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Communicating with Customers

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

References

e ORC Section 126: OFFICE OF BUDGET AND MANAGEMENT

Process

OAKS FIN provides many ways of creating, upon request, documents needed for corresponding
with your customers. Normally these are not necessary, but there may be a need to add an
attachment after processing an ISTV, create customer statements, dunning letters or a letter to
follow-up on earlier conversations. Request and run the OAKS FIN processes that extract and
create these documents.

Statements show a customer’s open items as of a date specified. A customer may request a
statement to resolve discrepancies in their account.

Dunning letters request payment for past due items. Each agency may have its own language
for this letter.

Follow-up letters document conversations noted in the customer’s record. Specify the need for a
follow-up letter at the time you update the record.

What would you like to do?

e Upload an attachment
o Create a statement for a specific customer.

e Create a follow-up letter for a customer.
e Create a dunning letter for a customer.

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

Overview

Normally, while creating a pending item related to an ISTV, the selling agency will attach the
invoice by uploading an electronic image when creating the entry. That invoice image is
viewable on the ISTV Viewer Page (Accounts Receivable>AR Custom Batch Processes > ISTV
Viewer Page). However, once a pending item has been processed, attachments cannot be
added to the item in this manner. Invoices can be added as attachments after processing using
Customer Conversation in OAKS FIN.

Update Conversations is where agencies who upload ISTVs electronically have been instructed
to attach invoices.

Steps
e OAKS FIN > Customers > Conversations > Update Conversations

Click the Add a New Value tab.
2. Enter the “owning” agency code in the SetID field.

=

« Each agency has their own customer records, even if the customer works with
multiple agencies.

3. Enter the Business Unit.
4. Enter the Customer ID.
5. Click Add.

e The Conversations tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Created On 02026/16 317PM

[ Save

Conversatipns | References | Attachments

[ =1 motty | TR

Created By OHTRNOOG

5 Mextad

Last Modified On  02/26/16 3:30PM

: gOAKS . lFlnanC|aIs
2 »
Favortes~ | Main Menu~ » Customers ™ » Ci atipns ~ »> Update Conversations
("@?_; Financials
Setid OBEMO1 Busingss Unit OEMO1 Customer DASD1 DAS Acct Pay Purc Address
*Sialus | Mew o “Description
Subject @ Sub-Topic @,
] Promise of Payment
Retew Follow Up Reference Totals
Date i Review Days Action " Amount 0.00
UseriD Dona UseriD @, [ oone Currency USD @,
[ Supervisor Review Letter @, Date Promise Date I
Created On 02726016 317:43PW Created By OHTRNOOS Last Modified On 02726116 3:30PN Medified By OHTRNODE
Keywords:
Keywiord1 @, Kiyword2 @, Keyword3 @
Add Conversation Entry
Comersation Entries Find | View Al First' 10014 Last
Delete Entry Edit Enry
ContactID @,
Email ID Tedephone Extension
Comments g

Wodified By OHTRNODE

L% Ada || ] upaatemisplay

©ooNoe

Verify or change Status .to "New."
Enter a Description.

Click the Choose a Date icon to enter today's Date.
Enter any relevant Comments.

10.Click the References tab.

e The page displays.

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

Favontes - Main Menu~ » Customers = * Conversations ~ * Update Comersations

—
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onversalions References Aftachments

SetiD  QBMO1 Business Unit OBMO1 Customer DASH DAS Acct Pay Purc Address
Date 02/2G/2016 Description  enter a description here Status  New
Subject Subject Topic [Clinclude Closed Information
Related Transactions Personaliza | Find | View Al | &2 | E First'& 1of1'® Last
Qualifier
¥ +| =l
il Sawve | ] Nolity || 5 Previous tab | | S' Nexttab _+ Add || 4] Update/Display

Cormversations | Referencas | Atachments

11.Find and select the Conversation Qualifier Code using the Look Up Qualifier icon.
12.Enter the Reference ID.

e« The Reference Business Unit, Customer ID/Deposit ID, and Item Line will
populate.

13.Click the Attachments tab.
14.Enter a description of the file to be attached in the Description field.
15.Click Attach.

e The File Attachment window displays.

16.Click Browse...
17.Find and select the file (e.g., the invoice) to be attached to the conversation.

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

Organize v

"L Recent Places A Mame &

) prH _deposit.docx

PoL oo |#] sample invoice.docx

Date modified Type
Micresait Werd D...

.Mcmthud e

2)’?4;'2015 1:58 PM
2/26/2016 4:53 PM

[¥ Documents
Jl Music

|| Pictures
B videos

il

% Computer
& Windows (C)
L Personal Drrve (H:)
& Public (P:)
¥ Private (S:)
5 Training (\\obmfs)4'\Private\Training Acadeny) (Z:)

-4

sample invoice.docx
Microsoft Werd Document

Authors:
Sue: 154 KB

Date modified: 2/26/2016 4:59 PM
Offline availability: Mot available

Offline status: Online
Pages: 1

File name:  sample invoice.docx

[ Fites 1)

[Lopen [ |

Cancel

18.Click Open.
19.Click Upload.

The Attached F|Ie name displays on the page

| amacnments |

Conversations Beferances

SetlD OBMO1 Business Unit OBMO1 Customer DAS01

Date 037206 Description enter dascriphion hare

Subject Subject Topic
Document Attachments
Attached File Description

|Gl Save |1 Notity |5 Previous tab | SIS
Conversations | References | Attachments

I sample_invoice doc fprter descriplion of atachmen

DAS Acct Pay Purc Address

Status New

Personalize | Find | view Al | G0 1B Fist 4 10018 Last

Delete [ view =

|% add ||2] Updatemisplay |

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

Overview

OAKS FIN provides customer statements containing all items open as of a specified date.
Customers can request these statements or they can be used within an agency to resolve
account discrepancies.

The statement lists all open items, including credit and debit memos, for the customer. The
balance shown is the total balance, with subtotals for the standard aging categories.

Statement runs are controlled by a Run Control ID. When running a report, either create a run
control ID or look up an existing run control ID. To reduce impact on the servers, it is
recommended that a single run control ID be created to reuse each time that report is run,
changing the parameters as necessary. The combination of the Run Control ID and the User ID
uniquely identifies the user’s preferences for running a report or process in OAKS FIN, and
when searching, the user sees only his or her own Run Control ID (s).

e Arequest for a statement from either the customer or the agency must have
been received before performing this process.

Creating the Statement

¢ OAKS FIN > Main Menu > Accounts Receivable > Customer Interactions >
Statements > Create Customer Statements

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Create Customer Statements
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
Run Control I1D: W]

: Case Sensitive

Search Clear |Basic Search [oF Save Search Criteria

Find an Existing Value | Add a New Value

Running the Statement Process

1. Click the Find an Existing Value tab to search for and select an existing Run Control
ID.

 Reuse a Run Control ID if previously created to lighten the load on the server
and make OAKS FIN run more quickly.

Or, click the Add New Value tab to create a new Run Control ID.

a. Enter a descriptive name consisting of up to 30 alphanumeric characters, with no
spaces, in the Run Control ID field.

b. Click Add.

o The Statements Parameters 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 » > Customer Interactions» » Statements » » Create Customer Statements
myOhio gov Home Worklist Add to Favorites Sign out
‘i}ﬁ?b Financials
Mew Window | Help | Personalize Page |

Statements Parameters Currency to Convert

Run Control 1D Training Report Manager Process Monitor A
Language
Report Request Parameters
[+ Open ltem
As of Date |11/14/2016 |[FH]
I = [use System Date O Open ltem Include Drafts
Unit OBMD1 |Q  Office of Budget & Mamt M Balance Forward
[] Balance Forward Re-run
SetlD |STATE |G, state of Ohio
Customer Q
Correspondence Customer Q
Statement Group | Al Statement Groups ~
Balance Forward Due Date |1114/2016 |[i
[l Save ||[=] Notify s Add || %] Update/Display

Statements Parameters | Cumency to Convert

2. Enter the date through which the statement should display data in the As of Date
field.

e This field defaults to the current date.

3. Enter the agency code into both the Unit and SetID fields.

4. Deselect the Balance Forward check box.

5. Enter a valid Customer ID in the Customer field.

o |If a Customer ID is not entered, OAKS FIN will create statements for EVERY

customer associated with that agency.

The state does not use the Correspondence Customer field.

5. Click Save.
6. Click Run.
e The Process Scheduler Request page displays.

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

User D OH_AR_ADMINISTRATOR Run Control ID customer_statement

server Name | Run Date 06/22/2015 )]

Recurrencel V| Run Time |12:38:20FPM Resetto Current Date/Time
Time Zone @,
Process List
Select Description Process Name Process Type "Type *Format Distribution
[]  PSIAR Statements -Preprocessor ARSTMT PSJob |(None) V|| (None) | Distribution
[0  PSIAR Statements STATEMNT PSJob [(None) |[(None) | Distribution
OK Cancel

8. Do not change entries for Server Name, Recurrence, Run Date, or Run Time fields.
Use the default settings for immediate processing.

9. Click the PS/AR Statements checkbox.at the left of the row in which the Process Type
is PSJob.

e The first process extracts data for the statements, while the second (PSJob) is a
combined operation that runs all necessary processes in sequence to produce printable
statements.

10. Click OK.

e OAKS FIN assigns a Process Instance number when a process is run. Use this to
track the status of the run.

11. Click the Process Monitor link to review the status of the run request.

The Process List page displays.

st

Hpp T

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

View Process Request For

User ID[OH_AR_ADMIE@®,  Type | v [Last v| 1| [Days v Refrash
server| v Name @, Instance o
Run Status v Distribution Status v| [¥ save OnRefresh
Process List Personalize | Find | view All |&2 |B  First '@ 10112 Last
Select instance Seq. Process Type Process User Run Date/Time Run Status :‘.ussnl.lunon Details
Name Status
5915000 FSJob STATEMNT OF OH_AR_ADMINISTRATOR 07012007 3:52:38AM EDT Mo Success Posted Details

Go back to Create Customer Statements
il Save | |[F] Notify

Process List | Senver List

12. Click Refresh periodically, until Run Status displays Success, and Distribution Status
displays Posted for the STATEMNT job.

e “Success” means that OAKS FIN has finished processing and the job ran successfully.
“Posted” means OAKS FIN has successfully created the statement.

13. Click the Process Name, "STATEMNT" link.
e The Process Detail page displays.

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

Process Mame STATEMMT

Main Job Instance 63975709

Left | [Right

% 6975700 - STATEMNT Success
£975710 - AR_STMTPP Success
6975711 - AR_STMT Success
6975712 - AR_STMTS_XML Success
6975713 - ARX32000 Success
6975714 - ARX32001 Success
6975715 - ARX3ZAD0 Success
BO7ST1E - ARKI2ADT Success

HERREER

lsBoani]

14. Click on the AR_STMT Success link dropdown to retrieve the statement number.
15. Click on the AR_STMTL1 Success link.
e The Process Detail page displays.

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

| Process

Type Application Engine
Description FS/AR Statements
Distribution Status Posted

| [ Update Process

Run Control D trsiningii ") Hold Request
omﬂnql?st
- ) Cancel Request

Location Server

) Delete Request
Recurrznce ) Re-send Content
Date/Time

| | Actions

Request Created On 117142016 3.02.02FM EST Parameters]

Run Anytime After 11/14/2016 3:01:56FM EST Message Log

Began Process At 111142018 3:02:32PM EST Batch Timings

Ended Process At 1111472016 2:05:02PM EST iew LogTrace

[ ok ][ Cemel ]

16.Click Message Log.

e« The Message Log window displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites = | Main
@ﬂmms

| Process List || Sanver L
View Process Request

ser 1D[10026325 |
Server

Run Status

Process List
Select Instance  Seq. Prod

[0 |eo7sTs4 Ps.d

Go back to Create Customef

(S | [0 Moty

Process List | Server List

Message Log

Process

Instance: BATETE2 Type: Application Engine
Mame: AR_STMT1 Description: PS/AR Statements

Severity Log Time

3:02:32PM

3:02:22PM

3:02:32PM

3:02:32PM

3:02:32PM

F:02:32PM

3:02:32PM

3:02:32PM

3:02:32PM

3:02:32PM

3:02:32PM

3:02:32PM

Personglize | Find | Viewall | & | B2 First 4
Messape Text

WARNING: MO DEDICATED INSTAMCES AVAILABLE
FOR STMT_ASOF_TMP - USING BASE TABLE.
WARNING: NO DEDICATED INSTAMCES AVAILABLE
FOR STMT_BAL TMP - USING BASE TABLE.
WARNING: NO DEDICATED INSTAMCES AVAILABLE
FOR STMT_BFWD_TMP - USING BASE TABLE.
WARNING: NO DEDICATED INSTAMCES AVAILABLE
FOR STMT_BU_TMP - USING BASE TABLE.
WARNING: NO DEDICATED INSTANCES AVAILABLE
FOR STMT_CRSF_TMP - USING BASE TABLE.
WARNING: NO DEDICATED INSTAMCES AVAILABLE
FOR STMT_CST1_TMP - USING BASE TABLE.
WARNING: NO DEDICATED INSTANCES AVAILABLE
FOR STMT_CUST_TMP - USING BASE TABLE.
WARNING: NO DEDICATED INSTAMCES AVAILABLE
FOR STMT_DEL_TMP - USING BASE TABLE
WARNING: NO DEDICATED INSTANCES AVAILABLE
FOR STMT_ITEM_TMP - USING BASE TABLE.
WARNING: NO DEDICATED INSTANCES AVAILABLE
FOR STMT_ITM1_TMP - USING BASE TAELE.
WARNING: MO DEDICATED INSTAMCES AVAILABLE
FOR STMT_KT_TMF - USING BASE TABLE.
WARNING: NO DEDICATED INSTAMCES AVAILABLE
FOR STMT_PARL_TAQ - USING BASE TABLE.

17.Scroll down to view the Statement ID.
18.Copy (or make note of) the ID number to use in a future step.
19.Proceed to steps below for printing the statement.

Printing the Statement

Help

1-H of 21 '} Last
Explain

Explain

Explain

Explain

Explain

E:xplain

Explain

Explain

E:xplain

Explain

E:xplain

E:xplain

Explain

Statemenis > Process Monitor

izt ‘Add to Favorites. Sign out

Type Application Engine
ription PS/AR Statements
Stafus Posted

flate Process

Hold Request
Dueus Request
Cancel Request
Delete Request
Re-send Content
ftions

laramaters
l=ssage Log ‘Wiew Locks
atch Timings

hew Log/Trace

.:Ei

¢ OAKS FIN > Main Menu > Accounts Receivable > Customer Interactions >
Statements > Print Statements

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites + Main Menu - » Accounts Receivable » > Customer Interactions » > Sialements = > Print Statements.

my Ohilo.gov Hame Workfist Add to Favorites. Sign out

Q*.:F. Financials
Mew 'Mndnu.r| Help | =

Print Statements

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

Find an Existing Value Add a New Velue

Search Criteria

Run Control ID

[ case Sensitive

T
Search Clear | Basic Search H  Save Search Criteria

Find an Exsting Value | Add 2 Mew Valus

1. Search for and select an existing Run Control ID or click the Add New Value tab
to create a new Run Control ID.

a. Enter a descriptive name consisting of up to 30 alphanumeric characters,
with no spaces, in the Run Control ID field.
b. Click Add.

e The Statement Print page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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» Accounts Receivable » > Customer Interactions » > Stalements = >  Print Statements

Favorites = Main Menu -
myOhio.gov Hame Wiorkdist

Add to Favorites Sign out

*U;:S Financials
Mew \Mnduwl Help | Fersonalize Page | =]

Statement Print

Run Control ID Training Report Manager Process Monitor iy

Language
Report Request Parameters
Statement Number a

Customer ID % aQ

[ Delete After Print

= Add | Update/Display

[Fsave ||E=] Motify

2. Enter the Statement Number (copied or noted from step 18 above).

3. Click Run.
4. Click OK on the warning message that displays.

Message

Waming — Please process this request immediately. Failure fo do so may result in the loss

of data. (8000.764)

Please process this request immediately. Failure to do so may result in the loss of data.

r

Ok Cancel

« The Process Scheduler Request page displays.

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

Run Control ID Training

Run Date 111472018 x|
mm.nm | Reset to Current Date/Time

Frocess Type *Type Format Distribution
FSJob [None) ~] [(None) ] Distribution
BiFwisher Wi ] [FOF ] Distiusion
BiPwisher [T ][FF ] Disvouiion
R s =
BiFuishe [ ][FOF ] Dsvioution
Balance Forward St P wiAgiro Bl Pubkisher [Web | [FDF___ ] Distribution
XMLP Statment Bursting Program jcstion Engine  [Web ~|[TXT___ | Distribution

[ ok J[ cancel |

ooooooad

5. Select the checkbox next to PS/AR Statements Print.

6. Click OK.
7. Click the Process Monitor link to review the status of the run request.

e The Process List 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 » > Customer Interactions = > Stetements = > Print Statements * Process Monitor

myOhic.gov Home Workfist Add to Favorites Sign out
[ QJA-ES Financials

Mew VWindow | Help | Personalize Page | =
Process List Server List

View Process Request For

User D[10101823 | Type o] [Last v 43 Refresh
Seruer Name @, Instance From Instance To
RunStstus[ V] Distribution Status M save On Refresh
Process List Personalize | Find | View Al | & | B First ‘4 1-6of8 '}/ Last
Select Instance Seq. Process Type n;ﬁ“ User Run DatelTime Run Status [sli:gji:ution Details
H9757E3 PSJob ARSTPRT 1001823 117182018 2:35:30PM EST Success Posted Details
8975745 PEJob STATEMNT 1001823 11/14/2018 1:28:00PM EST Success Posted Details
8975728 PEJob STATEMNT 10101823 11/14/2018 1:20:33PM EST Success Posted Details
897727 PSJob STATEMNT 10019823 11/14/2018 12:54:07PM EST Success Posted Details
8a7ET18 PSJob STATEMNT 10101923 11/14/2018 12:28:00PM EST Suctess Posted Details
8975700 PSJob STATEMNT 10019823 111142018 12:21:323PM EST Success Posted Details

Go back to Print Statements
Flsave ||=] Motify

Frocess List | Server List

Click Refresh periodically, until Run Status displays Success, and Distribution Status
displays Posted for the ARSTPRT job.

“Success” means that OAKS FIN has finished processing and the job ran successfully.
“Posted” means OAKS FIN has successfully created the statement.

Click Go back to Print Statements link.

e The Statement Print page displays.
Favorites - Main Menu - » Accounts Receivable » > Customer Interactions » > Sistements = : Print Stetements
myChio.gov Home Worklist Add to Favorites Sign out
Q\m Financials
Mew \f\-indcw| Help | Personalize Page | =
Statement Print
Run Control IV Training Report Manager Process Monitor By
Language [Ergisn V]
Report Request Parameters
Statement Number Q
Customer ID % QL
O pelete After Print
[l Seve ||[=] Notify L=+ Add || 7] Updste/Display
*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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10.Click Report Manager link.

« The Report Manager page displays.

Favorites Main Menu * Accounts Receivable » » Customer Interactions + > Ststements = > Print Statements * Report Manager
myChic.gov Home Waorkdist Add to Favorites Sign out

—
e:\(s Fimancials
e s -

Mew Window | Help | Personalize Fage | _Ij

List Explorer Administration Archives

View Reports For

Folder Instance to Refrash

Name Created On [ 1

Reports Personalize | Find | View All | & ET.' First ' 1-20f2 &' Last
Report Report Description Folder Mame g:&ﬂl—lﬁ:n IRDEPOH Ii::::::
igiggig: .;Jc:f ARMIZADT - ARX3IZADT FDF  Geners| ;14;‘;‘}‘6 5877502 BOTSTT2
ARX320008 pat ARX220008 FOF Genars a7 eeTsTes

Go back to Print Statements
E{ Save

List | Explorer | Administration | Archives

11.Click the pdf file name.
e The statement displays.

12.Click File > Print.

Blocking a Customer from Statements

Steps
¢ OAKS FIN > Customers > Customer Information> General Information

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites » | Main Menu = » GCustomers » » Customer Information =+ » General Information

myChio.gov Home Worklist
QJ-‘-\?S Financials

General Information

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

SetlD|= W STATE

Gustomer ID begins with ]

MName 1| begins with w

2P

Hame 2| begins with w
Telephone| begins with |
City| begins with %

State| begins with

Paostal Code| begins with

Oinclude History O correct History O case sensitive

]
Search Clear Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value

Add to Favorites Sign out

New Window | Help | £

Click the Find an Existing Value tab.

Enter the agency Business Unit in the SetID field.
Click Search.

Select a Customer.

Select "Hold" under the Dunning header.
Click Save.

ONOOAWNE

Click Correct History at the bottom of the General Info tab page.
Click Correspondence Options on the General Info Links dropdown list.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Creating Customer Follow-Up Letter

Overview

Agencies use Customer Follow-Up Letters to restate and document conversations that took
place between the agency representative and the customer. They are used to clarify
commitments and decisions.

Steps

¢ OAKS FIN > Accounts Receivable > Customer Interactions > Customer
Follow-Up Letter

Favorites - Main Menu -~ > Accounts Receivable = > Customer Interactions = > Customer Follow-Up Letter

—y .
‘E)AK? Financials

Customer Follow-Up Letter
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

Run Control ID:

[ ] case Sensitive

Search Clear |Basic Search [@F Save Search Criteria

Find an Existing Value | Add a New Value

1. Click the Find an Existing Value tab to search for and select an existing Run Control
ID.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Reuse a Run Control ID if previously created to lighten the load on the server and make
OAKS FIN run more quickly.

Or, click the Add New Value tab to create a new Run Control ID.

a. Enter a descriptive name consisting of up to 30 alphanumeric characters, with no
spaces, in the Run Control ID field.

b. Click Add.

2. Verify the SetID.

3. Use the Look up Customer ID tool to find and enter the Customer ID in the Customer
ID field.
4. Enter the Business Unit

5. Click Run.
e The Process Scheduler Request page displays.

Process Scheduler Request
User D OH_AR_ADMINISTRATOR Run Control ID follow_up_letter
Server Name | v| Run Date |06/22/2015 [
Recurrencel v| Run Time 5:10:09PM Resetto Current Date/Time
Time Zone @,
Process List
Select Description Process Name Process Type *Type *Format Distribution
(] AR Follow Up Letter ARX33004 Bl Publisher | Veb || PDF Vl Distribution
AR Follow Up Letters Extract AR_FOLLOWUP  Application Engine [Web  V|[TXT | Distribution
O PSIAR Follow Up Letters FOLLOWUP PSJob ||'I'Jnne:; b IIﬁHl:une‘.- Vl Distribution
OK Cancel

6. Select the checkbox at the left of the row in which the Process Name is FOLLOWUP.
7. Click OK.

e OAKS FIN assigns a Process Instance number when a process is run. Use this to track
the status of the run.

8. Click the Process Monitor link to review the status of the run request.
e The Process List 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 = » Customer Interactions = > Customer Follow-Up Letter  » Process Monitor

( ‘(MKS Financials
na.d

Process List || Server List
View Process Request For

UserID/OH_AR_REVE®,  Type | v [Last v 1) [Days w Refresh

sgrver" Y Name @, Instance to
Run Status b Distribution Status | v| [+ save On Refresh

Process List Personalize | Find | view Al | &9 | First ‘4’ 1-2 of 2 &' Last

Select Instance Seq. Process Type :;‘::gg User Run Date/Time Run Status i:::;::uhon Details
5451712 PSJob FOLLOWUP OH_AR_REVENUE_PROCESSOR 05M6/2015 2:54:46PW EDT Succass Posted Details
5451709 PSJob FOLLOWUP OH_AR_REVENUE_PROCESSOR 05/06/2015 250:57PM EDT Success Posted Details

Go back to Customer Follow-Up Letter

) Save | =] Motify

Process List] Server List

9. Click Refresh periodically, until Run Status displays Success, and Distribution Status
displays Posted.

e “Success” means that OAKS FIN has finished processing and the job ran
successfully. “Posted” means OAKS FIN has successfully created the statement.

10.Click the FOLLOWUP link in the Process Name column.

e The Process Detail page displays.

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

Process Name FOLLOWUP Refresh

Main Job Instance 5451712
Left | Right

F—-g 5451712 - FOLLOWUP Success
3 5451713 - AR_FOLLOWUP Success
B 5451714 - ARX33004 Success

Return

11. Click the subprocess whose name is AR, followed by a 5-digit number.
12. Click View Log/Trace.
e The View Log/Trace page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites = | Main Menu - 4- ieceivable v » Customer Interactions » > Customer Follow-Up Letter > Process Monitor

13.

14.
15.

A
( €AK_§ Financials

View Log/Trace

Report
ReportID 5877306
Name ARX33004
Run Status  Success

AR Follow Up Letter
Distribution Details

Distribution Node FNTRPUM

File List

Name
AE_ARX33004_6975680.stdout
AE_ARX33004_6975660.1rc

Distribute To
Distribution ID Type

User

Return

Process Instance 6975660

myOhio.gov Home Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | &

IMessage Log

Process Type XML Publisher

Expiration Date

File Size (bytes)
250
3.820

* Distribution 1D
10101923

0712972019

Datetime Created
11/02/2016 6:48:28.495347PM EDT
11/02/2016 6:48:28 49534TPM EDT

Click the pdf file name to display the letter.

The dunning letter itemizes all overdue items.

A separate window opens to display the pdf file.

Click File, then select Save As, Print, or Send > Page by E-mail.
Send to customer by preferred method.

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

Overview

Dunning letters can be used to notify customers of invoices that are past due. OAKS FIN
provides three levels of dunning letters, from a mild past due notice to a strongly-worded
demand for payment. The language used in the letter is based on the age of the item:

e 1 -45days past due
e 46 —90 days past due
e More than 90 days past due

Dunning letter levels in OAKS FIN are preset by the number of days past due; however,
agencies can choose when to send each level of letter.

Dunning letters can only be run once daily for a given “As Of" date.

The customer’s pending item must be past due. Typically, a follow-up letter will be sent prior to
dunning letters.

Steps

e OAKS FIN > Accounts Receivable > Customer Interactions > Dunning
Letters > Extract Dunning Letter Info

Running the Dunning Letter Process

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu - > Accounts Receivable ~ > Customer Interactions ~ > Dunning Letters ~ > Extract Dunning Letter Info

‘EH“:S Financials

Extract Dunning Letter Info
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
Run Control ID:| begins with v:

[] case Sensitive

Search Clear |Basic Search h:;'" Sawve Search Critena

Find an Existing Value | Add a New Value

1. Click the Find an Existing Value tab to search for and select an existing Run Control
ID.

e Reuse a Run Control ID if previously created to lighten the load on the server
and make OAKS FIN run more quickly.

Or, click the Add New Value tab to create a new Run Control ID.

a. Enter a descriptive name consisting of up to 30 alphanumeric characters, with no
spaces, in the Run Control ID field.

b. Click Add.

« The Dunning Letters Parameters page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Dunning Letters Parameters Display Currency

Run Control ID dunning_lefters Report Manager Process Monitor
Language | English %
Report Request Parameters
As of Date 06/22/2015 |[H) [Juse system Date

SetiD DASO1 @, Administrative Senvices

Unit % 2
Customer ID @
Correspondence Customer @,
Dunning Group | All Groups '

(® Use Severest Dunning Letter

Use Modest Dunning Letter

&l Save | =] Notify [Z+ Add

Dunning Letters Parameters | Display Currency

Run

2| Update/Display

2. Enter an As of Date to control the number of days for which past due items will be

calculated, according to that agency’s practices.
o The field defaults to the current date.

3. Enter the agency code into both the Unit and SetID fields.
4. Enter the Customer ID (optional).

e The state uses neither the Correspondence Customer nor Dunning Group

fields

5. Select the level of dunning letter. The options are:
e Use Severest Dunning Letter
e Use Modest Dunning Letter

Click Save.
Click Run.

e The Process Scheduler Request page displays.

NOo

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites ~ | Main Menu - 4 Receivable~ > Customer Interactions » > Dunning Letters v > Extract Dunning Letter Info
myOhio.gov Home Worklist Add to Favorites Sign out
\ e;‘“@ Financials
New Window | Help | Personalize Page | B
Process Scheduler Request

UserID 101015823 Run Control ID' TrainingDunninglLetter
Server Name [v] Run Date [11/02/2016 El

Recurrence ﬂ Run Time [6:5823PM Reset to Current Date/Time

Time Zone '}
Process List
Select Description Process Name Process Type *Type *Format Disfribution
[0 AR Dunning AR_DUNNING Application Engine  [Web  ~|[TXT | Distribution
[0  Dunning Letters DUNNING PSJob [(None) | [(None) | Distribution
1 Dunning for all levels DUNNINGA PSJob |{N0ne} v| |{Nnne) v| Distribution

OK Cancel

8. Select the process.

« Always select a PSJob process to create reports or letters. Two of these exist.

e The Dunning Letters (DUNNING) process creates a separate PDF report
file for each dunning level.

e The Dunning for all Levels (DUNNINGA) process creates a single PDF file
containing letters for all dunning levels.

9. Click OK.

« OAKS assigns a Process Instance number when a process is run. Use this to
track the status of the run.

10. Click the Process Monitor link to review the status of the run request.
e The Process List page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites Main Menu - 4 Receivable~ > Customer Interactions » > Dunning Letters v > Extract Dunning Letter Info
myOhio.gov Home Worklist Add to Favorites Sign out
dA_K‘é Financials
S
New Window | Help | Personalize Page | B
Process Scheduler Request
UserID 101015823 Run Control ID' TrainingDunninglLetter
Server Name [v] Run Date [11/02/2016 El
Recurrence M Run Time [6:5823PM Reset to Current Date/Time
Time Zone '}
Process List
Select Description Process Name Process Type *Type *Format Disfribution
[0 AR Dunning AR_DUNNING Application Engine  [Web  w|[TXT | Distribution
1 Dunning Letters DUNNING PSJob |{N0ne) v| |{Nnne) v| Distribution
1 Dunning for all levels DUNNINGA PSJob |{N0ne) v| |{Nnne) v| Distribution
OK Cancel

11. Click Refresh periodically, until Run Status displays Success, and Distribution Status

displays Posted.
Success” means that OAKS has

finished processing and the job ran

successfully. “Posted” means OAKS has successfully created the statement.

12. Click the DUNNINGA process name to open the Process Detail page.

13.Click the subprocess whose nam
14.Click View Log/Trace.

The Log/Trace page displays.

e is AR followed by a 5-digit number.

*See "The FIN SOURCE" for Ohio
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View Log/Trace

Report
Report ID: 4951912 Process Instance: 5915314 Message Log
Name: ARX33A00 Process Type: XML Publisher

Run Status: Success

Dunning Letters - All wiAgiro

Distribution Details

Distribution Node: PSNT_SY Expiration Date: I

File List
Name File Size (bytes) Datetime Created
AE_ARX33A00_5915314 stdout 301 06/22/2015 6:05:47.744882PM EDT
AE_ARX33A00_5915314.trc 3,691 06/22/2015 6:05:47.744882PM EDT
Distribute To
I[;;s-rt;:;}eutlon *Distribution 1D
User OH_AR_ADMINISTRATOR

Return

15. Click the pdf file name to display the letter.
16. A separate window opens to display the pdf file.
17. Click File, then select Save As, Print, or Send > Page by E-mail. Send to customer by

preferred method.
Blocking a Customer from the Dunning Process

Steps
¢ OAKS FIN > Customers > Customer Information> General Information

1. Verify the agency Business Unit in the SetID field on the Find an Existing Value
tab.

2. Click Search.

3. Select a Customer

4. Click Correct History at the bottom of the General Info tab page.

5. Click Correspondence Options on the General Info Links dropdown list.

6. Select "Hold" under the Dunning header.

7. Click Save.

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