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Remittances – Entering Deposits and Running

AR Reports for Remitting Cash to a State Fund 1.0

Supplemental Job Aid
Date: 09/18/2014

Target Audience: Wave 1 departments that will be remitting customer payments to a State fund
Roles: Department AR Payment Processor, AR Payment Approver, and AR Reporter 


Purpose:  Create a Deposit in FI$Cal and Run AR report/queries
Remittances – Entering Deposits and Running AR Reports for Remitting Cash to a State Fund: 
· Part 1:  Create a deposit for billing payments and miscellaneous receipts
· Part 2:  Create a deposit for Accounts Receivable payments
· Part 3:  Run AR reports/queries needed to prepare the Remittance of Cash to a Fund (eFITS).
· Reports:  Cash Receipt Report 
· Queries:  
· ZZ_BI_PAYMENT_IN_WS, ZZ_BI_PAYMENT_POSTED
· ZZ_AR_PAYMENT_IN_WS, ZZ_AR_PAYMENT_POSTED

Part 1 – Create a deposit for billing items and miscellaneous receipts
Step 1: Log on to FI$Cal as a Department AR Payment Processor
Step 2: To create a deposit for the receipt, the Billing department needs to navigate to the Regular Deposit page:
· Navigation: Accounts Receivable ( Payments ( Online Payments ( Regular Deposit

· Click the Add a New Value tab
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Step 3: Enter or select a value for the Department Business Unit within the “Deposit Unit” field and click the Add button:
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Step 4: On the Totals tab, enter or select values for the following fields. NOTE: If selecting a value, click the Lookup icon next to the field and select a valid value.

· Bank Code: STATE

· Bank Account: This represents the CTS bank account
· Bank Deposit Number (if applicable; this represents the Bank Deposit Slip Number)
· Control Currency: USD

· Format Currency: USD
· Identifier (if applicable; this represents the Location Code for a deposit) 
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Step 5: Under the “Control Totals” section, enter the “Deposit Control Total Amount” and the “Count”.
Step 6: Select the Payments tab at the top of the page.
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Step 7: On the Payments tab, enter or select values for the following fields:
· Payment ID (user-defined value)
· Amount: Amount of Open Receivable
· Payment Predictor checkbox: Selected
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NOTE: If the Payment Predictor checkbox is selected, and the receipt has the same amount as the receivable and references the Item ID, then batch processes will automatically apply the payment to the receivable. If Payment predictor was not selected or the amount of the receivable is different from the payment, then the payment has to be applied via payment worksheet (UPK AR202 V2.0).
Step 8: Under the “Additional Payment Information” section, select values for the following fields:

· Payment Method: Check
· Cash Type: Gen Cash
· Check Date (if applicable)
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Step 9: Under the “Reference Information” section, enter or select values for the following fields. NOTE: If selecting a value, click the Lookup icon next to the field and select a valid value.
· Qual Code: I (represents that the receipt will be applied to an open item)
· Reference: Invoice ID
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Step 10: Click the Save button.
NOTE: Since Payment Predictor is selected, if the Payment Amount equals the receivable amount, then the payment will be automatically applied and posted to the receivable through AR Update batch processing.
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Step 11: Enter a miscellaneous receipt. Within the Payment Information page, click the Plus button at the right-hand corner of the page and add the following information for the miscellaneous payment:
· Payment ID (user-defined value)

· Amount: Amount of Open Receivable
· Journal Directly checkbox: Selected
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Step 12: Under the “Additional Payment Information” section, select values for the following fields:

· Payment Method: Check
· Cash Type: Gen Cash
· Check Date (if applicable)
Click the Save button.
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You have successfully created a Deposit that contains Billing Item payment and miscellaneous receipt payment.

Step 13: Log on to FI$Cal as a Department AR Payment Approver. Once access to FI$Cal has been granted to the Department AR Payment Approver, the menu displays. 

Step 14: Code Miscellaneous Receipt Payment
· Navigation: Accounts Receivable ( Payments ( Direct Journal Payments ( Create Accounting Entries. NOTE: The Find an Existing Value tab displays.

· Enter or select values for the following fields. NOTE: If selecting a value, click the Lookup icon next to the field and select a valid value.

· Deposit Unit

· Deposit ID
· Click the Search button.
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Multiple payments related to the deposit display on the Search page:
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Step 15: Select a payment and complete the accounting entries for the payment. Enter or select values for the following fields. NOTE: If selecting a value, click the Lookup icon next to the field and select a valid value. If necessary, scroll to the right within the Distribution Lines section to populate ChartField values.
· GL Unit

· Line Amount: Negative amount
· Reference: if applicable

· Fund: valid value
· ENY: if applicable
· Account: valid value
· Alt Acct: if applicable

· Program: if applicable

· Rptg Structure: if applicable
· Budget Date: if applicable

Click the Save button.
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The Payment line entry is saved.
Step 16: Select the Lightning Bolt Icon to create the cash offset accounting entry. 

NOTE: The cash offset accounting entry is generated. Both accounting entries are unable to be edited.
Click the Save button. The Payment line entry update is saved.
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Step 17: Select the Complete checkbox for the payment.
Click the Save button. NOTE: The payment is saved.
[image: image15.png]Accounting Entries || Deposit Control

unit: 0840 Deposit D: 162 Payment. CY-REVFINES seq:
Amount: 20000 USD "
[ complete Entry Event: Q
Budget Status:
Distribution Lines Personalize | Find | View Al | & | B First M 12012 B Last
Chartrields || Curency Detais | Budget | Journal Reference nformaton
oteuten  GLunt SpeedType Line Amount Currency  AppropRef Fund BN Account  AitAcet prog:
1 10840 20000 USD 0001 2014 4172000 0000000000 0500
2 20840 20000 USD. 0001 1100300 9999999999
P [ F— D
Total
Lines: 2 Total Debits: 20000 Currency:  USD Total Credits: 20000 Currency:  USD Net 000

B NextinList |[=] Notiy |[2 Refresh

@ save |[& RewmtoSearcn ||+

Accounting Entties | Deposit Control





Step 18: Click The Budget Check icon next to the Lightning Bolt icon. NOTE: The budget status is valid.
Step 19: Click the Save button. 
NOTE: The payment is saved and will post to the General Ledger when the AR updates run.
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Step 20: Review the “Payment Status” on the All Payments page.
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PART 2 – Create a deposit for Accounts Receivable payments 
Step 1: Create a deposit for an AR item not from billing.

Navigation: Accounts Receivable ( Payments ( Online Payments ( Regular Deposit

· Click the Add a New Value tab
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Step 2: Enter or select a value for the Department Business Unit within the Deposit Unit field and click the Add button:
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Step 3: On the Totals tab, enter or select values for the following fields. NOTE: If selecting a value, click the Lookup icon next to the field and select a valid value.

· Bank Code:  STATE

· Bank Account: This represents the CTS bank account

· Bank Deposit Number (if applicable; this represents the Bank Deposit Slip Number)
· Control Currency: USD

· Format Currency: USD
· Identifier (if applicable; this represents the Location Code for a deposit) 
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Step 4: Under the “Control Totals” section, enter the Deposit Control Total Amount and the Count.
Step 5: Select the Payments tab at the top of the page.
Step 6: On the Payments tab, enter or select values for the following fields:
· Payment ID (user-defined value)

· Amount: Amount of Open Receivable
· Payment Predictor checkbox: Selected
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NOTE: If the Payment Predictor checkbox selected, and the receipt has the same amount as the receivable and references the Item ID, then batch processes will automatically apply the payment to the receivable. If Payment predictor was not selected or the amount of the receivable is different from the payment, then the payment has to be applied via payment worksheet (UPK AR202 V2.0).
Step 7: Under the “Additional Payment Information” section, select values for the following fields:

· Payment Method: Check
· Cash Type:  Gen Cash
· Check Date (if applicable)
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Step 8: Under the “Reference Information” section, enter or select values for the following fields. If selecting a value, click the Lookup icon next to the field and select a valid value.

· Qual Code: I (represents that the receipt will be applied to an open item)

· Reference: Invoice ID
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Step 9: Click the Save button. NOTE: Since Payment Predictor is selected, if the Payment Amount equals the receivable amount, then the payment will be automatically applied and posted to the receivable through batch processing.
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Deposit is completed.
Step 10: Click the Save button. NOTE: Since Payment Predictor is selected, if the Payment Amount equals the receivable amount, then the payment will be automatically applied and posted to the receivable through AR Update batch processing.

Step 11: Log off as the payment processor
Part 3 – Running Queries/Cash Receipt Report to prepare remittance to the fund
Step 1: ZZ_BI_PAYMENT_IN_WS:  

· Navigation: Main Menu ( Reporting Tools ( Query ( Query Manager
· In the “Search By” field, select “Query Name”
· In the “begins with field”, type “zz_bi” and click the Search button
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A list of queries that match the search criteria displays.

Step 2: Within “ZZ_BI_PAYMENT_IN_WS”, click the HTML link.
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Step 3: Enter the following information:

· Unit
· From Date
· To Date
Click the View Results button.
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All payments applied to an invoice display. Deposit ID #163 has three payments for invoices. This query may be exported to Excel.

Close this query.
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Excel worksheet
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Step 4: Return to the Query Manager Search page and run the “ZZ_BI_PAYMENT_POSTED” query:
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Step 5: Within “ZZ_BI_PAYMENT_Posted”, click the HTML link:
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Step 6:  Enter the following information: 

· Unit
· From Date
· To Date
Click the View Results button
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NOTE: Because payments in this deposit have not been posted (AR Update processes have not run), this page does not display any payments.
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Step 7: Run the ZZ_AR_PAYMENT_IN_WS Query. This query displays all payments received and applied to an AR item.
· Navigation: Main Menu ( Reporting Tools ( Query ( Query Manager

· In the “Search By” field, select “Query Name”
· In the “begins with field”, type “zz_ar” and click the Search button
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A list of queries that match the search criteria display:
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Step 8:  Within “ZZ_AR_PAYMENT_IN_WS”, click the HTML link:
Step 9: Enter the following information:
· Unit
· From Date
· To Date
Click the View Results button”
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All payments applied to an AR item display. Deposit ID #164 has one payment. This query may be exported to Excel.
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Excel version
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Step 10: Run the ZZ_AR_PAYMENT_POSTED
· Navigation: Main Menu ( Reporting Tools ( Query ( Query Manage
· In the “Search By” field, select “Query Name”
· In the “begins with field”, type “zz_ar” and click the Search button
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Step 11: Enter the following information:
· Unit
· From Date
· To Date
Click the View Results button:
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NOTE: Because payments in this deposit have not been posted (AR Update processes have not run), this page does not display any payments.
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Step 12: Running the Cash Receipt Report – Run this report to review miscellaneous cash receipts/payments in FI$Cal:
· Navigation: Main Menu ( FI$Cal Processes ( FI$Cal Reports ( Cash Receipt Report

Step 13: Select the Add a New Value tab
· Enter a Run Control ID (user-defined) and click the Add button:
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Step 14: Within the Cash Receipt Report page, enter the following information:
· Business Unit
· Date From
· Date To 
Click the Run button.
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Step 15: Under the “Process List” section, verify that the Cash Receipt Report is selected. Click the OK button.
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Step 16: Record the Process Instance number and click the Process Monitor link:
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Step 17: Verify that the process has a Run Status of “Success” and a Distribution Status of “Posted”:
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Step 18: Retrieve report:

· Navigate to: Main Menu ( FI$Cal Processes ( FI$Cal Report ( Cash Receipts Report

· Click the ZZ_AR_CSHRCP.xls link:
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Cash Receipts Report Excel version
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Step 19: Combine information from the three reports.
ZZ_BI_PAYMENT_IN_WS – Excel spreadsheet (some columns and rows have been hidden within this report)
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ZZ_AR_PAYMENT_IN_WS – Excel spreadsheet (some columns and rows have been hidden within this report)
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ZZ_AR_CSHRCP.xls – Cash Receipts Report (some columns and rows have been hidden within this report)
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Step 20: Complete Remittance Report to State Fund:
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