UVAFinance

£
£

Accounts Receivable (AR)
Training Guide

Finance Outreach & Compliance
http://foc.virginia.edu




Training Guide ORACLE'

Error! No text of specified style in document. USER PRODUCTIVITY KIT

Table of Contents

AR-ACCOUNTS RECEIVADIEL eeeaeeeereeerreeennneeiseeeeereeeeereessssscsssssssssssssssessssssssssssssssssssassssssssossss 1

Viewing AR Data

Finding AR Transactions

AR-Accounts Receivable
Invoicing a Customer Of UV A .......ooiiiiiiieie ettt ettt e s et esseeseenseenees
Creating an Account for an EXiSting CUStOMET..........ccueeiirieiieiieie ettt
Creating an Account for a UVA Employee CUStOMET ..........cceiiuieriiiiiiiierieiieieeie e
Establishing a New Customer RECOT. ........cooiuiiiiiiiiiieieeeeee e

Correcting Transactions in AR
Creating a credit memo-Refund ...........ccoociiiiiiiiiieiieceeeeee e
Crediting part of an Unpaid INVOICE.........ccevveriieriieiieiieieiieie ettt be e staesbaeseenseennas
Crediting an Entire Unpaid INVOICE .......cccuiviiruieriieiieiieieeeeeteseesieeste et seeesteesseesseesseessesssesseesseennas

Finding a Particular TTanSaction .........cc..coueveririiiiieieieese ettt ettt ettt et s sbe e

Page ii



ORACLE' Training Guide
USER PRODUCTIVITY KIT Error! No text of specified style in document.

AR-Accounts Receivable

The Accounts Receivable module provides integrated receivables processing and
management for the University.

There are four functional areas of processing and managing receivables:

Transaction creation and maintenance
Customer creation and maintenance
Entering and applying receipts
Collections

After completing this course, online help (http://training.foc.virginia.edu/CC-
T&TUsingOnlineHelpinlS/index.html) is available within the Integrated System.

This section of the training illustrates querying AR data.

Viewing AR Data

You can view Accounts Receivable data from within the AR module.
You cannot make any changes to data in the AR module while logged in as an AR Viewer.

See the Accounts Receivable Module - Training Guide
(https://ubicommunity.virginia.edu/docs/DOC-1411-accounts-receivable-module-training-
guide) on the UBI Community for information related to reporting on AR data.

Finding AR Transactions

Procedure
Any AR responsibility may follow this method for finding AR transactions.

However, when logged in as an AR Viewer you may not make any changes to data in the module.
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& B3 view Transactions GMS Action Required: Approve Award SP00813 and Project "141448" 01-Nov-2012
Batches Summary [Workflow
Transactions
= Trensactions Summary
= & view Receipts
Batches Summary
Receits
Receipts Summary
Remittances
Remittances Summary
Lockbox Transmission
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Step Action

1. Expand AR Viewer or any other AR Responsibility that you have.

If you know details like the transaction number or the exact name of the customer
and the date of the transaction you can use the Transaction link. Otherwise you can
search using transaction summary. Here we illustrate a query where details are not
known.

Click the
Transactions Summary link.
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D Ord(lematmns Prod Sep
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Source Operating Unit Legal Entity Mame MNurnber Bill To Custamer Clags Complete || Balance Dus| =
I
L0 e P O D
Applications Adjiist Gredit Copy 0 ncomplete
[netallrments yeniew Open
»

Step

Action

Use this option when you are not sure of the exact customer name or the date of the
transactions.

Initiate a query by pressing[F11] on the keyboard.

D Ord(lematmns Prod Sep
-
LS GaS8gP e TDEJI LGP D
o
=
Source Operating Unit Legal Entity Mame MNurnber Bill To Custamer Clags Complete || Balance Dus| =
I
L0 e P O D
Applications Adjiist Gredit Copy 0 ncomplete
[netallrments yeniew Open
+
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Step Action
3. Notice the color change in the first row's cells. This indicates you are in query
mode.
Click in the Bill To Customer field.
4. Enter the desired information into the Bill To Customer field. Enter "Darden%".
Step Action
5. Note: You could abandon the query by clicking F4 on the keyboard.
Press [Ctrl+F11] to
execute the query.
6. This query returns all transactions for any data and any Bill To Customer with

"Darden" in the customer name.

The first invoice is selected.
Click the Open button.

Open
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Step

Action

7.

Here you can see all details of the transaction selected.

You can explore the transaction further by clicking buttons; Line Items,
Distributions or Sales Credits.
End of Procedure.

Finding a Particular Transaction

Procedure

Departmental employees may run queries on the AR module when logged in as AR Billing

Specialist or as AR Viewer.

When logged in as AR Viewer you may not make changes in the module.

ORACLE

Functions | Documents

View Transactions: Transactions

Yiew Transactions

- View Transactions Top Ten List
Batches Surnmar

Transactions Summary >

+ View Receipts
+ iew Collections
+ View Customers «
+ Control

Account Details

[ [l Lo e

Step

Action

Double-click the Transactions list item.

Transactions
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Balance Due

[ ]
Ship To ~Bill To -~ Sold To
Name Name |
Number Numger |
Lacation
Address ~ Paying Customer
Name
Nurnber
Contact Location
Commitment ~ Payment Detail
Payment Term Receipt Method
oisingRule | <] Payment Method
Due Date Instrument Nurnber
Select nstrurment )

i Distibuions Sl Creds e

Step

Action

The flashlight icon represents FIND on the menu bar.

Click Find on the menu bar.

2

The wildcard (%) followed by the last five (5) digits of the transaction number have
been entered for you.

Select the one that begins with a one (1). All the transactions beginning with a five
(5) are Sponsored Programs transactions.

Click the OK button.
0]

The transaction number was copied into the right field by clicking TAB on the
keyboard once.

Click the Find button.
Find
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L (Z7-AUG201D
i [Mioooozszazs

o |27-AUG-2010
Ivoice:

A1000 Rector/Board of ‘isitors

Ship To

 Bill To  Sold To
Name Darden Foundation Name |Darden Foundation
Murnber 2470 Nurmber (2470
Location 20506-B01
Address PO BOX 400321 — Paying Customer
Name |Darden Foundation
CHARLOTTESVILLE, VA 22906 United = Number 2470
Caontact BRINTOM, MEGAN Location |[20605-B01

Commitment

~ Payment Detail
Payment Term

Receipt Method
Invoicing Rule

Payment Method
Dug Date

Instrument Murnber

Select nstrurment )

Incomplete B

Step Action

Review the transaction.

Click the Line Items button.

Line ltems

ORACLE

Tra

ctio Line Tax Fr
Total 509.41 sodf  ooof o0

Description ‘ uom Quanmyl Unit F'ncel

1 509.41

Amountl Tax Classiﬂca‘ Trang ‘
20505 - BU-Printing and Copy £ Each

509.41

Frelght Distributions Sales Credits
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Step Action

6. Click the Distributions button.

Distributions

Accounts For This Line <

Trans Detail
Line Class %
Revenue 000 27-AUG-2010 100.0000

g 100.0000 509.41

Step Action

7. This view shows the GL Account for the line. The entire line was revenue for the
GL Account shown. The Object Code is 4725.

Click the Window menu.

8. Select among the open windows. In this case we selected Transactions.
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© Transaction:
Transaction

L 27-AUG-2010
- [ioooozzaz4 LRk (27-AUG-2010

Ivoice: 2

Ship To  Bill To  Sold To
Name Darden Foundation Name |Darden Foundation
Murnber 2470 Nurmber (2470
Location 20506-B01
Address PO BOX 400321 — Paying Customer
Name |Darden Foundation
CHARLOTTESVILLE, VA 22906 United = Number 2470
Caontact BRINTOM, MEGAN Location |[20605-B01
Commitment i~ Payment Detail
Payment Term 30 NET Receipt Method
el Rl : Payment Method
Due Date 26-SEP-2010 Instrument Murnber
Select nstrurment )

=

Incomplete

Step Action

You can continue to review the transaction.

Click the Distributions button.

Distributions

Receivable

27-AUG-2010 100.0000
27-AUG-2010 100.0000

Revenue

20100398, 1120.4725 20505 0000

CHREERS 27-AUG-2010
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Step Action

10. This view of the Distributions shows accounts for all lines.
NOTE the RECEIVABLE line. The Object Code is always 1335 for receivables.

Click the Window menu.

11. Click the Transactions (A1000 ...) option.
" 2 Transactions (41000 Rectar’Board of Visitors | LIS

12. This concludes the topic.
End of Procedure.

AR-Accounts Receivable

At the end of this section, you will be able to:

e Create an invoice
e Edit an existing customer-Adding a site for your Org
e Create a new customer

Note: Even though you create invoices in the Integrated System (IS), your invoice will be
mailed and checks will be collected by Central Accounting.

Invoicing a Customer of UVA

Accounts Receivable is UVA's process for billing customers.

When a department at the University delivers a service or a product to an outside entity
(such as a foundation) an invoice must be created for your organization. If your
organization is not listed in the Location list for the customer. STOP and abandon invoice
and refer to the topic "Creating an Account for an Existing Customer."

The invoice you create must include the following:

e Description of what was sold or bought by the customer
e Accounting information to inform Central Accounting which General Ledger (GL)
string (or account) receives the payment.

The GL string that you enter in the invoice will be:

Entity (State, Local, Outside Agency)

Project (Revenue Project)

Fund Source (associated with the Entity)

Object Code (for the receivables line the Object Code will be 1335, revenue line will
be appropriate to what you sold)

Org (your Organization)

Procedure
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In this simulation you will create and complete an invoice to the customer, Darden School
Foundation, for a bus they hired from Parking and Transportation.

You will also learn how to change an invoice before it is posted.

Begin by navigating from the E-Business Suite IS homepage to the AR Transactions form.

Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= (B[]

ORACLE

Ship To i~ Bill To  Sold Tor

Name Name |

Humber Humber |

Location

Address i~ Paying C

Mame

Number

Contact

Location

Commitment ~ Payment Details
Payrent Term Receipt Method
Invaicing Rule Paymant Mathad

— Instrument Number
Due Date

Select Instrument )

[ e B o B e Dignbuions Sale Credte ncomiete
|

‘s start BEE [® Inbox - Mrosoft Ou... |/~ 2IntemetExplorer  ~ B Orade Applcations -

Step Action

1. The Transaction page displays.

To begin an invoice you must enter or select "Invoice" in the Source field.

Click in the Source field.

I] ]

Page 11



Training Guide
Error! No text of specified style in document.

OoRACLE

EV2 Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= |[B[&)

el ORACLE

Balance Due L

Ship To i~ Bill To

Name Name |

 Sold Tor

Humber Humber |

Location
Address [~ Paying C

Mame

Number

Contact Location

- Payment Detail
Receipt Method
Payment Method

Instrument Number

Commitment
Payment Term

Invaicing Rule

Due Date

Select Instrument )

neomplete

SEE

2 start ® Inbox -Maosoft Ou... | ¢~ 2 IntemetExplorer = Orade Applications -...

Step Action

2. Instead of typing out the whole word, you can select the first letter and press Tab.
Enter the desired information into the Source field. Enter "I".

3. Once you press the Tab button a list of values will display.
Press [Tab].

4. The type field defaults to Invoice-Local and other header section fields are auto-
populated.
Depending on your General Ledger entity you might need to change to Invoice-
State.

5. For this simulation, the Type field has been changed to Invoice-State for you.
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Ship To
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i~ Bill To

 Sold Tor

Name |

Number

Humber |

Location

Address

- Paying Ci

Mame

Number

Contact

Location

Commitment
Payment Term
Invaicing Rule

Due Date

- Payment Detail
Receipt Method
Payment Method

Instrument Number

Select Instrument )

Tistan ®EG

& Inbox - Microsoft Ou...

* 2 Intemet Explorer
o

-

neomplete

9:58 AM

Action

6. Next, select DARDEN FOUNDATION as the customer for this invoice.

Click in the Bill To: Name field.

DG 31-AR-2011

31 -WAR-2011

Invoice <
Invoice-State

NN A 1000 Rector/Board of Yisitors

Ship To

Carnrmiti

i~ Bill To

Number

Location

Address

Contact

~ Sold Tor

Name |

Humber |

- Paying Ci

Mame

Number

Location

Commitment
Payment Term

Invaicing Rule

Due Date

BEE

L start

[ Inbox - Microsoft Ou...

* 2 Intemet Explorer
o

-

Oradle Applic

— Payment Details-
Receipt Method
Payment Method

Instrument Number

Select Instrument )

Incomplete
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Step Action

7. Note: This field is NOT case sensitive.
You may search on partial name.

Enter the desired information into the Bill To: Name ficld. Enter "DARDEN".

8. Press Tab to display a list of values that match DARDEN.

Press [Tab].

Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= (B[]

ORACLE

Line

i =
Name Account Deseription _
ER C OF 2 3390 54-12 _

DARDEM EXECUTIVE EDUCATION

DARDEM EXECUTIVE EDUCATION 54-6046419
DARDEM EXECUTIVE EDUCATION 54-6046419
DARDEM EXECUTIVE EDUCATION 54-6046419

DARDEN EXECUTIVE EDUCATION 64-6046419

DARDEM SCHOOL 54-6046419

DARDEN SCHOOL FOUNDATION 54-6046419

DARDEN STUDENT ASSOCIATION 541260281
Darden - Alumni Career Services - 08

Darden - Alumni Relations - 02

Darden - Alumni Relations - 02

Darden - Business Round Table - 26

Darden - Communications - 06

Darden - Dev.-Annual Fund - 04

Darden - Dev. Leadership Gifts - 06

Darden - Dev. Stewardship - 09

Darden - Dev- Corp & Fund - 03

Instrument Number
Due Date

Select [strument

g it Ssles e T

Chnices in list 20

‘4 Start BE& {® mnbox - Mirosoft Q... | (7 2InternetExplorer  ~

Step Action

9. In this example select DARDEN SCHOOL FOUNDATION.

Click the DARDEN SCHOOL FOUNDATION list item.
DARDEM SCHOOL FOUNDATION 2484
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| Choies |
‘4 start

Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= (B[]

ORACLE

Account Description Taxpayer ID
DARDEN CLASS OF 2003 54-1260281
DARDEN EXECUTIVE EDUCATION 2457 54-6046419
DARDEN EXECUTIVE EDUCATION 2484 54-6046419
DARDEN EXECUTIVE EDUCATION 2675 54-6046419
DARDEN EXECUTIVE EDUCATION 5740 54-6046419
DARDEN EXECUTIVE EDUCATION 54-6046419
DARDEN SCHOOL 6046419
: DAR OL FOU on ]
DARDEN STUDENT ASSOCIATION
Darden - Alumni Career Services - 08 9634
Darden - Alumni Relations - 02 9578
Darden - Alumni Relations - 02 9528
Darden - Business Round Table - 26 9637
Darden - Gommunications - 0B 9632
Darden - Dev. -Annual Fund - 04 9630
Darden - Dev. Leadership Gifts - 05 9831
Darden - Dev. Slewardship - 09 9635
- Dev- Corp.& Fund - 03

541260281

Due Date Instrument Number

Select [strument

Incormplete
|

Chnicas in list 29

@ @B ~ | @ mbox-MaosoftOu.. | ¢ 2IntemetExplorer  ~ [B Orade Appications -..

Step

Action

10.

Click the OK button.
(8]14

11.

The Bill To customer information auto-populates, including the location address.

12.

Click in the Bill To: Location field.
2007 1-J47

13.

Click the Bill To: Location button.

14.

The Location is org in this example is 20495-B01 from Parking and Transportation.
Select this org from the list of values.

If your Org is not in the Location list of values for your customer, STOP and add a
site to the customer's record.

To see how to add your org to the record, refer to the UPK topic entitled Editing an
Existing Customer to Add a Site for an Org.

Click the 20495-B01 cell.

15.

Click the OK button.
QK
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Step Action

16. Enter your organization number again in the Transaction Summary form.

Click the Line Items button.

Line ltems

17. The Transaction Summary form displays.
Enter your org number in the Salesperson field.

Click in the Salesperson field.

B Oracle Applica A isd20 ed RP1 a a ed 078 a ed Prod m]

-
HYPOIH S BEP R BERIAAD Y 2
Imvoice H-MAR-2011 &b
31-MAR-2011
Iwoice - USD
Invoice-State
é -
ce Due Currency || Date GL Date Salesperson Terms Type e B
UsD 31-MAR-2011 31-MAR-2011 =130 NET Invoice-Local
S E ® 4 o[
Step Action
18. Enter the desired information into the Salesperson field. Enter "20495".
19. Press Tab for the field to populate the rest of the org name.
Press [Tab].
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d Prod B
-
HeO G oWOP RDDHER LI 2
=
ce Dug Currency Date GL Date Salesperson Terms Type [l[=
UsD 31-MAR-2011 31-MAR-2011 20495 - BU-Parking Operation: - llnvoice-Local
4 +
Aaplications Adjuist Credit Copy To Incormplete
nstaliments Gverien Mew Open
Open
@ & B @ Inbo crosoft Of o ]

Step Action

20.

Navigate to the Line Items page to enter the items on the invoice.

Click the Open button.

COpen

ORACLE

Bal D .
SN 31-MAR-2011 alance ue |
31-MAR-2011

Cormrmitment | Ref
Ship To i~ Bill To
DARDEN SCHOOL FOUNDATION MName |DARDEN SCHOOL FOUNDATION
2485

Number (2485
Lozation 20435-B01
Address

F.0. BOX 400321
CHARLOTTESVILLE, WA 22904 United &

 Sold Tor

Number

 Paying Ci

MName |DARDEN SCHOOL FOUNDATION
Number (2485
Contact

Location (20495-801

Commitrent ~ Payment Detail

Receipt Method
Payment Method

Payment Term |30 NET

Invaicing Rule -
Due Date [30-APR-2011

Instrument Number

Select Instrument )

T Disiburs Sl Seds compee

SE& 1® tbox - Micros

(/2 Intemet Explorer =~ B Gradle Applc B -0 10:01 AM
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Step Action
21. Note: This is the second time you click line items.

Click the Line Items button.

Line ltems

Oracle Applications - UVA isd20 : DEV2 Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... E\@@
i e Ip ORACLE’
OGP I ADDERILEDDE?

Description Quantity | Unit Price| Amount | Tax Classifica Trans |

licrosoft Ou.. /= 2Intenet Explorer  + e £y < = e b= s 10:01AM

Step

Action

22.

The Lines form displays.

In this example the DARDEN SCHOOL FOUNDATION has rented a bus to go
from the Darden School to the Rotunda on March 10, 2011.

Note: This information will display on the invoice that the customer receives so it is
imperative that the pertinent information be entered in the Description field.

Click in the Description field.
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Freight

T

Description Ouanti(y‘ Unit F‘rice‘ Amuum‘ Tax C\ass\ﬁca‘ Trans |

T ot Fieh Distuons SelesCred

/2 start (] (=] ® Inbox -Miaosoft Ou... | ¢~ 2 Internet Explorer 2 - o L 10:01AM

Step

Action

23.

Enter the desired information into the Description field. Enter "Bus Rental 10-
MAR-11".

Freight

Description Quantity | Unit Price| Amount Tax Classifica | Trans |
Bus Rental 10-MAR-11

Tax st Fieh istuions Sles Creis

74 start @& @ ® Inbox -Maosoft Ou... | (7 2IntemetExplorer  ~ rade Applications -... v 10:01AM

Step

Action

24.

Press [Tab].
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Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= |I21/[3¢)

Freight

Description Quantity | Unit Price| Amount Tax Classifica | Trans |
Bus Rental

Tac arnatn Fieh istuions Sles Creis

/¢ start [~ Ral:] & nbox - Microsoft Ou.. /7 2IntermetExplorer  + L 10:01AM

Step Action

25. Search for the UOM (unit of measure).

Click the UOM button.
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B3 Oracle Applications - UVA isd20 :

EV2 Cloned From CRP1 as of 11/3

Training Guide
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which was cloned from QA Test as of 10/8 which was cloned from Producti

b

Item Description

Guanti(y” Unit Price Arount |Tax Classifica | Trans

Bus Rental

Cylin
Daily
Day
Digp...
Display
Dallar
Dozen
Doze
Drurm
Each
Foot
GMmICC

uom Description

Cylinder
Daily
Day
Dispenger
Display
Dallar
Dozen
Dozen Pair
Drurm

Each

Foot
Grams per Cubic Centirmete
Gallon

Chnicas in list A9

‘3 start BEE

& Inbox - Microsoft Ou...

/7 2 Intemet Explorer

5 10:02 AM

Step

Action

26.

In this example, select Each.

Click the Each list item.
| Each Each

Oracle Applications - UVA isd20 : DEV2 Cloned From CRP1 as of 11/3

which was cloned from QA Test as of 10/8 which was cloned from Productio... [= (B[]

ORACLE
5

Description

Quantity | Unit Price Amount Tax Classifica | Trans

Bus Rental

Uom

| Deseription

Cylin
Dally
Day
Disp.
Display
Dollar
Dozen
Doze
Drum

Cylinder
Dally
Day
Dispenser
Display
Dollar
Dozen
Dozen Pair
Drum

Foot
Grams per Gubie Centimete
Gallon

Distributions Sales Cradits

7y start

eEE

® Inbox - Microsoft Ou...

/= 2 Intemet Explorer

» 10:02 AM
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Step Action
27. Click the OK button.
Dk
28. Enter the desired information into the Quantity field. Enter "1".
29. Press [Tab].
30. Do not enter a dollar sign when entering the Unit Price.
Enter the desired information into the Unit Price field. Enter "250".
31. Press [Tab].
32. The amount will calculate automatically.
From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [2 (B[]
ORACLE
Description Ouanti(y‘ Unit F‘rice‘ Tax C\ass\ﬁca‘ Trans |
Bus Rental 1 250 25|
D
[~ Ral:] [® mnbox - Microsoft Ou... | (=2 Intemet Explorer =~ B Orade Applcations ... 2P0 - - Pl ', 10:028M
Step Action
33. Select the Distributions button to enter your GL string in the distributions window.

Click the Distributions button.

Distributions
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E3 Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Producti

Revenue 2 - [31-MAR-2011 100.0000;

100.0000

ounting Rule

FR antil E
‘4 start BEG /7 2 Intemet Explorer 2 p— . g5, L 10:03 AM

Step Action

34. Click the Accounts For This Line list.

-

GL Date k
Revenue 10.100381.1120. 2045950000 31-MAR-2011 100.0000;

aleta 1 ran i

/2 start B EE & nbox - Microsoft Ou.. /7 2 Internet Explorer . 10:03 AM
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Step Action

35. Click the Accounts For All Lines list item.

Accounts For All Lines

36. In this example the GL string for org 20495 was stored in the AR Module by ISDS
administrator.

If your GL string is not stored you will enter it in the Receivables line with 1335 as
the object code, and in the Revenue line with the appropriate object code for your
invoice.

37. Click in the GL Account field.
20.1003581.1120.. 20495 0000

38. Enter the object code in the revenue field.

Click the ellipsis (...) to view the GL Accounting flexfield.

[-

39. Click in the Object Code field.
40. Enter the desired information into the Object Code field. Enter "4725".
41. Click the OK button.

]3¢

d From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [ |[B)[X]

ORACLE

Receivahle 2 1.112 00} - [31-MAR-2011 100.0000;
Revenue 20.100381. 1120447 25 20495 0000 31-MAR-2011 100.0000;

r - B Orade Applications -... P @ LV gu L 10:04aM
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Step Action

42. The Object Code appears in the GL revenue string.

Click the Close button for the Distributions form.

Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= (B[]

File E ORACLE

Description Ouanti(y‘ Unit F‘rice‘ Amuum‘ Tax C\ass\ﬁca‘ Trans |
Bus Rental 1 250 250,00

Tox omton Fieh Distuons SelesCred

FRA-404014" Datal

‘4 start - ftou.. | /7 2IntemetBxplorer  ~ [ Oracle Appl - 3 e g, U 10:04AM

Step Action

43. Click the Close button for the Lines form.
X
44, The invoice number displays in the second segment of the number field.

Record the transaction # so that you can easily search for it later.
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s - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was. cloned from QA Test as of 10/8 which was cloned from Productio... [= |[B][X]

T

SSPOERNE

LD DR 2

I 31-WAR-2011

o Miooooazeat
nwoice -

e
41000 RectorBoard of visitors

Document Nun
Tra

0 31-WAR-2011

usD

Carmitrment

ORACLE

Balance Due A

[!] Tota

Ship To

i~ Bill To

Mame

DARDEN SCHOOL FOUNDATION

Mame |DARDEN SCHOOL FOUNDATION

Number

2485

Number (2485

Location

20485-B01

Address

20485

- Paying Ci

F.0. BOX 400321

Mame |DARDEN SCHOOL FOUNDATION

CHARLOTTESVILLE, YA 22904 United &

Number (2485

Contact

Location (20495-801

Commitment
Payment Term
Invaicing Rule

Due Date

30 NET

9

30-APR-2011

- Payment Detail
Receipt Method
Payment Method

Instrument Number

Select Instrument )

Complete

® 2IntemetExplorer -~ [ Orade Applc @ JoNeanl gy, L 10:04AM
2 D

& Inbox - Microsoft Ou...

L start

Step Action

The button will change to

45. Click the Complete button to complete the entry.

"Incomplete".

Completed transactions are posted to the GL overnight.

Complete

46. If you need to change the transaction, you must make correction before it posts to

the General Ledger.

To correct errors after an invoice has been posted, please refer to UPK Section
Correcting Transactions in AR.
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| [roooose

/A1000 Rector/Board of Visitars

Carmmitment

Training Guide
Error! No text of specified style in document.

Balance Due | . GEeT

31-MAR-2011
31-MAR-2011

po

i~ Bill To

 Sold Tor

Mame

DARDEN SCHOOL FOUNDATION

Mame |DARDEN SCHOOL FOUNDATION

Number

2485

Number (2485

Location

20485-B01

Address

20485

- Paying Ci

F.0. BOX 400321

Mame |DARDEN SCHOOL FOUNDATION

CHARLOTTESVILLE, YA 22904 United &

Number (2485

Contact

Location (20495-801

Commitment

Payment Term

Irvoi

FRM.AN4NR: Trar
‘3 start

cing Rule

Due Date

BEE

30 NET

9

30-APR-2011

1 racn i all e

[ Inbox - Microsoft Ou...

/7 2 Intemet Explorer

- Payment Detail
Receipt Method
Payment Method

Instrument Number

Select Instrument )

Incomplete

- [ — IA%E P SO

10:04 AM

Step Action

47.

In this example you will change the "Quantity" field.
Note: In this example the invoice has not posted.

Click the Incomplete button.

Incomplete

48.

Click the Line Items button.

Line

ltems

49.

Click in the Quantity field.

7
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Tt: Freight

i Li Tax
Total 250,00 T T T

Rules.

Description Ouanti(y‘ Unit F‘rice‘ Amuum‘ Tax C\ass\ﬁca‘ Trans |
Bus Rental 1} 250 250,00

Tox omton Fieh Distuons SelesCred

2 start (-] (=] ® tnbox -Maosoft Ou... | ¢~ 2 IntemetExplorer = - BE - @ b, ; L 10:05AM

Step Action

50. Enter the desired information into the Quantity field. Enter "2".
51. Press [Tab].

52. Press [Tab].

53. Notice the amount change to 500.

Note: Be sure the description is adequate to include the change.

54. Click the Close button.
%]
55. Click the Complete button.
Complete
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Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= (B[]

ORACLE

N :
ity ite Bsfroch
on

Carmitrment

Ship To

Name orms |

Number

Location
Address

Contact

Payment Detail
Receipt Method
Payment Method

Instrument Number

Commitment
Payment Term 30 NET

Invaicing Rule
Due Date | 30-APR-2011

Select [strument

P Diguions Siles radio Qompee
|
FRM-4N4N4: r‘a'.iha-:- ramnleta 1 reeards annlien

2 start ® (-] [® mbox -Microsoft Ou... | ¢/ 2IntemetExplorer =~ [ Orade Applcations -.. EBE s @ D0l By, L 10:058M

Step Action

56. Click the OK button.

57. Our invoice is now for $500.00.

58. You have completed the simulation for Creating an Invoice.
End of Procedure.

Creating an Account for an Existing Customer
Customers

In the Accounts Receivable module each customer of the University would ideally have only
one customer record. Therefore, the first step is searching for an existing customer record
before you create a new one.

Search for customers by their Customer Type- either Organization or Person. The
screenshot below shows searching for a Person.

Beginning in June 2013, AR person-type queries for customers will search both the UVA IS
Human Resources records and the customer tables in the AR module. The result is that in
Employee names will be returned in the preliminary query you run before creating new
customer records where the customer type is "Person."

When you do business with a Customer of the University you create an Account for the
existing customer in the form of a Bill-To site for your organization. The format for the
Bill-To location is your org#-B01 where B0O1 stands for the first Bill-To site for your
organization. If you need to invoice a current or former employee, create a customer
account for the existing employee name. Do not create a new customer.
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Customer Type [Persn | ]

Simple Search

FrsName [ Referenca [

LasiName [Marby Addresstnes [

Regstym | Addresstne2 [
Account Wumber [ —————
ccount Descrip Searching for a "Person” customer type will find names

or of UVa employees, because the guery extends to the HR
Taxpayer ID ’7 tables.
A <

Type ™ However, no customer account exists in AR. ™

Customer Category a_ |You will Create an Account.

Registry ID Address Country Primary URL Status
13686 Active

 Description Profile Cl imary Bill-To

Procedure

In this simulation you will add a Bill To location to an existing customer.

You will add details for your location. The first detail you will add will be under the PROFILE
tab.

The details you add under the PROFILE tab are critical to the customer receiving notices of
billing.

Step Action

1. For this example we have attempted to create an invoice for the Darden School
Foundation, but the organization, 20030, does not exist in the Bill To Locations
drop down list.

Now you will add the organization, 20030-B01 to the customer DARDEN
SCHOOL FOUNDATION.
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{= Oracle Applications Home Page - Windows Internet Explorer

Training Guide

Error! No text of specified style in document.

@;,v ‘E‘mn. s i du:B062/08_HTML/OA., n

tomepGi | [2|[ % |

Fle Edit View Favorites Tools Help

w $ [@mada Appiications Home Page

B Favorites ¥

Personalize

CIyva AR Biing Specalst From
EIuvA Employee SefFService There are no ntifications in this view.

Type Subject Sent Due

Enterprise Search | Al ~ [[ee ] Search Results Display Preference | Standard
Logged In As MR9X
Oracle Home Page
Main Menu

Done

@ Internet

Step Action

2. Begin by navigating to the Customer search page.

Click the expand button.

{= Oracle Applications Home Page - Windows Internet Explorer

Y (B e
G-

dmin. virginia. edu:8062/0A_HTML/OA ol

v“y X‘

o

Fle Edit View Favorites Tools Help

@& -

g [@mde Appiications Home Page

UVa Integrated System  E-Business Suite

Enterprise Search ‘AH 4 ‘ ‘

Oracle Applications Home Page

I - B & - [hPage - G Tooks +

Search Results Display Preference | Standard
Logged In As MR9X

Maln, benu Worklist
Full List
B EJuva AR Bilng Specilist From Type Subject Sent Due
Fsr=srs There are no notifications in this view.
Customers
A0m=

3 control

DIuva Employee SeffSenvice

<

Ittp: fe2deve2.adk du:8052/0A_HTML/O)

@ Internet
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Step Action

3. Click the expand button.
+

4. Click the Standard link.

The Customers Search page displays.
Note: The customer type is Organization.
The customer "Darden" has been entered for you.

Click the Go button.

{Z Customers - Windows Internet Explorer

@:/. ~ [i2] http: e 2devez.acmin.virgina.du:B062/0A_HTMLRF jsp?function_id=10019308resp_id=500308resp,_appl_id=2228seauril ¥ | [ €2 | [ X | | IE2E
File Edit View Favorites Tools Help @
W g [QCusmmers ]7} B v B @ [ehpase - GhTods - T
UVa Integrated System  Trading Community
1 Navigator v B Fayorites ¥ Home Logout Pre
Customers
Customers
Customer Type | Organization %
Search
Simple Search
Customer |Darden Contact First Name
Registry ID Contact Last Name
Account Number Contact Phone Number
Account Description Address Line 1
Tax Registration Number Address Line 2
Taxpayer ID city
D-U-N-S Number State B
SIC Code Q Postal Code
Account Type County
Customer Class Province
Customer Categary Q Country v
[ee] g
Create
e m—— E—— E———— POrr— prem—— T — p— ™
Waiting for http://e2devc, adr iz, edu:8062/0A_HTML O 0 | & Internet & 100% ~
.
Step Action
6. Click the scrollbar to scroll down to see the search results.

7. The list of the query results for "Darden" displays.
You will select the DARDEN SCHOOL FOUNDATION.

Click the DARDEN SCHOOL FOUNDATION option.
@
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Step Action

8. Scroll down to see the Create Site section.

{2 Customer Account - Windows Internet Explorer

@\";‘ ] httos:/fe2doan2.ach u:3020/0A_HTML/0A. o Jassstdsr tysrchpaai | B |[2] (%] [ e
File Edit Wview Favorites Tools Help % -
— = . >
e & [@msmmemm’um ] } - B - @ - |Zhrage - {FTook -
Sub Agency | Py
Sites | Account Profile = Profile Amounts = Payment Details || Ct icati i 1 Order Late Charges | Attachments
Account Sites

Status Purpose
Operating Unit [Ishow related contact sites
Addresstine2 | ] stetumber [ |

se [ ] Addresstne1 [ |
Courtry e oy [ ]

[ ]
Create Site

heatston \ loperating uni B e

Address | ountry  |Purp |op g Unit [Number Remove

P.0. Box 7726, Attn: Gene Meoni, CHARLOTTESVILLE, 22906 United Bill To /A1000 Rector/Board of 15345 Active = m
States Visitors -

20495, P.O. BOX 400321, CHARLOTTESVILLE, VA 22904 United Bill To AL000 Rector/Board of 4266 Active =5 m
States Visitors —

20071-A33, ATTN: Marie Pace, P.0. Box 7243, CHARLOTTESVILLE, United Bill To A1000 Rector/Board of 5217 Active

VA 22906 States Visitors

20071,H05 Linda Welden, P.0. BOX 6550, CHARLOTTESVILLE, United Bill To A1000 Rector/Board of 11636 Active

VIRGINIA 22906 States Visitors

20071-H45 attn: Keith Crawford, P.0. Box 6550, CHARLOTTESVILLE, United Bill To /A1000 Rector/Board of 12243 Active = m

22906 States Visitors = =

20071,108 P.O. Box 7726, CHARLOTTESVILLE, 22906 United Bill To AL000 Rector/Board of 13346 Active =5 m
States Visitors —

P. 0. Box 7263, ATTN: Jackie Silbering, CHARLOTTESVILLE, United Bill To A1000 Rector/Board of 14664 Active

VIRGINIA 22906 States Visitors

Done & Local intranet

3§ start @ @B ” @ mnbox-Maosoftout.. /7

Step Action

9. Click the Create Site button.

Create Site |

10. Click the Create Address button.

Create Address |

11. In this example the address has been entered for you.

12. Click to scroll down to the bottom of the page to see the Location field.
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ate Account Site - Windows Internet Expl
cctpa, =501+ 2] X

6@" ‘E‘mn. s o du:B062/08_HTML/OA., dle,

File Edit view Favorites Tools Help
— . »
e o [goeate»‘\cmunt&te ] - B - @ - [Zhrage - {FTooks -

[ 1dentifying Address

Geography Code Override
Context Value

‘Account Site Details
Operating Unit | A1000 Rector/Board of Visitors Reference l:l

Category | &
Territory | ¥

Translation

EDI Location

Context Value
Business Purposes

Context Value
Purpose
[eill To [

Add Another Row

|Location |Bill To Location|Primary|Remove

Customers Home Logout Preferences Help
Copyright (c) 2008, Cracle. All rights reserved

Privacy Statement

& mnternet # 100% -

|Dnne

Step Action

13. Click in the Location field.

ate Account Site - Windows Internet Expl
o

reacctpGh,_ti=501v] 2| X

6;, - [E] htt: ez diin. virginia, dU:8062/04_HTML/OA cle,
Fle Edit View Favorites Tools Help & -
— »
W [ecreate»‘\cmuntite ] 1 - B & v [k Page » {F Tools -
Addressee L

[ 1dentifying Address

Geagraphy Code Override
Context Value

‘Account Site Details
Operating Unit | A1000 Rector/Board of Visitors Reference l:l

Category | &
Territory | ¥

Translation

EDI Location

Context Value
Business Purposes

Context Value
Purpose |Locat'|on \B‘I To Locaﬁon\Pr'mary|Rellme
[Bil To ~l J o @

Add Another Row

Customers Home Logout Preferences Help
Copyright (<) 2008, Cracle. All rights reserved

Privacy Statement

& Internet & 100% <

Done
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Step

Action

14.

Enter the desired information into the Location field. Enter "20030-B01".

/= Create Account Site - Windows Internet Explorer

z(t?Ga_n=5mv‘ 2| X ‘

du:8052/0A_HTML/OA jspp: dleapps/ar fcusstd/creactfu

D - (Bl iz

File Edit View Favorites Tools Help

* & [gcreatem:muntsme

=

Account Site Details

Business Purposes

Context Value

Purpose |Location

Operating Unit
Category | |
Territory | %

Translation
EDI Location

Addressee

[ 1dentifying Address
Geography Code Override

Context Value

A1000 Rector/Board of Visitors |

Context Value

|Bill To Location|Primary|Remove

[Bill To | [20030-801]

\ o| @

Add Another Row

Privacy Statement

Cancel Back Finish

Customers Home Logout Preferes el
Copyrignt (c) 2006, Cracle. Allrights reserves

@ Internet F100% -

looe

Step

Action

15.

Finish

Click the Finish button.
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{2 Site: 476830 - Windows Internet Explorer
@?} - \p_, http: f/e2deve2.admin, du:B062/0A_HTML/OA, ! uw:OVEWIEV-V‘ 42| % ‘ ‘ L=
File Edit view Favorites Tools Help % -
e o [@5\&:476&30 ]_1 BB & - [rxe - ok

UVa Integrated System  Trading Community

M Navigator v B® Fayorites v Home Logout Preferences Help

Customers
Site: 476830

Organization Name DARDEN SCHOOL Registy D 2485
FOUNDATION Account Description [concel | | save | | Auply
Account Humber 11073

Location
Address P.0. Box 400321 CHARLOTTESVILLE, VA 22904 Tax Profile
Account Site Information

Site Details || Business Purposes | Communication | Payment Details | Profile | Profile Amounts || Late Charges =
Account Site Address

Site Number 476830
* Country |United States Q,
= Address Line 1 |P.0. Box 400321

Address Line 2

Address Line 3

Address Line 4
= City |Charlottesville
County [Albemarle
State |VA

Province
Done & mnternet ® 100% ~

|E3

Step

Action

16.

Click the Save button.

Save

17.

Click the Apply button.
Apply

18.

Click the Profile link.

The details you add under the PROFILE tab are critical to the customer receiving
notices of billing.

Profile

19.

Click the Yes button.
Yes

20.

The accountant's name will automatically populate.

In the Credit and Collection window the accountant's name populates the Collector
field.

The details you add under the PROFILE tab are critical to the customer receiving
notices of billing.

21.

Click the Save button.

Save
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Step Action
22. Click the Apply button.
23. You have completed the simulation for Editing an Existing Customer to Add a Site
for Your Org.
End of Procedure.

Creating an Account for a UVA Employee Customer
Customers

In the Accounts Receivable module each customer of the University would ideally have only
one customer record. Therefore, the first step is searching for an existing customer record
before you create a new one.

Search for customers by their Customer Type- either Organization or Person. The
screenshot below shows searching for a Person.

Beginning in June 2013, AR person-type queries for customers will search both the UVA IS
Human Resources records and the customer tables in the AR module. The result is that in
Employee names will be returned in the preliminary query you run before creating new
customer records where the customer type is "Person."

When you do business with a Customer of the University you create an Account for the
existing customer in the form of a Bill-To site for your organization. The format for the
Bill-To location is your org#-B01 where B01 stands for the first Bill-To site for your
organization. If you need to invoice a current or former employee, create a customer
account for the existing employee name. Do not create a new customer.

Customers

Customer Type [Persn [ v]

Simple Search

FirsName [
LasiName [Marby
Regstym [
AccountWomber [
Account Desaription Searching for a "Person” customer type will find names
TaxRegisvation tumber | of UVa employees, because the guery extends to the HR
Tapayern [ tables.

Account Type 2] However, no customer account exists in AR. ™

Customer Class v

Customer Category a, |You will Create an Account.

Clear

Select Name Registry ID Address Country Primary URL Status
@ |Patrcia Marbury 13686 Active

DAt Description Profile Class Primary Bill-To Address Status Details

Procedure

Open the Customers/Standard form.

Search for the Customer Type "Person."
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File Edit View Favorites Tools Help

35 [@ siem... B The B twah.. BJus.. E]viz.. § R2. £)0nli.. &) esha

W Valu.

UVa Integrated System  Receivables

Fltong.. £)Cour.. SRela.. § Rhet.. «

Home Logout

OoRACLE
USER PRODUCTIVITY KIT

Customers
Customers
Customer Type m;g[sm
Search
Simple Search
First Name Reference
Last Name Address Line 1
Registry 1D Address Line 2
Account Number City
Account Description State
Tax Registration Number Postal Code
Taxpayer ID Province
Account Type v Country
Customer Class ~ Status
Customer Category
Select Name Registry ID Address Country

No search conducted.

Adtive[V]
Primary URL Status

Step Action

In this example we are searching for a person who is an employee at UVA.

Enter the desired information into the Last Name field. Enter "Reitz".

Click the Go button.

Go

Click the Create Account button.

ﬁea te Accoun ﬂ

The employee exists in the system as a Customer.
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pps/ar/cusstd/srch/y

@ Create Account

File Edit View Favorites Tools Help

<5 [ Siem.. Bl The.. W Valu.. B3 Awsh.. BJUS.. E]viz. § R2.. §]0nl. &) esha. [QLong.. &) Cour.. 51 Rela.. § Rhet. w How.. @ E-le. B Astr.
UVa Integrated System  Receivables

N Navigator v B Favorites v Home Logout Prefere

Customers

Customers >

Create Account

Name Margaret Reitz Registry ID 656355
- Account Information
Account Description Account Type E)ctern.
Profile Class DEFAULT. Reference
Context Value (1) [05v]
Office of Sponsored Programs
Agency | | &
Sub Agency |
| Address
County | J Q&
Purpose
All Addresses
Select Address \Country \ Identifying Purpose <
Step Action
4. Click the Context Value list item and select the blank entry instead of the default,

05 v

(& Create Account

File Edit View Favorites Tools Help

s [ siem.. F The.. W Valu.. E] Awah... BJUS... E]viz.. § Ri2.
UVa Integrated System  Receijvables
Customers

Customers >
Create Account

»

.. £]0nli.. &]esha.. [JLong.. 2] Cour.. £]Rela.. § Rhet.. ==

How ... @ E-le.. [ Astr...

M Navigator v B Favorites v

Home Logout Prefere

Name Margaret Reitz

- Account Information

Registry ID 656355

Account Description
Profile Class [DEFAULT[Y]

Account Type

Reference
Context Value (1) ~

- Address

Country [ ] Q&

Purpose
All Addresses
Select Address \Country \ Identifying Purpose

@® 1403 Holland CK RD, LOUISA, VA 23093 United States Bill To

v

Cancal Continua
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OoRACLE

Step

Action

5.

You will enter the address even if it already exists.

Click the Create Address button.
Create Address |

The address has been entered for you.

Press [Enter] to continue.

At the bottom of the address window is the Business Purposes block.

Bill To Location.

Enter the Org- BO1 into the Location field. Enter "20020-B01".

Click the Finish button.

Finish

aller=AR_CU' © ~ @ B[ {ij % to

-
File Edit View Favorites Tools Help

<5 @ siem.. ElThe.. W Valu.. B3 Awah.. BJUS.. &]viz.. § R2.. £]0nl. &)esha.. [lLong.. &)Cour.. &)Rela.. d Rhet. o How.. @ E-le. [ Astr.

UVa Integrated System  Receivables

n Navigator v B Favorites ¥

Home Logout Preferences Help

Customers

Site: 543856

Organization Name Margaret Reitz
Account Number 12915

Registry ID 656355
Account Description

Sove | [

Location

Address 914 Emmet Street CHARLOTTESVILLE, VA 22904

Tax Profile

Account Site Information

Site Name Alternate Name

Site Details Business Purposes Communication | Payment Details Profile | Profile Amounts | Late Charges
Account Site Address

Site Number 543856
* Country |United States Q
* Address Line 1 [914 Emmet Street
Address Line 2
Address Line 3
Address Line 4
City [Charlottesville
County
State |vA
Province “

USER PRODUCTIVITY KIT

In this case the site is for Org 20020. You will use your own Org # to set up your

Step

Action

Click the Profile link.
Profile
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& Warning
File Edit
% [Q Siem.. B The .. W Valu.. B awsh.. BJUS... Eviz.. § R2.. &]0ni.. &)esha.. [JLong.. &]Cour.. &Rela.. |k Rhet.. w How... @ E-le.. [ Astr

View Favorites Tools Help

»

UVa Integrated System  Receivables

Home Logout Preferences

Customers

A Warning

Attention:

This profile does not exist at the site level. Do you want to create a
new profile?

Step Action

10. Click the Yes button.

(& Site: 543856
File Edit View Favorites Tools Help
<5 [ Siem.. Bl The.. W Valu.. B Awah.. BJUS.. &]viz.. § R12.. E]0nl. &)esha.. [lLong.. &)Cour.. &)Rela.. & Rhet. o= How.. @ E-le.. B Astr.
UVa Integrated System  Receivables
M Navigator ¥ B Favorites Home Logout Preferences Help
Customers
Site: 543856
Organization Name Margaret Reitz Registry ID 656355
Account Number 12915 Account Description
- Location
Address 914 Emmet Street CHARLOTTESVILLE, VA 22904
A t Site Inf i
Site Name Alternate Name
Site Details i Purposes C ication | Pay Details Profile | Profile Amounts Late Charges
Profile Class [DEFAULTIY]
Credit and Collect
* Collector |Virainia Spro . Collectible (%)
Credit Rating [ Credit Check
Credit Classification CICredit Hold
Reisn Gk Credit Analyst ™~
Account Status Last Credit Review
) Next Credit Review
Risk Code (example: 23-May-2013)
Tolerance (%)
v
_Terms
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Step Action

11. Click the Apply button.
Apply |
12. Always use the existing Customer record to create accounts for your organization.

End of Procedure.

Establishing a New Customer Record

If after a thorough search you determine that no record exists for your customer in the IS
AR module you will establish the account by creating a Customer Record - specifying
whether it is for an Organization or for a Person - and creating an account for them.

You will then add a site to the new customer record for your business purpose. In most
cases your business purpose will be bill to and the format will be your organization
number followed by - BO1.

e (Example: 20030-B01)

A crucial element in creating a customer is setting up the profile. PROFILE is critical to the
customer receiving notices of billing.

Procedure

In this simulation you will see how to create a new customer in the AR module.
Search for the customer.

If the customer is not found create a customer record.

Enter the name and address.

Enter the Site information for your organization.

Add details. The first detail you will add will be under the PROFILE tab.

halE il e

The details you add under the PROFILE tab are critical to the customer receiving notices of
billing.
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£= Oracle Applications Home Page - Windows Internet Expl

GO~ (8 rvleaerc ammswon siszosaon s on o

Fie Edit View Favorites Tools Help

v e I@Drade Aapplications Home Page [7

UVa Integrated System  E-Business Suite

B Favorites v

Enterprise Search | All [ |[so] Search Results Display Preference | Standard
Logged In As MRIX

Oracle Applications Home Page
Main Menu Worklist

Personalize

From Type Subject Sent Due

5 B3 uvA AR Biing Specalst
There are no notifications in this view.

Transactions

B3 uva Emplovee SeffService

B E & F® mbox -MaosoftOut... | /= Orade Applic

Step Action

1. Begin by navigating to the Customer, Standard screen.

Click the Customers link.

£= Oracle Applications Home Page - Windows Internet Explorer

"\ http: /e 2d d du:8062/0A_HTML/OA. jsp? jomet |V | | 3| | X
G- =]

Fle Edit View Favorites Tools Help

w e I@orade Applications Home Page [_ - B @ - [rage - ok

UVa Integrated System £ Business Suite

B Favorites ¥ Logout Prefe

~[ |[se ] Search Results Display Freference | Standard

Logged In As MROX

Enterprise Search | Al

Oracle Applications Home Page

Main Menu Worklist

Personalize

From Type Subject Sent Due

53 yya AR Biling Specaist
There are no notffications in this view.

T Transactions
B 3 cusromers
Customers
Reports
B control
3 uva Emplovee SeffSenvice

<
http: fje 2deve2.admin. virginia.edu:8062/0A_HTML/RF.jsp?function_id=10019308resp_id=500308resp_appl_id=2228&security_g

@ Internet F100% T

iy start CNGH -
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Step Action
2. Click the Standard link.

3. In this example you will search for Logan Evans, a person.
Change the default for Customer Type from "organization" to "person."
Click the Customer Type list.
|
4, Click the Person list item.
Person
5. The simple search for a person displays criteria appropriate for finding an individual
rather than for finding an organization.
Enter the desired information into the First Name field. Enter "Logan".
6. Click in the Last Name field.
{= Customers - Windows Internet Explorer E‘@‘El
@: + |8 https: jezdben . acmin.virginia.dusB020/0A_HTML/OA o sstd wysrchecv| G |[é2)[x] | [[2]-
Fle Edit View Favoritss  Tools  Help & -
£ & |@cusones = B8 @D G- ”
ORACLE’ Trading Community
N Navigator v BF Favorites v Home Logout Preferences Help Diagnostics
Customers
Customer Type | Person ~
Search
Simple Search
First Name |Logan Reference
Last Name || Address Line 1
Registry ID Address Line 2
Account Number City
Account Description State
Tax Registration Number Postal Code
Taxpayer 1D Province B
Account Type v Country v
Customer Class v Status | Active ¥
Customer Category Q
El Clear
Create
Select Name Registry ID Address ‘Country Primary URL Status
Mo search conducted. v
Done. 84 Local intranet
@ ® @ > @ mbox-MaosoftQut... /7 Customers - Wind
Step Action
7. Enter the desired information into the Last Name field. Enter "Evans".
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= Customers - Windows Internet Explorer

FEX

GU:B020/0A_HTML/OA, jsp2p:

=

dle/apps/arfcusstd/srct

Fie Edit View Favorites Tools Help

W l@cusmmers

fi- 8

&

wysrnpe v G || 49| % e

& -

= |:zk Page ~ {G Tools =

ORACLE" Trading Community
N Naigator v B Favorites v Home Logout Preferences Help Diagnostics
Customers
Customer Type | Person v
Search
Simple Search
First Name | Logan Reference
Last Name | Evang Address Line 1
Registry 1D Address Line 2
Account Number City
Account Description State
Tax Registration Number Postal Code
Taxpayer ID Province 1
Account Type v Country v
Customer Class v Status M
Customer Category Q
[e] [
Create
Select Name Registry ID Address Country Primary URL Status
No search conducted. ~
Done. & Local intranet #, 100%

@ ® B 7 @ moox-MaosoftOut...

P ——
7y Start

Step Action

Go 1nitiates the search.

Click the Go button.

[Go]

Since no results were found create a new customer record.

Click the Create button.
Create

10.
this TIP. Instead enter a first and a last name.

A tip will display that indicates only a first or last name is required. Do not follow

11. Click in the First Name field.
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GU:B020/0M_HTML/OA, jsp2p:

clefappsar fusstd archwebiiarpriysecpe v | 0 | (42| %] |

Fie Edit View Favorites Tools Help

e ® I@aeacewevsm [7
ORACLE’

Trading Community

n Navigator v B Favorites w

Create Person

Home Logout Preferences Help Diagnostics

Customer Type PERSOMN
Person Information

“TIP Only a first or last name is required.
Prefix v

First Name

Middle Name

Last Name
Suffix

Email

Context Value | «

‘Account Information

pcooumt Descripton ||
Profile Class | DEFAULT v

Context Value (1)
Agency

cancel | | save And Add Details | [ Apply |

Account Type

%

Sub Agency |

IE3

&3 Local intranet ® 100% -

Step Action

12.

jows Internet Explorer

(]S
&

e r3020/0_HTHLIOA 507

clefappsar fusstd archwebiiarpriysecpe v | G | (42| %] |

Fie Edit View Favorites Tools Help

e ® I@aeacewevsm [7
ORACLE’

Trading Community

n Navigator v B Favorites w

Home Logout Preferences Help Diagnostics

Create Person

Customer Type PERSON
Person Information
“TIP Only a first or last name is required.
Prefix v
First Name |Logan
Middle Name
Last Name
Suffix

Email
Context Value | «

‘Account Information

pcooumt Descripton ||
Profile Class | DEFAULT v

Context Value (1)
Agency

cancel | | save And Add Details | [ Apply |

Account Type

%

Sub Agency |

| v

eE&E "

&3 Local intranet -
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Step Action

13. Click in the Last Name field.
14. Enter the desired information into the Last Name field. Enter "Evans".
15. In the account information block change the Context Value to blank.

OSP is for sponsored programs only!
Do not leave OSP in the context value.

Click the Context Value (1) list.

16. Click the blank list item.

{= Create Person - Windows Internet Explorer |ZHE‘E|

@.\. 3 =[] https: je2dban2.admin virginia. =du:8020/04_HTMLIOA c —— recivl| & |[42][x] | [[2]-

Fle Edt Vew Favorites Tools Help & -
_— = »

Wk I@cﬁatepersun [ ‘ - B - & - [shPage - {Tods -

ORACL€1 Trading Community

N Navigator v B Favorites Home Logout Preferences Help Diagnostics

Create Person

Cancel Save And Add Details ‘ Apply ‘

Customer Type PERSON

Person Information

“TIP Only a first or last name is required.
Prefix v

First Name |Logan

Middle Name

Last Name |Evans
Suffix

Email

Context Value A

Account Information

Account Description | | Account Type
Profile Class | DEFAULT & Reference

Context Value (1)

@ @@ ” | 8 nbox-Maosoroue

Step Action

17. Next scroll down to the bottom of the window and enter the address.
Click the scrollbar.
18. For the country, United States should default.

If the country does not populate, or if the country is not correct for your entry, you
must search for the country and select it.
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@:/ + [ &) https:fjeacbanz.admin.virgni

W o I@Crmepersun [7‘

dU:8020/0A_HTML/OA o ssteler recie | & |[4|[%] [ |[2]-
Fle Edit View Favoritss Tools Help & -
- B & - [ChPage - (FToos -

Profile Class | DEFAULT v
Context Value (1)

Account Site Address

* Country |United States Q

~
Reference =

* Address Line 1 |123 Main Street

Address Line 2

Address Line 3

Address Line 4

City |Charlottesville

County |Albemarle|

State |

Postal Code

Address Deseription

Context Value

Account Site Details

Operating Unit | A1000 Rector/Board of Visitors %

Reference

<

Done

sEH "

Inbos - Microsoft Out.

74 start

&4 Local intranet

Step

Action

19.

Press [Tab].

In this example the address information has been entered for you.

20.

Make sure the state abbreviation is correct. No periods and no spaces are accepted.

Enter the desired information into the State field. Enter "VA".
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{2 Create Person - Windows Internet Explorer [ (=3
@; - ‘g https: ffe 2dbaw2.adh u:B020/0_HTML /O jsp?p: cle/apps/ar fcusstd/reatea i rCrECIV‘ % IS Pl
Fie FEdit View Favorits Tools Help & -
W lfgcreacepersnn [7‘ - B - [Page - GTook v

— ——

~

Profile Class | DEFAULT v Reference =
Context Value (1)

Account Site Address

* Country |United States Q
= Address Line 1 |123 Main Street

Address Line 2

Address Line 3

Address Line 4
city [charlottesville
County [Albemarle

Postal Code

Address Description a

Context Value

Account Site Details
Operating Unit | AL000 Rector/Board of Visitors (% Reference A

Done &3 Local intranet ® 100% -

—_— .
14 start @ & B 7 | mbox MaosoftOut.. /7 Create Person - Wind.

Step Action

21. Click in the Postal Code field.

22. Enter the desired information into the Postal Code field. Enter "22904".

23. Scroll down to the bottom of the page to enter the Bill To location, which is your
Organization number-B01.

For example: 10000-BO01 is the bill to location for the president's office.

Click the scrollbar.
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jows Internet Explo

@:,v | &) httpss jezdbanz.zd u:8020/08_HTML/OA. jspp: de/apps/ar feusstd/reate creci¥] @ |[#2] (%] [co e
A
Fie FEdit View Favorits Tools Help & -

e ® Igueace person

=

Page = {} Tools =

fi- B @&

Context Value

Account Site Details

Context Value
Purpose \Locaﬁon

Operating Unit

Identifying Address
Geography Code Override

A1000 Rector/Board of Visitors %

Category
Territory

Translation
EDI Location

Context Value

\B‘I To Locaﬁon\Pr'marv\Rellwve

[8il To [

Add Another Row

About this

3

Reference
Status |Adtive ¥

| cancel | | save And Add petails | | Apply |

iy Start BE&E

" (® mbox - Microsoft Out...

{= Create Person - Wind.

Step Action

24.

Click in the Location field.

reqiv | & 4[] |

)~ |2 rwmpeatenzaa
8o-&

Fie Edit View Favorites Todls

Help

w I@c’eate Person

Fi- B @ - [rrage - ook

Context Value

‘Account Site Details

Context Value
Purpose |Location

Operating Unit

Identifying Address
Geography Code Override

A1000 Rector/Board of Visitors &

Category
Territory

Translation
EDI Location

Context Value

|Bill To Location|Primary|Remove

[Bil To ~l

J o @

3

Reference
Status |Adtive ¥

| cancel | | save And Add petails | | Apply |

SEmEm

7y start

[® Inbox - Migosoft Out... /= Create Person - Wind...
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Step Action

25. Enter the desired information into the Location field. Enter "20030-B01".

26. To save up to this point,
Click the Save And Add Details button.

Save And Add Details

27. You will next add details to the Bill To site in this case 20030-B01.

Click the Details button.

28. The first detail you will add will be under the profile tab.
The details you add here are critical to the customer receiving notices of billing.

Click the Profile tab.
Profile

29. Each UVA organization has only 1 site.

A profile includes information for the central accounting person in charge of
sending out invoices including dunning (collection) invoices.

A profile needs to be added to each site.

Click the Yes button.

¥Yes

30. When you click yes the Credit and Collection information populates.

Virginia Sprouse is the person in central accounting who sends out your invoices.
Her name populates automatically as Collector.

She will also send dunning letters when appropriate.

31. Click the Save button.
Save
32. If you have additional contact information for a customer such as the email address

and phone number, you add this information in the Communication tab.
In this example you will add a phone number for this site.

Click the Communication tab.

Communication

33, Click the Create: list.

W
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T - (Bl iz e
8- =

mnnbv‘ % +2||% ‘

|E28

File Edit View Favorites Tools Help

& -

Yo & [gsme‘ 473859

- B @ - [ihPage - {hToos ~

‘Account Site Contacts

Status

Create Contact

Hame
No results found.

Contact Number Mail Stop Job Title Reference Status Details Remove

‘Account Site Phone Numbers

Telephone | @

purpose|Fox lerred

Create:

[Type [Humber

Primary _[Time Zone

| update

Business | Mobile
Pager
PRSSS T olcphone

Emai

Telephone +1 (912)3842864 (Telephone)

Primary Purpose Preferred

No results found.
‘Account Site URL

URL
No results found.

Primary Purpose Preferred

Home

About this Page  Privacy Statement

Update

Update

Logout Preferences Help Diagnostics

3

Remove
v =
Remove

Remove

BEE

[® Inbox - Midrosoft Out. Site: 473859 - Windo...

Step Action

34. Click the Telephone list item.

Telephone

te: 473859 - Windows Internet Expl

Cants ¥ | & ][] |

o

File Edit View Favorites Tools Help

& -

e [gsme: 473859

B8 & Groos- "

Account Site Contacts

Status

Create Contact

Name
No results found.

Contact Number Mail Stop Job Title Reference Status Details Remove

Account Site Phone Numbers

Create: |Telephone v El

Purpose | preferred [Type [Humber

Primary _[Time Zone

| update

Business Telephone +1 (912)3842864 (Telephone)

Account Site Email

Emai
No results found.
Account Site URL

Primary Purpose Preferred

URL
No results found.

Primary Purpose Preferred

Home

About this Page  Privacy Statement

Logout Preferences Help Diagnostics

Update

Update

Copyright (¢

Remove
7 =
Remove

Remove

23

6, Oracle. All rights reserved

‘4 start

B E& @ Inbox - Migosoft Out... = Site: 473859 - Windo. .

&3 Local intranet
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Step Action

35. Click the Go button.

[60]

/2 Create Account Site Phone - Windows Internet Ex;

plorer

G- e

b i cu:8020/0

\_HTML/OA.;

siecv| & |[4] % p

File Edit View Favorites Tools Help

& -

e o [QDEEEA@UM&EMME

ORACLE’

Create Account Site Phone

Trading Community

B B @ - [heage - GFTook -

=

i Navigator ¥ B? Favorites ¥ Home Logout Preferences Help Diagnostics

Customer Account Site Information

Organization Name Logan Evans
Account Number 11157
Site Number 473859

Telephone

Q
]
]
]
Active v

Frimary

Context Value

Country Code
Area Code
= Humber

Ext
Status

About this Page  Privacy Statement

Account Description

Cancel Apply

Registry ID 584921

Site Address 123 Main Street CHARLOTTESVILLE, VA 22904

Cancel | | Apply

Home Logout Preferences Help Diagnostics

Copyright (<) 2006, Cracle. All rights reserved

Done

iy Start @ @ & 7 | @ mnbox-Maosoft

FHARRNANRNN

&3 Local intranet

Step Action

36.
is 1.

The first field in the telephone section is the country code. The country code for US

Click in the Country Code field.
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&Q,v ] htpsi/feadbaw2.ad u;8020/0A_HTML/OA. o steclv B |[#2][x

File Edt View Favorites Tooks Help & -

e o [gcreatet\munt&m%ma ] - B @ - [eae- (Frook-
O ACLG’ Trading Community

n Navigator v BF Favorites v Home Logout Preferences Help Diagnostics

Create Account Site Phone

Customer Account Site
Organization Name  Logan Evans Registry ID 584921
Account Number 11157 Account Description
Site Number 473859 Site Address 123 Main Street CHARLOTTESVILLE, VA 22904

Country Code Q
Area Code
= Number

Ext
Status | Active v
Frimary

Context Value

Home Logout Preferences Help Diagnostics
About this Page  Privacy Statement Gopyright (¢ 26

&3 Local intranet ® 100% -

Step

Action

37.

Enter the desired information into the Country Code field. Enter "1".

38.

Click in the Area Code field.

[ ]

eate Account Site Phone - Windows Internet Expl.

GT\:; + [[2] https:/fe2dbaw2. admin.vrginia.edu:8020/0A_HTML[OA.jspZpage=forad seeciv| B |[49][ % |[2]-
Fle Edit View Favorites Tools Help & -

W [gmm Account Site Phone ] G- B & - [ErPage- T~
ORAC‘_G’ Trading Community

M Navigatorv B Favorites v Home Logout Preferences Help Diagnostics

Create Account Site Phone

Customer Account Site
Organization Name Logan Evans Registry ID 584921
Account Number 11157 Account Description
Site Number 473859 Site Address 123 Main Street CHARLOTTESVILLE, VA 22904

Country Code
Area Code

* Number
Ext

Status

Context Value

Home Logout P ces Help Diagnostics
About this Page  Privacy Statement Copyright (s 6, Cradle. Al rights reserved

& Local intranet ® 100% -
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Step Action

39. Enter the desired information into the Area Code ficld. Enter "912".

40. Enter the desired information into the Number field. Enter "384-2864".

/= Create Account Site Phone - Windows Internet Explorer

@\,;.- | &] htips:/feadbawz.ad ia.ecu:8020/0A_HTML/OA jsp?p: dlefapps/ar fcusstd/acc cisiec v G |[42)[ %] |

File Edit View Favorites Tools Help

o & [@cream Account Site Phone ] } f9 - B @ - | Page - Tooks ~

ORACLE Trading Community

T Navigator ¥ B2 Fayorites v Home Logout Preferences Help Diagnostics

Create Account Site Phone

Apply

Customer Account Site Information

Organization Name Logan Evans Registry ID 584921
Account Number 11157 Account Description
Site Number 473859 Site Address 123 Main Street CHARLOTTESVILLE, VA 22904
Telephone
Country Code |1 Q

Area Code (912

* Number |384-2864]

Ext

-
Status | Active ¥

Primary

Context Value

cancel | [ Apply
Home Logout Preference elp Diagnostics

About this Page  Privacy Statement Copyright (c) 2008, Oradle. All rights reserved

84 Local intranet

——— =
/s start SEG Inbox - Microsoft Out. /= Create Account Site ...

Step Action
41. When you are done entering the communication details, click the Apply button.
Apply
42. Click the Save button.
Save
43. You have completed the simulation for creating a new customer.
End of Procedure.

Correcting Transactions in AR

At the end of this section, you will be able to:

e Create a Credit Memo - Refund for paid invoices
e Credit part of an unpaid invoice
e Credit an entire unpaid invoice

Note: If you under-invoice a customer, you will create a new invoice for the remaining
amount.
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Creating a credit memo-Refund

If a customer has paid and needs a refund for any reason you will create a Credit Memo
in the AR module.

After you have created your credit memo, you will send an email to Central Accounting
(UVA-AR@virginia.edu) with the following information:

e Credit Memo number (which you will get when you create the credit memo)
e Whether the credit should be cash or a credit to account
e A brief reason for the refund.

Central Accounting will send the customer a check for cash refunds, or they will apply a
credit to the account depending on what the customer wants.

Procedure

In this simulation you will complete a Credit Memo to refund $50.00 to the customer.

{2 Oracle Applications Home Page - Windows Internet Explorer

@\ oy - &) hip: e 2cevc2.acmin.virginia. edu:5062/0_HTML/OM.jspOAFUNC=CAHOMEPAGE # ¥ [4][x] | e
File Edit View Favorites Tools Help ﬁ -
¥ & [@madanpmmmmmepage ] } f - B i - [ Page ~ {F Toos

UVa Integrated System  E-Business Suite

B Favorites ¥ Logout Preferences Help

Enterprise Search | Al || J Search Results Display Preference | Standard

Legged In As MRX
Oracle Applications Home Page

Worklist
Personalize Full List
2 CJuva AR Biling Spedialist From Type Subject Sent Due
= 3 Transactions There are no notifications in this view.
Batches

Batches Summary
Trensactions Sumary
Credit Transactions
Copy Transactions

(3 customers

CJ Reports

3 control

@ I yva Employee Self-Service

IS
2

rm(h d o du;8062/0A_HTML/RF jsp?function_id=1691&resp_id=500308resp_appl i | [ @ Internet 100% -

— =
7y Start B EBH | @ mnbox-Maosoftout. /= Orade Applications H...

Step Action

1. Begin by navigating to the Transactions page.

Click the Transactions link.
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Oracle Applications - UVA isd20 : DEV2 Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Producti

Help

SO PIRDDEANALED D

Balance Due

Ship To i~ Bill To  Sold Tor

nmitrment:

Mame

Number Number

Location
Address [~ Paying C

Mame

Number

Contact Location

Commitrent (- Payment Detail
Receipt Method
Payment Method

Payment Term

Invaicing Rule

Due Date Instrument Number

-
i start @& &

% s L:50PM

Step Action

2. In this example you will use the CR Memo for the Source.

Click in the Source field.

Al R

Cash Refund A1000 RectorBaard of Yisitars

DR Memo A1000 RectorBaard of Yisitars
A1000 RectorBoard of Visitars [[Sold Tor
A1000 RectorBaard of Yisitars
A1000 RectorBaard of Yisitars
hurmber A1000 RectorBoard of Visitors hurmber
Location MANUAL-OTHER A1000 RectarBoard of Yisitors
P RSP_TEST A1000 RectarBoard of Yisitors
RSP_TEST2 A1000 RectarBoard of Yisitors
Transter In A1000 RectorBoard of Visitors Hame
A1000 RectorBoard of Visitars Number

Mame Mame

Paying Ci

Contact ¢ Location

Eammimitil Payment Detai
Receipt Method
Payment Method

Payment Term

Invaicing Rule

Due Date Instrument Number

Select Instrument
Freight Distributions Sales Credits Incorplete.

i sta 2 2 1S Lo E3% L 1:50PM
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Step

Action

3.

You will select CR Memo from the list. (This has been selected for the simulation).

Click the OK button.

The Reference number is the paid invoice number and for this simulation has been
entered for you.

Next you will select Darden - Dev. Leadership Gifts as the customer for this invoice.

Note: This field is NOT case sensitive.
You can search on partial name.

Click in the Bill To: Name field.

Enter the desired information into the Bill To: Name ficld. Enter "Darden%".

To display a list of vales that match Darden, press [Tab].

In this example you will select Darden - Dev. Leadership Gifts.

Click the Darden - Dev. Leadership Gifts cell.
Darden - Dey. Leadership Gifts - 05

Click the OK button.
(0]

10.

To navigate to the Transaction summary page.

Click the Line Items button.

Line ltems
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I3 Oracle Applica A isd20 ed RP1 a a ed 0r8 a ed Prod |
-
BYOIH 59 SPE DD ERAD D P2
CR Memao 07-APR-2011 -
07-APR-2011
Credit Mermo - USD
CR Mema-Local
é -
ce Due Currency Date GL Date Salesperson Terms Type [l[=
USD 07-APR-2011 07-APR-2011 CR Mermo-Local
B 5 A
Step Action
11. The Transaction Summary form displays.

Enter your org number in the Salesperson field.

Click in the Salesperson field.

12. Enter the desired information into the Salesperson field. Enter "20545".
13. Press [Tab].
14. Click the Open button.
Open
15. Click the Line Items button AGAIN.
Line ltems
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Lineg Tax Freight

Total dﬁl T T T

Description Ouanti(y‘ Unit F‘rice‘ Amuum‘ Tax C\ass\ﬁca‘ Trans |

T ot Fieh Distuons SelesCred

FRA-4N404" Nataha:

‘4 start (@ Inbox - Micr... /- Orade Appli... /- Orade Appli...

Step

Action

16.

The Line Items page displays. You will select the reason for the refund, quantity,
and unit price.

Click in the Description field.

(%0 6 VOB & NP LNDHE 2

iy Start ® & @ inbox-Mia... | /7 OradeAppli.. | /7 O

Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= (B[]
Fil der T ORACLE

Lineg Tax Freight

o T T T T

Description Ouanti(y‘ Unit F‘rice‘ Amuum‘ Tax C\ass\ﬁca‘ Trans |

T ot Fieh Distuons SelesCred

e Appli...
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Step Action

17. Click the List of values item.

18. Incorrect Billing was selected for you from the list of values.
19. Enter the desired information into the Quantity field. Enter "1".
20. Press [Tab].

21. Remember to put a minus sign in front of the unit price.

Enter the desired information into the Unit Price field. Enter "-50".

22. Press [Tab].

23. Click the Distributions button.

Distributions

Oracle Applications - UVA isd20 : DEV2 Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... E\@@
File E alp ORACLE
QP IRDDERLED 2

Accounts For This Line <
s Detail

Line GL Date n

Revenue 00 - (07-APR-2011 100.0000; <50.00>!

100.0000 <50.00=
un <50,00>

rnmaleta 1 rasn

[af:] [® mbox . £ e . £ e . A =PRSS o0 .

Step Action

24. Click the Accounts For This Line list.

-
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Oracle Applications - UVA isd20 : DEV2 Cloned From CRP1 as of 11/3 which was cloned from

Revenue

10.100392.1120. 20545 0000

OoRACLE
USER PRODUCTIVITY KIT

QA Test as of 10/8 which was cloned from Productio... [= |[B][X]

07-APR-2011

100.0000;

ORACLE

<5000

ction Line Amaunt <50.00>

ounting Rule

100.0000

<50.00>

Ate 1 rar

@ Inbox - Micr...

Orade Appli..

Orade Appil.

Step

Action

25.

Receivahle

10.100392.1120.1335.20545.0000

07-APR-2011

100.0000

<50.00>

Revenue

10.100392.1120./20545.0000

- |07-APR-2011

100.0000

<50.00>

/4 start

[® mbox - Micr...

/7 orade Appl.. £) Appi...

Oradle Appii...
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Step Action

26. Enter the missing Object code into the GL Account revenue string. Enter "4736".

217. Click the Close.

ate
N RN ate
Credit hema 2 C

it

Carmmitment
Ship To i~ Bill To
MName Darden - Dev. Leadership Gifts - 05 MName |Darden - Dev. Leadership Gifts - 05
Humber B3 Nurmber [9631
Location B01-20545
Address PO Box 400321  Paying Ci
Mame |Darden - Dev. Leadership Gifts - 05
CHARLOTTESVILLE, YA 22904 United & Number [9631
Contact Snyder, Jessica Location |B01-20545

- Payment Detail
Payment Term Receipt Method

Invoicing Ruls - Payment Method

Due Date Instrument Number

Commitment

Select Instrument )

T Disiburs Sl Seds ompletc

CNal-] @ mbox-Mar.. | /7 OradeAppi... | /7 Orade Appi..

Step Action

28. Before you complete the credit memo record the Credit Memo #.

Click the Complete button.

Complete
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EV2 Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= |[B]&)

ORACLE

Balance Due

B o o]

Carmmitment

Ship To ) rSnId To

Mame

Number

Location
Address

Contact

Payment Detail
Receipt Method
Payment Method

Commitment

Payment Term

Invaicing Rule

Due Date Instrument Number

Select [strument

g it Ssles e Gomplte

FRA-4N414" Datahasa analy cnmedate 1 raeards analiad

/4 start BREGH ® ibox-Micr... | /° OradeAppli.. | /° Orade Appii.. [ Orack Appi. BE: -o0s .08

Step Action

29. Click the OK button.

30. Click the Save button.
31. Click the Close button.
X
32. Send an email to UVA-AR@yvirginia.edu and include the following information:

1. Credit memo #
2. State that this should be refunded to the customer
3. Provide a brief explanation for the refund.

If the credit should be applied to an outstanding or future invoice, provide the
following information in the email:

1. Credit Memo number
2. The Invoice number to which the credit will be applied if you have it.

33. You have completed the simulation for creating a credit memo.
End of Procedure.

Crediting part of an Unpaid Invoice

If a customer who has not yet paid requires a credit you will create a Credit Transaction
in the AR module.
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Create a partial credit to an invoice by:

Searching for the transaction number (the invoice that needs crediting)
Select the reason for the credit

Enter Credit lines

Enter the amount as a negative number

Complete the transaction

Procedure

In this simulation you will credit a portion of an unpaid invoice.

Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= |[21/[3¢)
elp ORACLE’
08 D L2

Functions
Transactions:Credit Transactions

Credit Transactions

- Transactions Tap Ten List
Batches 1. Customers: Standard

Batches Summary
Transactions
Transactions Surman:

Credit Transactions
Copy Transactions
+ Customers
+ Reports
+ Control

& @ mbox-Mar... |/ OradeAppi... |/ OradeAppi... [ =R .o

Step Action

1. Begin by navigating to the find Credit Transactions page to search for a invoice to
credit.

Double-click the Credit Transactions list item.
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EV2 Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= |[B[&)

ORACLE

5000232324 A1000 Rec,
5000132324

[ I )
ol
— .

(@ Inbox - Micr... /- Orade Appli... /- Orade Appli... Orade Appl. BE: co®s %o s 2:00PM

Step Action

2. In this example a partial search, % followed by the last 5 digits of the invoice
number, has been executed for you.

Select the correct invoice and click ok.
Note: The Transaction Numbers beginning with 5 are OSP transactions.

Click the OK button.
(0]
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Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= (B[]

ORACLE

8N A1000 Rector/Board of Visitars
1000032324 = - 81000032324

Cormplete Tax Information Credit Balance Credit Lines

2 start (] (-] @ nbox - Micr... /- Orade Appl... /- Orade Appli... Orade appi. BE: 08

Step Action

3. Click the Find button.
Find
4, The Credit Transactions page displays where you will document the reason for the
credit.

Click the Reason button.

[

5. In this case you will select Damaged Product.

Click the Damaged Product list item.
Damaged Product
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Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from C

Transaction Amaur|

138 A1000 Rector/Board of Wisitars

B [

Reason | Description

A1000 Rector/Board of Visitors

07-APR-2011
| I
CR Memo-State

W

Credit Allc]
Crl

Line
Tax
Frsight

Tatal [

Actounts re
Custamer ¢

Accounts Receivables Billing Error
Cancellation

ContractLine Terminated

Creit Merno fram Prajects

Credit and Rebill

Cradit Mem

Duplicate Billing

Fareign Freight Error

Free Product

Late Payment Finance Charge
No Reasan Enterad

Not Delivered

Late paymel

‘3 start

B EE

@ nbox - Micr...

Cradit and rehill

Duplicate invoicing of an order
Forgign interface credit memo
Custamer invoiced for free produ

Mo reason entered for Credit Me
Mot Deliverad

ceivable billing error
ancellation of order

Balance Due
509 41

0.00

0.00

0 fram Projects

ntfinance charge

Credit Lines

OoRACLE
USER PRODUCTIVITY KIT

Test as of 10/8 which was cloned from Producti

201PM

Action

Click the OK button.

9]

Oracle Applications - UVA isd20 : DEV2 Cloned From CRP1 as of 11/3 which was cloned from C

{1 A1000 Rector/Board of Yisitors
I =

Damaged Product
07-APR-2011
UsD

Transaction Amaunts

Grestt Alocation [

Cre

A1000 Rector/Board of Visitors

edit hemno
%

Line

Credited T
Balance Due

509 41

Original
509.41

Tax

0.00

Freight

0.00

Total| |

0.0000 =%

s03.41 | 509.41

‘3 start

R EE

@ Inbox - Micr...

Test as of 10/8 which was cloned from Productio.

EE®
ORACLE

201PM
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Step Action

7. In the Transaction Amounts tab you will select the Credit Allocation to display
Lines Only.

Click the Credit Allocation list.

-

8. Click the Lines Only list item.

Oracle Applications - UVA isd20 : DEV2 Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... E\@@

ORACLE

T AT000 Rector/Board of Yisitors RS AT000 Rector/Board of Visitors

Damaged Product CR Memo-State
-APR-2011
sD

Transaction Amaunts

Credit Allocation |Lines Only -

Credit hema Credited Ti
% Amount Original

Balance Due
60941 609 41

0.00
0.00

Line
Tax
Freight

Total| | 0941 | 509,41

Complete Tax formation Credit Balance

/4 start ® & @ mbox-Mia... | /7 Orade Appli.. | /7 Orade Appli...

Oradle Appii...

Step Action

9. The Credit Lines button takes you to the Lines page.

Click the Credit Lines button.

Credit Lines

10. In this example there is only one line.
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2ln
YO G oWSP ADBER LD P% 2 )

Tr Lines

Total <50.00= <50.00>

Rules.

Description Ouanti(y‘ Unit F‘rice‘ Amuum‘ Tax C\ass\ﬁca‘ Trans |

[ =
Price Original Uncredited

Cr
d Ui [N ¥ )
20505 - BU-Printing and Copy Senvices, Printing 509.41 509.41 459.41
i Tax Infarrmation Freight Distributions Sales Credits

‘4 start ol & mbox -Mcr.. /7 Orade Appli... |/ Orade Appli.. a =EES, @4

Step Action

11. If there are multiple lines in the invoice you select the line you need to credit.

Click the Line button.

—

12. Once you select the line the Description field populates.

13. In the amount field you will enter the amount for credit as a negative number.

In this example -50 has been entered for you.

14. By clicking on the Distributions button the GL string, accounting information, for
this invoice will display.

Click the Distributions button.

Distributions
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Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= (B[]

ORACLE
1 £E19 &

Detail
Line ur GL Date
Revenue 00! - (07-APR-2011 100.0000; =50.00>!

a <50.00=
ction Line Amount <50.00>

‘4 start o] & mbox -Mcr.. /7 Orade Appli... |/~ Orade Appli.. Crade Appii.

Step Action

15. Click the Accounts For This Line list.

-

16. Click the Accounts For All Lines list item.

coounts For All Lines

17. Click the Save button.

&

18. Click the Close button.

Page 71



Training Guide ORACLE
USER PRODUCTIVITY KIT

Error! No text of specified style in document.

<50.00= <50.00>

Amuum‘ Tax C\ass\ﬁca‘ Trans |

UG Ouanti(y‘ Unit F‘rice‘
-1 509.41 <50.00>

Description
20505 - BU-Printing and Copy S |Each

Price o] dited

m  Description UG ani Original Uncredited
1 |20505 - BU-Printing and Copy Senices, Printing 509.41 509.41 459.41
i Tax Infarrmation Freight Distributions Sales Credits

14 start (] (=] @ nbox - Micr... /7~ Orade Appli... /7~ Orade Appli... 2:06 PM

Step Action

19. Click the Close.

PP %2

BP0 & BGP o8 EE L

A1000 Rector/Board of Yisitors A1000 Rector/Board of Visitors

1000032324 Ivoice: 0.00
Nane <
CR Memo 07-APR-2011 Amount| | Tax Classifica | Trans
2000002414 =50.00x

CR Mermno-State

Damaged Product
07-APR-2011
UsD

Transaction Amounts

Credit Allacation |Lines Only -

Credit Memao Credited T

% Armount Original Balance Duge
Line 98153 <60.00> 509.41 459.41
Tax 0.00

Freight 0.00 L3
Total 9.81563 % <h0.00= 60941 468 41
509.41 459.41
Complete Tax Information Cresit Balance Credit Lines
X S O Sales Credits
orad 2) = A%
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Step Action

20. Click the Complete button.
Complete
21. You have completed the simulation for crediting part of an unpaid invoice.

End of Procedure.

Crediting an Entire Unpaid Invoice

If a customer has not paid an invoice and requires a credit for the entire invoice you will
create a Credit Transaction.

Create a complete credit to an invoice by:

Searching for the transaction number (the invoice that needs crediting)
Select the reason for the credit

Enter Credit lines

Credit Balance (button)

Complete the transaction.

Procedure

In this simulation you will credit an entire unpaid invoice.

ORACLE

Functions
Transactions:Credit Transactions

Credit Transactions

- Transactions Tap Ten List

Batches 1. Customers: Standard

Batches Summary
Transactions
Transactions Surman:
Credit Trans ]
Copy Trans.

+ Customers

+ Reports

+ Control

S ® @ nbox - Micr... /7 Orade Appii.. /7 Orade Appli...
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Step Action
1.

Begin by navigating to the find Credit Transactions page to search for a invoice to
credit.

Double-click the Credit Transactions list item.

ORACLE

5000032324 A1000 Rec,
5000232324 A1000 Rec,
5000132324

Tax Information

D
@

Inbox -Mir... |/~ Orade Appli... | ¢/~ Orade Appli... I8 Orade Appii. Be s A L o s Z00PM
2 oD & SIS

Step

Action

In this example, a partial search, percent followed by the last 5 digits of the invoice
number, has been executed for you.

Select the correct invoice and click ok.

Note: The Transaction Numbers beginning with 5 are OSP transactions.

Click the OK button.
0]
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EV2 Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Producti BIX

ORACLE

B3 Oracle Applications - UVA isd20 :

A1000 Rector/Board of Visitars

Cormplete Tax Information Credit Balance Credit Lines

2 start (] (-] @ nbox - Micr... /- Orade Appl... /- Orade Appli... 2:01PM

Step Action

3. Click the Find button.
Find

Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Productio... [= |I21/[3¢)

ORACLE

A1000 Rector/Board of Vi S0 A1000 Rector/Baard of Visitars
[ ooz

F

Transaction Amounts

Credit Allocation :}

Credit Memao Credited T

% Armount Original Balance Duge
509.41 509.41
0.00
0.00

Line

Tax
Freight

Totall [ 0.0000 % X s09.41 | 508,41

/4 start & 1® mbox - Micr..
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Step Action

4, The Credit Transactions page displays where you will document the reason for the

credit.

[

Click the Reason button.

5. In this case you will select Damaged Product.

Camange

o Product

Click the Damaged Product item.

Dramaged Product

YOI

A1000 Rector/Board of Wisitars

ORACLE

A1000 Rector/Board of ‘isitors

Transaction Amaur|

Reason

07-APR-2011 HCof
CR Memo-State

N

| Description

Credit Allc]

Line
Tax
Freight

Accounts Receivables Billing Error
Cancellation

ContractLine Terminated

Creit Merno fram Prajects

Credit and Reill

D uct

Duplicate Billing

Foreign Freight Error

Free Product

Late Payment Finance Charge
No Reason Entered

Not Delivered

@ nbox - Micr...

Actounts receivable billing error
Customer cancellation of arder

Credit Mema fram Projects ~ Balance Due
Credit and rebill 500,41
D duct 0.00
Duplicate invaicing of an order

Fareign interface credit mema 0.00
Customer invoiced for free produ _—
Late payment finance charge 500,41
No reason entered for Credit Me

Mat Dell

/7 Orade Appli... |/~ Orade Appli... - & SO e LR e s 201PM

Step Action

6. Click the
0]

OK button.
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Oracle Applications - UVA isd20 : DEVZ Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Producti (s3]

ORACLE

101

1on
gu A1000 Rector/Board of Yisitors g A1000 Rector/Board of Visitors

None E .
: u
I N o
Damaged Product

Transaction Amaunts

Grestt Alocation [

Credit hMema Credited T
% Armount Original Balance Due

Line 509.41 509 41
Tax 0.00
0.00

Frsight

Total| [ 0.0000 % 0941 | 509.41

Complete Ty Information Credit Balance Credit Lines

'T,' étén: Mol @ Inbox - Micr... /7~ Orade Appli... /7~ Orade Appli... S 3 [ e 2:01PM

Step Action

7. In the Transaction Amounts tab you will select the Credit Allocation to display
Lines Only.

Click the Credit Allocation list.

-

Oracle Applications - UVA isd20 : DEV2 Cloned From CRP1 as of 11/3 which was cloned from QA Test as of 10/8 which was cloned from Producti ;HE"Z\

ORACLE

WU[TIA1000 Rector/Board of i N VA AT000 Rector/Board of Visitors
[ ooz

Damaged Product
07-APR-2011

Credit Allocation

Credit Memao Credited T
% Armount Original Balance Duge

Line 509.41 509.41
Tax 0.00

Freight 0.00

Totall [ 0.0000 % X s09.41 | 508,41

Complete Tax formation Credit Balance Credit Lines

7 start (] (-] [® mbox - Micr... /7 orade Appl.. /7 Orade Appl...
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Step Action
8. Click the Lines Only list item.

Lines Only

9. To credit the whole unpaid transaction click the Credit Balance button.
Credit Balance
10. When you select yes the amount to be credited auto populates.
Click the Yes button.

Yes
11. Click the OK button.

OK
12. Click the Complete button.

Complete

13. You have completed the simulation for crediting an entire unpaid invoice.

End of Procedure.
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