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AR2: Adjustments & Set Ups in AR

1.Settin9 UE Saleseersons

The O6Ralsoqnip is usually the person who raises
Contact details of the sales person will print out on the top of each invoice/credit
note, providing details to the customer should they need to contact in case of a

query.
The accounts team within each department is set up as the default but you can add

individual details too. Each department is set up with a range of ten numbers, which
must be manually entered in order for you to set up departmental Salespersons.

Step 1: Identifying an available Salesperson number

Responsibility: CAPSA AR Supervisor / U.F.S AR Manager

Navigate to: Set up Y Salesperson

a) Click into the List of Values in the Name field.

Resource
Mumber | Categnrﬂ v|
Mame | Trangaction Mumber |
Start Date | End Date |

Salesperson

Mumber | Sales Credit Type |
Marme | ‘ |_ ) Analyst |

Receivables Flag l:'

Service Interaction Center

Support Site | Interaction Center |

[ clear ) [ New | [ Fnd |

b) Enter your department code followed by the wildcard (%) and click Find.

Finance Training
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Find| D%

Mame

FPO-margaret Goddard
FO_Plant Sciences Accounts.

Eind

Mumber

862
g60

Cancel

AR2: Adjustments & Set Ups in AR

In this example we can see that the
range of numbers here are 860 1
869. The next available number to
use would be 863.

Remember that it is possible for other users not to follow this procedure and use your
departmental numbers. The system will notify you if the salesperson number is
already in use, therefore you will have to select a different number.

¢) Click on Cancel to go back to the Find Resources screen.

Step 2: Creating the Salesperson

d) Click on New in the Find Resources screen.

O Find Resources

Resource
Murnber

MName
Start Date

Salesperson
Mumber

Marre

Receivahles Flag
Service

Suppart Site

Transaction Mumber

Sales Credit Type

Interaction Center

Category -

End Date

Analyst

Interaction Center

Clear ,I

[l ey ( Find )

e) The Resource screen displays where the following fields need populating:

O Re: B
Resource

Murnber

MName
Source Mame

User Mame

s Tearms
- Sl

1 Category

Finance Training
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Category |

Organization

Start Date  26-WOY-2014 End Date
|dentification Mumber [ ]

Transaction Mumber e

Receivables  Miscellaneous

Service Interaction Center  Compensation I

Select Other from the list of values
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T Name Enter your two letter department code followed by
space, hyphen, space and your name all in upper
case

Step3: Receivable tab

f) Click on the Receivables tab.

© Resource
Resource
Mumber Category |Other Organization
MName | PD- REBECCA DARLOW Start Date |26-MOY-2014 End Date
Source Mame | PD - REBECCA DARLOWY Identification Mumber [ ]
User Mame Transaction Number Wiew
Foles Groups Teams Service Interaction Center Compensd Recew scellaneous
. “-"‘—‘—‘— -
Salesperson Mumher Sales Credit Type  Start Date End Date
Cambridge University 26-NOY-2014

g) Populate the following fields:

Operating Unit will default in as Cambridge University.
Salesperson Number i enter the number identified from step 1.

Sales Credit Type T click on the list of values and No Sales Credit will
default in.

N WWWWWW..W\i

Roles Groups Teams Serice Interaction Center Campensation | Recewvables | Miscellaneous
Operating Unit Salesperson Number Sales Credit Type Start Date End Date
2 |Cambridye University 963 Mo Sales Credit & 20141

Step 4: Additional Information

a) Using the scroll bar, scroll to the end and click in the flex field which will display
the Sales Rep Additional Information box.

Finance Training
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Roles Groups

Teams Service Interaction Center Compensation | Receivables | Miscellaneous

Operating Unit
£ Cambridge University

Salesperson Number Rewenue Account Receivable Account [ ]

2o g

b) Populate the following fields:

Telephone Number

Email Address

Fax Number

1

= Additional Information

Telephone Murmber 01223 766589
Email Address AKS96EADMIN.CAM.AC.UK
Fax MNumher 01223 765898

(0] Qanceljl Clearj Help )

a) Click OK.

b) Save

Finance Training
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The system will return to previous window and default into the
next available line, click back into the line created.

The Salesperson is now complete and ready to use when
raising invoices/credit memos.
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2.Creating standard memo lines

What are memo lines?

They are predefined lines that can be selected from a list of values when raising
invoices and credit/debit memos. If required this information can be amended or
added to at this stage. All memo lines are maintained locally and can only be
accessed by the individual department.

Who can set them up?

Responsibility:

CAPSA AR Supervisor / U.F.S AR Manager

Navigate to: Set Up Y Memo Lines

How to enter standard memo line information

© Standard Memo Lines (CAPSA AG: AR Supervisor)

Operating Unit
MName

Description

Type

Tax Classification

Cambridge University

AG - TRAINING MANUALS

Training Manuals: Accounts Receivable part 2
Line

20.0 - Standard Ra:

Tax Product Category
Unit List Price 10

Each

U.AG.AGBE.GAAA LRAB.0000

UC.Finance.Accounting Services External Trading.Sales - In-Hse

Unit of Measure
Revenue Account
Account Description
Invoicing Rule
Accounting Rule |

Active Dates | 21-JAN-2020 - il

1) The following fields are mandatory and need populating:

Name Prefix with your department code, space, followed by
hyphen, space and then name of memo line.

Description  The description which will show on the invoice. This is
what is searched for when selecting memo lines on the
sales invoice.

Type Always use Line (default setting).

2)  The remaining fields are optional, but it will be beneficial if they are populated.

Tax classification
Unit List Price

Select appropriate option from list of values.
Cost (excluding VAT) of the goods or service.

Unit of Measure Select appropriate option from the list of values.

Revenue Account  The GL account code you wish the income to be posted to.

Active dates Creation date defaults in, optionally add a deactivation date.

Finance Training
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3.Defining Receivables Activities

Receivable Activities are used when inputting miscellaneous receipts. They provide
accounting information for monies recei
customers.

ved tha

Responsibility: CAPSA AR Supervisor / U.F.S AR Manager

Set Up Y Receivable Activities

Navigate to:

O Receivables Activities (¢

Cambridge University

AG - TRAIMNING MANUAL

R12 TRAIMIMG MANUAL (AR)

Miscellaneous Cash A

V! Active [l

Operating Unit
MNarne
Description

Type

Accounting

GL Account Source | Activity GL Account -

Tax Rate Code Source | Activity -

Activity GL Account U AG AGEG. GAAA LRAB.0000

Distribution Set
GL Account Description |UC Finance Training. External Trading. Sales - In-Hse b
IR - Zern Rated

IR - Zero Rated (Credit)

Asset Tax Rate Code
Liability Tax Rate Code

3) Populate the following fields:

Operating Unit
Name

Description

Type

GL Account
Source

Tax Rate Code
Source
Activity GL
Account

Asset Tax Rate
Code

Liability Tax Rate
Code

Cambridge University (defaults in).

Prefix with your two letter department code followed by
hyphen and name of the activity you are creating.

Free text field, enter details of the activity you are
creating.

Click on the arrow and select Miscellaneous Cash.

Activity GL Account defaults in. However if you require
the income to be split to more than one distribution code
refer to guidance on Distribution set.

Select Activity from drop down list

Enter the GL code as to where the income for the activity
will be coded too.

Select the appropriate tax code for the activity from the
list of values.

Select the same code as the asset tax rate but will
appear as a credit.

4) Save your work. The activity is ready to be used for your miscellaneous

receipts relating to that description.

Finance Training
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4. Correcting errors on invoices

If a sales invoice has been printed OR the invoice was raised on a previous day, you
must raise a Credit Memo to correct the error.

Otherwise follow the instructions below.

Preview the invoice to ensure it is correct before you send to print.
a) Click Complete from the Transaction [header] screen

b) Click on the icon that looks like a pair of glasses that appears next to the
invoice number at the top left of the screen.

Cambridge Univers

Transaction Balance Due
Source Manual Invoice Date [20-JAM-2020 Line |1.00
Number 1082311 @ GL Date [20-JAN-2020 Tax [0.00
Class | Invoice Currency |GBP Freight |0.00
Type |AG Internal Trading Document Num Charges |0.00
Reference Transaction I N Total |1.00
v Complete Details ) Refresh )
Main Mare Notes Commitment = Reference Information o
Ship To Bill To Sold Te
Name ENGLISH
Number 1036
Address Faculty of English Paying Customer
9 West Road
.. CAMBRIDGE, CB2 1QA United Kinge
Contact
Commitment Payment Details

Payment Term |Internal

Due Date |20-JAMN-2020
Select Instrument

Line ltems Tax Freight Distributions Sales Credits J Incomplete

This is NOT a VALID University of Cambridge Invoice and is for on-line review ONLY

g Your Company Logo
Bill To: Ship To: This is NOT a VALID University of Cambridge Inveice and is for on-line review ONLY!
ENGLISH Invoice
Faculty of English 1082311
9 West Road Billing Date Shipping Date
CAMERIDGE 20-Jan-2020
82 10A Purchase Order Number
Remit To:
University of Cambridge Sales Order
Finance Division, Greenwich House
Madingley Road Shipping Reference Ship Via
CAMBRIDGE
CB3 0TX Customer Number Customer Location
1036 INTERNAL
Terms Due Date salesperson Customer Contact Contact Phone Contact Fax
Internal 20-1an-2020 AG - Max Smith
Item Num Description Quantity Shipped Tax Unit Price Extended Amount Tax Rate(%)
1 test 1No 1.00 1.00 0
Tax Summary
Tax Code Taxable Amount Tax Rate(%) Inclusive Tax Tax Precedence Tax Extended Amount
INT - Internal Trading 1.00 0 No 0.00
Special Instructions SubTotal 1.00
For questions regarding this invoice, please contact salesperson. Tax 0.00
This is NOT a VALID University of Cambridge Invoice and is for on-line review ONLY! Shipping 0.00
Total 1.00
Payments and Credits 0.00
Finandial Charges 0.00
Qutstanding balance as of 21-Jan-2020 in GBP 1.00

Finance Training
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This screen allows you to review the narrative and ensure it is correct. You can not
make changes or view the distribution code here, all checks for distribution codes
must be done in the CUFS screen.

After reviewing the invoice you can either go back to the invoice in CUFS to make
changes or alternatively leave it how it is and follow instructions on how to print.

To amend the original invoice

1
1

)l

Close the print preview screen and minimise the Oracle application screen.

Click Incomplete button

Go back into the transaction and make the relevant amendments
Click Complete button again to resubmit for approval.

You can access the Print Preview function again to ensure all changes made are
correct and the transaction appears as you require it.

Finance Training
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5. Amending Invoice distributions

Once you have completed and printed your sales invoice, there is very little that can
be amended. One aspect that can be changed at any time on the invoice is the
revenue account code. For example, you may have entered the incorrect cost
centre or source of funds code when the invoice was originally raised and now need
to correct it. Follow the steps outlined below to amend a revenue line on a sales
invoice.

Navigate: Transaction Y Transactions Summary

Press F11 on your keyboard. The first line on the form should turn blue.
Enter the invoice number in the Number field.

Press Ctrl+F11 to find the invoice. The invoice details should appear.

W NE

Navigate to the Tools menu and select Distributions.

File Edit Wiew Folder BEEN Feports  Actions Window Help
ﬁ % Y] @ +£ Exchange Rate
Create Accounting
Wiew Accounting
@ Distributions
Source Balances it Legal Entity Mame MNumber Bill To Customer

[ [Ivianual Invoice Ereight niversity Cambridge University 791949 ARC BLACK PUBLISHERS
Showe Closed Invoices
Line lterms
Oyeryiew
Sales Credits
Tax
About AR

O Transactions Summa

5. Click into the Revenue line. Use the list of values or simply overtype to correct
the account code. Never change either the Receivable or Tax lines.

© Distributions

Accounts For All Lines vl
Trans Detail Distribution
Line Line Class GL Account Amend the % Amount [ ]
Receivable 1J.00.0000.0000. UBAA, 0000 eseaue iine 23 100.0000 120,00
necessal
|1 Revenue E] aiaEen e 100.0000 100.00
1 1 Tax 07-JAMN-2014 100.0000 20.00

6. Save your work.

7. Once the correction has been made and saved, a negative line is generated to
the original code and a new positive line is created for the correct account.

Note: A negative line will only display if the sales transactions has been
accounted for in CUFS. Therefore if you are making a change to the account
code on the day the invoice was raised it may not generate a negative line and
simply remain as an overtyped line.

8. The amendment is complete and the distribution screen can be closed.

Finance Training
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Amendments to revenue lines will be posted into the general ledger
overnight; therefore you will be able to view the corresponding

accounting entries the following day.
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0. Voiding transactions

Purpose of void transactions

If a transaction has been created in error, it cannot be deleted from the system as it corrupts
the audit trail. In this scenario the transaction type mustb e amen ¥eidb .t o 6

Void transactions are maintained on the database and have no impact on the departments
Accounts Receivable or General Ledger records. It is therefore purely a housekeeping tool.

If the transaction has been completed and printed it cannot be voided. In this situation
please refer to the guidance on raising credit notes.

Step 1: Search for the transaction

Navigate: Transactions Y Transactions

a) Search for the transaction to void by using the torch icon on the tool bar and entering
the transaction number or any other criterial i st ed bel Bmdédand cl i ck 6

O Find Transactions

é Transaction Numbers |-

Sales Order Murnber
Ship To Bill To
Name
MNumber

Taxpayer D

PO Numbers
Dacument Mumber
Reference Mumbers
Transaction Dates
GL Dates
Batches
Sources
Transaction Types
Class ¥ Complete i
Prirmary Salesperson Period

Credited Transaction Currency

Clear I ey ‘ Find l

Step 2: Changing the header details

a) Once you have located the transaction change Type to XX Void.
b) As soon as this has been changed a message will pop up s t a tRemmAutd
Accountingbé-c | iYedd O

Finance Training
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Transaction
Source

Nurmhber
Class
Type
Reference

Legal Entity

hanual Imvoice

Irvoice

792063

Date 31-JAM-2014

GL Date

7 Currency

GBEF

Document Mum

Transaction

Ll complete

Step 3: Main tab

Qancel)

Mo |

Change the Payment Term to Immediate.

Mare

Ship To

MName

MNumber

Address

Contact

Commitment

Payment Term

MNotes

Immediate

Due Date |21-JAN-2020

Commitment

Reference Information

Bill To

Sold Te

TOSHIBA RESEARCH EUROPE LTD

1552

208 CAMBRIDGE SCIENCE PARK

MILTON ROAD

. . CAMBRIDGE, CAMBRIDGESHIRE CE

Payment Details

Paying Customer

Select Instrument

Line ltems |

Step 4: Line ltems

Freight

Distributions

Sales Credits

Incomplete

This is where the details of the products or services you were providing were entered if you
got that far in the process before you realised the transaction was raised in error! Otherwise
it may be blank.

Lines Tax Freight
Total 10.00 v
=]
Ilain Sales Order | Tax Exemption Rules Ship To Information Ivlare
Mum || ltem Description LIom Cuantity Unit Price Armount | Tax Classifica | Trans
B TRAINING MANUAL 1 10 I 200 - Standar =
4
Fraight Distributions Sales Credits J
Finance Training
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a) Ensure that the following fields are populated.

Description As this transaction will have no bearing on your accounts, you are
advised to detail the reason for voiding.

Unit Of Measure Optional field.

(UOM)

Quantity This will already be populated based upon the information entered
when the invoice wasraised. | f t he i nformatio
then enter a quantity of 1.

Unit Price This will already be populated based upon the information entered
when the invoice wasraised. | f t he i nformatic
then enter a unit price of 1.

Amount This will already be populated based upon the information entered

when the invoice was raised or based upon the quantity and Unit
Price field that has just been completed.

Tax classification This will already be populated

b) Once the lines are complete, update the accounting information by clicking on the
Distributions button.

Step 5: Entering distribution codes

Even though this transaction is being voided, you must only change the revenue line.

a) Click on the drop down arrow and select Account for all lines.

O Distributions (Cambridge University)
Accounts For All Lines = e v
Trans Detail Distribution
Line Line Class GL Account GL Date % Amount [ ]
Receivable 344, 0000 = (31-JAN-2014 100.0000 1200 =
1 Fevenue 31-JAN-2014 100.0000 10.00
1 1 Tax 11.00.0000.0000.%CCA0000 31-JAN-2014 100.0000 2.00
Transaction Line Amount
GL Posted Date Accounting Rule

Description |UC.Balance Sheet Balance Sheet Default. Balance Sheet Default. Trade Debtors. Default
Tax Account

Description

Comrents

b) As the transaction will have no bearing on the departmental accounts, central finance
advise to use the following codes for all revenue lines:

U. xx. xxBA. GAAA/B. LKAA. 0000

Where xx represents your department code. The cost centre xxBA is a generic one that
all departments have. The Source of Funds will depend on the original transaction
created (GAAA for external trading and GAAB for internal trading).

Finance Training
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O Accounting Flexfield

Entity |U L
Department AG Finance
Cost Centre AGBA Finance General
Source of Funds |GAAA External Trading

Transaction LKAA Saleg/Income - Miscellaneous
Spare 0000|  |Default
] e e e e e e et | »
(0] Cancel ) Combinations Clear ) Help JI

c) Repeat steps for each Revenue line and save.

d) The next step is for the void transaction to be checked and completed. Refer to guidance
on Completing a Transaction.

If you have raised a credit memo in error, it is not possible to void this. You will need
to raise a debit memo in order to cancel it out. Please contact the AR helpdesk for
assistance. UES AR@admin.cam.ac.uk or 01223 01223 (3)32215

Finance Training
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7. Credit memo

What are credit memos?
These are stand-alone credit notes which can be raised against a specific invoice or linked
to your customers account. If the credit is linked to a specific sales invoice it will appear on

the customerédés statement. Credit memos can be us
internal trading.

CARE: When you are crediting back a line from an invoice or an entire invoice it is important
to ensure that the credit is coded back to the same account code that was used on the

original invoice. Search for the original invoice and make note of the revenue account code
that was created in Distributions.

Stepl Step 2 Step 2 Step 6

Create Main tab Distribution
Header Retinio Codes

Step 1: Creating the transaction header

Navigate: Transaction Y Transactions

a) Complete following fields :

Class select Credit Memo.

Type XXCredit Memo to correct an external invoice or XX Int Trade CM to
correct an internal invoice.

b) Review the following fields and update if required:

Reference This is an optional field and free text. Enter information that you feel may
be helpful to you/department.

GL Date The date the transaction will reflect in your departmental accounts.

Currency Use GBP, you can use Euro and USD. All losses on exchange rates are

the responsibility of the department.

O Transactions (Cambridge University ; GBP)
Transaction

DG anual Invoice Date |EI9-JAN-2EI14

Nurnber 791968 (%) GL Date |D3-JAN-2014
Class |Credit tema v| Currency |GBP
Type |AG Credit Memo Document Mum |

Reference | Transaction l— [|— ]
Lenal Entity |Cambridge University ¥ Complete

Finance Training
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Step 2: Main tab - enter customer details

Bill To: If you know the customer number, enter it in the second line of the bill to
section and tab.
or

Place cursor into the first line of the bill to section and click the list of values,
enter the customer name and click find to display matching customers.
Select the correct customer you wish to use.

Main More Notes

G
o

ce Informatior

Ship To Bill To Sold To
Name TOSHIBA RESEARCH EUROPE LTD

Number 1552

Address 208 CAMBRIDGE SCIENCE PARK Paying Customer
MILTON RDAD
., CAMBRIDGE, CAMBRIDGESHIRE CE

Contact

Commitment Payment Details

Payment Term |Immediate

Due Date |21-JAN-2020

Payment terms will default to Immediate and the Due date will be today as we are returning
funds.

Step 3: More tab T enter Salesperson and optionally purchase order number

Main Mare lNotes

)
o
T
T
m
L
T
5
T
=
m
=]

Print Option | Do Not Print e Salesperson |AG - Max Smith
Print Date Purchase Order
Status | Void - Number (2132458
Default Tax |Standard Revision
Date
Original Transaction Remit To

Address |University of Cambridge
Finance Division, Greenwich House

Cambridge, Cambridgeshire CB3 0TX U

Special Instructions

Comments

Line ltems Tax Freight Distributions Sales Credits )I ncomplete

Finance Training
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Step 4: Reference information i reason and original invoice being credited

Use this tab to enter the reason for the credit note and any other information such as original
invoice number.

Pl ain hore Motes Carnrmitraent J Reference Infnrmatinnl

we== Reason Accounts Receivables Billing
sy Customer Reference 791328

Custormer Reference Date

Rules Method "7
plit Term Method "7
Reason Select from the List of Values an appropriate option
Customer Free text field (usually enter the invoice number being

Reference credited).

Step 5: Line Items T detail items being credited

Transaction Lines Tax Freight
Total (100.00) v
Sales Order | Tax Exemption Rules Ship To Infarmation hare
Mum || Item Description Uom Quantity Unit Price Amount|| Tax Classifica |Trans
. 1 CREDIT FOR IMY 791928 1 -100 (100.00) |eayaEE=ElT - =

a) For each line complete:

Description This is a free text field where you enter the details of the
product or service or any other reference you chose to enter.

Unit Of Measure Optional field and chose appropriately

(UOM)

Quantity Either this field or the Unit Price field must be a negative
figure.

Unit Price Value of product or service you are providing but as a negative
figure.

Tax classification Defaults in based on customer set up. To change the tax
classification, click on list of values and select appropriate
option

b) Click on the Distributions button once your lines are complete to update the accounting
information. Remember codes must be the same as the original invoice.

Finance Training
Version 7.0 Feb 2020 Page 17



AR2: Adjustments & Set Ups in AR

Step 6: Entering distribution codes for the credit

The codes must be the same as per the original invoice and you must only change

the revenue line.

a) Click on the drop down arrow and select Account for all lines

Detail
Line

Trans
Line

Accounts For All Lines

Class

Receivable

Revenue

Tax

Description

GL Posted Date

Tax Account

Description

Comments

GL Date %

= 31-JAN-2014 100.0000

U AG ZZ77 GAAL, 0000 31-JAN-2014 100.0000
1).00.0000.0000 4 CCA, 0000 31-JAN-2014 100.0000

Transaction Line Amount

Accounting Rule

UC.Balance Sheet.Balance Sheet Default. Balance Sheet Default. Trade Debtors. Default

Distribution
Amount [ ]
(120.00)

(100.00]
(20.00)

-

b) The revenue GL account will automatically populate, however, the code must be
changed using the list of values to what was on the original invoice.

O Accounting Flesfield

Entity
Department
Cost Centre

Source of Funds
Transaction

Spare

u
AG
AGBG

LHAA

0ooo
il

uc

Finance

Training

GAAN jExtemaI Trading

Salesflncome - Miscellaneous

Default

Cancel JJ Combinations Clear JJ Help

f)

memo to an invoice).

g9)

Finance Training
Version 7.0

Repeat steps for each revenue line of the invoice
Save. A transaction number is generated, which you should make a note of.

Complete - once completed the credit memo can be previewed before printing.

Send a copy of the credit memo to the customer.

Feb 2020

Apply the credit note to the original invoice customer (see guide on Applying a credit
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8. VAT onlz transactions
VAT only credit memos

When are VAT only credit memos used?
Where VAT has previously been incorrectly charged to a customer on a sales invoice. The
credit memo is applied back to the original invoice and so that it is the adjusted value that

P

appears on t he customer 0s statement .

[ Navigate: Transactions Y Transactions ]

Step 1: Creating the header

A credit memo is a type of HAtransactionodo in CUFS
a) Navigate : Transactions > Transactions

b) Complete the fields below:

Source Manual Invoice defaults in, do not change

Class Credit Memo

Type XX Credit Memo

Date Date of transaction created (can adjust as has no impact on due date)
GL Date The date the transaction will reflect in your departmental accounts

Currency Ensure you use the currency as the original invoice normally GBP.
You can use Euro and USD however, all losses on exchange rates
are the responsibility of the department.

O Transactions (Cambridge University | GBP)
Transaction
Source  |Manual Invoice Date [31-JAM-2014
Mumber GL Date |[31-JAN-2014
@redit Merno ) Cutrency [GBP
Type AG Credit Memo Docurment Murm
Reference Transaction [ ]
Legal Entity |Cambtidge University [ Complete

When you are crediting back a line from an invoice or an entire invoice it is important
to ensure that the credit is coded back to the same account code that was used on the
original invoice

Finance Training
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Step 3: Main tab T enter customer details

Enter the Bill To information:

|- Main | More Notes
Ship To Bill To
Name MACMILLAN PUBLISHERS INTERNATIC
Number 232775
Address PO BOX 6560
, . BASINGSTOKE, RG21 6ZN United K
Contact

91 Enter the customer details by placing the cursor into the first line of the bill to
section.

9 Click on the list of values, enter the customer name and click find. This will display
the results that match your search criteria.

1 Select the correct customer you wish to use and ensure it matches the original
invoice.

Alternatively, if you know the customer number: enter it in the second line of the bill to
section and tab.

Step 3: More tab 1 add salesperson and optionally the purchase order number

Main More Notes

Print Option s ) Salesperson |AG - Max Smith
Print Date Purchase Order
Number |3214567

Status >
Revision

Default Tax
Date
Original Transaction Remit To
Address
Special Instructions
Comments
a) Salesperson Search and select from pre-defined list of values (see Setting
up a salesperson).
b) Purchase order Enter in this free text field if customer has provided one.

number
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Step 4: Reference information tab T enter reason and sales invoice number

a) Reason Enter a valid reason for the credit from list of values.

b) Customer Reference Enter the invoice number the credit relates to

ET hore Motes Comrmitrment € Reference Information

=3 Feazon Wrong Tax Rate
Custamer Reference 791949

Custormer Reference Date
Rules Method ~
plit Term Method i

Step 5: Line Iltems

VAT only credit notes must be entered onto the system exactly as shown; otherwise the VAT
may not credit back directly to the VAT account.

Credit memo
balance shown
here

Notice entire balance
appears in Tax field

1. Credit the
entire invoice

line in full using
the original tax

LHERS LTD, [New]

Transaction
Total (20.00) 0.00

Tax Freight
(20.00) 0.00 v

gs Order | Tax Exemption Rules Ship To Infarmation are

Mum || ltem

1
u:

Description UOm Quantity Unit Price Amount||Tax Classifica | Trans
Credit for incorrect VAT -1 100 (100.00) [20.0 - Standar
Set of Books 1 100 100.00 |EX - Exempt

|»

2. Re-bill the customer for the entire
invoice line using the correct tax code

a) Line 1 -reverse out the line from the original invoice

9 Description A free text field - enter the details of invoice you are crediting

1 UOM Unit of Measure 1 optional field, chose appropriately

1 Quantity Enter a negative value here

1 Unit Price Value of product or service you provided

1 Amount Calculates once quantity and unit price have been entered

1 Tax classification Use the same tax code as the original line that is being credited

b) Line 2 - re-enter the item with the correct tax code

Finance Training
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9 Description A free text field - enter the details of invoice you are crediting

T UOM Unit of Measure 1 optional field, chose appropriately

1 Quantity Enter a positive value here

1 Unit Price Value of product or service you provided

1 Amount Calculates once quantity and unit price have been entered

9 Tax classification Select the correct VAT code from the list of values, (e.g. exempt,

zero-rated or outside the scope).

¢) Once your lines are complete, you must update the accounting information by clicking on
the Distributions button.

Step 6: Entering distribution codes

Remember: only change the revenue line.

a) Click on the drop down arrow and select Account for all lines to view all lines as seen
below.

b) Update the GL account codes on the Revenue lines as per the original invoice.

Accounts For Al Lines v v
Trans Detail Distribution
Line Line Class GL Account GL Date % Amount [ ]
Receivahle 1).00.0000.0000. VB AL, 0000 31-JAN-2014 100.0000 (20003 =
1 Revenue L AG AGEA, GALS, LKAL DDOD 31-JAN-2014 100.0000 {100.00)
1 1 Tax 1.00.0000.0000. % CCA,.0000 31-JAN-2014 100.0000 (20,00
|2 Fevenus U AG AGEA GAAA LKAA 000D = (31-JAR-2014 100.0000 100.00
2 1 Tax 1.00.0000.0000.%CCA 0000 31-JAN-2014 100.0000 0.00
Transaction Line Amount 100.00
GL Posted Date Accounting Rule
Description
Tax Account
Description
Comments

c) Navigate back up to the Transaction page by closing this page and its associated Lines
page.

d) Complete the credit note

e) Apply the credit memo to the original invoice and send a copy of the credit memo to the
customer (see Matching Credit to Invoice guidance).
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VAT only invoices

When are VAT only invoices used?

Where the University has under-charged VAT to a customer on a previous sales invoice and
needs to account retrospectively for this amount.

[ Navigate: Transactions Y Transactions ]

Step 1: Creating the Header

An invoice is a type of fAtransactiond in CUFS.
¢) Navigate : Transactions > Transactions

d) Complete the fields below:

Source Manual Invoice defaults in, do not change

Class Invoice

Type XX Invoice

Date Date of transaction created (can adjust as has no impact on due date)
GL Date The date the transaction will reflect in your departmental accounts
Currency Ensure you use the currency as the original invoice e.g. GBP.

Transaction
Source |Manual Invoice Date 13-FEB-2020
MNumber GL Date |13-FEB-2020
Class |Invoice v Currency (GBP
Type |AG Invoice Document Num
Reference Transaction [l
Complete

When raising a VAT invoice, it is important to ensure it is coded to the same account
code used for the related, original invoice.
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Step 2: Main tab 1 enter customer details

Enter the Bill To information:

9 Enter the customer details by placing the cursor into the first line of the bill to
section.

9 Click on the list of values, enter the customer name and click find. This will display
the results that match your search criteria.

1 Select the correct customer you wish to use.

Alternatively, if you know the customer number: enter it in the second line of the bill to
section and tab.

Step 3: More tab

b4\
Main Mare MNotes Commitment = Reference Information

Print Option | Print X Salesperson |AG - ALBAN JAGGER
Print Date Purchase Order
Status | Open - Number
Revision

Default Tax |Standard
Date

Original Transaction Remit To
P GICE L I niversity of Cambridge)
Finance Division, Greenwich House

Cambridge, Cambridgeshire CB3 0TX Ui

Special Instructions

Comments
c) Salesperson Search and select from pre-defined list of values (see Setting
up a salesperson).
d) Purchase order Enter in this free text field if customer has provided one.
number

Step 4: Line Iltems

VAT only invoices should be entered as two lines;
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Line 1: For the original invoice amount, but charged to the correct VAT code e.g. SR20%
Line 2: A negative line for the same net amount using the original VAT Rate (ZR/OS/EX)

VAT only invoice
balance shown here

1.Reverse entire line 1
net amount using ZR tax
code so VAT balance

remains

|BA RESEARCH Elg

Transaction Lines Tax Freight
80.00 0.00 80.00 0.00 k4

Notice entire
balance

ax Exemption Rules Ship To Information Mare i
appears in

MNum ||ltem Description Uom Quantity Unit Price Amount| Tax Classifica Trar Tax field
1 VAT Amount for Invoice 963412 1 400 400.00 |20.0 - Standar =
. 2 VAT Amount for Invoice 963412 1 m (400.00) |ZR - Zero Rate

2. Re-hill the customer for
original invoice VAT

amount using the correct
tax code inline 1

]

Freight Distributions ‘ Sales Credits )

Line 2 reverses out the Line 1 gross amount, leaving only the VAT amount we wish to
charge.

a) Line 1 - enter original invoice amount, with correct tax code

9 Description A free text field T enter details of original invoice transaction relates to
1 UOM Unit of Measure 1 optional field, chose appropriately

1 Quantity Enter a positive value here

1 Unit Price Value of product or service you provided

1 Amount Calculates once quantity and unit price have been entered

I Tax classification Use SR20% tax code to account for VAT on original invoice

d) Line 2 - reverse out line from original, incorrect zero-rated invoice.

1 Description A free text field i enter details of original invoice transaction relates to
1 UOM Unit of Measure 1 optional field, chose appropriately

1 Quantity Enter a negative value here

1 Unit Price Value of product or service you provided

T Amount Calculates once quantity and unit price have been entered

i Tax classification Select the correct original invoice VAT code (e.g. zero-rated,

exempt, out of scope)

e) Once your lines are complete, you must update the accounting information by clicking on
the Distributions button.

Step 5: Entering distribution codes
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Once you have clicked on distributions, the following screen displays. This is where you
enter the codes as to where the income is to go to. You must only change the revenue
line. To view all lines as seen below, click on the drop down arrow and select Account for all
lines.

O Distributions (Cambridge University) M [=] E3
Accounts For All Lines ~ | — v
Trans Detail Distribution
Line Line Class GL Account GL Date % Amount [ ]

Receivable U.00.0000.0000.UBAA 0000 - |13-FEB-2020 100.0000 80.00 =
1 Revenue U.AG.ZZ7Z GAAA 0000 13-FEB-2020 100.0000 400.00
1 1 Tax U.00.0000.0000.VCCA 0000 13-FEB-2020 100.0000 80.00
2 Revenue U.AG.ZZ7Z GAAA. 0000 13-FEB-2020 100.0000 (400.00)
2 1 Tax U.00.0000.0000.VCCA 0000 13-FEB-2020 100.0000 0.00

Transaction Line Amount

GL Posted Date Accounting Rule
Description UC_ Balance Sheet.Balance Sheet Default Balance Sheet Default Trade Debtors_ Default
Tax Account
Description
Comments

1 The revenue GL account will automatically populate. The code must be changed using the
list of values to choose:

O Accounting Flexfield

Entity (U uc
Departrment AG Finance
Cost Centre |/AGBG Training
Source of Funds m jExternaI Trading

Transaction |LHAA Salesncome - Miscellaneous
Spare 0000 Default
4] »
Ok Cancel jl Combinations| Clear JI Help jl

a) The correct cost centre segment (area of activity) e.g. ??BA
b) The transaction segment (income code: L orK__ ).

However, if a standard memo line was used, the transaction segment of the account will
default in automatically, but you will still need to amend the cost centre segment.

Repeat steps a) and b) for each line of the invoice and Save.
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0. Aeelxing a credit memo to an invoice

After a credit memo has been completed, you may wish to apply the credit memo to the
original invoice. By linking the two transactions together it will either reduce the balance on
the invoice or cancel the invoice.

Navigate: Transactions Y Transaction Summary

Step 1: Recall the completed credit memo

a) Navigate to the Tool Bar and click on The screen below will be displayed.
the Torch icon

b) Enter search criteria for your credit E.g. enter the credit memo number in
memo the Transaction Numbers field.
¢) Click Find. The details of the credit memo will

now appear in the Transactions
Summary screen.

Ensure this is the correct transaction
by clicking on the Open button should
you need to.

= Find Transactions

Transaction Mumbers |
Sales Order Number
Ship To Bill To
Mame
Murnber

Taxpayer D

PO Mumbers
Document Murnber
Refarence Mumbers
Transaction Dates
GL Dates
Batches
Sources
Transaction Types
Class v Complete 4
Primary Salesperson Period

Credited Transaction Currency

Clear | Bles | Find }

Finance Training
Version 7.0 Feb 2020 Page 27



AR2: Adjustments & Set Ups in AR

Step 2: Applying the Credit memo to the invoice

The next process is to link the transactions together.

d) Click on the Applications button.

bridoe Liniv GBF) - BOBS BO

|»

Source Operating Unit Lenal Entity Mame Murmber Bill To Customer
. hanual Invoice Cambridge University Cambridge University 791965 BOBS BOOKS

1] 3

C Applications ) | Adjust | Credit Copy To Incomplete
Installrments | Chvervien J [NER | Open I

e) This will display the Applications screen where the Invoice details are entered.

lications - ¥91968

Customer Name BOBZ BOOKS Unapplied {120.00)
Customer Mumber 201843
Location | AG-CAMEBRIDGE

Amaount  GEF [120.00)
Exchange Gain/Loss
Applications 3
=
Apply |Saved Apply Tao Installment || Apply Date Armount Applied Discount Balance Due Custamer || GL Date Reversal &
= = | 201843 =
4 b

f) Either manually enter the invoice number or use the list of values and search for the
invoice in the Apply To field.

g) Press the Tab key to pull through the invoice details.
h) Click the Save icon and a tick will populate in the Apply box.
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10 Reversing a NRemittedo a

receiet

If you have applied a receipt to an incorrect customer or entered the wrong amount
you will need to reverse it and then re-enter it. It is only possible to reverse receipts
with a status fieldof 6 Re mi t t ed 0.

Navigate: Receipts Y Batches Summary

Step 1: Recall the remitted receipt

Using the Batches Summarywi ndow retrieve the receipt to be

a) Click onthe torch icon

b) In the find batches screen (see below) enter your batch number in both fields.
Alternatively you can search using any of the other criteria.

c) Click Find.

‘O Find Batches

Main | hore

Batch Source
Batch Mumbers |(AGA0/01/14/01

Batch Dates =
GL Dates =
Deposit Dates =

Clear ) Newr | Find )

d) Inthe receipts Batches Summary screen, click on Receipts. This will take
you to the individual receipts within the batch called the Receipts Summary
screen.

e) Place the cursor in the receipt line you wish to reverse

Step 2: Reversing the Receipt

O Receipts Summary (Cambridae University © GBF) - AGM0/01/1 4701
2|
COperating Unit State Receipt Mumber | Type Receipt Date || Currer) Receipt Amount Unapplied Amount
. Cambridge University] Applied AGAKADDTA4A Standard ~|[10-JAN-2014  GEP 100.00 0=
] e e e e e e e o | »
Carfirrm... 1 C Reverse... 1 ? Search and Apply Apply J W | Open

9 Click on the Reverse button
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1 Inthe reverse dialogue box you will need to enter the following information.

1 Category :
1 Reason

T Comment:

Date [13-JAM-2014

[ Dehit Merno Reversal
Type

Account

Category |Feverse Payment Feverse Payment
Reason |Fayment Reversal The payment was reversed
Comment INCORRECT RECEIPT AMOUNT]

Reverse Payment (defaults in).
ALWAYS select Payment Reversal from the list of
values.

This is a free text field to outline any specific reasons
for the reversal.

GL Date |13-JAN-2014

Docurment Murn

( Reverse ) Cancel jl

1 Click on the Reverse button and save your work.

1 Adjust the amounts on the batch header accordingly so the control count and
amount balance and batch have a status of closed.

O Receipt Batche arnhridge Uniy

Batch Type |Manual-Regular
Batch Mumber |AGA0/01/1401
Batch Date |10-JAN-2014
GL Date |10-JAN-2014
Deposit Date  |10-JAN-2014

Comments
Totals Count
Control a
- Actual 1
+ Reversed 1
Difference a

Transmission
Marme
Lockbox
Batch

- Batch Source  |Manual Receipts
Currency (GBFP
Receipt Class Manual Receipts
Payment Mathod Cash/Chegue
Bank Mame |Barclays Bank
Bank Account Mumber 10921054

Arnount Count Amount
0.00 Applied D 0.00
100.00 Unapplied 0 0.00
100.00 OnAccount | | O 0.00
0.00 Cash Claims 1] 0.00
Frepayments 1] 0.00

Unidentified 1] 0.00

Miscellaneous 1] 0.00

Returned 1] 0.00

m— Status [Closed [ Partially Purged

Operating Unit  |Cambridge University

( Receipts
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Reversing a Cleared Receipt

A receipt can be reversed if the STATUS box is marked 6 r e mi ly fokodidg the
process detailed above.

If the receipt is marked cleared it must not be reversed without prior action from
Cash Management. This is because the receipt has already been reconciled to an

entry on the bank statement.

v

Receipt Balances
. ) Unidentified 0.00
Receipt Method  |[EESE] Receipt Date | 22-ALUG-2013 Al 147 000,00
Rece.lpt Number |AG/OMLZ208/13/01/45 (.3L Date |[22-AUG-2013 On Account 0.00
Receipt ».Rmount GEP 141 000.00 Matunty Date Z2-AUG-2013 Wiaeplicé 0.00
Receipt Type | Standard < Functional Amaount 141,000.00 el ki 000
State |Cleared
Do not reverse if | )| Prepayments 0.00
status is cleared
Iain | Mare
Dietail Customer Bank
Identify B
Ey Earmed Discounts 0.00
Trans Mumber
Uneamed Discounts 0.00 Iame
Customer AEEEUT
Mame CAMBRIDGE ASSESSMEI Bank Charges 0.00
MNumber 115543 Remittance Bank

Name |Barclays Bank

Location |DG-CAMBRIDGE
Taxpayer D Branch 201715 Cambridge
Account 10921054
Reference Comments |\ BACS LINE 44 140813

Postmark Date

Canfirm... 1 Beverse... 1 J Receipt History )I Search and Apply | | Apply )
Contact the Helpdesk Ask if Cash Management will un-match the receipt from
the bank statement so the receipt status will return to
Remitted.

Once this has been done:

a) Reverse the receipt using the steps outlined above.

b) Then re-enter the receipt against the correct customer/transaction.

c) If the receipt relates to a BACS payment, then inform Cash Management (via
the Helpdesk) of the new receipt number.
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11. Using the Receiet Summarx

The Receipts Summary window provides basic information about receipts. From this
window you can select and review several receipts.

Navigate: Receipts Y Receipts Summary Inquiry

1. Click on the torch icon on the toolbar to open the Find Receipts window.

O Find Receipts

Operating Unit

Receipt Murnbers
Receipt Dates
GL Dates

Postmark Dates
Maturity Dates

Docurment Murmbers

Amounts

Currency

State

Receipt Batch
Payment Method
Status

Type

Activity

Bills Receivable
At Risk

Remittance
Bank
Branch
Account
Batch
tethod

Custarner

Name
Murnber
Location
Taxpayer D

Collector Marme

Clear

2. Enter search criteria

3. Click Find to begin the search.

Use one or more of the available fields.
To make the search run as quickly as
possible we suggest that you use as
many of the fields as possible to narrow

down the search time.

A list of receipts matching the criteria will
be displayed in the Receipts Summary

window.

O Receipts Summary (Cambridge University : GBP) - PD/ALSI02/11/15-1

2|

Operating Unit

. Cambridge University
Cambridge University
Cambridge University
Cambridge University
Cambridge University
Cambridge University
Cambridge University
Cambridge University

4

Confirm_.. 1

State

Applied
Applied
Applied
Applied
Applied
Applied
Applied

Reversal-User Error

Reverse... 1

Receipt Number | Type

PD/ALS/02/11/15
PD/ALS/02/11/15
PD/ALS/02/11/15
PD/ALS/02/11/15
PD/ALS/02/11/15
PD/ALS/05/11/15
PD/ALS/05/11/15
PD/RAD/M3/1/M15
|

Miscella...
Miscella...
Miscella...
Miscella...
Miscella...
Miscella...

Miscella__

Standard

Search and Apply

Receipt Date
02-NOWV-2015
02-NOW-2015
02-NOV-2015
02-NOW-2015
02-NOW-2015
05-MOWV-2015
05-NOW-2015
13-NOWV-2015

Distributions

Currer |Receipt Amount

GBP
GBP
GBP
GBP
GBP
GBP
GBP
GBP

Unapplied Amount
397 =l
7.35
32478
348.46
4500
15.00
15.00 &
180.00 0.

4. Click on the Open button to view the details of each receipt.
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Note: The Receipts Summary Inquiry menu provides a read-only view of
your departmental receipts.

If you wish to make changes to receipts, you will need to close the window and
navigate back to the original receipt batch using either:

Navigate: Receipts Y Receipt Batches

(0]
ReceiptsY Batches Summary
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12. Entering foreign currencz invoices

UFS has the ability to raise invoices in various foreign currencies. The two primary
currencies that can be used are:

 Euro
1 USD

This is because we have a Euro bank account and a USD bank account. However,
University Policy states that wherever and whenever possible invoices must be
raised in GBP.

If there is a legitimate need to raise an invoice in a currency other than GBP, any
exchange rate variances will lie with your department. Should you wish to raise an
invoice in a different currency other than GBP, Euro and USD, you must contact
helpdesk on UES AR@admin.cam.ac.uk or on 01222 (3)32215.

Differences from GBP invoices

Foreign currency invoices are entered in the same way as a GBP invoice (refer to
&nt er i ng Tr an s a)eithithe follovidrg exaeiptiors:6

a) Currency Select the appropriate currency using the List of values

If you are prompted to enter a currency rate, leave it as the
corporate rate and click OK.

b) Complete the invoice on the same day.
O Transactions (Cambridge University : EUR)
Transaction
Source |Manual Invoice Date |21-JAN-2020
Number GL Date |21-JAN-2020
Class |Invoice < Currency EUR
Type |AG Invoice Document Mum
Reference Transaction [ /1
Complete
Main More MNotes Commitment = Reference Information
Ship To Bill To
Name UNIWERSITY OF AMSTERDAM
Number 12789
Address ATTN. CREDITEURENADMINISTRATIE I
POSTBUS 49
.. AMSTERDAM, 1000 AA Netherlands
Contact |
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13. Entering foreign currency receiets

Step 1: Start a foreign currency batch

Receipts with the same currency rate type and rates should be grouped together and
batched separately.

Navigate: Receipts Y Receipt Batches

When creating a foreign currency receipt batch, it is vital to select the correct Batch
Source to ensure that the receipts will be applied to the correct bank account.

This allows the Cash Management section of the Finance Division to match your
receipts to the income in the bank account.

O Receipt Batches (Cambridge University)
Batch Type |Manual-Regular h Batch Source  USD Manual Receipts
Batch Mumber |AG130114/U50/01 Currency |USD
Batch Date |13-JAN-2014 Receipt Class |USD Account Receipts
GL Date |13-JAN-2014 Fayment Method USD Cash
Deposit Date |13-JAN-2014 Bank Mame Barclays Bank USD
Comments Bank Account Mumber 050-73664-0
Totals Count Amount Count Amount
Control 1 2 A500.00 Anpnlied
Actual | Unapplied
+ Reversed On Account
Difference Cash Claims
Frepayments
Unidentified
Miscellanegus
Returned
Transmission
Narme Status |Mew [ Partially Purged |
Lo Operating Unit |Cambridge University [
Batch

( Receipts )

Batch Number:

Batch Source

Currency

Finance Training
Version 7.0

Use the same naming convention as you would do with a sterling
receipt batch (refer to entering a receipt batch) but add the currency
type after the date e.g. AG/05/01/10/USD/01.

Select the appropriate batch source for your currency from the list of
values. The system will then automatically default in the correct bank
details for this transaction. For Euros select Euro Manual Receipts
and for USD select USD Manual Receipts

This will automatically populate once the correct batch source has
been selected.
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Control Count Enter the number of receipts (remember they must be of the same
currency).

Control Amount Enter the accumulated total of the receipt values.

When changing the batch source, you may be prompted to select an exchange rate.
Select Corporate Rate type from the pop-up menu. If you require a different rate
then please contact the AR Helpdesk on:

UFS_AR@admin.cam.ac.uk or telephone (3)32215.

Step 2: Receipts summary

Here we enter the details of each individual receipt that is going in to the batch. Each
receipt will have its own receipt name. There is a naming convention for each receipt
within the batch which is similar to the batch name.

[S] SIS

v

=3
Operating Unit State Receipt Number Type Receipt Date || Currer||Receipt Amount Unapplied Amount
. Carmbridge University Applied AGHAKN3DALUSDAO201 | Standard — +|[13-JAN-2014  USD 2 500.00 000 =

1 3

Reverse... 1 Search and Apply Apply Pew q Open )

a) Complete the fields below, as per the image above.

Receipt Number The naming convention is as follows.
DD/Initials/DD/MM/YY/Currency/Unique number (same as batch
unique number)/Unique number (2)
E.g. AG/AK/13/01/14/USD/02/01.

Type Use standard. This is the type that links to receipts to invoices.

Receipt Date Defaults in based on the date you selected in the batch header.

Currency This will default in based on the currency selected in the batch
header.

Receipt Amount Enter the value of the receipt you are entering.

b) Click on Open.
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Step 3: Linking the receipt to the invoice

Now the batch and receipt have been created, the receipt now needs to be linked to
the invoice. The majority of details will default in from the information entered in the
batch header and receipts summary screen.

To match the receipt to the invoice, see the steps below.

= = [a]
v
Receipt Balances
Unidentified 0.00
i USD Cash i 13-JAN-2014
Receipt Method as Receipt Date Applied 0.00
Receipt Mumber |AG/AKA 301140500201 GL Date |13-JAN-2014 On Account 0.00
i usD 2 500,00 i 13-JAN-2014
Receint Amount { Maturity Date Uikl 250000
i Standard - i 152500
Receipt Type andar Functional Amount g Cash Claims om
Remitted
Biflo | [REIiE [L ] Prepayrments 0.00
Main | Mlore
Detail Customer Bank
Identify B
Enny By Earned Discounts 0.00
Trans Mumber 791988
lUnearned Discounts 0.00 Mame
Custamer AAEEENT
Marme  |AMERICAN MUSEUNM OF | Bank Charges
Mumber 18729 Remittance Bank
Location [MEWY YORK Mame |Barclays Bank USD
Taxpayer D Branch (222 Broachway
Account |050-79664-0
Reference Comments
Postmark Date
Reverse... 1 Receipt Histary Search and Apply q Apply ?
a) Enter either the invoice number in the trans number or the customer details in
the customer name or number field.
b) Comments i This is a free text field. If you receive a cheque payment you must

enter the cheque number and payee name and if it is a BACS payment then you
must enter the line number, date and value of payment receipting.

c) Click on Appl

You will now be in the Applications screen where it will populate details of the

y.

transaction you are applying the receipt to.

Finance Training
Version 7.0

Feb 2020

Page 37




d)

AR2: Adjustments & Set Ups in AR

O Applications
Customer Name |AWMERICAN MUSEUM OF NATURA Unapplied 0.oo
Customer Number 157595 On Account 0.0o0
Location |MEW YORK Cash Claims 0.0o
Receipt Amount |USD 250000 Prepayments ooo
Exchange GainfLoss
Applications v
=
Apply |Saved Apply To Installment || Apply Date Amount Applied Discount Balance Due Trans||Customer | GL Date Fey
l v bl 791588 1 11-FEB-2014 250000 0.00 0.00 |USD |18799 13-JAN-2014 =
] 3
Chargebacks Adjustrments Apply in Detail )

The following fields will be displayed:

Apply to Defaults in with the transaction number you have entered in the receipts
screen. However if you only entered the customer details in the receipts
screen click on the list of values and select the correct transaction you
wish to match to the invoice.

Instalment Defaults in.
Apply Date The date the defaults in.

Amount Applied The value of the payment you are applying against the invoice. This can
be changed if full payment has not been received therefore a balance
will remain outstanding.

Discount Value of 0.00 will default in.
Balance Due The amount outstanding if there is a difference between invoice and
receipt.

Click on the Save icon @

Should the receipt cover more than one invoice, complete the steps above and
then click in to the line below or press arrow down key and repeat steps.

When a sales invoice is raised in a foreign currency and the receipt is in the
foreign currency, the UFS will calculate any exchange rate gain/loss by looking
at the sterling equivalent of the original sales invoice and comparing it to the
sterling equivalent of the receipt being entered. Any gain/loss will be highlighted
in the Exchange Gain/Loss field.

If you raised the sales invoice in sterling and you have been paid in a foreign
currency or vice versa, then please refer to Cross Currency Receipting detailed
procedure that is available from the Guidance web page:

https://www.finance.admin.cam.ac.uk/files/ar_fcurtosinv.pdf/
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14. Other txees of receiets

BACS receipts

Twice a week (Monday and Wednesday) Central Finance send two spreadsheets,
via e-mail, to all Key Contacts. The spreadsheets are listings of all the BACS receipts
received into the Sterling Bank Account, USD Bank Account and the Euro Bank
Account, that have not been reconciled (matched) to a receipt in UFS.

The information listed includes:

9 The Date the monies were received onto the bank statement.
1 The Amount of the receipt.
1  Any other information provided by the customer when paying via BACS.

If you find any receipts on the spreadsheet that relate to your department, then
please enter a Receipt onto the system.

NB: Itis the responsibility of the DEPARTMENT, to enter BACS receipts in

the UFS.

a) Enter a Receipt Batch in the normal way, using the same naming conventions
outlined in the previous section.

O Receipt Batches (Cambridge University

Batch Type | Manual-Regular
Batch Mumhber | AGM301/14/01
Batch Date  13-JAN-2014
GL Date |13-JAN-2014
Deposit Date | 13-JAN-2014

Comments
Totals Caunt
Control 1
Actual
+ Reversed
Difference

Transmigsian
Mame
Lockbox
Batch

Arnount
1000.00

Batch Source \BACS/Standing Orders <
Currency |GEFP
Receipt Class Manual Receipts
Fayment Method BACE
Bank Mame Barclays Bank
Bank Account Murmber 10521054

Count Arnount
Applied
Unapplied
On Account
Cash Claims
Prepayments
Unidentified
Miscellaneous

Returned

Status  |hew Partially Purged
Operating Unit |Cambridge University [

( Receipts )

Change
Batch
Source

b) However change the Batch Sourcet o ABACS/ Standing Orderso
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c) When you have entered your BACS receipt(s) onto the system, please send an
e-mail to UFS_CM@ADMIN.CAM.AC.UK , indicating the following details:

Bank Statement Date (As per the spreadsheet).
Amount (As per the spreadsheet).

Your Batch Number and Receipt Number.

The line number from the spreadsheet.

= = —a

This information then allows the Cash Management Team to reconcile your receipt
with the payment on the bank statement.

If you have any queries or problems then please e-mail the above address.

Multiple departments receipts

All receipts (invoice and non-invoice related) that are relevant to more than one
department should be entered as normal onto the system, however;

§ Only claim the proportion of the payment that is proper to your own department
(as per the remittance advice with the cheque); and

8§ Then forward the remittance advice and cheque onto the Cash Management
Team via the UMS, who will then arrange for the remainder to be claimed.

Unidentified receipts

Unidentified receipts are when money is put into a receipt batch without attaching it
to either a customer or a General Ledger code. By running the Aging 7 Buckets
report, you will be able to identify such receipts, which will require investigation and
6all ocatedd accordingly. F o pleatewcontadt e r
UFS_AR@admin.cam.ac.uk.
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15. Month-end guidance

Accounts Receivable (AR)
i Complete AR invoices, credit notes and batch receipts for the month (this is
ongoing).

0 Print and send AR invoices and customer statements.
U Print and send dunning letters as part of credit control.

U Run Incomplete Invoices report to identify any incomplete sales transactions and
complete/cancel transactions as necessary.

U Run Unapplied Receipts Register to identify any receipts unapplied to specific
invoices and apply these receipts to the appropriate invoices.

0 Run Aging 7 Buckets by Accounts report to show invoices with no remittance, and
review i use for credit control.

i Review and write-off bad debts (with necessary approval).

Internal Trading
U Raise Internal Trading AR invoices promptly to departments in accordance with
agreed terms.

U Include as detailed and complete descriptions as possible for Internal Trading AR
invoices. Avoid using vague references such as fp

i Review and agree Internal Trading invoices in dispute and refer to arbitration as
necessary.

Banking
i Complete all receipt batches for cash and cheques received on or before the last
day of the month.

U Run the Receipt Register Report for cash receipt batches.

i Arrange for banking of all monies received up to the last day of the month (including
vending machines, photocopier sales, pay phones, key deposits).

i Claim BACS receipts/bank transfers from the weekly Finance Division
spreadsheet.

U Process monthly petty cash journal for balancing your petty cash float.
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