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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.



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



Choose General information
     Fill in the following fields

     -Remit to: (use flashlight icon to get list)
     -Terms (flashlight)
     -Credit account (flashlight)



Reporting
-Check for changes
-Make any necessary changes



Activity history
-Check for changes
-Make any necessary changes

Save 
Close



Reference
Flashlight
Binoculars
Save
Search



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



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



Phone and Fax
-Input department information



Click on Binoculars
Defaults and Options
Fill in the following fields

-Terms: (flashlight)
     -Aging: (flashlight)
     -Remit to: (flashlight)

-Type: IDT



Click on binoculars
Default Accounting Distribution

-Input Receivable (12700) UDAK

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)

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

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

Save



Setting up Billing Document

Billing document
Fill in the following fields
     -Document: AR245
     -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)



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



Detail view
-Make any necessary changes



Click on binoculars
Activity view

-Make any changes necessary



Click on Binoculars
Bill to address

-Make any necessary changes



Click on binoculars
Line view

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



Click on binoculars
Accounting distribution

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

Save
Close



Workflow  Approval Process 



Printing Invoice

Once the billing document has gone through the approval process and the status is
complete, you may print the invoice.

Billing Document
Fill in the Billing document: AR245
Right click
Click on Go to Billing Document Print
 



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



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
 



Load and Post Billing Documents in Receivables

Job Scheduler



Use the Search to list jobs
Choose Load Receivables



The program will populate the necessary fields.
Make sure you have the correct security profile.
Click on Run Now.

By checking the view running, it wi

Close

To run job
To view job
ll tell you when the job is complete.



Posting Receivables to Ledger

Job Scheduler
Click on search
Highlight the POSTAR
Click OK



Click Run now  

Click on View Running to find out w

To Run
To view job
status
hen 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.

Once you
and you c
When setting
up Billing
Document,
check this
box.
 get approval for the billing document, the status will change to “Plan Required”
an 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



Scheduled payment-takes the total amount of invoice divided by the frequency number
(works like a payment plan)

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.

Action Icon


	SmartStream@
	
	Accounts Receivable/Billing


	IDT Processing
	October 2003

	Setting up a Receivable Account for Customer
	Reference
	Setting up Receivable Entity for Department
	Setting up Sales Item Catalog

	Save
	
	Setting up Sales Item Accounting Distribution

	Setting up Billing Accounting Distribution
	Setting up Billing Document
	
	
	
	
	Workflow  Approval Process






	Once the billing document has gone through the approval process and the status is complete, you may print the invoice.
	Billing Document
	Load and Post Billing Documents in Receivables
	Posting Receivables to Ledger

	Job Scheduler
	Click on search
	
	
	
	
	
	
	Recurring IDT or Scheduled Payments
	Setting up Billing Document Plan









