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Setting up a Receivable Account for Customer

Click on Receivable Account
-Fill in the following fields
-Account: account name (10417-3)
-Name: All caps (JENNIE O’BRYAN)
-Address: you can choose to add more lines, if needed.
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== Receivable Account - 10417-3 —1of x|
Receivable Account: [TIT7 3
Name: DEHNIE D'BRYAN ]
DUNS Number:[ ] Comments: @
Address
Format: [United States 2 =1
Address Line 1: [00 CHEVES STRELT
Address Line 2 [F20
City: RN T state [BE ]
Zip Code:
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Click on Binoculars (any item that is in dark lettering must be completed)
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DUNS Number: [ | Comments: @

Address

Format: [United States 2 =1

Address Line 1: [B00 CHEVES STREET
Address Line 2: [#20
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State: |SC =l
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Choose General information

Fill in the following fields

-Remit to: (use flashlight icon to get list) Cashier’s Office

-Terms (flashlight) Net 30

S
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REE
Receivable- Account
Name: [JENNIE O'BRYAN ]
DUNS Number: [ ] Comments: @
General
Remit-To: CASHIER'S OFFICE ... CASHIER'S OFFICE
Terms: [NET 30 NET 30
Country: [UNITED STATES =
Creditdccount: [ ]
[] Draft Allowed
UserFied:[__ ]
UserField2:[ ]
Igorithm Options
[J Use Algorithm Allocation Algorithm Policy:
[ Use NonDeposit Checks [ Ignore Remittance Advice
|Brawse. Zoom Availale: [ 3e8
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Reporting
-Check for changes
-Make any necessary changes

= Activity Windows:
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== Receivable Account - 10417-3 —1of x|
Receivable Account: [TIT7 3
Name: DEHNIE D'BRYAN ]
DUNS Number:[ ] Comments: @
Reporting
Language: EAIE IR~ Statement Group:[ ]
Megative Display: [Leading [~ [ Statement Exempt
Phone Format: [Local 3+4 = [ Dunning Exempt
Date Format 5
@ MDY Thousand: [_]
O DMY Decimak: [_]
CYMD Phone: [_]
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Activity history
-Check for changes
-Make any necessary changes
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Receivable Account: [10417-3
Mame: JENNIE O'BRYAN 1

DUNS Number: [ ] Comments: @

Activity History

Last i Last
Identifier Number:
Date: Date:

Last Remil Last Dunning
Identifier: Number:
Qualifier: Letter:

Date: Date:

Last
Operator: BILLTEMP1
Date: 03/09/2004
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Reference

Search

Binoculars

! Activity Windows
e Edit Options Settings Window Help
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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 (10417) -This entity will have a specific
UDAK.
-Name: University Guest House
-Address: If address is needed

™ Activity Windows =1 e
Fie Edit Options Seftings ‘Window Help
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== Receivable Entity Policy - 10417

=]

Receivable Entity: 10417 ] Name: [Uni Guest House |

Address

Format: [United States 2 |

Address Line 1: JACKIE C._BOLTIN
Address Line 2:
City: [ | State: =1
ZipCode: [ ]
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Click on Binoculars (any item that is in dark lettering must be completed)
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Fie Edt Dptions Seftings ‘window Help
== =T S T B e R :
v liess.
Defaults and Options
Receivable Entity: | ] Ni Curericy,
Default Accounting Distibulion
iess
Fomat. [Urited States 2 [7]
Address Line 1: JACKIE C. BOLTIN
Address Line 2:
City: [ State: =1
Zin Code: ]
SED 1at7e

[View different groups of information about this window
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Phone and Fax
-Input department information

W Activity Windows _18(x]
Fie Edi Options Sellings ‘Window Help
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== Receivable Entity Policy - 10417 _10f x|
Receivable Entity: [10417 Name: [Uni Guest House ]
| Phone and Fax
Format: [JITEETIEEE WA~ |
Phone
Area: Local Ext
Fax
Aea: Local
-7
FReady [®IE 176 [
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Click on Binoculars
Defaults and Options
Fill in the following fields
-Terms: (flashlight) Net 30
-Aging: (flashlight) Standard
-Remit to: (flashlight) Cashier’s Office
-Type: Check

LT
File Edit Opfions SeMings ‘Window Help
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REE
Receivable Entity: Name: [Uni Guest House ]
Defaults and Options
Terms: [N ! NET 30
Aging: ETANDARD Standard
Remit-To: [CASHIER'S OFFICE CASHIER'S OFFICE
i 0 ' Effective Dat
Category: Remittance-0n-Account @ Entiy
Type: [CHECK ) Period End
CHECK _ Document
Allocation Tol Vaucher Number Options
Wiite-Dff Type: Require
INCORRECT BILLING Automatically Generate
[ Allow Override
Maximum Tolerance Amount:
Percentage of Remittance: 0]
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Click on binoculats
Default Accounting Distribution
-Input Receivable (12900) UDAK
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Fie Edit Options Seftings ‘Window Help
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Receivable Entity: 10417 __] Mame: [University Guest House ]

Default A ing Distril

Entity: Account:  Unit: Project:  Rptg:  Year:

W | (12900 [B971] []
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Setting up Sales Item Catalog

Choose Sales Item Catalog

Fill in the following fields
-Item: UNIVERSITY GUEST HOUSE
-Description: ACCOMODATIONS
-UOM: EA
-Sales Item Commodity: GH (flashlight)
-Internal Item ID: SERVI (flashlight)

= Activity Windows:

Fie Edit Options Seftings ‘Window Help
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== Sales Item Catalog - UNIVERSITY GUEST HOUSE

Item Description: e —
uoM
Active Status:
Date Added: 02/10/2004
Sales Item Commodity: [GH___| MUSC GUEST HOUSE
Intemal Item 1D: [SERVI
Service Indicator: []
Kit Indicator: []
TanRule: [ ]
Tax Rate Code: [ |

Revenue Recognition Indicator: []

] comnens
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Setting up Sales Item Accounting Distribution

Choose Sales Accounting Distribution

Fill in the following fields
-Item: UNIVERSITY GUEST HOUSE
-Distribution type: Sales
-Input Sales item UDAK

(@]
Fie Ect Options SeMings ‘window Help
= =T = 1= T Elr 2] 2
i
Item: Description: ACCOMODATIONS
[ Distribution Type |
Entity _ Account _Unit Project _ Rptg  Year
Sales
WMuCu 47310 10336502 10417 8971
Entity:  Account: Unit: Project: FRptg: Year:
MUCU | [#7310 1033502 | [ioA17 | [8971 ) [ ]
Ready [®IED greta [
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Setting up Billing Accounting Distribution

Choose Billing Accounting Distribution
Fill in the following fields
-Receivable Entity: 10417
-Distribution type: Sales
-Input Sales item UDAK

File Edit Options Seftings ‘Window Help
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== Billing Acceunting Distributions - 10417, Sales =]
Receivable Entity: [T0417 Mame: University Guest House
[ Distribution Type |
Entity _ Account Unit Project _ Rptg Year
Sales
MUCU 47310 1033502 10417 9971
Distribution Type: [FET NG - | Alias:
Entity:  Account Unit Project:  Rptg:  Year
[
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Setting up Billing Document

Billing document
Fill in the following fields
-Document: BOAR-GH-2004-???
-Account: 10417-?
-Receivable entity: 10417
-Type: MISC (flashlight)
-Terms: NET 30
-Document date and Effective 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



= Activity Windows:
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File Edit Options Seftings ‘“indow Help
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== Billing Document - BOAR-GH-2004-016 -10f x|
- ManView ]
Billing Document: SRS ML ] Comments: @
Status: Sent
Account: [10417-2 JAMES HASTINGS
Receivable Entit iversity Guest House
Categony: Control Group
Type: \dentifier [ |
Terms: [NET 30 Date:
Document Date: [02/24/2004 Base Document:
Due Date: [03/25/2004 Driginal Document: [BOAR-GH-2004-016
Effective Date: [02/24/2004 Cross To:
Plan: [] Tax Exempt:
Total
Goods and Services: 150.00 Total Tazes: 0.00
Freight: 0.00 Total: 150.00
Miscellaneous Charges: 0.00
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= Activity Windows:
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D 0 004-016 Deal View _iof x|
Activity View
Bil-To Addiess View
Billing Document: TGN IIT Ship-To Address View Comments: @
Status: Sent Line Yiew
Account: [T04172 J Accounting Distrbution View
Receivable Entity: [[0417 |University Gue:__ =% 11253020
Category: Control Group
Type:
Terms: [NET 30
Cunency: Reference
Document Date: [02/24/2004 Base Document:
Due Date: [03/25/2004 Driginal Document: [BOAR-GH-2004-016
Effective Date: [02/24/2004 Cross To:
Plan: [] Tax Exempt:
Total
Goods and Services: 150.00  Total Taxes: 0.00
Freight: 0.00 Total: 150.00
Miscellaneous Charges: 0.00
EE seis [
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Fie Edit Dptions Seltings Window Help
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L BilToAddessView |

Bill-To Address

=]

Contact Hame: [MR & MRS JAMES HASTINGS vi Title: | |
Format: [United States 2 [+

Address Line 1:
Address Line 2
City: [PAWLEY'S ISLAND ]

Zip Code:

[(14 FERAWICH DRIVE

State: [SC___[=]
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Line view

-Type in the item number: UNIVERSITY GUEST HOUSE
-Quantity: type in how many nights stayed
-Unit price: $75.00 (this should fill in with §75. If not and a pop up screen comes up
with “No default price”, click OK and type in $75.00)
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Fie Edt Dptions Seftings ‘window Help

=18l

ela| | Bl s o ol El E 2 wlew] 2

Line View

Line Nbr Line Type Item Number

Short Description UoM

Extended Description

4 |

M1 UNIVERSITY GUEJ[ACCOMODATIONS

Tax Rule Tax Rate Code

Tax Amount Basis Amount

ing Tax ID Destination Tax ID

Destinalion Exempt Tax ID

>

0.00 150.00
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Click on binoculars
Accounting distribution
-This should show the sales item UDAK
-If it does not, check your Billing Accounting Distribution

= Activity Windows
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== Billing Document - BOAR-GH-2004-016

=lof x|
i ibution View
istribution Type
Alias_ Entity  Account Unit Project Rplg  Year
P Sales 1
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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: BOAR-GH-2004-2??
Right click

Click on Go to Billing Document Print

i Activity Windows =181 x|
Fie Edi Options Seftings ‘window Help
= = e e = 7 2 e 2T
== Billing Document - BOAR-GH-2004-016 oy u | ﬂ
Main View
Billing Document: RTINS | Comments: @
Status: Sent
Account: [10417-2 JAMES HASTINGS
Receivable Entity: University Guest House
Category: Control Group
Type: \dentifier: ]
Tems: pae:[ ]
Currency:
Document Date: [02/24/2004 [ Base Document:
Due Date: [03/25/2004 v ain Vi ment: BOAR-GH-2004-016
Effective Date: [02/24/2004 Detail View dTe:[ ]
. Activity View §
Plan - [] ) lempt:
Bil-To Addiess View
Total - Ship-To Address View
Goods and Services: ey 0.00
Freight: Aceounting Distribution View 150.00
Miscellaneous Charges: [ —
(0 1o Accounting Distibution
Gio Tl Amourt
Gio b ltem i Erion
Copy Aceounting Key
Raste Aooounting Key
Aeeaunting Keys Biowse
Zoom o 3
o to Billng D oeument Flan
Gio to Biling Document Print @ seis 01
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-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

i Activity Windows =181 x|
File Edit Opfions SeMings ‘Window Help
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== Billing Document Print - 10417

_1o| x|
Receivable Entity: [T0417 Process Date: [03710/2004
Piint Type: [Duplicate Print =]
i - [BOAR-GH-2004-016 Ending Document: [ ]
ingAccoun: [ | EndingAccount: | ]
Billing Document Account Print Status Category  |Type
BOAR-GH-2004-016 10417-2 Printed
Search
Print Now
Reset Print Flags
4 | 3
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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
El Microsolt Access [_[=]x]

£ Fle Edit “iew lnset Toos ‘Window Help
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Trarslation

Queriss
Formnz
Reports
Pages
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