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State of Tennessee — Edison Project
End User Training Material — AR Write Off

Instructions for the User to Write Off a Debit in Edison

Creating the Maintenance Worksheet
1. Navigate to FSCM > Accounts Receivable > Receivables Maintenance > Create Worksheet > Add

a New Value tab.
2. The BU should default. Leave the Worksheet ID set to NEXT and click the Add button.

Create Worksheet 4 = @
Newr Window

Create Worksheet

Eind an Existing Valus | Add a New Value |

Worksheet Business Unit 35301 Q

Worksheet ID | NEXT

Find an Existing Value | Add 2 Mew Value

3. Onthe Worksheet Selection page enter the Cust ID and your Business Unit in the Customer
Criteria Section. If known, enter your invoice number in the Item Reference area along with
in the Qual Code.

“" III

< Hem List Create Worksheet
MewWindow | Help | Personalze Pzge
Worksheet Selection | ‘Worksheet Matches
Unit 34301 Worksheet ID - NEXT
Customer Criteria
*Customer Criteria
Customer ltems +  Customer Reference Q Tof1 w Wiaw Al
. + -
CustID | GRODI0O00OC & Business Unit | 34301 a
Name CENTERS FOR DISEASE CONTROL
Remit SetiD  SHARE Remit From ID  GRO0O00O00000027
Corporate SetiD SHARE CorporateID  GROCODO00000027
MICR ID Link MICR
Rate Type |CRRNT Q Acctg Date |08/27/2021 )
Reference Criteria
*Reference Criteria
Item Reference
H Q 1-1cf1 W Wiew All
Gual Code Referance To Reference
Q | 0001031831 Q -+ -
Mane v
c ~
Exact Ma 4
Anchor BU
Item Inclusion Options
® Al ltems Deduction ltems Only Items in Dispute Only Advanced Inclusion Options
Exclude Collection Items Exclude Deduction Items Exclude Dispute Items
Worksheet Action
Euwild Clear Created Date/Time Number of items in worksheet o

4. Click the Build button in the bottom left-hand corner.
5. Onthe Worksheet Application page, in the Entry Type dropdown select Write-Off a Debit.
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Worksheet Application
New Window | Help | Personalize Fagd
Worksheet Application Anchor Information
Unit 34301 WorksheetID gg335 Currency Accounting Date  ga/27/2021 Reason Code Q
Item Action Row Selection Display Control
Entry Type | Ofiset an lem v Choice | Select Range ~ Display | All Hems v Go s

Reason | Ofiset an ltem Range e

Absalute Value Sort

6. Select the Sel checkbox for the item you intend to write off and click the Save button. Validate
the Type field updated to WO and the WO total field updated to the amount of the item you are
writing off.

€ Worksheet Selection Worksheet Application e
ltem Action Row Selection Display Control o
Enfry Type | WiteofADebt Choice | Select Range ~ Display | Al tams - 6o s
Reason Q Range £
Absolute Value Sort
Item List
" Q
‘ Detail 1 ‘ Detsil 2 Detail 3 Datail 4 Detzil 5 Datail §
View Detail | 5¢0 Sel Htem Currency ltem ID Line. Type Reason Unit Customer Service Purchase I Instaliment Number Tax Status
Nbr Balance
] 34 11483.22] USO 0001031828 o CRRETE] CRODO00000000ZT Nat Applicable
B 35 110.20) USD 00010318231 WO Q Q| 34301 GRODODOODDO00ZT Not Appiicable
[} 36 85587.52| USD 0001031822 Q Q| 34301 GRO0O0OC00000027 Not Applicable
] a7 521052 USD 0001031823 Q Q| 34301 CRODODO0DD000ZT Nat Appiicable
] 3 4,123.00( USD 0001031825 Q Q| 34301 CRODO0O0DD000ZT Not Appiicable
-] 30 105588 USD 0001031833 Q Q 34301 GRO00O0CO0000C2T Mot Applicable
] a0 585274 USD 0001031840 Q Q| 34301 GRODO0C0DD0002T Nat Appiicable
B 4t 24230 USD 0001031841 Q Q| 34301 CRODODO0DD000ZT Nat Appiicable
[} 42 37452.32| UsSD 0001031842 Q Q| 34301 GRO0O0OC00000027 Not Applicable
-] a2 72215 usD 0001031843 Q Q| 34301 GRODO000D000027 Nat Applicable
B 44 1080.07) USD 0001031248 Q Q| 34301 CRODO0O0DD000ZT Nat Appiicable
] 45 4085770  USD 0001031850 Q Q| 34301 GRODDOC00000027 Not Applicable
-] 46 507.82| USD 0001031052 Q Q| 24301 GRODOCC00D0O02T Not Applicable
B 47 1.280.14| | USD 0001031054 Q Q| 34301 GRO000CO0000027 Mat Applicable
B 42 1,13350) | USD 0001031955 Q Q| 34301 GROOOOGO000002T Nat Applicable
Ackd ltem Revenue Distribution Refund Approval Status
Balance
Dr cr Adj Net wo Ref
o.00 0.00 000 0.00 10.20 0.00

7. Click the Worksheet Action hyperlink at the bottom of the page.
8. Onthe Worksheet Action page change the Action dropdown to Batch Standard and hit the OK
button.
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¢ Update Worksheet Worksheet Action
New Window | Help | Personalize Pagd
Worksheet Action
Unit 34301 Worksheet ID 50234 Accounting Date  08/27/2021
Status Do Not Post
Workshest Action Posting Action Accounting Entry Action
Delete Worksheet Action: | Baich Standard v oK Create/Review Entries
Delete Maintenance Group
Comments
N
Pl Pl
Save Comments = Comments
Worksheet Seleotion \Worksheet Application \Wodksheet Action
Return to Search F Notify

9. Run AR Update or wait for the worksheet to pick up in the nightly batch job.

Verifying that the Accounting has taken place:
1. The invoice was fed from Billing to Accounts Receivable.
2. Item Activity has taken place against the item.
a. FSCM > Accounts Receivable > Customer Accounts > Item Information > Iltem List >
Advanced Search tab.

¢ Finalize Worksheet Item List

B New Window | Help | Personalize Page
femlist || Advanced Search

SetiD |SHARE Q Unit (34301 Q| Customer Q #Level | No Relationship v
*Status | Al N Search Preferences Q
Search Cancel Clear Save Delete

~ ltem Responsible Parties

AR Specialist | = - Q
Credit Analyst | = - Q
BrokerID | = - Q
Collector | = v Q
Sales Person | = v Q
~ Reference Data
HemID | = o 0001031831

b. Once the search criteria is entered hit the Search button.
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< Finalize Worksheet

Item List

New Window | Help | Personalize Pagd]
ftem List | Agvanced Search
sefiD |SHARE Q unit 34201 Q Customer Q *Level | No Relationship ~
“Status | Al v | Search | (EErE=)E=E
S Account Overview
Row Selection Item Action
Range co ‘ | Select All | ‘ Deselect All ‘ Select Action. v G0
item List
" Q 1of1 W Wiz Al
| Detail 1 || Datail 2 H Dt 3 H Detail 4 H Detzil 5 H Datsil & |||>
ﬁ;‘: Select Item Line Activities Unit Customer ID Status Terms. %‘:: E’:’:m Due™ E:h": Bila“:;‘ Cur
1 s} 0001021831 2 24301 GROCO0O0OD0002T Clased NET20 N 057182020 45 usp
Search Result Totals
Debits 1 Debit Amount Currency USD
Credits Credit Amount Currency  USD
Total 1 Total Amount Currency  USD
Selected Currency
Refresh
tem List | Advanced Search

c. From the ltem List results that pull from the criteria search, click the hyperlink of the
Item Id you are researching followed by the Item Activity tab.

Item Maintenance

| Detail 1 H Detail 2 || Detail 2 H Item Activity || Item Accounting Entries || Item Audit History

Unit: 4301 Customer: CENTERS FOR DISEASE

CONTROL e
Item 1D: 0001031831 Line: Days Late: 485 Status:

Balance

000 USD

Item Activities

Sequence
Entry Type
Document

Reason

Group Unit GRUED o Silling
Sequence
Entry Type
Document

Reason Worksheet Reason

Group Unit 34301 B oo Maint

Split Add Conversation

o] cancer || nemy |

Detail 1 Detail 2 Detail 3 | Iltem Activity | Hem Accounting Entries | Item Audit History

Accounting Date  04/168/2020

Accounting Date  08/27/2021

Match Group ID 29820

Q

Posted Date  04/16/2020
Voucher ID
Amount

Posted Date  08/27/2021
Voucher ID
Amount

| View Al

110.20 USD

-110.20 USD

iew Audit Logs

d. This page shows all the activity that has occurred against an item. In this example the IN
(invoice) was sent to Accounts Receivable from Billing and the WO is the write off entry.

e. Click the Item Accounting Entries tab.
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| Detail 1 || Detail 2 H Detail 2 || tem Activity || Item Accounting Entries || tem Audit Histery

Unit

34301 Customer GRO000000000027

CENTERS FOR DISEASE
o

Item ID 0001021831 Line Closed
Balance 000 uUsD
ltem Activity Q 10f2 | b M View A
Saq 1 Entry Type  IN Acctg Date  04/16/2020 Amount  110.20 Revenue Estimate
Accounting Lines
H Q of1 W View Al
Accounting Information || Line Information | Dogument || Joumal Referance Information H ltem Creation/Update Detsils | Ik
Line Ledger Group  Ledger GLUnit  Fund Department Account Location CF Program UserCode -CF1  PC Business Unit P,
1 ACTUALS ACTUALS e300 11000 12000001
] 3
Spiit Add Conversation View Audit Logs
Cancel Apply Refresh
Detail 1 | Detail2 | Detail 3 | llem Activity | Hem Aocounting Entries | ltem Audit History
f.  When that page opens, scroll to the far right and click the View All link on the Dark Blue
outermost box (Item Activity bar).
g. This shows the entry crediting the AR and debiting the Write Off clearing account.
| Detsil 1 | | Detail 2 | | Detail 3 | | Item Activity | ‘ Item Accounting Entries | | tem Audit History |
Unit 34301 Customer GR0000000000027 CENTERS FOR DISEASE
GONTROL .
Mtem ID 0001081831 Line Days Late 486 Status  Closed
Balance 000 usD
Item Activity Q 2w View 1
seq 1 Entry Type IN Acctg Date  04/162020 Amount  110.20 Revenue Estimate
Accounting Lines
B a 1 W Wiew Al
Accounting Infarmation H Line Infarmation | Degument || Joumal Reference Information H ltem Creation/Update Details | [IF
Line roject Activity Source Type  Category Subeategory Affiliate Fund Affiliate Ef;‘;;;n Budget Date
1 041182020
I 3
Seq 2 Entry Type WO Acctg Date  08/27/2021 Amount  -110.20 Revenue Estimate
Accounting Lines
5 Q View Al
A ing i H Line Information | | Degument || Joumal Reference Information H ltem Creation/Update Details | Ik
Line roject Activity Source Type  Category Subeategory Affiliate Fund Affiliate Ef;‘;;r'n Budget Date
z o8izrz021
100 0812712021
1 3
Spit Add Conversation Wiew Audit Logs
Cancel Apply

Refresh
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