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Setting Up an AR for an Employee 1.0

Supplemental Job Aid
[bookmark: _GoBack]
Date: 07/31/2014 

Target Audience: Department AR Item Processor, Department AR Item Approver
Purpose: This Supplemental Job Aid describes how a department should record an Employee Accounts Receivable within the Accounts Receivable module. Prior to establishing an Employee Accounts Receivable (AR), a customer record must exist for the employee. If a customer does not exist for the employee, the department must create the customer record prior to recording an accounts receivable for the employee.  

Setting Up an AR for an Employee:


Step 1: Log in as the Department AR Item Processor to create an accounts receivable for an employee.
Navigation: Accounts Receivable  Pending Items  Online Items  Group Entry
Click the Add a New Value tab, enter or select the Department’s Business Unit in the “Group Unit” field, and then click the Add button.
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Step 2: When entering a group within the Accounts Receivable module, a group can consist of multiple items, e.g., debit memos, credit memos, and receivables. This group is essentially a batch of these items. In the Group Control tab, enter or select values for the following fields:
· “Accounting Date” (this date will default as the Accounting Date for each item and may be changed at the item level; the item Accounting Date represents the Posting Date for that item)
· “Group Type”: “B” (this is the default value to identify that this group was entered within the Accounts Receivable module)
· “Origin ID”: “OBILL” (this is the default value to identify that this group was entered within the Accounts Receivable module)
· “Control” (in the “Currency” section): “USD”
· “Control” (in the “Control Totals” section): Total Amount of all items within the group
· “Count” (total count of all items within the group)

In this case, this group only has one item for the employee AR so the Control Amount is equal to the amount of the one item.
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Step 3: Click the Pending Item 1 tab to access the Pending Item 1 page. Within the Pending Item 1 page, enter or select values within the following fields to create the employee receivable:
· “Acctg Date” (represents the posting date of the receivable)
· “As Of Date” (represents the date of the receivable for calculating the due date)
· “Item ID” (a unique user defined identifier for the receivable)
· “Business Unit”
· “Customer” (represents the Customer ID for the employee)
· “Amount”
· “Entry Type”: “DR” (represents that this item is a receivable established through an online entry within the Accounts Receivable module)
· “Reason”: “PAR” (identifies that the item is an Employee AR)
· “AR Dist”: “AR-ABTMNT” (represents the default Accounts Receivable Account Code for abatements)
· “Terms” (represents the Payment Terms to calculate the Due Date of the receivable)  
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Step 4: The Pending Item 2 tab is used to identify if an item is in Collections or in Dispute. Since this Employee AR is being established for the first time, the receivable is not considered to be in dispute or in collections upon creation. If this item is in Dispute or placed in Collections after it has been established, the department can update the receivable with this information within the View/Update Item Details page.
Navigation: Accounts Receivable  Customer Accounts  Item Information  View/Update Item Details page. 
Since no data is being entered within the Pending Item 2 page, the Pending Item 3 tab should be selected to enter additional relevant information for the Employee AR. Click the Pending Item 3 tab to access the Pending Item 3 page. In the Pending Item 3 page, enter or select a value to represent the “Pay Period” for the Employee AR.  
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Step 5: Click the Group Action tab to access the Group Action page. In the Group Action page, click the Create Entries button in the “Accounting Entry Actions” section to generate accounting entries for the receivable.
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Step 6: After clicking on the Create Entries button, the system will automatically move to the Accounting Entries page. Default entries will be populated as noted within the screen shot below. The Department should override these values with the proper coding for the Employee AR. 
[image: ] 
In the line identified with the User type, enter or select values for the following fields to code the Employee AR:
“Amount” (negative amount of the AR since this line is the “Credit” line)
· “Approp Ref” (if applicable)
· “Fund”
· “ENY”
· “Account”
· “Alt Acct”
· “Program”
· “Rptg Structure” (if applicable) 

Verify that on the line with the AR type, the “AR Account Code” is correct. If not, update the “Account” value to be the correct value.


Step 7: Once the accounting entry information is entered/selected, click the Save button. The “Group ID” will be generated by the system. Once this is available, the Department AR Item Processor should inform the Department AR Item Approver that the group is available for the approver’s review.
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Step 8: Log out as the Department AR Item Processor and log in as the Department AR Item Approver to set the group to post. 
Navigation: Accounts Receivable  Pending Items  Online Items  Group Entry
On the Find an Existing Value tab, enter the Department’s “Business Unit” and “Group ID” that the Department AR Item Processor provided. Click the Search button.
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Step 9: The Department AR Item Approver is able to review all of the data entered for the Employee AR by clicking on the Group Control, Pending Item 1, Pending Item 3, and Accounting Entries tabs. In order to set the group to post, click the Group Action tab to access the Group Action page.

Within the “Posting Action” section, select the Batch Standard option to set the group to post. Click the OK button and then the Save button.
  
[image: ]

During the next run of the AR Update batch process, this item group will be posted within the Accounts Receivable module and the accounting entries will be sent to the General Ledger for posting. If the item does not post within the Accounts Receivable module, refer to the FI$Cal.024 and FI$Cal.025 job aids for correcting any accounting entry or budget checking errors for the receivable.
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