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Reporting and Inquiring in AR1.0

Supplemental Job Aid

Date: 07/14/2014

Target Audience:  AR Viewer, AR Reporter 

Purpose: This Supplemental Job Aid provides the instructions for reporting and inquiring in Accounts Receivable.

Reporting and Inquiring in Accounts Receivable:

	Inquiry / Report / Query Name
	Inquiry or Report
	Description  of Inquiry or Report
	User Role
	Navigation
	Purpose
	UPK Reference (If Applicable)

	Item Inquiry
	Inquiry
	Inquire on open and closed items including Receivables 
	AR Viewer
	Accounts Receivable > Customer Account > Item Information > View/Update Item Details
	Reviews data on Open or Closed Receivables.
	AR103

	Deposit Inquiry
	Inquiry
	Inquire on Deposit Header Information
	AR Viewer
	Accounts Receivable > Payments > Review Payments > All Deposits
	Inquiries on Deposit Header Information including Deposit Amount, Bank Deposit Number, and Date.
	AR201

	Incomplete Deposit Inquiry
	Inquiry
	Inquire on an Incomplete Deposit
	AR Viewer
	Accounts Receivable > Payments > Review Payments > Incomplete Deposits
	Inquiries on Incomplete Deposits that have not been fully posted yet.
	AR201

	Customer Payment Inquiry
	Inquiry
	Inquire on Customer Payment Information
	AR Viewer
	Accounts Receivable > Payments > Review Payments > All Payments
	Inquiries on any receipt information within a deposit.
	AR201

	Customer Payment Inquiry (Not Posted)
	Inquiry
	Inquire on Customer Payments that are not yet posted
	AR Viewer
	Accounts Receivable > Payments > Review Payments > Incomplete Payments
	Inquiries on Incomplete Customer Payments.
	N/A

	Receivable Payment Inquiry Set to Post
	Inquiry
	Inquire on Customer Receivable Payments ready to post
	AR Viewer
	Accounts Receivable > Payments > Review Payments > Payments Set to Post
	Inquiries on Customer Payments that are set to post.
	N/A

	Miscellaneous Receipt Accounting Entries Inquiry
	Inquiry
	Inquire on Miscellaneous receipt accounting entries
	AR Viewer
	Accounts Receivable > Direct Journal Payments > Modify Accounting Entries
	Inquiries on accounting entry details for miscellaneous receipts. 
This inquiry does not include accounting entry details for receivable payments; only miscellaneous receipt accounting entry details will be viewable using this inquiry.
	N/A

	Receivable Payment Accounting Entries Inquiry
	Inquiry
	Inquire on payment accounting entries
	AR Viewer
	Accounts Receivable > Receivables Update > Posting Results-Payments > Item w/Accounting Entries
	Inquiries on accounting entry details for receivable payments.
This inquiry does not include accounting entry details for miscellaneous receipts; only accounting entry details for receivable payments will be viewable using this inquiry.
	N/A

	Miscellaneous Receipt Cash Reclassification Inquiry
	Inquiry
	Inquire on a Miscellaneous Receipt cash reclassification
	AR Viewer
	Cash Management > Treasury Accounting > Cash Accounting > Review Direct Journal Payment
	Inquiries on the cash accounting reclassification entries for miscellaneous receipts.
	N/A

	Receivable Payment Cash Reclassification Inquiry
	Inquiry
	Inquire on a Receivable Payment cash reclassification
	AR Viewer
	Cash Management > Treasury Accounting > Cash Accounting > Review Customer Item Payment
	Inquiries on the cash accounting reclassification entries for receivable payments.
	N/A

	Cash Receipts Report (ZZ_AR_CSHRCP)
	Report
	Report of deposit, payment, and accounting entry information
	AR Reporter
	Accounts Receivable > Payments > Reports > Cash Receipts Reports
Query Name: ZZ_AR_CSHRCP

	Provides detailed information on deposit, payment, and accounting information. This report can be used for remittances of miscellaneous receipts.
	AR201

	Bill Payments in Payment Worksheets (ZZ_BI_PAYMENT_IN_WS)
	Report
	Report of customer bill payments that are ready to be finalized in a Payment Worksheet
	AR Reporter
	Reporting Tools > Query > Query Viewer

Query Name: ZZ_BI_PAYMENT_IN_WS
	Provides accounting information for receivable payments where the receivable originated from the Billing module. These receipts are in a Payment Worksheet and have not been posted yet. 
This report may be used for remittances, depending on departmental business practices.
	N/A

	Receivable Payments in Payment Worksheets 
(ZZ_AR_PAYMENT_IN_WS)
	Report
	Report of customer receivable payments that are ready to be finalized in a Payment Worksheet
	AR Reporter
	Reporting Tools > Query > Query Viewer

Query Name: ZZ_AR_PAYMENT_IN_WS
	Provides accounting information for receivable payments where the receivable originated from the Accounts Receivable module. These receipts are in a Payment Worksheet and have not been posted yet. 
This report may be used for remittances, depending on departmental business practices.
	N/A

	Posted Bill Payments (ZZ_BI_PAYMENT_POSTED)
	Report
	Report of customer bill payments that are have been posted
	AR Reporter
	Reporting Tools > Query > Query Viewer

Query Name: ZZ_BI_PAYMENT_POSTED
	Provides accounting information for receivable payments where the receivable originated from the Billing module. These receipts have been posted.  
This report may be used for remittances, depending on departmental business practices.
	N/A

	Posted Receivable Payments
(ZZ_BI_PAYMENT_POSTED)
	Report
	Report of customer receivable payments that are have been posted
	AR Reporter
	Reporting Tools > Query > Query Viewer

Query Name: ZZ_AR_PAYMENT_POSTED
	Provides accounting information for receivable payments where the receivable originated from the Accounts Receivable module. These receipts have been posted. 
This report may be used for remittances, depending on departmental business practices.
	N/A

	Pending Receipts Aging Report (ZZ_PENDING_RECEIPTS)"
	Report
	Report of any GL journal entries and miscellaneous receipts coded to Uncleared Collections
	AR Reporter
	Reporting Tools > Query > Query Viewer

Query Name: ZZ_PENDING_RECEIPTS
	Provides any GL Journal Entries and miscellaneous receipts recorded in the AR Module that have been finalized and posted to the Uncleared Collections account.
	AR201

	Accounts Receivable Aging Report (ZAR018)
	Report
	Report of open items including Receivables
	AR Reporter
	Accounts Receivable > Receivable Analysis > Aging > Aging Detail by 
Report Name:        ZAR018
	Provides detailed information on open items including receivables. This report displays aging information for the open items.
	AR103

	Customer Account History Report
(ZAR025)
	Report
	Report of customer item activity
	AR Reporter
	Fiscal Process > Fiscal Reports > Accounts Receivable Reports > Customer Account History Report

[bookmark: _GoBack]Report Name:        ZAR025
	Provides item activity information including receivables for customers. No accounting details are displayed on this report. 
This report displays high-level details of which receivables related to the customer are outstanding (amount, accounting date, collected amount).
	AR103

	Receivable Refunds Report
(ZZ_RECEIVABLE_REFUNDS_REPORT)
	Report
	Report of customer credit balance refunds
	AR Reporter
	Reporting Tools > Query > Query Viewer

Query Name: ZZ_RECEIVABLE_REFUNDS_REPORT
	Provides information regarding refunds of customer credit balances that are within a Maintenance Worksheet (including posted and in process Maintenance Worksheets). This report does not include information for refunds of miscellaneous receipts.  
	N/A

	Non-Sufficient Fund Report (ZZ_NON_SUF_FND)
	Report
	Reports on customer conversations related to non-sufficient funds
	AR Reporter
	Reporting Tools > Query > Query Viewer

Query Name: ZZ_NON_SUF_FND
	Provides Customer Conversation details that are identified as being related to Non-Sufficient Fund receipts. The use of keywords enables this report to display conversations related to NSF fees/transactions.
	N/A

	Receivable Write Off Report
(ZZ_AR_WRITE_OFF_REPORT)
	Report
	Report of receivables that have been written off
	AR Reporter
	Reporting Tools > Query > Query Viewer

Query Name: ZZ_AR_WRITE_OFF_REPORT
	Provides written off receivable information. Receivables are written off using maintenance worksheets.
	N/A
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