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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.



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) Cashier’s Office
     -Terms (flashlight) Net 30
     



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 (10417) -This entity will have a specific
UDAK.

     -Name: University Guest House
     -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) Net 30
     -Aging: (flashlight) Standard
     -Remit to: (flashlight) Cashier’s Office

-Type: Check



Click on binoculars
Default Accounting Distribution

-Input Receivable (12900) UDAK

Save
Close



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)



Save
Close

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

Save
Close



Setting up Billing Accounting Distribution

Choose Billing Accounting Distribution
Fill in the following fields

-Receivable Entity: 10417
-Distribution type: Sales
-Input Sales item UDAK

Save



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

     



Click on Binoculars 



Bill to address
-Make any necessary changes





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)



Click on binoculars
Accounting distribution

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

Save
Close

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: BOAR-GH-2004-???
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
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