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Objective

How To Properly Generate
Item Information Inquiries

in
PeopleSoft 9.2
Accounts Receivable Module
by Explanation, Demonstration & Practical Application



Navigation

K@) NavBar: Financials > Accounts Receivable > Customer Accounts > Item
Information > Item Activity Summary

Item Activity Summary

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

Find an Existing Value

Search Criteria

Business L.Init |
Customer ID| begins with ~|
ltem ID| begins with |
[tem Line

ltem Status|= v |
Credit Analyst| begins with |
Cellector
Purchase Order Reference
Document I1D| begins with ]
Bill of Lading[ begins with |
Centract (&'}

[ case Sensitive

e

fe e

]
Search Clear Basic Search 2 Save Search Criteria




'tem Information Inquiries

* Find an Existing Value

e Enter
* Business Unit: UTRNS
e Customer ID: (i.e., NSP00002)
e |tem ID: (i.e., NS-0000017-INV)

e Click Search button

Item Activity Summary

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

Find an Existing Value

Search Criteria

Business Unit UTRNS

Customer ID| begins with s | NSPOD002
Item 1D| begins with s | NS-0000017-INV
tem Line[=___ ]

pey e

ltem Status|= v |

Credit Analyst| begins with v]
Cellecter

Purchase Order Reference
Document ID

Bill of Lading

Contract

[Icase Sensitive

=]
Search Clear Basic Search 2 Save Search Criteria

200




Data Entry

* [tem Activity Summary page provides details for the item with
balance, status, days aging, accounting and posted date etc.

ltem Activity Summary

Unit: UTRNS Customer: NSPO0002 Rio Grande Regional Hospital
item 1D: NS-0000017-INV Line: Days Late: 7 Y%  Status: Closed
ltem Activity Find | View Al First ‘4 1-20f2 '* Last
Item Balance
*Display Amount Switch | Entry v |
Seq Entry Type Reason Document 1D Accounting Date Balance Currency Posted
1 INV MSP 051672013 135, 750.00 UsD 0518720138
2 MT 06/03/2013 -135,750.00 usD 06/08/2013

o+ Return to Search =] Notify



Navigate

 Item Billing Data Inquiry

K@) Accounts Receivable > Customer Accounts > Item Information > Item
BiIIing Data ltem Billing Data

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

Find an Existing Value

Search Criteria

Business Unit|= w| UTRNS Q
Invoice| begins with | Q

Bill Status| = v v |
Contract| begins with | Q

[ | case Sensitive

=
Search Clear Basic Search 2 Save Search Criteria




Data Entry

e Enter
e Business Unit: UTRNS

e |nvoice: (i.e., NS-0000017-INV)

e Click Search button

Item Billing Data

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

Find an Existing Value

Search Criteria

Business Unit UTRNS Q,
Invoice NS-0000017-INV Q.

Bill Status| = v | v|
Contra |:1 ')

[ case Sensitive

]
Search Clear Basic Search & Save Search Criteria




Data Entry

* AR Billing Inquiry page appears

* Review ALL content on page including links

AR Billing Inquiry
Invoice
Unit UTRENS
Bill Type D31
Customer NSP00002
Location 2

Terms N30

Invoice Lines
Line Identifier

1REV_RGV_DES31

Bill Header Motes

Invoice NS-0000017-INV

Source ONL Status INV

Rio Grande Regional Hospital

Accounting Office

Description

TEST Fund 3100 - Sales -TEST

Bill To Address

Go To|Select a Bill Inquiry Page v|

View in Base Currency

‘& Return to Search (=] Notify

Invoice Date 0516/2018

Billing Currency USD
Invoice Amount 135,750.00
Total Sales/Use Tax 0.00
Total VAT Amount 0.00

Personalize | Find | View All | (] L:i.J First ‘4 1 of 1

Quantity UOM Unit Price

16.0000 UNT 8,484.3750

Bill Header - Projects Information

Gross Extended Net Plus Tax

135,750.00

b Last

135,750.000




Navigate

e Billing Activity

K8)Accounts Receivable > Customer Accounts > Item Information > Item
List

Item List Advanced Search

SetlD |UTRNS |Q Unit UTRNS |Q Customer C Rio Grande Regiona -&Vel|No Relafionship ~
| Hospital
*Status Search Advanced Search
Add Conversation View/Update Conversations
Row Selection Item Action
Range GO Select All Deselect All Select Action._. ~ GO

Search Result Totals

Debits Debit Amount Currency
Credits Credit Amount Currency
Total Currency
Selected Currency

o Refresh

Item List | Advanced Search




Data Entry

* Enter
e SetID: UTRNS
e Unit: UTRNS
e Customer: (i.e., NSP0O0002)

e Status: Change to ‘All”

[tem List Advanced Search

SetlD UTRNS Q) Unit | UTRNS |3 Customer \NSPO0002 QL

*Status [ Al v Search Advanced Search

AdA T anuore atinm Wiowe/l Indata Manvoreatinne

* Click Search button



Data Entry

e List of ALL items for the Customer specified appears

e User can select different “Status” to review items for specific
customer (e.g. Open, Closed, Past Due)

Item List Advanced Search

SetiD [UTRNS | Q. UnitUTRNS |@,  Customer|NSP00002 Q. Rio Grande Regiona ~Level [No Rel
| Hospital
*Status [Search | Advanced Search
Add Conversation View/Update Conversations Account Overview
Row Selection Item Action
Range GO Select All Deselect All \ Select Action... ~ GO
Item List Personalize | Find | View all | & | [ First ‘4 1-80f11 ' Last

Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail §

:’;f Select  Htem Line  Activities Conv E;’;‘:;sa‘i““ Unit Customer 1D Status Terms 5;,;? E:;’:on Due E:(’: Bm;‘:ﬁ':‘g cur
1 O NS-0000004-INV 4 UTRNS  NSPD0002 Closed N30 INV NSP -19 usD
2 O NS-0000006-INV 1 @ v UTRNS  NSPD0002 Open N30 INV NSP 2 40,000.00 USD
3 O NS-0000002-INV 2 @ v UTRNS NSP00002 Open N30 INV NSP 1 4900.00USD
4 O NS-0000009-CR 2 UTRNS  NSPD0002 Closed N30 CR NONSP  06/09/2018 -30 usD
5 [} NS-0000009-INV 2 UTRNS NSP00002 Closed N30 INV NSP 06/07/2018 -28 usD
6 O NS-0000011-INV 4 UTRNS  NSPD0002 Closed N30 INV NSP 06/07/2018 -30 usD
7 [} NS-0000012-INV 1 UTRNS NSP00002 Open N30 INV NSP 06/07/2018 1 46,000.50 USD
8 O NS-0000014-INV 2 UTRNS  NSPD0002 Closed N30 CR NONSP  06/10/2018 23 usD
Search Result Totals
Debits 10 Debit Amount 362,400.50 Currency USD
Credits 1 Credit Amount -135,750.00 Currency USD
Total 1 Total Amount 226,650.50 Currency USD
Selected Currency

% Refresh

Item List | Advanced Search




Navigate

Item Activity From a Group

K@) Accounts Receivable > Customer Accounts > Item Information > Item

Activity From a Group

Item Activity From a Group

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

Find an Existing Value

Search Criteria

Group Unit
Group ID[begins with v|
Business Unit
Customer ID| begins with |
Posted Date
Group T}-pe

o000

-]
Search Clear Basic Search 2 Save Search Criteria
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Data Entry

* Enter
 Group Unit: UTRNS
e Group ID: (optional)
* Business Unit: UTRNS

* Click Search button

Item Activity From a Group

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

Find an Existing Value

Search Criteria

Group Unit[= | UTRNS
Group ID[begins with v|
Business Unit{= | UTRNS
Customer ID| begins with |
Posted Date
Group T*_,-pe

& 0000

5
Search Clear Basic Search & Save Search Criteria
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Data Entry

e Search Results display below the Search button

Item Activity From a Group

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

Find an Existing Value

Search Criteria

Group Unit[= ] UTRNS
Group ID[begins with |
Business Unit[=_wv] UTRNS
Customer ID[ begins with |
Posted Date
Group T}fpe

HOo0000

=[]
Search Clear Basic Search = Save Search Criteria

Search Results

Wiew All First ‘&' 1.100cf243 B/ Last
Group Unit Group 1D Business Unit Customer ID Posted Date Group Type

UTENS 10 UTRMNS NSP00002 0507/2018 B
UTRNS 11 UTRNS NSPO0T558 05/07/20158 B
UTRNS 12 UTRNS NSP0O0D002 05/07/2018 B
UTRNS 13 UTRNS NSPO0T205 05/08/2018 B
UTENS 14 UTRNS NSP00002 05/08/2013 B
LIT D RS AL LITDRIC MRODONOOTY OFEQMn40

14



Data Entry

e Select Customer ID or Post Date

Item Activity From a Group
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Criteria
Group Unit[= w] UTRNS Q
Group 1D| begins with s~ aQ
Business Unit[= | UTRNS Q
Customer ID| begins with a
Posted Date [
Group Type| begins with s
: & N
Search Clear Basic Search [©7 Save Search Criteria
Search Results
View All First ‘&' 1100cf243 ‘B Last
Group Unit Group ID Business Unit Customer |ID Posted Date Group Type
UTRMS 10 UTRNS NSPOD0D0OZ 05/07/2018 B
)UTRNS 11 UTRMNS NSP007558 05/07/2018 B
UTRNS 12 UTRMNS NSP00002 050772018 B
UTRNS 13 UTRNS NSPOOT205 05/08/2018 B
UTRNS 14 UTRNS NSPODDODZ 05/08/2018 B
LITO RIS 40 LITDRIC MODONONOT OEMOMO40 0O
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Data Entry

 [tem Activity From a Group page displays.
e Review all content posted for this activity

ltem Activity From A Group

Group Unit UTRNS

Group ID 10

*Display Customer Switch | Customer ID

ltem Activities

oM Return to Search

Unit Customer ID ltem ID
1UTRNS NSP00002 NS-0000004-INV
Total ltems 1

Group Amount

4] Nextin List

Posted Date 05/07/2013

*Display Amount Switch | Entry v
Personalize | Find | View All | @| @ First ‘4’ 1o0f1
ltem Line Entry Type Reason Entry Currency
INV NSP 5,000.00 USD
5,000.00 Currency USD
=] Notify

b/ Last
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Navigate

Item Activity From a Payment

K@) Accounts Receivable > Customer Accounts > Item Information > Item

Activity From a Payment

Item Activity From a Payment

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

Find an Existing Value

Search Criteria

Deposit Unit[=_v|
Deposit ID begins with v ]
Payment Sequence
Payment ID[begins with ]
Business Unit
Customer ID
Posted Date

Payment Type|= w| | v

BopLLLLL

Search Clear Basic Search @ﬂ Save Search Criteria

17



Data Entry

* Enter

* Deposit Unit: UTRNS
Deposit ID: (optional)
Payment ID: (optional)
* Business Unit: UTRNS

e Click Search button

Item Activity From a Payment

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

Find an Existing Value

Search Criteria

Deposit Unit[=_wv] UTRNS

Deposit 1D | begins with v |
Payment Sequence
Payment 1D | begins with » |
Business Unit|= w| UTRNS
Customer 1D | begins with w |

Fosted Date

Payment Type|= vl | v

EHLOoLL0L0L0L

Search Clear Basic Search @ﬂ Save Search Crteria
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Data Entry

» Search Results disp

ays with Payment ID, Customer ID, Posted date

Item Activity From a Payment

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

Find an Existing Value

Search Criteria

Deposit Unit[=_w| UTRNS Q
Deposit ID a,

Payment Sequence e}

Payment ID Q

Business Unit[= w/| UTRNS a,
Customer ID a,
Posted Date El
Payment Type|= v v
Search Clear Basic Search IQ.'E] Save Search Criteria

Search Results
View Al First ‘4) 110ef10 b Last
Deposit Unit Deposit ID Payment Sequence Payment ID Business Unit Customer ID Posted Date Payment Type
UTRMNS 1 1 18245011 UTRNS NSPD0002 05/08/2018 Payment
UTRNS 11 1 1236489-2 UTRNS NSP0O0T644 06/06/2018 Payment
UTRNS 123 1 121314151 UTRNS NSP319759 06/06/2018 Payment
UTRNS 2 1 18123511 UTRNS NSP0O0002 05/08/2018 Payment
UTRMNS 2 1 18123511 UTRNS NSPD0002 05/08/2018 Payment
UTRNS 2 1 18123511 UTRNS NSP0O0002 05/10/2018 Payment
UTRMNS 4 1 1812562-1 UTRNS NSPDOT805 05/10/2018 Payment
UTRNS ] 1 18458791 UTRNS NSPO0002 05/10/2018 Payment
UTRNS ] 1 18458791 UTRNS NSPD0002 05/11/2018 Payment
UTRNS ] 1 TEST RECEIPT ID UTRNS NSPOO0T805 05/18/2018 Payment
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Data Entry

e Select Payment ID or Customer ID or Payment Type to Review

Item Activity From a Payment

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

Find an Existing Value

Search Criteria

Deposit Unit[=_w| UTRNS Q
Deposit ID a,

Payment Sequence e}

Payment ID Q

Business Unit[= w/| UTRNS a,
Customer ID a,
Posted Date El
Payment Type|= v v
Search Clear Basic Search IQ.'E] Save Search Criteria

Search Results
View Al First ‘4) 110ef10 b Last
Deposit Unit Deposit ID Payment Sequence Payment ID Business Unit Customer ID Posted Date Payment Type
UTRMNS 1 1 18245011 UTRNS NSPD0002 05/08/2018 Payment
UTRNS 11 1 1236489-2 UTRNS NSP0O0T644 06/06/2018 Payment
UTRNS 123 1 121314151 UTRNS NSP319759 06/06/2018 Payment
UTRNS 2 1 18123511 UTRNS NSP0O0002 05/08/2018 Payment
UTRMNS 2 1 18123511 UTRNS NSPD0002 05/08/2018 Payment
UTRNS 2 1 18123511 UTRNS NSP0O0002 05/10/2018 Payment
UTRMNS 4 1 1812562-1 UTRNS NSPDOT805 05/10/2018 Payment
UTRNS ] 1 18458791 UTRNS NSPO0002 05/10/2018 Payment
UTRNS ] 1 18458791 UTRNS NSPD0002 05/11/2018 Payment
UTRNS ] 1 TEST RECEIPT ID UTRNS NSPOO0T805 05/18/2018 Payment

20



Data Entry

 Iltem Activity From a Payment page displays.

e Shows that payment ID for S was applied to X number of invoices:
* |n some cases it will show that the rest was placed on account

Item Activity From a Payment
Deposit Unit: UTRNS Deposit ID: 1
Acctg Date: 05/08/2018 Posted Date: 05/08/2018
Payment 1D: 1824501-1 Payment Amount: -100.00 Currency: usD
*Display Amount Switch: Payment Amount v
Item Activity Personalize | Find | View Al | 2] E& First ‘4’ 1of1 '‘» Last
Activity 1 || Activity 2
Unit Customer Name Group ID Item 1D Line Type Reason Payment ID Payment Amoun t Currenc '}
UTRNS  NSP0D0D2 E'{fﬂg{:rde Regional 4q NS-0000008-INV PY 1824501-1 -100.00 USD
Totals
Total: 1 Total Amount: -100.00 Currency: usD
.H Return to Search 4| Nextin List =] Motify




This Process Is Now Complete



Contact us at:

* If you have questions please contact: AccountsReceivable@utrgv.edu

The University of Texas

RioGrande Valley

Accounts Receivable
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