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Business Process: This process will be used when a check has been applied in error to an
item. It is key to remember that this process will not reset transactions; it will make no
entries in the Project Resource table. Once completed, this process will make transactions
in the accounts receivable module and in the GL. Therefore, you can’t use this process to
reset the BLD transactions to BIL transactions so they can be rebilled.

If you find that the item receiving the payment was created in error, the second part of
this script provides steps to create a credit bill. Once the credit bill is processed and
becomes an item by using the maintenance worksheet functionality you will offset the

item created through error with the credit item. The offset process will close both items
appropriately.

UNPOST PAYMENT

1. Unpost Payment
This step is used to unpost a payment that was made against an open item.

Navigation:
Account Receivables> Update Receivables> Unpost Results> Payment Groups

Payment Unpost
Enter ary information you have and click Search. Leave fields blank for & list of g

J Find an Existing Value

DepositUllit:I: vI [uNDO1 Q
Deposit ID: |hegins withj"

Payment ID: |hegin5 withjl

Search | Clear | Basic Search Save Search Criteria

-Enter your Business unit
-Enter your Deposit ID

Click Search

GM 12.8 Unposting and Creating Credit Page 2 of 12



CONNEC North Dakota University Systems

MAXIMLIS

e

Payment Control ¥ Options " Unpost Action |
Deposit Unit: MO0 Deposit ID: 382 Payment ID: 123
Accty Date: 0aM 42005
Group Type: P Payment Control Currency:
Origin 1D: PE_AR P35 AR Format Currency: sD
Control: -30,000.00 Count: 1 Received: 081 412005
Entered: -30,000.00 Count: 1 || Entered: 09/14/2005
Dift ) Count: Posted Date: 04951 452005
erence: 0.00 Count: 0 Assign: calexander
Posted: -30,000.00  Count: 1 User: calexandar
Edit Status: Edited Accounting Entries: Balanced
Balanced: Yes Posting Action: Mo Action
Posting Status:  Complete
E Save | EL Return to Search | [Z]  Motify |

-Verify your Deposit Id information

-Click on Options tab
Payment Contral ' Options | Unpost Action |

Unit: UMDY Group 10 MEXT Description:  Unpost
= Lnposted Group to Keep Original Document Type

Unpost Reason:  |[ERROR Q ERROR
_ﬁ_{;{;n“"ﬂ"u Drate: IDQH 472004 I_ Eiit Acﬁﬂl“]‘ti“u Date

-Unpost Reason: Error

-Click on Unpost Action Tab
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Payment Control §"  Options ' Unpost Action |

Unit:  UNDDOY Group ID:  MNEXT Description: Unpost
& No Action
© post Now

€ post Later

Delete Unpost | | Do Mot Post I Review Unpost Mow

Accounting Date: 09714720

Unpast Mow |

Unpost Later |

Click Unpost Later to unpost your payment. Save.

CREATING A CREDIT BILL

2- Credit Bill

This step is used to credit the bill that was mistakenly created. This step will establish a
bill that exactly like the bill you are using, except it will be a credit bill and when you
process the maintenance worksheet using the offset functionality, these two open items
will cancel out each other and all the appropriate transactions will be established.

Navigation: Billing> Maintain Bills> Adjust Entire Bill
Adjust Entire Bill
Enter any information you have and click Search. Leave fields blank for a

j Find an Existing Value

Business Unit: I = vI

|unDO1 Q

Invoice: |begins with j ||
Customer: |begins wiith j' a,
Contract: |begin5 with j'

" case Sensitive

Search | Clear | Basic Search Save Search Criteria

-Enter your Business unit
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-Enter another search criteria such as Invoice Id, Customer Id, or Contract number.
-Click Search

Adjust Entire Bill

Unit: UMD Bill To:  STAT_n2a00 Invoice 30,000.00 USD
Amt:
Ivoice:  LUMD-0000000775 MO Industrial Commissgion
*' No Bill Action ‘Credit Bill: |UND-EIEIDEIEIEIEITTE Header Info 1
© Credit Entire Bill Rebill Bill:  [MNEXT Header Infa 1

' Credit & Rebill

-Click on Credit Entire Bill Radio Button
-Click Save
Note: Make note of your new invoice Id

Generate Invoice
Navigation: Billing> Generate Invoice> Non-Consolidated> Single Action Invoice

Now you will process the single action invoice process for the new bill you have created.
Be sure to have the invoice ID so you can run this process for only this bill.

Single Action Invoice ' Print Options |

Fun |

Run Control ID: AE_G| Report Manager Process Wanitor

Language: IEninsh 'I & Specified ' Recipient's
First (4] 1 o 1 [¥]

Selection Parameters Eind | Wiew Al

Seq Nbr: 1 ‘EDI Invoice Options: IED| Only :" [i

' No Action @ Post Later

% Processing Date © User Defined

P p Business Unit: IUNDD1 Q
All * Invoice ID

ice: D-000000077a
C Billcycle  © CustiD From livolce: = B
' Dpate Bill Added  Bill Type To Invoice: IUND-DDDDDDD??E
€ Range ID ' Bill Source

- Enter your Invoice Id

- Click Run
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AR Update
Navigation: Account Receivable> Update Receivables> HE Receivables Update

Run AR Update manually or let the process run overnight in the batch. Remember, you
must run AR update to establish the open item from the pending open item created above.

{ Receivable Update Request |

Run Comtrol Il AE_ARUPD Report Manadger Process Monitor i |

Process Request Parameters Find | Wiew All First 4] 1 o 1 [ Last

“Group Unit: IUNDEH o'} =]
Process Frequency: [Aways =] 'High Balance Basis Date: [FunDate =]
‘Accounting Date From: [01/0171900 5 accounting Date To: [091 472005 |5

[T user Defined Last Run On:
(I Payment Performance
[ pso Process Instance:

T subCustomer

Build a maintenance worksheet

Navigation: Account Receivable> Maintenance> Maintenance Worksheet> Create
Worksheet — Add New value

Worksheet Selection

/' Eind an Existing Yalue ) Add a New Value

Worksheet Business Unit: IUNDEH Q
Worksheet ID: [MEXT

Add

-Click Add
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Worksheet Selection |

Worksheet Business Unit: UMDO1  Worksheet ID: MEST

TR T I Custorner ltems vl Customer Reference Find [Wiew &l First [0 1 o 4 0]
Cust ID: ISTAT_MQUU Q Business Unit: IUNDD1 Q E

Name: MHD Industrial Commission
Remit SetlD:  UnNDOY1  Remit FromID:  STAT 03800 Accounting Date 094720
Corporate SetlD: UNDD1  CorperateID:  STAT_D3800 Rate Type [oRRnT

‘Reference Criteria Mane j ftem Reference Customize | Eind | Wiew All | i First [H] 1 af 1 [+ Last
‘Restrict to All Custamers j Reference S gefe"r'?“cg I
‘Match Rule Exact Match - ualifier Code

Anchor Business Unit: I Q, I Q I_ Q =

Build Clear Created Date Time: Number of items in worksheet: 0

Worksheet Selection YWaorksheet Application Warksheet Action

-Establish the reference criteria you wish to use to process this worksheet. Enter that
information. Since you have the two item ids, use the item reference functionality to build
the worksheet. Add the I reference qualifier code, and the Item ID using the look up icon
to enter the item. Click the plus button and add the other Item ID.

-Click Build
Worksheet Application | Detail View |
Unit: UMDY Worksheet ID: 727 Currency: Accounting Date: 09/1 452005 Reason Code: I Q Anchor |
*Action: ISeIect '” Add Iterm | ‘Sort All: Iltems 'l Display: I% Q % Dynamic Col 1: IF‘O 'l Dynamic Col 2: IDueD
o First [4] 1-12
5 Entry o :
equence Sel Balance CunengT T Reason Unit Customer ltem ID ine PO Due Date
B 15 [ 1,391.30 UsD UNDO1 STAT_03900 UND-0000000184 0311472005
= 25 [~ -30,000.00 UsD UMDO1 STAT_03900 UND-0000000776 0451 4120045
% iF [ 21,996.02 uspo UNDO1 STAT_03900 UNDO004832225002 0953002004
= 45 [T -32,455.30 uso UMDOT STAT_03900 UMNDOOD4B847123002 095302004
E 53 [T -4943 UsD UNDO1 STAT_03900 UNDOOO486Y128002 09/30/2004
B 6.5 [T 100,361.24 UsD UnDO1 STAT_03900 UNDOOO4914128002 09/30/2004
E% T A [ -BR,935.21 UsD UMDO1 STAT_03900 UNDOO045827128002 0495302004
% B3 [T -95812.45 uspo UmMDO1 STAT_03900 UNDOO004950128002 095302004
= 0E [ -202.56 uso UMDOT STAT_03900 UNDOO0D45951128002 095302004
= = — EROTTE INL=inl LIkIDNY STAT 03000 [IKOOOOAQT? 29007 OQCI0MI00A

-Select the two items by checking the select check box
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-Enter your Reason Code
-Click Save

Click on Worksheet Action Hyperlink

EIEH LY B TN ALITOTT
Delete Worksheet | O Mot Post | CreatelReview Entries
Delete Payment Group | Post Mow |

(’/_Pnst Latm

orksheet Selectiory Worksheet Application Warksheet Action

E save S ReturntuEearchl =] Moty |

Select Post Later

AR Update
Navigation: Account Receivable> Update Receivables> HE Receivables Update

{ Receivable Update Request |

Run Comtrol Il AE_ARUPD Report Manadger Process Monitor i |

e e ———— ind | View Al First 4 1 o 1 (7] Last

“Group Unit: IUNDEH o'} =]
Process Frequency: [Aways =] 'High Balance Basis Date: [FunDate =]
‘Accounting Date From: [01/0171900 5 accounting Date To: [091 472005 |5

[T user Defined Last Run On:
(I Payment Performance
[ pso Process Instance:

T subCustomer

Note: after you have done step1-6, your deposit Id should open up again and you can use
to apply the payment against another open item.
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CREATING A CREDIT/REBILL BILL

Introduction

The Adjust Entire Bills function can also be used when you must make invoice changes.
You can credit entire bills and rebill with one action. You can add lines of activity and
rebill and calculate new totals.

Use this functionality if the source of the changes that you want to make to an invoice
originated from the contracts module. For example, the bill plan was incorrectly set up
and you change that information using this page. If there was a mistake made in entering
an event you could use the functionality here to correct it.

It is important to remember that no changes made in the accounts receivable module will
make any changes in any other module. The amount billed can be changed but it will not
reset any transactions in the project resource table. If there are errors in the transactions
that make up the invoice do not use this process to correct those amounts. The corrections
should be made at the source. This means if there was a payment processed incorrectly it
should be corrected using the purchasing and voucher process. If other errors were made
in payroll or ancillary services, the corrections should be made at the source and the
corrections transactions brought into the project resource table and the correct billing
processed.

The events in the bill plan will not be changed using this process. If there are errors in the
event amount or the number of events, those changes should be made in the bill plan if
allowable. Otherwise, the bill plan should be canceled and the correct billing information
entered.

Again, the credit and rebill process should not be used to correct errors that should be
corrected at the source.
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Navigation: Billing > Maintain Bills> Adjust Entire Bill

=7 Maintain Bills

Express Billing

Standard Billing

Instaliment Bill

Schedules

Create Installment Bills

Recurring Bill Schedules

Create Recurring Bills

Create Consalidated

Header

Aftach and Detach Bills

Copy Single Bill

Define Bill Cogy Groug

Define Copy Group

Details

Copy Bill Group

Adjust Entire Bill

Adjust Selected Bill Lines

Bill Sumrmary

Change Status of Bills
Correct Entry Type
Correct Staged Accty
Errars
Correct Budget Check
Errars

[> Generate Invoices

[> Locate Bills

[ Review Billing Infarmation

[> Review Processing

=

Adjust Entire Bill

Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value

Business Uni‘l:l: 'I HDELM ﬂ

Ivoice: [begins with =] |
Customer: |begims with j| al
Contract: [ begins with =] |

[ case Sensitive

Search Clear Basic Seatch E Save Search Criteria

1. Enter the Invoice Number of the invoice to be adjusted.

Mews Window | Helo

Adjust Entire Bill
Unit: MDSU1 Bill To: FED_100110 Invoice 900.00 USD
Amt:
Invoice: FAR-0000000002 Farest Service
0 No Bill Action *Credit Bill: |NE><T Header Info 1
' Credit Entire Bill Rebill Bill:  [NEXT Header Info 1
@ Credit & Rebill
2. Select the Credit & Rebill
3. Save
=
New Window | Helo
Adjust Entire Bill
Unit: MDSU1 Bill To: FED_100110 livoice 900.00 USD
Amt:
Invoice: FAR-0000000002 Farest Service
& No Bill Action *Credit Bill: |FAR-DDDDDDDDEE Header Info 1
© Credit Entire Eill Rebill Bill:  [FAR-00000000E7 Header Info 1

' Credit & Rebill
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4. After clicking Save, two new invoice numbers appear in the Adjustment Result
box. The credit invoice credits the amount of original invoice. The status of the
credit bill is RDY. Write the invoice numbers of credit invoice and rebill invoice.

5. Click the Header Info 1 line of Rebill invoice

Q- Q- x& s @& L3 A
PeopleSoft.

(=03

Mews Window | Helo

Header -Info 1 % _Line-Infa1 |

Unit:  MDSUT Inveicer  FAR-0000000027 Pretax Amt: an0.00 Uso

Status: W qQ Invoice Date: l— B Curr: usD i X

“Type: W Q Source: PROJECTS | Q) ‘Frequency: | 9Nce :I' % m
‘Customer: IFED_WU”U QA address SubCust1:

Forest Service SubCust2:

Cycle ID: ION DEMAND | [Q]  “invoice Form: IGM_GEN G From Date: Ell 1o Date: Edl
Pay Terms: I'MMED qQJ Pay Method: ICHK QJ = Remit To: |BND | Q] Bank Account: [BND | Q]

Acctg D:ﬂe:l El Account: |1 28002 Ql AR Distribution

Sales: IHENDRICk =Y Bill Inquiry Phone: |1-?U1-231E35? Q)

credt:  |GCA Y Collect: [oca A piter: [cop & Billing Authority: [C-/P =Y

Goto Headerinfo 2 Address  Copy Address  Motes  Express Entry

Summary  Bill Search  Line Search Navigation: |Header- Info 1 j |Pre\r et
B save] (CiRetumto Search | [ENotity | (% Refresh | Ekadd

Header - Info 1 | Line - Info 1

You can make any necessary changes there and then process the bill using the isngle
action invoice process. For instance, if you want to override the default Biller and
Invoice Form associated with this bill, you can use this link to go to bill entry to make
that change.

Changes that can be made here on Bill Header and line Info Pages:

Biller

Billing Specialist

Invoice Form

From and To Date

Invoice Date

Customer

Bill Inquiry Phone

Line Amount (Can be changed. Should only be changed for fix price
contracts. Cost reimbursable contract line amounts should be adjusted in
source module)

6. Once the changes have been made. Change the status of invoice to RDY.
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7. Click Save

8. Run the Single Action Invoice process and complete the rest of the steps to obtain
two open items.

9. Process a maintenance worksheet for the original item and the credit item. This
will close these two items.

10. Once payment is received the deposit will be processed using the remaining item,
the Rebill item.
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