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Correcting Billing Accounting Errors 1.0

Supplemental Job Aid


[bookmark: _GoBack]Date: 07/07/2014 

Part I

Correcting Accounting Errors:

Target Audience: Department BI Approver

Purpose: This Supplemental Job Aid explains how to correct accounting errors once the invoice has been created and finalized. Once an invoice has been finalized in the Billing module, batch processes move the accounting information to the General Ledger and move the invoice data from the Billing module to the Accounts Receivable module. If accounting is incorrect for the invoice, then the batch processes will not move the transaction to the other sub-modules. It is the daily job of a Department BI Approver to review billing transactions after batch processes have run to see whether the invoices have any accounting errors.


Step 1: To correct the accounting errors, log in as Department Billing Approver. 
Navigate to: Main Menu  Billing   Maintain Bills Correct Staged Acctg Errors:

[image: ]


Step 2: On the Staged Acctg Errors Correction page, enter or select the “Business Unit” then click the Search button:
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Step 3: The search results will display all finalized invoices that have accounting entry errors. Click on one of the invoices to correct the errors.
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Step 4: Go to the “More” drop-down list at the bottom of the screen and select Acctg – Rev Distribution:
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Step 5: Click on the Revenue tab. NOTE: On the Revenue tab, the accounting entries that generated errors will appear (this is displayed in the first screen shot below). 
· Update the accounting entries to a ChartField string and then click on Apply Correction button (this is displayed on the screen shot on the following page).
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Step 6: When you click Apply Correction button (as indicated from the previous step) the screen displays as below. 

NOTE: Overnight batch processes will generate the accounting entries and create a receivable for the invoice to the Accounts Receivable module. The Department Billing Approver should still check the next day to confirm that the entries have moved to the other modules. If the accounting error still fails, repeat Steps 1 – 5 until the accounting error is fixed.
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You have successfully corrected the Accounting errors in Billing.


Part II
How to correct accounting errors once the group of pending items (which has Group ID) may post to FI$Cal (in the Account Receivable module):
Target Audience:  Department AR Item Approver.
Purpose: This Supplemental Job Aid explains how to correct accounting errors once the pending items (receivables) is created. When a pending item in the Accounts Receivable module is set to post, batch processes will attempt to post the transaction in the AR module and send the accounting entries to the General Ledger for posting. If the accounting entries do not meet combination edit rules within the Accounts Receivable module, then the department must correct them online within the AR module. It is the daily job of a Department AR Item Approver to review pending items after AR batch processes have run to see whether the pending items have any accounting errors. If an item has an error, the department must analyze the error in order to determine the appropriate method of correction. This job aid is to access the page for viewing errors and then correcting an item that has an accounting error.




Step 1: To correct the accounting error, log in as Department AR Item Approver.
Navigate to: Menu  Accounts Receivable  Receivables Update  Correct Posting 
Errors   Online Items.
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Step 2: In the Online Items Page, enter or select the Group Unit and the Business Unit. Click the Search button.

[image: ]



Step 3: Search results of all open items that have accounting entry errors will display. Items with a COMBO error code indicate that the item failed to post due to an accounting entry error (i.e., the accounting entries did not pass combination edit rules). An error that begins with CUS (e.g., CUSOM) indicates that the error originates from the customer record. These customer errors are usually from the date of the pending item being prior to the dates associated with the customer. Corrections for these errors require an update to the customer dates and then setting these pending items within this navigation to post.  

In this job aid, accounting entry errors are being corrected. Select a hyperlink for an item that has a COMBO error to fix the accounting for the pending item.
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Step 4: Go to the Accounting Entries tab to access the ChartFields for the pending item. Update the pending item ChartFields and click the Save button.
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Step 5: Click on the Group Action tab. Within the Posting Action section, select the Batch Standard option to set the pending item to post. Click the Save button. The pending item will be picked up in the next AR Update batch process to post it to AR within FI$Cal. The Department AR Item Approver will have to check the next day to see if the pending item still has errors or if it has posted to AR. If the accounting error still fails, continue again from Step 1 to Step 5 until the Accounting errors are fixed.
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You have successfully corrected the Accounting Errors in Account Receivable.


FISCal.025 - Correcting Billing Accounting Errors 1.0
Updated 07/10/2014		Page 1 of 14	       

image1.png
Main Menu
Search Menu:

FisCal Processes
Top Menu Featu (3 eprocurement
Biing
SetUp Fnancial/Supply
Enterprise Components
Workist
Reporting Tools
PeopleTools
My Personaizations
Hty SystemProfie
Hy Dictonary

B wyreess
Breadcrumbs vsuany wispiay your

‘navigation path and give you access fo the.
contents of subolders.

§

Menu Search, located under the Main Menu,
now supports type ahead which makes
finding pages much faster.

Interface Transactions »
Maintain Bils

Standard Biling
Copy Singie Bil
Correct Entry Type

[E]
[E]
[) CorrectStaged Acctg Erors
B

Generate Invoices.
Review Biling nformatio
Review Processing Resl

Correct Budget Check Errors.
‘Supporting Documentation





image2.png
Staged Acctg Errors Correction
Enter any information you have and clck Search. Leave fieds biank for  ist of al vaues.

Find an Existing Value.

= Search Criteria

- Q
X

Cear_[pasic Searcn (6] Save Searcn Crterin





image3.png
Staged Acctg Errors Correction

Enter any information you have and clck Search. Leave fikds bank for a st of all values.

[ i on Existng vaue |

= Search Criteria

Q
Q

Csenmn [ o s sen B smesarencrere

Search Results
View Al First [ 540124 [f] Last

Business Unit

]

Invoice
'BA-00000008
BAD0000010
D0J-00000001
DOJ-00000002
D0J-00000007
D0J-00000005
D0J-00000008
DOL-0000001S
DTBA0000000
'DTRE00000001





image4.png
o,
i ™ BT e Invoice Am: 3 oe0o0 uso
Imoice: saaasaanss Ui ity Fngers Lou
[l Display Lines with Errors Only
BilLine Feavew Al Frst B 111 Bl Lot
sew 3 Lne: s et Extonded: 1000
dentiter: 1530 SURCHRG_DSS _ Doscrptions 15_30_SURCHARGE DS
hccounting Entres Personstze | r | view At O [ B st B 12012 st
Acct nformation. | Transacton Agounts || Dcounsrrcharge | Reference ornaton
erocsatn  (GLunk AccigDue e [———— e — [ P
Accouns
[e— worr 1200100 p—
— Recognized
o oez0  osnezons o3 worr s a0 o0 oussoto
E| b
Apply Correction Goto: Bill Line Inquiry ore. e
@ save || & Retum to Search





image5.png
Unit: 0820 Bill To: D0J0800011 Invoice Amt: W 3,060.00 USD
Invoice: BA.00000008 Lisa teky Fingers Lou
(Cortecton or Line Fnalvewas  prst B yort B Last
sea 3 Line: 3 NetExtended: 100
gentier: 15,30 SURCHRG 0SS Description: 15.30_SURCHARGE 0SS
Bil Line Distrbution - Revenue: personaize | Fnd | View At 21 B st B v or1 Bl Lot

Accounting | Wscelaneous || Eeterence mormaion

Seq  RevSeq BudgetDate  Code Approp et Fund ey Account A Acet Program Projeq
3 1 @ 3@ o @ o3 Ja stz | 13200080 | [o4zs0t0 @
< 5

[ Aycomecion ] Gow: awtine nauey Acig - e Dsin -

[@7sove [ & Retumto searsn | FEITHATRIINT (38 ettt ][0 oy |

‘Staged AE Summary | Revenue




image6.png
Unit: 0820 Bill To: D0J0B00011 Invoice Amt: w 3,060.00 USD
ivaie: 500000008 Lsa Steky Fgers Low
(Correcton or Line Fnaivewar  Frst B 1or1 Bl Last
sea 3 Line: 3 NetExtended: 1000
entier: 15,30, SURCHRG_DSS  Descrption: 15_30_SURCHARGE_DSS

Bill Line Distribution - Revenue. personaize | Find | View AIIE | B First B 1 o7 1 B Last

Accounting | Wscetancous | Bfersnce nfornaton

Seq  RevSeq Bugetiate  Code B Account Athcot erogeam Proia

B Q i Ja o Ja BB Ja fem Ja sl pEsn o
<m v

o S Line naury Acdl -Rev it -

‘Staged AE Summary | Revenue





image7.png
i ™ BT e Invoice Am: ' ceoon uso
Imoice: saaasaanss Ui ity Fngers Lou
BilLine Feavew Al Frst B 111 Bl Lot
sew 3 Lne: s et Extonded: 1000
dentiter: 1530 SURCHRG_DSS _ Doscrptions ) SuRCHARGE 0SS
hccounting Entres Personstze | r | view At O [ B st B 12012 st
Acct nformation. | Transacton Agounts || Dcounsrrcharge | Reference ornaton
erocsatn  (GLunk AccigDue e [———— e — [ P
Accouns
[e— worr 1200100 p—
— Recognized
o oez0  osnezons o3 worr s a0 o0 oussoto
E| b
Apply Correction Goto: Bill Line Inquiry

B save

(& Return to Search





image8.png
& cProcurement ’
Top Menu Featu (3 Accounis Receivabie
1 Enterprse Componenss | = Pronatem
- : Customer Accounts
i Customer ineractions
The MENUiS N0 & peporing Toos et
- € Receivabies U
Highiights PeopleTools
iy Personaizations.
Recently Used
o Hhy System Profie
Wy Dictonary
Wy Feeds
Breadcrumbs visually isplay your
navigation path and give you access to the.
contents of subfolders.

Menu Search, located under the Main Menu,
now supports type ahead which makes
finding pages much faster.

onine ems
Extermaltems
Unpost





image9.png
Online Items
Enter any information youhave and cick Search. Leave fikds bk fo st of a vaes.

Find an Existing Value

 Search Creria ]

Group unit:
Group10:
Business Unit:
Customer10:
Hemi:

Hem Line:

ARUpdate Error Code: begmavtn | |
[ case sensitve.

] oo fose s @ siesewncrors





image10.png
Group s 7 e Q
Grow e i~

Business Unit: - Q

Customer D: begins wih + Q

Homid: g vt~

tom Lines -

seauence: -

Assigned Operator ID: begins with ~ a

AR Updto Error Code: begns with =

[semon || oar Joesic Searcn @ Sove Serch crers

Search Results

View Al st [ iz 2 ] Lost
o roun uinss e ) e e
o G B0  Contmero tem D "7 Sequence Assigned Operator D - o
B 2 00 DONSOOOOTENm¢ o 1 0620 DEPTARTEN PROCCONSO oo oBLL
G20 2 00 DONSOOTENZS 0 2 060 DEPTARTEN_PROCCONSO Comiee osiL
20 2 o DoNsooooiMENZT 0 3 0aeo DEPT ARTEN PROGCONSO ol osiL
o2 s o oowsomamst o 1 zoones couso Comiee osiL
o 5 o oowsomamen o 2 zoootes couso ol osiL
w0 5 o oowsotmes o s zoootes couso Comiee osiL
w2 ¢ o oowsomamor o 2 zoootes couso ol osiL
o2 ¢ o oowsoomamss o 1 zoootes couso Comiee osiL
w2 ¢ o oowsootms o 3 zoootes couso ol osLL
w0 s o oowsoommmmo 1 zoootes couso Comies o1t
W 5 e  pomecowimaie 2 oot lcouso conplets—JoBLL




image11.png
Group Conval | Eonang tem 1 || Peging e || Pending tom || Accounting Enres. || Group Acton

Group Unit:

™ Growm: 2
[Accounting Entes Fealvewal  rrstMror Bl Lo
[ - Line: EyTyee: 0 Resson: s
Busunt ez Customer:  DoUGH0D subcustt: subCustz:
Amount: 000 Curency:  usD
Accounting Entries: Complete: Display Totals: Enry <] # e
Distibuton Lines personatze | £ View A1 | B rrst B 1z0r2 Bl Last
Chartriids || Curency Detais || AdotonaiDetais | JounaReference nfomaton |
lne oL unk e [ [ [ PN A -
2 0820 User ~ 000 a a Q [fesn o [mesza
102 0820 AR ~ [11000 1200000 |Q [0000000000/Q

Kl | b
Unes 2 R 1o Curency: s CR 11000 Cumency D Wet oo

(0050 | i s | AN 48 vt |5 v |

‘Group Control | Pending fem 1 | Pending kem 2 | Pending fem 3| Accounting Entries | Group Action





image12.png
(o onr | Evmangsom | Popgtm | Pniogim | Aceomon e || Gt |

e Goom 2

Accounting Entres. Fnaiviewan  Frst 8 1ot B Last

oo s o o o8 o s

- oo omoowa St Sacun:

ot 11000 G 00

AccoumgEares:  Compee oo [ B2

Distibution Lines. Porsonaicze | Find [ Viewt |20 (2 st B 12002 B Last

Charieds | Cutoncy Dasis || Adsons Dtats | Journa Refeence nformaon | [T

et e = P e e

b e uw - bew oo o a i a o a Gwsea oo

I A — ] L wm mn Tmom A lomomed oamme

= o

Dok mw o w0 ot ww e w0 me oo

Aot soaen | 710011 48 et | () oty |

GrounContal|Panag 1 11 Pann 1o 21 ening e 3 AccuningExkes | Group Ackon





image13.png
‘Group Contol || Bendingtem 1 || Penaingtem2 || Pending fem3 || Accounting Enties [ Group Acton

Group U oaz0 Gowo: 2
postng st Donotpost
[ Group Actions ] [Accountng Enty Actions ]
[ et e
Ot Envis

[ et Grovp ]

[@ save [ Rotumto Searen 8 Nesinist |2 Notty
Group Canrol| Pending Hem 1 Pencing fem 2| Pending e 3| Accounting Enties | Group Acin





image14.png
I1$Cal

cial Information System for California




