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Objective

How To Properly Review Content & Extract Queried Data
AR WorkCenter

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



Navigate

* FLUID NAVIGATION:
Employee Self Service >
Program Mgmt Billing & AR

Receivables (tile)

AR WorkCenter for Specialist
(far left side)

-or you can (next page)

AR EWORK.PT_LANDINGPAGE.GBL?

Accounting & Financial Reports

4
Asset Mgmt & Cap. BExpenditures

Cammitment Contral
Procuremen t Operations / #
Program Mamt, Billing & AR

¥ Employee Self Service

My Preferences

A

(

“

L AR WorkCenter for Specialist




Navigate

NAVBAR:

® Navigator >

Financials >

Accounts Receivable >

AR WorkCenter for Specialist

MavBar: Mavigator

:0)

Recent Places

My Favorites

Mavigator

L

()

Approvals

My Links

el
= =

Expenses

&

Accounts Receivable

Pending Items

Payments

Credit Cards

Customer Accounts

Customer Interactions

Receivables Maintenance

Receivables Analysis

Receivables Update

Collections Workbench

Receivables Manager Dashboard

AR WorkCenter for Manager

AR WerkCenter for Specialist



* a NEW browser tab will open: “AR WorkCenter for Specialist”

/. Receivables Definition X¥ [% ARM/orkCenterfor Speci 3 1\
C 1} | 8 Secure | https:/zbih-trnutshare.utsystern.edu/psp,/ZBIHTRN_13/EMPLOYEE/ERP A AITZ_CUSTORMIZATIONS. UTZ_AR_WC_SPL.GBEL

AR WorkCenter for Specialist

AROWorkiZenter for Specialist @ «

Main | ReportsiQueries Welcome to the Receivables WorkCenter
My Work S &

EditFilters  Welcome to the WarkCenter. This WorkCenter has one "Task Panel" and one "Wark Area”. The "Task
- " Panel"is on the side displaying the pagelets assigned to the WaorkCenter page and the "Work Area"

= To-doList displays transaction pages such as this page
S Owner Actions List™
O yworkList Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload,
Personalize.
= ltems

Within each pageletthere may he "Open the content in 8 new window” "Collapses a group of links" and
5 Open lterns ™ "Expands a group of links" actions available depending on the pagelet.
O Pending Iterm Groups to Post™

= Exceptions
& Posting Errors **

Required filter field value not defined

@, Links S &~

= Customer Accounts
Collections Workhench
Account Overview

Itern List

ViewilUpdate ltern Details
Itern Activity Summary
Customer Payments
Custamer History
Yiewilpdate Conversations
Reaszsign Action

15 I e e I O I |

= Correspondence

History of Dunning Letters
Preview Dunning Letter
Review Staternents
Feview Cwverdue Charges

18 i e |




SECTION 1 of 3

* My Work

* Shows Events Needing Attention
* To-do List
* |tems
* Exceptions

e Action Items in red are NOT linkable and
will require you to change screens to address
the notifications.

* You will have MORE or LESS depending on your
actions and results of those actions

AR WorkCenter for Specialist @ «

Main ReportsiCueries

42 My Work S ov
Edit Filters
+— To-doList
Chener Actions List™
WiarkList
- hems

Qpen tems **
Fending [tem Groups to Post™

- Exceptions
Faosting Errars **

“*Reguired filter field value not defined




SECTION 2 of 3

* Links
 Most Commonly used AR Links

&y Links

)

= Customer Accounts

There may be more or less depending on user roles Sollections Workbench
and responsibilities. Account Oveniew
[terrn List
e Customer Accounts wviewiUpdate tern Details
[tern Activity Sumimary
° Correspondence Customer Payments
* Results by clicking on links will appear in the e st

Hwork Area" Feaszsign Action

— Correspondence
History of Dunning Letters
Freviesy Dunning Letter
Feview Statements
Feview Overdue Charges




SECTION 3 of 3

e Work Area

* Processing of Data, Query Results, other activities & actions take place in the
Work Area

AR WorkCenter for Specialist |

Welcome to the Receivables WorkCenter

Welcome to the WarkCenter. This WarkCenter has one "Task Panel" and ane "Wark Area". The "Task

FPanel" iz onthe side displaving the pagelets assigned to the WorkCenter page and the “Work Area”
displays transaction pages such as this page.

Each pagelet may have the following actions depending on its configuration: HiderShow, Reload,
Fersanalize.

Within each pageletthere may be "Open the cantent in & new window”, "Collapses & group of links" and
"Expands a group of links" actions available depending an the pagelet.




| |
AR WorkCenter for Manager ©

<

#aie! Reports/Queries

Que N o~

* Click on the Reports/Queries tab

= My Queries

Invoice & Payment Report
GL to AR Reconciliation
CORE feed data

Load Summary CORE/PS
Reconcile CORE/T2 Pymt in PS5
T2/P5 Load Summary

T2 feed Report

Aging Details Report
Payments by Status
Worksheets in Closed Period
AR ltems In Collection

AR Journals not posted in GL

(I 8 T 8 T Y 1 T 1 e I e O B [ [ O |

Customers with Credit Balances




]
AR WorkCenter for Manager © «

* My Queries

* Various Queries exist o T RemorsiGaeias
* DEPENDING on Role & Responsibility il Queries S ov
* Some links will allow you access < My Queries

Invoice & Payment Report

GL to AR Reconciliation

CORE feed data

Load Summary CORE/PS
Reconcile CORE/T2 Pymt in P5
TZ/PS Load Summary

T2 feed Report

Aging Details Report

FPayments by Status
Worksheets in Closed Period

* Some links will not allow you access

An embedded page at zbfi-trn.utshare.utsystem.edu says

The record (FIN_OPER_PERIOD) does not exist in the access groups
available to you. (29,6)

Access groups control which tables in the database you can run a
query against. The specified record definition is not in any of the

access groups to which you've been granted access.

AR ltems In Collection
AR Journals not posted in GL

U O 8 T e 1 T [ e e e e 8 [ [ O |

Customers with Credit Balances




e
AR WorkCenter for Manager © «

* Click on the link: w:n [ Reporssidueries
o E LLeries
Invoice & Payment Report

* My Queries

Q

o

= M

Invoice & Payment Report

CORE feed data

Load Summary CORE/PS
Reconcile CORE/TZ Pymt in PS5
T2/P5 Load Summary

T2 feed Report

Aging Details Report

* Information populates in the
“Work Area”

Fayments by Status
Worksheets in Closed Period
AR ltems In Collection

AR Journals not posted in GL

0 e T e T 8 T e e e O [ O

Customers with Credit Balances




* INVOICE & PAYMENT REPORT

is the PeopleSoft 9.2 equivalent of the monthly
Oracle Receivable Invoice Report

UTZ_GM_ITEM_ACTIVITY_AR - UTZ_GM_ITEM_ACTIVITY_&R

Business Unit
Inwoice Start Date
Invaice End Date
Fund Code Start

Fund Code End
Diept Id Start
Deptld End

Cost Centre Start
Cost Centre End
Project Start
Project End

Itermn 1D

Yiew Results

LT Invoice/Ent
Manageri{of v ID{Invoice Document
Cost Centr)

Business
Unit

Q

)
)

PP PP

tem . .
Invoiced Invoice
Tvpe Humber) Amount Date

Invoice
Posted

Deposit Payment Check Payment PaymentReceipt PaymentReceipt Hem Customer Customer

1]

10

#

Amount

Date

Posted Date

Balance

10

Hame

Created Cost
byiBilling Account Fund Function Department

- Center
Secialist)

Project

Invoice
Status




Data Entry

* Enter
. . UTZ_GM_ITEM_ACTIVITY_AR - Invoice & Payment Report
* Business Unit: UTRNS
* Invoice Start Date: 01/02/2023 ueness o 2T A
*Invoice Start Date | 01/02/2023  [[5]
* Invoice End Date: 01/31/2023 “Invoice End Date [01731/2023 |[5]
+ Fund Code: % e W
° Dept ID: % Cost Centre Start QL
Cost Centre End &)
Project Start QL
» FOR TRAINING PURPOSES Q
ltem 1D (%)
* Leave Remaining Fields Blank View Results

e Click on the View Results button



NOTE

* HOMEWORK

* Come back to this Query and populate as many of the remaining fields that
you can.

« Remember: The more content you add in the entry fields the more specific
and drilled down your results will be.



Back To The Results

* All results for the specified Start and End Dates appear.

e 10

Wiew Results

Download results in . Excel SpreadSheet CEV TextFile XML File (78 ki)

Wiew Al First 1-76 of ¥
Business fccount Invoice/Ent Hem Invoiced Invoice Inoice Deposit P ent Check P ent P ent/Receipt P: ent/Recei Customer Customer ercatcd Cost
_ Manager(of Cost ¥ ID{Invoice Document Posted P aym aym aym pt Paym pt Hemn Balance bywiBilling Account Fund Function Department Project
Unit c Tvpe Amount Date 1] 1] # Amount Date Posted Date 1] Hame Ao Center
entrj Humber}) Date Secialist)
M- Doctars Mariana
1 UTRMS  Farris,Cynthia Ann MY ooooooz- -15885000.000 058/07/2018 05/07i2018 0.ooo 0.000 MEP293104 Hospital at Guerra, 42306 3100 999 300110 36000401
I Renaissance Manager
M- Doctars Mariana
2 LTRMS I ooooooz- 15885000.000 05/07/2018 058/07/2018 0.ooo 15885000.000 MEP293104 Hospital at  Guerra, 11680 3100
I Renaissance Manager
M- City of Mariana
3 UTRMS  Mendozadose B MY oooooos- -1000000.000 08/07/2018 058/07/2018 0.ooo 0.000 MEPOOTESE Edinbur Guerra, 42209 3100 999 300110 000077
[I¥E u Manager
M- City of Mariana
4 LITRMS I oooooos- 1000000.000 05/07/2018 08/07/2018 0.ooo 1000000.000 MEPOOTESE Edinbur Guerra, 11680 3100
[I¥E u Manager
; UTRGY
Rodriguez- M- Rio Grande Conversion
3 LITRMS Migtn Juan & Iy aooooog- -5000.000 05/07/2018 058/07i2018 0.ooo 0.000 MSPO0002Z  Redional Mon 42306 3100 994 420450 31000211
' [I§EN Hospital
Grants
NE- RinGrande o 1hov
B LITRMS I 0ooooo4- 5000.000 058/07/2018 0&/07i2018 0.ooo 0.000 MEPOOOOZ  Regional “Man 11680 3100
IR Hospital

Grants




The Results

* Export/Download to EXCEL SPREADSHEET
* Click on the Excel SpreadSheet link

YWiew Hesults

Ciowenload results W Excel SpreadSheet @8y Text File XML File (78 kb)
Wiewy All

Frojeci End i,
[term 1D

Account tem

BUE:;:_::SS Manager{of Cost Inuu_lrt:e.l':ntry I{Invoice Document I;.l:r:;fler:tj Ir::
Centr) ¥p Humber)




Exporting the Results

* Depending on your browser the Excel SpreadSheet document is now
downloaded.

* See lower left corner of Chrome Browser.

* Click on the downloaded .XLSX file

E) UTZ GMITEM_AC.. xlsx A




The SpreadSheet

* Microsoft Excel will start and the SpreadSheet will load

X]| H ¥y - = UTZ_GM_ITEM_ACTIVITY_AR_393553984 - Microsoft Excel = = 52
Home Insert Page Layout Formulas Data Review View Acrobat [~ e = g 2R

B iz:;- Calibri i AT = Wr SiwnapTet General - ij}‘ ﬁjﬁ‘ _l;ﬂ‘ E ?‘ IE—J %:‘fsum N ﬁ Ea

P Fromstrane B L L BMerge s Center = § 7t g o Tabre« syies+ | o r T 20k it S

Clipboard Fl Font Fl Alignment Fl MNumber £l Styles Cells Editing

1

2

3 UTRNS NAME 1 INV NS-0000002-INY -1595000.000  5/7/2018 5/7/20:
IIUTRNS | linv NS-0000002-INY 1595000.000  5/7/2018 5/7/20:
5 UTRNS NAME 2 INV NS-0000003-INV -1000000.000 5/7/2018 5/7/201
6 UTRNS INV NS-0000003-INV 1000000.000 5/7/2018 5/7/201~

I | 7 UTRNS NAME 3 INV NS-0000004-INV -5000.000 5/7/2018 5/7/20

8 UTRNS INV NS-0000004-INV 5000.000  5/7/2018 5/7/20
9 UTRNS MT NS-0000004-INV -5000.000  5/7/2018 5/7/20
10 UTRNS PY NS-0000004-INV 0.000  5/7/2018 5/7/20
11 UTRNS PY NS-0000004-INV 0.000  5/7/2018 5/7/201
12 UTRNS NAME4 INV NS-0000005-INV -100000.000  5/7/2018 5/7/201
13 UTRNS INV NS-0000005-INY 100000.000  5/7/2018 5/7/201
14 UTRNS MT NS-0000005-INY -100000.000  5/7/2018 5/7/201
15 UTRNS NAME 5 INV NS-0000006-INV -40000.000 5/7/2018 5/7/201
16 UTRNS INV NS-0000006-INV 40000.000 5/7/2018 5/7/201
17 UTRNS NAME 6 INV NS-0000007-INV -1000000.500  5/7/2018 5/7/201
18 UTRNS INV NS-0000007-INV 1000000.500  5/7/2018 5/7/201
19 UTRNS PY NS-0000007-INV 0.000  5/7/2018 5/7/201
20 UTRNS NAME7 INV NS-0000008-INV -5000.000  5/8/2018 5/8/201
21 UTRNS INV NS-0000008-INV 5000.000  5/8/2018 5/8/201
22 UTRNS PY NS-0000008-INV 0.000  5/8/2018 5/8/201
23 UTRNS NAMES CR NS-0000003-CR NS-0000003-INY 10000.000  5/10/2018 5/10/201
24 UTRNS CR NS-0000003-CR NS-0000003-INY -10000.000  5/10/2018 5/10/201
25 UTRNS MT NS-0000009-CR NS-0000009-INV 10000.000  5/10/2018 5/10/201
26 UTRNS NAME 9 INV NS-0000009-INV -10000.000 5/8/2018 5/8/201
27 UTRNS INV NS-0000009-INV 10000.000  5/8/2018 5/8/201
28 UTRNS MT NS-0000009-INV -10000.000  5/8/2018 5/8/201
1w sheern a0 - S 1 K TR— 5
Seacisl |[EEm 100% (=) Iy )




The SpreadSheet Content

 Scroll to the right to review the entire content in the Excel d

& - |+ UTZ_GM_ITEM_ACTIVITY_AR_393553984 - Microsoft Excel - B 2
Home Insert Page Layout Formulas Data Review View Acrobat & o o B ER
_j iz:;y i} Calibri 11 v A AT [; P =) Wrap Text General - ij:i H _’;‘ﬁ‘ EE' ?“ %::‘tfsum N &v \ﬁ
" Fromama B LU Do O A Teesconin | § <% » WS | Grdlond fom G| et ke fomt | g s e
Clipboard E} Font £} Alignment Fl Mumber Fl Styles Cells Editing
B4 - fe v
Q R 5 T u v w X Yo
3 Doctors Hospital at Renaissance Mariana Guerra, Manager 42306 3100 993 300110 36000401 Open
zlﬂoctors Hospital at Renaissance Mariana Guerra, Manager 1680 3100 Open
5 City of Edinburg Mariana Guerra, Manager %2209 3100998 300110 31000077 Open |
6 City of Edinburg Mariana Guerra, Manager 1680 3100 Open I
7 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 2306 2100998 "az04s0 31000211 Closed
8 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 11680 3100 Closed
9 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 1680 3100 Closed
10 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 1680 3100 Closed
11 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 11680 3100 Closed
12 City of Edinburg Mariana Guerra, Manager st 200998 20060 "32000009 Closed
13 City of Edinburg Mariana Guerra, Manager 11680 3200 Closed
14 City of Edinburg Mariana Guerra, Manager 11680 3200 Closed
15 Rio Grande Regional Hospital UTRGV Conversion - Non Grants %2306 4100995 102000 "41000013 Open
16 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 11680 "a100 Open
17 Rio Bank Mariana Guerra, Manager 5100 5s00'99s  'aioses 55000550 Closed
18 Rio Bank Mariana Guerra, Manager "11680 5500 Closed
19 Rio Bank Mariana Guerra, Manager 11680 5500 Closed
20 Rio Grande Regional Hospital UTRGV Conversion - Non Grants %2306 3100995 104030 31000001 Open
21 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 11680 3100 Open
22 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 11680 3100 Open
23 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 2306 2100998 "az04s0 31000211 Closed
24 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 11680 3100 Closed
25 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 11680 3100 Closed
26 Rio Grande Regional Hospital UTRGV Conversion - Non Grants %2306 3100998 "az0as0 31000211 Closed
27 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 11680 3100 Closed
28 Rio Grande Regional Hospital UTRGV Conversion - Non Grants 11680 3100 Closed
v v v v v
1<V Sheet1 - fn] B s seneenn ""Mmq =
Ready | [}

ocument



The SpreadSheet Content

* You can save, print, or email the SpreadSheet.
* This query can be run at any time.



THIS PROCESS IS NOW COMPLETE



Contact us at:

* Email Accounts Receivable at AccountsReceivable@utrgv.edu

The University of Texas

RioGrande Valley

Accounts Receivable




	AR WorkCenter�Navigation - Queries
	Objective
	Navigate
	Navigate
	Slide Number 5
	SECTION 1 of 3
	SECTION 2 of 3
	SECTION 3 of 3
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Data Entry
	NOTE
	Back To The Results
	The Results
	Exporting the Results
	The SpreadSheet
	The SpreadSheet Content
	The SpreadSheet Content
	Slide Number 21
	Contact us at:

