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AR 17: Reverse areceipt (US dollars)

Procedure

This User Guide outlines the steps required to reverse a receipt (US dollars).

~ USERS, TEST Doctor

Share thoughts with your colleagues...

0

Conversations Following Followers

n Employee News

n My Flags
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Step Action

1. Click the Navigator button.
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Navigator

Sales
F Activities

Collections

Contract Management
1=l contracts
[=] Invoices
& Revenue

Receivables

Billing
Accounts Receivable
& Revenue
[= Funds Capture
Costing
E= Receipt Accounting

Payables

Payables Dashboard
=] Invoices
Payments

Projects

roject Management

Project Hierarchy Dashboard
it Project Financial Management

General Accounting
General Accounting Dashboard
Journals
[5@ Period Close

Intercompany Accounting
= Transactions
¥ Recondiliation

Budgetary Control
7 Budgetary Contral

Cash Management
it CashBalances
Bank Statements and Recancili

Fixed Assets

27s Assets

[ Asset Inquiry

Financial Reporting Center

Customer Data Management
Parties

3, Data Import

24 Duplicate Igentification
# Duplicate Resolution
& Data Cleansing

My Workforce

2= Dala Exchange

[=] Document Records

i Mass Updates

= . Workforce Structures

& New Person

. Person Management

% Workforce Modeling

bsence Administration

& Profiles

< Career Development
9 Goals

11 Performance

815 Talent Review

= Succession Plans

Payroll

Accounting Distribution

Expenses

7l Auditing

Benefits Administration

3% Plan Configuration

My Team

B8 Talent Review

p: - dev2.fs.cal. ud

About Me

= Career Development

< Career Planning

@ Goals

& Personal Information
(@ Web Clock
[ Expenses
[2] My Account
Procurement
Pracurement Dashboard
& Purchase Requisitions
[ Purchasing
[ My Receipts
[ Catalogs
Suppliers

Directory

4 Social

2 Collaboration Messaging

™ Getting Started

2 Skills and Qualifications

Directory

sia Resource Directory

DH=7688_afrMFC=88_afrMFCl=08&_afrMFM=08&_afrMFR=968&_afrMFG=08&_afrMFS=0&_afrMFO=0#

Action

Click the Accounts Receivable link.

Accounts Receivable

Accounts Receivable

Receipt Batches

All business units |

vieww F

Detach

Post | Approve

Batch Number

Batch Type Status
No data ta display.
0 ‘
Lockbox Exceptions
o
Unapplied Receipts
13
1z
>
5
0
05 710 10+
Days
https://efhc-dev2 fin.cal. ud.com/recei Frdt

v

Confirm v

Date

Control Count

Review Customer Accounts E

Actual Count N

FOH=7688&_afrMFC=88&_afrMFCI=08_afrMFM=08&_afrMFR=968&_afrMFG=08&_afrMFS=08&_afrMFO=0#

v

Step

Action

Click the Tasks button.
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Accounts Receivable  Allbusiness units (v

Detach

Receipt Batches

0

vieww F B Post

Batch Type  Status

No data to display
<

Lockbox Exceptions
o

Unapplied Receipts

06 710 10+
Days

https://efhc-dev2 fin.cal. ud.com/r

Batch Number

Frdt FOH=7688&_afrMFC=88&_afrMFCl=08_afrMFM=08&_afrMFR=96&_afrMFG=08&_afrMFS=08&_afrMFO=0#

Receipts
= Create Receipt

Approve ¥ | Confirm v

El
o » Create Receipts in Spreadsheet
Date A » Create Automatic Receipts
+ Create Remitiance in Spreadsheet
|« Manage Receipts
+ anage Lackbox Transmission
» Lockbax Transmission History
Receipt Remittances
» Create Receipt Remittance Batch
+ Nanage Receipt Remitance Batches
+ Correct Funds Transfer Errors
Credit Memos.
» Apply Credit Mlema

Customers
+ Manage Customers

Customer Account Balances
= Review Customer Account Details
« Manage Late Charge Baiches
Accounting
= Create Accounting
= Create Adjustment Journal
= Review Journal Entries

= Receivables to Ledaer Reconciliation

v

Action

Click the Manage Receipts link.
Manage Receipts

Manage Receipts

4 Search

Business Unit
** Receipt Number  Starts with
** Customer Hame
™" Customer Account Number
** ReceiptDate Equals
Actions v View w Reassign Receipts

Receipt Number  Status

Receipt Method CUStomer
Name

No search conducted.
<

https://efhc-dev2 fin.cal. ud.com/recei Fndt

Done
Advanced | Saved Search Al Receipts

** Atleast one is required
~* Batch Number

** Receipt Method

Status Equals

Remittance Bank

state Equals

Customer Account
Number

Receipt
Date

Entered

Batch Number Amount

FOH=7688&_afrMFC=88&_afrMFCl=08_afrMFM=08&_afrMFR=968&_afrMFG=08&_afrMFS=08&_afrMFO=0#

Action

Receipt Number field.

Click in the Receipt Number field. Enter the required receipt number in the
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Manage Receipts Dane

4 Search Advanced  Saved Search Al Receipts

** Atleast one is required

Business Unit ** Batch Number
** Receipt Number Starts with #101010] ** Receipt Method
** Customer Name Status Equals
** Customer Account Number Q Remittance Bank
** ReceiptDate Equals State Equals
Search | Reset  Save..
Actions v View v Reassign Receipts

Receipt Number  Status Receipt Method CU30mer Customer Account  Recelpt gy nymper Entered
Name Number Date Amount

No search conducted.

<

P -dev2 fin.cal. ud.com/n Fridi i FDH=7688&_afrMFC=88&_afrMFCI=08_afrMFM=08&_afrMFR=968& afrMFG=08&_afrMFS=08&_afrMFO=0#

Step Action

0. Click the Search button.

Search

Manage Receipts
P Search Advanced = Saved Search Al Receipts
Adlions w View v Reassign Receipts 8

Customer Customer Account Receipt Batch Number Entered

Receipt Number  Status Receipt Method (o9 Number Dato Amount

» #101010 Remitted Cash Receipis 'MARE NOSTRUM '300137 15-Dec-20. 100.00 USN

https://efhc-dev2 fin.cal. ud.com/recei Fndt FOH=7688&_afrMFC=88&_afrMFCI=08_afrMFM=08&_afrMFR=968&_afrMFG=08&_afrMFS=08&_afrMFO=0#

Step Action

7. Click the appropriate Receipt Number.
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Edit Receipt: #101010

4 Receipt Information | show More

Status

Business Unit

Receipt Type

Receipt Method

Receipt Number

Receivables Specialist

Attachments

Remitted
uwsu
Standard
Cash Receipts

#101010

None ==

} Additional Information

4 Receipt Details 100.00 USN

Application | History ~ Activity

Actions v View v

Application
Type

No data to display

<

Customer
Account 300137
Number
Customer

MARE NOSTRUM
Name

Customer
Site:

Receipt

Date 15-Dec-2017

Accounting

Date 15-Dec-2017

Comments

Q

Q

Adiions v | | | S@ve  SaveandClose  Cancel

Currency usn B
* Entered Amount 100.00
Accounted Amount 122.00 CAD
Total Applied Amount 0.00 USN
On-Account Amount 0.00 USN

Unapplied Amount 100.00 USN

Exchange Gain or 0.00 CAD
Loss.

* Application Reference

Unapply Add Open

View

AmountDue  * Applied Amount

Detail View Exception Trends

Discount Exception Reason * Appli

Action

8. Click the Actions drop-down button.

v

Edit Receipt: #101010

4 Receipt Information | snow more

Status

Business Unit

Receipt Type

Receipt Method

Receipt Number

Receivables Specialist

Attachments

Remitted
UwWBU
Standard
Cash Receipts

#101010

None

P Additional Information

4 Receipt Details 100.00 USN

Application | History  Activity

Actions w View w

Customer
Account 300137
Number

Customer

MARE NOSTRUM
Name

Customer
site
Receipt

Date 15-Dec-2017

Accounting

Date 15-Dec-2017

Comments

Q

Q

View

| Save SaveandClose Cancel

Reverse

Delete
USN &
Postto Ledger
100.00
Account in Draft

£ 122.00 CAD

View Accounting

Total Applied Amount 0.00 USN
‘On-Account Amount 0.00 USN
Unapplied Amount 100.00 USN

Exchange Gain or 0.00 CAD
Loss

Type
No data to display.
<

Action

Unapply Add Open

Amount Due  * Applied Amount

Detail View Exception Trends

9. Select the Reverse option from the drop-down list.
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Reverse Receipt
Example: 29-
Nov-2014
“Date 15Dec2017 [ig ~ccounting Date 15-Dec-2017  [iy

* Reason

Comments

[ Debit memo reversal Context Value

oo

Distribution

Step

Action

10.

Click the Category drop-down button.

et

Reverse Receipt

*Date 15-Dec2017 [ig * Accounting Date  15-Dec-2017 [

* Category * Reason

Comments
Credit card chargeback reversal
Nonsufficient funds

Reverse payment

Stop payment Context Value
Type

Distribution

Step

Action

11.

Select the appropriate option from the drop-down list.
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Reverse Receipt

“Date 15Dec2017 [ig * Accounting Date  15-Dec-2017  figy

* Category Reverse payment * Reason

Comments

[J Debitmemo reversal Context Value

oo

Distribution

Step Action

12. Click the Reason drop-down button.

St

Reverse Receipt

" Date 15-Dec2017 [ig * Accounting Date  15-Dec-2017  [igy
* Category Reverse payment * Reason

Comments
Account closed
Credit card chargeback reversed or amount changed

Credit card error payment reversal

[ Debit mema reversal Context Value | Credit card refund reversed or amount changed

Nonsufficient funds
Tipe
Payment reversal

Distribution Resubmit check
Uncollectable

Wrong amount

Wrong customer
Wrong invoice

Step Action

13. Select the appropriate option from the drop-down list.
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Reverse Receipt

“Date 15Dec2017 [ig

* Category Reverse payment

Comments

[ Debitmemo reversal

oo

Distribution

Step Action

* Accounting Date  15-Dec-2017  figy

*Reason Payment reversal

Context Value

14. Click the Reverse button.

Reverse

Edit Receipt: #101010

4 Receipt Information | snow more

Customer
Account
Number

Status  Reversed

Business Unit  UWBU
Customer
. Name
Receipt Type  Standard

Customer
Site

Receipt Method Cash Receipts
Receipt
Date
Accounting

Receivables Specialist Date

Receipt Number  #101010

Attachments. Comments

P Additional Information

4 Receipt Details 0.00 USN

Application | History  Activity

300137

MARE NOSTRUM

15-Dec-2017

15-Dec-2017

Actions v

Currency

* Entered Amount
Accounted Amount
Total Applied Amount
On-Account Amount

Unapplied Amount

Exchange Gain or
Loss

Actions w View w Al Unapply
Application
Type

No data to display.
<

Step Action

Add Open View

* Application Reference AmountDue  * Applied Amount

Discount Exception Reason

| save SaveandClose Cancel

usn B
100.00
122.00 CAD

0.00 USN
0.00 USN
0.00 USN

0.00 CAD

Detail View Exception Trends

* Appli

15. Click the Save button.

Save
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Step

Edit Receipt: #101010

4 Receipt Information | show More
Status  Reversed
Business Unit  UW BU
ReceiptType  Standard
Receipt Method  Cash Receipts
Receipt Number #101010
Receivables Specialist

Attachments

} Additional Information

4 Receipt Details 0.00 USN

Application | History ~ Activity

Customer
Account
Number

Customer
Name

Customer
Site:

Receipt
Date

Accounting
Date

Comments

300137

MARE NOSTRUM

15-Dec-2017

15-Dec-2017

actions w | 57

Currency

Entered Amount
Accounted Amount
Total Applied Amount
On-Account Amount

Unapplied Amount

Exchange Gain or
Loss.

Actions v View v

Application
Type

No data to display

<

* Application Reference

Action

Unapply

Add Open View

AmountDue  * Applied Amount

Save and Close | Cancel

usn B
100.00
122.00 CAD

0.00 USN
0.00 USN
0.00 USN

0.00 CAD

Detail View Exception Trends

Discount Exception Reason * Appli

16.

End of Procedure.
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