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Setting up a Receivable Account for Customer

Click on Receivable Account
-Fill in the following fields
-Account: account name (12700-SC EPSCOR)
-Name: All caps (SC EPSCOR-PERSONNEL SERVICES)
-Address: you can choose to add more lines, if needed.

™ Activity Windows [_ (=]
File Edit Options Settings ‘Window Help

== -5 5 o e s

=T Receivable Account - 12700-5C EPSCOR

[ O[]

Receivable Account: [12700-5C EPSCOR |
LELLRSC EPSCOR PROGHAM H
DUNS Numhel:l:l Comments: @

Address

Format: [United States 2 =]

Address Line 1: [PD BDX 11526 |
Address Line 2: | |
City: State:
Zip Code:

|Ready

| ek O
iﬂstanl B2 smartStream - WRemate | yProduction Applications | T Microsoft Word - Howt... I 0% Movell Groupiwise - Mail... ”LE Activity Windows - UR... ‘ﬁg QR 25w




Click on Binoculars (any item that is in dark lettering must be completed)

M Activity Windows

- [5]x]
File Edit Options Seftings “Window Help
5 Ine | pml =il el 5
ol Cl elele] =) o Sle| s = 2
== Receivable Account - 12700-5C EPSCOR Eizmas el [[O[=]
Draft Information
Receivable Account: [12700-S  Repoiting
| Activity Histary
Mame: 21334 L
DUNS Number: Comments: @
Address
Format: |United States 2 =]
Address Line 1: [PD BOX 11526 |
Address Line 2: | |
City: [COLUMBIA State: [SC___[~*]
Zip Code:
“Wiew different groups of information about this window | =

iﬂstartl nSmartSIream -"Re..| qProduction &pplica.. | @Nuvell Groupiiise .. I @Elu\leiin Board - &p I T Microsoft Wiord

| 5 Activity Wincows - | ‘%G @E@yﬁy 11:43 AW




Choose General information
Fill in the following fields
-Remit to: (use flashlight icon to get list)
-Terms (flashlight)
-Credit account (flashlight)

™ Activity Windows

[_[5]x]
File Edit Options Seftings indow Help
EE = BEE R el =l -TE ]
~ Receivable Account - 12700-SC EPSCOR |_ O] |
Receivable Account: [12700-5C EPSCOR ]
Name: [GC EPSCOR PROGRAM ]
DUNS Numhel:lzl Comments: @
General Information
Remit-To: BURSAR { BURSAR'S OFFICE
Terms: [NET 30 | MET 30
Country: [UNITED STATES =]
Credit Account: [BA ] GENERAL ACCOUNTING
[ Draft Allowed
UserField1:[_ |
UserFied22[ |
Algorithm Dptions
[] Use Algorithm Allocation Algorithm Policy: [[NONE] ]
[] Use MonDeposit Checks [ Ignore Remittance Advice
|Ready |Browse, Zoom Awvailable | =] (o]

iﬂstartl __YProcuction Applic... | @Novell Groupise I &Clmx Program Mei... | .Smanstream - R I T Microsoft Word - .. |||1_: Activity Window... ‘ié[(fj*ﬂ @yﬁyy A0:20 Abd




Reporting

-Check for changes

-Make any necessary changes

M Achivity Windows

File Edit Dptions Seftings Window Help

_[5]x]

E RS EE A== TaEE]

=T Receivable Account - 12700-SC EPSCOR

Receivable Account: 12700-5C EPSCOR

Name: [SC EPSCOR PROGRAM

DUNS Mumber:[___ |

Comments: @

Reporting

Language: [[3TETNET S IG_—_—————— ~ |

Negative Display: [Leading  []
Phone Format: [Local 3+4 =1

Date Format
@ MDY
O DMY

CIYMD

Statement Group:[____ |

[ Statement Exempt
[] Dunning Exempt

Separators
Thousand: |
Decimal: |:|
Phone: l:l

J[=] E3

|Fieady
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Activity history

-Check for changes
-Make any necessary changes

™ Activity Windows

-5 ]
File Edit Options Settings ‘Window Help
s T slElE =l o o]z Kl = Slmle) 2]
~ Receivable Account - 12700-SC EPSCOR 9=l E3
Receivable Account: [12700-5C EPSCOR |
Name: [SC EPSCOR PROGRAM ]
DUNS Numhel:l:l Comments: @
Activity History
—Last Receivabl —Last 5
Identifier: AR245 Number:
Date: 743142003 Date:
—Last Dunning
Number:
Letter:
Date:
—Last Mail
Dperator: LITTLEJW
Date: 10/21/2003
|Ready | I |
iﬂstanl _ {Production Applic... | 09 Movel Grougivise I &b it Program Mei... | B smanStream - WR.. I T3 Microsoft viord - .. |||1_: Activity Window... ‘ﬂg@—ﬂ ooy 0 T RN
Save

Close



Reference

Search

Binoculars

! Activity Windows
e Edit Options Settings Window Help

belia] | 2l e8] o | ol i = miEs) 2|

Flashlight

== Receivable ___[E][E] B3

|Ready | Browse, Zoom Available == (]
i;stanl B2 smartSiream - URe.. | _ {Production Applica.. | %) Movel Grougivise .. I {0 Buletin Bosrd - A0 I T Microsoft ord |||1_: Activity Window... ‘ﬂg HR T 1098 am




Setting up Receivable Entity for Department

Click on Receivable Entity Policy

Search to see if entity is already set up with the UDAK
Fill in the following fields

-Receivable entity

-Choose a up to a 5 digit code for the entity (CELL, COM) -This entity will have a

specific UDAK so CELL may need to use CELL, CELL1, CELL2 for each UDAK.
-Name: CELL BIOLOGY (83561)

-Address: If address is needed

M Activity Windows

- [5]x]
File Edit Options Seftings “Window Help
== -0 = e e 0
= Receivable Entity Policy - CELL2 [_ O] x]
Receivable Entity: LELL? ] Name: [CELL BIOLOGY (83561) |
| Addiess
Fomat: [United States 2__]7]
Address Line 1: [ |
Address Line 2: | |
City: [ | State: >
ZipCode: [ ]
|Ready | ]3] 10of 49
iﬂstartl nSmartSIream - Remote _4Production Applications | W Wicrosott Word I 0% hovell GroupiAise - hail... “LE Activity Windows - VR... ‘%G Q]GQNJ‘GQ 137 Pht



Click on Binoculars (any item that is in dark lettering must be completed)

™ Activity Windows

[_[5]x]
File Edit Options Seftings indow Help
2 — P =1 sl ol
== o ol 15T el et |
= Receivable Entity Policy - CELL2 Phone and Fax [_ O[]
Defaults and Options
Receivable Entity: £ Na  Curency
Default Accounting Distibution
| Address
Format: [United States 2 [=]
Address Line 1: [ |
Address Line 2: [ |
City: [ | State: -
ZipCode: [ |

| This view contains curmency information for the receivable entity

I 10of49 ]

|
iﬂstartl hSmartE.‘tream - WRemote _Y|Production Applications | T Microsoft Ward I @Nove\l Groupiise - Mail... | 1 Activity Windows - YRe.. I ‘%E (El%@y.j:ﬂ'y 1:39 PM




Phone and Fax

-Input department information

™ Activity Windows

[ (=] x]
File Edit Options Settings ‘Window Help
1= = T o Y ==
~ Receivable Entity Policy - CELLZ2 9=l E3
Receivable Entity: Name: [CELL BIOLOGY [83561]
‘ Phone and Fax
Format: [T N~
rPhone —M
Area:  Local: Ext:
rFax——MMMM
Area:  Local:
I I |
[Ready | ek O

iﬂstanl _ {Production Applic... | 09 Movel Grougivise I &b it Program Mei... | B smanStream - WR.. I T3 Microsoft viord - .. |||1_: Activity Window... ‘ﬂg@—ﬂ ooy 0 T RN




Click on Binoculars

Defaults and Options

Fill in the following fields
-Terms: (flashlight)
-Aging: (flashlight)
-Remit to: (flashlight)
-Type: IDT

M Achivity Windows

_[5]x]
File Edit Dptions Seftings Window Help
sl T =SE @ b ol Ele F 2 2
== Receivable Entity Policy - CELL2 |_ O] x|
Receivable Entity: [CELL2 Name: [CELL BIOLOGY [83561) ]
Defaults and Options
Terms: {3 NET 30
Aging: STANDARD AGING
Remit-To: [BURSAR BURSAR'S OFFICE

—Remi On-Account rEffective Date—————

Category: Remittance-On-Account @ Entiy

Type: & Period End
ype  Document
—Remi All ion Tol Youcher Number Options
Wiite-Off Type: [PART [ Require
INCORRECT BILLING [ Automatically Generate
[ Allow Dverride
Maxi Tol Amount: 1.00]
Percentage of Remittance: Ij|
|Fieady |Browse, Zoom Available (| (o]

iastartl _|Production Applic | % hlovel Grougitise I g;cﬂr\x Program hlei | .SmartStream-\\R I T Microsoft vword - |||‘I_: Activity Window... \5;14]’:6 @,‘Nﬁyy A10:28 Abd




Click on binoculats
Default Accounting Distribution
-Input Receivable (12700) UDAK

M Activity Windows |_ & x]
File Edit Options Seftings “Window Help

elp Ol selE| = o olo Ele F £ 2

= Receivable Entity Policy - CELL2

[ O] =]

Receivable Entity: [CELLZ Name: [CELL BIOLDGY (83561) ]

Default Accounting Distril

E ntity: Account:  Unit: Project: Hplg: Year:

[fIe5 ;12700 | (2204000 ] (83561 | [1921

|F|ead}l

|Browse, Zoom Available B0 100f 49
| rhioven croupwise - vai... [ ctivity waindows 1R SOEY R 1:435m

iﬂstartl B3 =martStream - URemate _{Production Applications | T Microsoft Word

Save

Close



Setting up Sales Item Catalog

Choose Sales Item Catalog
Fill in the following fields
-Item: IDT-CELL BIOLOGY (83561)
-Description: CELL BIOLOGY PERSONNEL SERV
-UOM: EA
-Sales Item Commodity: IDT (flashlight)
-Internal Item ID: 0700 Services (flashlight)

M Achivity Windows HEE
File Edit Dptions Seftings Window Help

o|B| T =S E| =) o Ol Fe] 2

=~ Sales Item Catalog - IDT-CELL BIDLOGY (83561) =

Item: IDTCELL BIOLOGY (83561) 1
DRI ELRR CE L BIOLOGY-PERSONNEL SERVI
UOM:
Active Status:
Date Added: 10/22/2003
Sales Item Commodity: IDT RECEIVABLE
Intemal Item 1D: [0700

Service Indicator: []
Kit Indicator: []
Tax Rule: [

Tax Rate Code: [ |

R R ition Indi -
@ Comments

|F|eady | 0 21oid5 [
iastartl .SmartStream - URemate _iProduction Applications | T Microsott Ward I O hovel Groupitise - Mai “E Activity Windows - RL.. ‘%E @f@gﬁy 1:45 Pht
Save

Close



Setting up Sales Item Accounting Distribution

Choose Sales Accounting Distribution

Fill in the following fields
-Item: IDT-CELL BIOLOGY (83561)
-Distribution type: Sales
-Input Sales item UDAK

™ Activity Windows [_ (=]
File Edit Options Settings ‘Window Help

== -5 = e e S e

> Sales Item Accounting Distribution - IDT-CELL BIOLOGY [83561). Sales

Item: [IDT-CELL BIOLOGY [83561 Description: CELL BIOLOGY-PERSONNEL SERY

Distribution Type
Entity

Account  Unit Project

Rptg Year

Distribution Type: [EIcE SN - | Alias: [ ]
Entity:  Account: Unit: Project: Rptg: Year:

[MUCR_| 43400 | [2204000 | [83561

|F|eady

| [EIED 120626 [
I 0% Movell Groupiwise - Mail... ”LE Activity Windows - 'R... ‘ﬁg (R pie ) 48P

iﬂstanl B2 smartStream - IRemate _ Y Production Applications | T Microsott Word

Save

Close



Setting up Billing Accounting Distribution

Choose Billing Accounting Distribution
Fill in the following fields
-Receivable Entity: CELL2
-Distribution type: Sales
-Input Sales item UDAK

M Achivity Windows

File Edit Dptions Seftings Window Help

=21 = e e 2 0

== Billing Accounting Distiibutions - CELLZ, Sales

_[5]x]

Receivable Entity: [CELL2 Mame: CELL BIOLOGY (83561)
Distribution Type
Entity Account  Unit Project Hptg Year
Distribution Type: [EETEEANINGNRRG———— - | Alas: [ ]

Entitp:  Account:  Unit: Project: Rptg: Year:

[MUCR ] 43400 | [2204000 | [83561 1921
|Ready | (2] ] |
iastartl .SmartS{ream-\\Remnte _iProduction Applications | T Microsott Ward I O hovel Groupitise - Mai “E Activity Windows - RL.. ‘%E @f@gﬁy 1:51 Pht

Save



Billing document
Fill in the following fields
-Document: AR245

Setting up Billing Document

-Account: 12700-SC EPSCOR
-Receivable entity: CELL2

-Type: IDT (flashlight)
-Terms: NET 30

-Document date: (TEST: use JE date)
-It will bring in today’s date, if you change the date, a pop up screen will come up
asking is it should update the due date-click yes

-Effective date: (TEST: testing different dates)

™ Activity Windows

-5 ]
File Edit Options Settings ‘Window Help
== -5 = N e o S P = T
== Billing Document - AR245 [ [O]
Main View
Biling Document: EYEEYE ™" Comments:
Status: Sent
Account: [12700-5C EPSCOR SC EPSCOR PROGRAM
Receivable Entity- |CELL2 |CELL BIOLOGY [83561)
Category: _ Control Group
Tyne: dontiior ]
Terms: [NET 30 Date:| ]
Currency: R
Document Date: |7/31/2003 Base Document: BRZ45 |
Due Date: [8/30/2003 Original Document: AR245
Effective Date: (973042003 Cross Referenced To:
Plan: [] Tax Exempt:
Totals
Goods and Services: 100.266.26 Total Taxes: 0.00
Freight: 0.00 Total: 100,.266.26
Miscellaneous Charges: 0.00
|Rieady |Browse, Zoom Available = 3|

‘gl start I B2 smartStream - IRemate
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Click on Binoculars (any item that is in dark lettering must be completed)

M Achivity Windows HEE
File Edit Dptions Seftings Window Help
= = = e M W E¥ S = s '«ﬂ|
sl T BeE = | ole| gl =
== Billing Document - AR245 Detail iew [_TO[=]
Activity Yiew
Bill-To Addiess View
Billing Document: Z15PELH Ship-To Addrass View Comments: @
Status: Sent Line View
Account: [1T27005C EPSCOR__|S1  &ocounting Distibution Yiew
Receivable Entity: CELL BloLoGY (o tessanes
Category: _ Control Group
Type: IDT Identifier: | |
Terms: [NET 30 Date:[ ]
Currency: D Ref
Document Date: |7/31/2003 Base Document: ARZ45
Due Date: [8/30/2003 Original Document: AR245
Effective Date: |3/30/2003 Cross Referenced To:
Plan: [] Tax Exempt:
Totals
Goods and Services: 100,266.26 Total Taxes: 0.00
Freight: 0.00 Total: 100.266.26
Miscellaneous Charges: 0.00
“Wiew different groups of information about this window | =10 3|

il start I B3 smartStream
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Detail view
-Make any necessary changes

M Achivity Windows HEE
File Edit Dptions Seftings Window Help

S = = R e = A T e

== Billing Document - AR245 =
Detail View
D iption: |Inlla D t tal Transfer |
Assigned To: [THOMSONT
Drder
Shipment Date: l:| Shipment Reference: :l
Camier 1D: Purchase Order:
R R ition Rul
Revenue Recognition Rule:
Start Date:
End Date:
|Fieady

| ] (1 D
iastartl _|Production Applic | % hlovel Grougitise I g;cﬂr\x Program hlei | .SmartStream-\\R I T Microsoft vword - |||‘I_: Activity Window... \5;14]’:6 @,‘Nﬁyy 10:58 Abd




Click on binoculars
Activity view
-Make any changes necessary

M Activity Windows |_[&] %]
File Edit Options Seftings “Window Help

=R el E TR = TR

=T Billing Document - AR245

[ O] =]

Activity Yiew

Last Activity

Activity: Add By: THOMSONT
Date: 10/24/2003

Date Closed:

|F|ead}l

| |EwT 1
iﬂstartl __|Production Applic... | % hovel Groupitise I é’gcilnx Program hlei... | nSmarIStream - R I T Microsoft Yaord - .. |||1_: Activity Window... \5;4]65 @?E‘}GHQ 10:39 Ahd




Click on Binoculars
Bill to address
-Make any necessary changes

M Activity Windows |_[&] %]
File Edit Options Seftings “Window Help

=R el E TR = TR

=T Billing Document - AR245

[ O] =]

Bill-To Address View

Contact Hame: | | |:] Ti‘lle:l |

Format: [United States 2 [=]

Address Line 1: [P0 BOX 11526 |
Address Line 2: | |
City: [COLUMBIA State: [SC =
Zip Code:

|F|ead}l

| |EwT 1
iﬂstartl __|Production Applic... | % hovel Groupitise I é’gcilnx Program hlei... | nSmarIStream - R I T Microsoft Yaord - .. |||1_: Activity Window... \5;4]65 @?E‘}GHQ 10:39 Ahd




Click on binoculars

Line view
-Type in the item number: IDT-CELL BIOLOGY (83561)
-Quantity: 1
-Unit price: type in amount of IDT

M Activity Windows |_ & x]
File Edit Options Seftings “Window Help

=R el E TR = TR

=T Billing Document - AR245 =
Line View
Line Nbr Line Type Item Mumber Short Description uoM
Extended Description
[5ales [=]IDT-CELL BIOLOG][CELL BIOLOGY-PERSONNEL SERV|[ EA ||
| | »
Tax Rule Tax Rate Code Tax Amount Basiz Amount
Originating Tax ID Destination Tax ID Destination Exempt Tax ID
0.00 100,266.26
|Ready | ek

iﬂstartl __|Production Applic... | % hovel Groupitise I é’gcilnx Program hlei... | nSmarIStream - R I T Microsoft Yaord - .. |||1_: Activity Window... \5;4]65 @?E‘}GHQ 10040 Abd




Click on binoculars
Accounting distribution
-This should show the sales item UDAK
-If it does not, check your Billing Accounting Distribution

™ Activity Windows HmEE
File Edit Options Seftings indow Help

bo|b| Tl =S E| o o] oo Eir = 2%||w] 2

== Billing Document - AR245

J[=] B3

D ion Yiew

Distiibution Type
Alias Entity Account  Unit Project Hplg Year

|Ready

|Browse, Zoom Awvailable | =] (o]
iﬂstartl __YProcuction Applic... | @Novell Groupise I &Clmx Program Mei... | .Smanstream - R I T Microsoft Word - .. |||1_: Activity Window... ‘ié[(fj*ﬂ @yﬁyy A0:41 Abd

Save

Close



Workflow Approval Process



Once the billing document has gone through the approval process and the status is

Printing Invoice

complete, you may print the invoice.

Billing Document

Fill in the Billing document: AR245

Right click

Click on Go to Billing Document Print

M Achivity Windows |_ =] x]
File Edit Dptions Seftings Window Help
= = E R =l P P T TR
== Billing Document - AR245 M=
Main Yiew
Billing Document: Z3PL i Comments: @
Status: Sent W
Account: [TZ7005C EPSCOR__JscEl~ =0
Receivable Entity: [CELLZ |CELL BIOLOGY (83 ;ctivity e
Category: Bill To Address View
Type: Ship-To Address Yiew
Terms: [NET 30 Line iew
Currency: Accounting Distribution Yiew
Error essages
Document Date: |7/31/2003 245
Due Date: [8/30/2003 o ToAceounting Distribution 545
Effective Date: [573072003 Goflioamoi
[t [tem it Ermmor
Plan: []
Totals Copy Accourting ey
Goods and Services: 100,266 FastEfemting ey 0.00
Freight r Accounting Reps Browse 100,266.26
Miscellaneous Charges: [ Zoomto
Go to Approval
Go ta Biling Dacument Print
(5o to Biling Document Plan
|Head.\’ |Browse, Zoom Available (| ]

iastartl _|Production Applic | @Novell Groupiiise I g;cﬂr\x Program Rei | .SmartStream-\\R I T Microsoft Ward - | | I Activity Windows I ‘agqj%g @Qyﬁyy 11:44 Al




Fill in the following fields:
-Print type: normal print
-If you need to print a second invoice choose duplicate print
Highlight the billing document in the box
Right click
Click on print document

M Activity Windows

- [5]x]
File Edit Options Seftings “Window Help
= = E I EN R =)
TBiIIing Document Print - CELL2 [_ O] x]
Receivable Entity: Process Date: [10/29/2003
Print Type:
Beginning D :|.ER254 Ending D -
Beginning A - Ending Account: [ |
Billing Document
12700-5C EPSCOR Not Selected
Search
Print Now
Fiezet Print Flags
4 3
|Ready | ]

iﬂstartl __|Production Ap | 3% Novell Graup.. | ﬁscdrix Program .. | nSmartStream - | ¥ Microsoft Wor. | @Geac Enterpri... I I Activity V\ﬁndu...l ‘%Qjég @QH}GQQ 1:54 P




The process will bring you to Access and begin processing the invoice. This may take a few
minutes so just let the process run. When the process finishes it will bring to the print
document screen.

Close

Microsoft Access [_ (=]
S File Edit Yiew lnset Tools ‘Window Help Type a question for help |+

DEHA|SRY |42 o BB ke @860,

g8 [bl32 : Database [Access 2000 file format)
VB Boein  dtlien | X [% T
Obijects b 5
Tables Lirk Globals

Print Irvoices
RDO_calls
Trarslation

Queries
Foimnz
Reports
Pages

Macros

SO EEHEBE @

Modules

Groups

(#] Favoiites

|Processing Command Line... | l:“:“:”:“:ll:“:l
i;stanl _ {Production .. I % Novell Grou I & it Proor... I Basmarstrea. . I TP Microsaft V. I (T Geac Enter... | i Activity Win...lMicmsuﬂ ‘ﬂg@—ﬂ ooy 0 T R




Load and Post Billing Documents in Receivables

Job Scheduler

™ Activity Windows
File Edit Options Seftings indow Help

[_[5]x]

= e = =S T R e = e e =l

" Job Scheduler - [Untitled]

Job Name: Qualifier:

Description:

| O] Public

Schedule... |

- [ Run as scheduled
[ Delete when done

Security Profile:

Mail... |
Step Flow |

Bun Now |

¥iew Running I

Step name |Program name |Parameters

[Class

| Priority DBS

=]

=l |

o

|Ready

[E3]e]

&

iﬂstartl __YProcuction Applic... | @Novell Groupise I &Clmx Program Mei... | .Smanstream - R I T Microsoft Word - 1. |||1_: Activity Window... ‘ié[(fj*ﬂ @yﬁyy 11:59 Ab



Use the Search to list jobs
Choose Load Receivables

W Activity Windows _ & x|
File Edit DOptions Seftings “Window Help

Dpen For Job Scheduler

Field Operator Value [Case Sensitive) Add
| =l [=l
Delete
User ID is equal to THOMSONT
Clear
Search

Job Mame Job Qualifier Job Description

RECEIVABLE

Hows Retnieved: 1

0K Cancel More Select All Print | Copy Help

|Ready | |EwT 1
iastartl _ {Production Applic... | % hovel Groupitise I &Cilnx Program hlei... | nSmarIStream - R I T Microsoft Vord - 1. |||1_: Activity Window... \55[4]65 @?Nﬁyy 12:01 P




The program will populate the necessary fields.

Make sure you have the correct security profile.
Click on Run Now.

M Achivity Windows HEE
File Edit Dptions Seftings Window Help

= =1 o = s e o 2 e e

=T Job Scheduler - THOMSONT, LOAD, RECEIVABLE | _ (O] x|
Job Name: Qualifier: Mail
[LOAD JRECEIVABLE ] o Mat. |
Description: Step Flow |
[ | T Public
Security Profile: Schedule.... | < .
[THOMSONT [E] | Run as scheduled __ BunNow | To run job

[ Delete when done: View Running I
Step name |Program name |Parameters |Class Priority DBS
[ETEFT  [farcOioi = [oN ] 500
To view job
|Fieady

| [T et [
iastartl _|Production Applic | % hlovel Grougitise I g;cﬂr\x Program hlei | .SmartStream-\\R I T Microsoft Ward - | |||‘I_: Activity Window... \5;14]’:6 @,‘Nﬁyy 12:02 Pt

By checking the view running, it will tell you when the job is complete.

Close



Posting Receivables to Ledger

Job Scheduler

Click on search
Highlight the POSTAR
Click OK

= Activity Windows =]
File Edit Options Settings Window Help

wle) | BlSlE @ v ol ml E e 2

"~ Jab Scheduler - [Untitled] o [l
Job Name: Qualifier: E
Hail . |
[ | 1
Description: Step Flow |
[ | [ Public
Security Profile: | Schedule... | ‘
T = e e s HRun Now |
=2 File Open For Job Scheduler B
| Field DOperator Yalue [Case Sensitive) Add
Step na = =
| | | e
Search
Uszer ID Job Mame |Job Qualifier Job Description [ -
= EDPOSEND PO EXTRACT AND SEND
= FCTABLE |UPDATE UPDATE DISTRIBUTION TABLE J
= FUNDSCNT |BUILDDISTRIBUTION Build Funds Control Distribution Table
= LEDGER LOADJOURMNALS Load Ledger Balances
= LEDGER POSTING Post to Ledger
= POSTAR POST Post AR journals to Ledger
= REMPOST |POST REMITTANCES Post Remil
= [TBLDMCCU [TBMCCU | Trial Balance By Ledger MCCU
« l _>|_I
Rows Retrieved: More
0K | Cancel | Hore | Select All | Print | Copy | Help |
|Ready | I |
i;stanl B2 smartStream - IRemate

_sProduction Appications | 8% Novall Grougiwise - Mal..| B Microsort word - T Pr...|[i activtywindows - v GRS5 < B BE] 1055 am




Click Run now

= Activity Windows [_[=]x]

File Edit Options Seftings indow Help

= M = S T e o e T T

=7 Job Scheduler - = POSTAR, POST (O] ]
Job Name: Qualifier: Mail |

[POSTAR JPOST [ —

Description: Step Flow |

Post AR journals to Ledger B4 Public
Security Profile: Schedule... — —————| ToRun
0 un 2 scheduid T
[ Delete when done ¥iew Running I
Step name |Program name |Parameters

[Class [\ [Priority  |DBS
[oNx ] 504

’FiTEP[H |Ledge[ Posting | EPDSTAH

To view job

status
[Ready |Zoom v ailable |FsI 0 15050 O
iﬂstartl hSmartE.‘tream - WRemote __4|Production Applications I @Nove\l Grouplise - Man...l T Microsoft Word - DT Pr... “E Activity Windows - L. ‘@%E @*yﬁy A0:56 Ab

Click on View Running to find out when job is finished running.



Recurring IDT or Scheduled Payments

Create Billing document (See Setting Up Billing Document)
Mark the “Plan” box on the Main screen.

™ Activity Windows HmEE
File Edit Options Seftings indow Help

bo|b| Tl =SE| = 3| oo Ele = 2% SlE] 2

= Billing Document - AR101 [_10O]
. Msnvew
Biling Document: JIEELH ™" Comments: @
Status: Master
Account: [12700-COFC COLLEGE OF CHARLESTON
Receivable Entity: [CELL _ |CELL BIDLDGY (83560)
Category: _ Control Group
Type: Identifierr ||
Terms: [NET 30 Date[ ]
Currency: _Ref
Document Date: [11/10/2003 Base Document: BR101
Due Date: [12/10/2003 Original Document: AR101
Effective Date: [11/10/2003 Cross Referenced To:
Plan: [{] Tax Exempt:
Totals A
Goods and Servigf }: 12,000.00 Total Taxes: 0.00
Frei 0.o0 Total: 12.000.00
Miscellaneous Charg| |- 0.00
When setting
up Billing
Document,
check this
box.
|Ready |Browse, Zoom Awvailable | =] 1
iﬂstartl __YProcuction Applica. | @Nuvel\ Groupvise . | &Cnrlx Program Meig I .Smar‘tstream - WRe. I T Mickosoft Word - 1... |||'_E Activity Window... ‘%@*E@yﬁy A0 23 Abd

Once you get approval for the billing document, the status will change to “Plan Required”
and you can set up Billing Document Plan.



Setting up Billing Document Plan

Billing Document Plan
Billing Document: AR#
Document Frequency: monthly, weekly etc.
Document Type: There are two types Recurring and Scheduled Payments(see below)
Number of installments: number of recurrence or payments

Recurring invoice-will generate installments for frequency and use the total amount of
invoice for each installment

™ Activity Windows HmEE
File Edit Options Seftings indow Help

bo|b| | =S e @ 8| Ol mled 5 2

= Billing Document Plan - AR101 |_ O]
Billing Document: [AR101 |1
D Fi : [MONTHLY ] D Type:
Document Date: |11/10/2003 Final Due Date: 10/10/2004
Mumber OFf Instalments:
Document Total: 12.000.00
Document Number| Document Status Document Amount| Document Date | Final Document
1 Printed 12.000.00 11/10/2003 N
2 Open 12.000.00 12/10/2003 N
3 Open 12.000.00 1/10/2004 N
4 Open 12,000.00] 2A10/2004 N
5 Open 12,000.00) 3410/2004 N
[ Open 12,000.00) 4/10/2004 N
7 Open 12,000.00) 5/10/2004 N
8 Open 12,000.00) 6/10/2004 N
9 Open 12.000.00, 7F/10/2004 N
10 Open 12.000.00, 8/10/2004 N
11 Open 12.000.00  9/10/2004 N
12 Open 12.000.00 10/10/2004 hd
Document Humber: Document Status:
Document Amount: Document Date:
Final Document: []

|Ready | (2]} [

iﬂstartl __YProcuction Applica. | @Nuvel\ Groupvise . | &Cnrlx Program Meig I .Smar‘tstream - WRe. I T Mickosoft Word - 1... |||'_E Activity Window... ‘%@*E@yﬁy A0:35 Abd




Scheduled payment-takes the total amount of invoice divided by the frequency number

(works like a payment plan)

M Achivity Windows

< | Actionlcon
File Edit Dptions Seftings Window Help

o|b| Tl =S & »| Ol Eled = 2

== Billing Document Plan - AR102 |_ O] x|
Billing Document: [ﬁHll]Z |
D Fi : [HONTHLY =] D Type: |Scheduled Payment [*
Due Date: [12/10/2003 Final Due Date: 5/10/2004
Humber Of Instalments: l:l
Document Total: 2.000.00
Document Number| Document Status Document Amount Due Date Final Document
1 Printed 333.33 12A10/2003 N
2 Printed 333.33  1/10/2004 N
3 Printed 333.33  2/10/2004 N
4 Printed 333.33  3/10/2004 N
5 Printed 333.33  4/10/2004 N
6 Printed 333.35  5/10/2004 hd
Document Humber: Document Status:
Document Amount: Due Date:
Final Document: []
|Ready | (2] ] |
iastartl __{Pracuction Applica | %) Novell Grougitse | ﬂcﬂrix Program heig I B3 SimartStream - WRe I T Microsoft Wiard - | |||1_: Activity Window... \%@%E@Lﬁﬁy 03T AW

Click on action bar
Choose Generate installments
-System will automatically generate you installments

Save - the status of the billing documents will change to Complete.

Print invoice
-With the recurring invoice, you will get the first invoice.

-With the scheduled payment, you will get a master invoice and a Billing Document

Schedule.
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