entry Reason MARCS
AR Dist Info AR
Discount Opfions Customer Relations
Due Date 08/16/2000 iy Due Days Dispute Reason AMT |4, Date [10M182011 |[&)
Terms METZD 4, Discount Days Dispute Amount 50.00
Discount Amount (300 Date [ Deduction Reason a4, Date i,
Discount Amiount 1 Data 1 Doubtful
[ Aiways Allow Discount [ caoliection Code a, Date i
As OF Date 071772009 i) Posted 02/08/2012 Analyst|001 4, Credit Analyst
_ Collector AGO <, Attomey Generals Office
Payment/Draft Options Sales P e
o, ik S =
Payment Methudl Check | ales Person 9 Default Sales Person
AR Specialist STATE 4,
Draft Type |1 Preapproved?
pe Other Options
Direct Debit Profile ID 7 § ) .
rEck Benik e Create Document [ Revaluation Flag [+ Available for Netting
One ltem per Draft?
Item Craation/lpdate Details
Created On 05/04/2015 5:128M Last Modified On  D5/04/2015 5:128M
Created By PPLSFT Medified By PPLSFT
Spht Add Conversation WigwUpdate Conversations View Audit Logs
Ok Cancel Apphy
Detsil 1| Detad 2 | Detail 2 | tem Activity | kem Accounting Entrises | em Audit History

B T T I I T e il i A NP

7. Deselect the Dispute check box.
8. Edit the Dispute Amount as necessary.

o Typically, the entire amount will be disputed.
9. Click Apply.
10.1f necessary, make a record of the conversation with the customer. It is a good

idea, at minimum, to add conversations when a dispute is added and when it is
resolved.

a. Click the Add Conversation link.

9.
e The Conversations tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

14;-\_:4:"' ::‘r. } L
ﬁ" OBM ‘Trmmng Academy



\OAK} ) Financials

= -
N Tl

Conversations

Conversations

References

Setid DASO

Subject

[ Promise of Payment
Review

Date L

User D

[ supervisor Review

Created On DE2W1TS B:47:15AM

Aftschments

Business Unit DASH

Follow Up
Rewiew Days Action
Done User ID

Letter

Created By OH_ITEMLOAD_CONTACT

i

Parma Fire Department

*Description
Sub-Topic
Reference Totals
Amount 0.00
[ Done Cumency (USD |@,
Date Promise Date &

Last Modified On 052015 3:4TAM Medified By OH_ITEMLOAD _CONTACT

Heywords
Keyword1 Keyword2 HKeyworda
Add Conversation Enfry
Conversstion Entries Find | View All First'® 1of 1" Last
Delete Entry Edit Entry
Contact ID
Email ID Telephone Extension
*Comments | "—‘*c‘fi

Created On DB20V15 B:4T7AM

QK Cancsl Apply

Comversations | References | Attachments

Created By OH_ITEMLOAD CONTACT

Last Modified On 033015 3:4TAM Modified By OH_ITEMLOAD_CONTACT

b. Enter the topic of the conversation in the Description field.
« Example: Dispute Resolution.
c. Check what the allowable values are for the agency-specific unit, and

enter data in the Subject field.
e« The look up icon is disabled for this field.

d. Change the Amount in the Amount field, if needed, to reflect the dispute
resolution.

e. Enter or select the OAKS FIN Contact ID in the Contact ID field.

Enter notes from the conversation in the Comments field.
o Example: “Customer providing 90-day warranty as ordered.”

g. Click OK.

—h

e The Detail 1 tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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11.Click OK.

Item Maintenance
Detail 1 Detad 2 Detail 3 ltem Activity Item Accounting Entries Item Audit History
Unit DASDI Customer Z7701856  Parma Fire Department
ttem 10 OLOD21 Line 1 Days Late Status Closed
Accounting Date 07/17/2009 Balance 0.00 USD Billing Unit
Entry Type INV Original Amount 250,00 USD
Entry Reason MARCS
AR Dist Info AR
Discount Opfions Customer Relstions
Due Date [02/18/2008 £ Due Days Dispute Reason AMT |4, Date (10/182011 &
Terms NET3D @, Discount Days Dispute Amount 350.00
Discount Amount [0 00 Date [ Deduction Reason @, Date )
Discount Amaount 1 Datz 1 Doubtful
[ Always Allow Discount [Ocallection Code @, Date i
As Of Date [07/17/2009 i Posted 02/08/2012 Analyst|001 @, Credit Analyst
: Collector AGO @, Attomey Generals Office
Payment/Draft Options Sales P e
Payment Method [Trzck w es Person @,  Defaukt Sales Ferson
AR Specialist| STATE @,
Draft Type |1 Freapproved?
pe Other Options
Direct Debit Profile ID ? ) - )
reck benitrats Create Document [¥] Revaluation Flag [+ Available for Netting
One ltem per Draft?
ltem Creation/Update Details
Created On D5/04/2015 5:128M Last Modified On 05004/2015 5:124M
Created By PPLSFT Modified By PPLSFT
Split Add Conversation iew/Update Conversations View Audit Logs
Ol Cancel Apply
Detzil 1| Detad 2 | Detail 3 | Rem Activity | liem Accounting Entries | lem Audit History
I il e

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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