CREATE AND MIANAGE
RECEIPTS

QuIcK REFERENCE GUIDE AR-11

OTC

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Create and Manage Receipts in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers how to create and manage receipts in NCFS, which will enable you to create
receipts manually and via spreadsheet. You can also create unidentified receipt applications for the
receipts which were created.

——————————————————1

| user Tip: l

Q | The following are prerequisites to creating and managing receipts: l

I 1. User must download desktop integration installer for using ADFDI

I spreadsheet. (Navigation: Tools>> Download Desktop Integration
Installer)

[

Create Unidentified Receipts
To create unidentified receipts in NCFS, please follow the steps below:

1. Logintothe NCFS portal with your credentials to access the system.

2. On the Home page, click the Receivables tab and click the Accounts Receivable app.

Receivables Supply Chain Planning Product Management Payables
QUICK ACTIONS APPS
Create Transaction
"M‘
Credit Transaction
Billing Accounts
Receivable
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QRG AR-11 - Create and Manage Receipts

3. On the Accounts Receivable dashboard, click the Tasks [E]] icon and click Create Receipt.

Accounts Receivable (?) Al business units [ Receipts
Receipt Batches vieww FH 3 o] Detach « Create A
Batch Type Status Batch Number  Date Control Count Actua + Create | it

O Receipt Remittances
\ +» Create Receipt Remittance Batch

» Lockbox Transmissior

+ Manage Receipt Remittan

Lockbox Exceptions

= Comect Funds Transfer Emors

Customers

4. On the Create Receipt page, click the Business Unit drop-down choice list, then select the
appropriate business unit.

In this example, we choose 2500 DHHS HEALTH BENEFITS. Click the Receipt Method drop-
down choice list, then select the appropriate receipt method. In this example, we choose

NC Manual Receipts.

Note: Receipt Type is set by default.

Create Re ceipt @ Submit and Create Another ¥ m
I Receipt Type = Standard: ~ I * Currency * Receipt Date | 5/22/23 Y
Status New * Entered N - s
Amount Accounting Date | 5/22/23 )
% - - : L
Business Unit | 2500 DHHS HEALTH BENEF I Ac:iounled Maturity Date | 5/22/23 ")
* i nual Receipts o
Receipt Method = NC Manual Receipts v Tar.cRate = Postmark Date | midiyy ®
™ . ode
eceip! :
Receivables
Number Specialist - Attachments None ==
Structured
Commants p Payment Reference P
I
4 Remittance Bank
* Name  NC FBR Accounts Recsivable v * Account | NC-FBR-AR-RECEIPTS v * Deposit Date  5/22/23 e
uso
* Branch | AR Receipts v Currency | Allow override
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5. Enter the Receipt Number in the Receipt Number field.

In this example, we enter DHHS_02C017_1. Enter the amount in the Entered Amount field.
In this example, we enter 500. Click the Submit and Create Another drop-down choice list,

then select Submit.

Create Receipt @ Submit and Create Another ¥ | Cancel
Submit
Receipt Type | Standard ~ * Currency * Recei Submit and Apply Manually e
Status  New * Entered " Submit and AutoApply Now
Anicuns 500.00 Accountif fe
e i HHS HEALTH F :
Business Unit | 2500 DHHS HEALTH BENE Ac::)unled 500.00 Maturity Date | 5/22/23 fe
mount
* .
Receipt Method = NC Manual Receipls TaxcRate = Postmark Date | midivy fe
ode
* Receipt .
HHS_02G017_1
Number | 0 02 - Re;;:.:::?:l v Attachments None ==
Structured
Comments 4 Payment Reference P
4 Remittance Bank
* Name | NC FBR Accounts Receivable * Account NC-FBR-AR-RECEIPTS v * Deposit Date | 5/22/23 o
* Branch AR Receipts Currency USD + Allow override
6. The Information pop-up appears, click the OK button.
©® Information .

Accounts Receivable @

Receipt Batches View v 7

0

Batch Type

Lockbox Exceptions

0

All business units

Receipt number DHHS_02C017_1 has been created.

Status

Review Customer Accounts

unt Actual Count Control Total

»
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QRG AR-11 - Create and Manage Receipts

7. Navigate back to the Accounts Receivable dashboard, click the Tasks [ |=] ] icon and click
Manage Receipts.

Accounts Receivable ()  Allbusiness units [» Receipts
« Create Receipt
Receipt Batches Vieww §5 £y =" Detach
Batch Type Status Batch Number  Date Control Count Actua & in Spreadsheet

0

Lockbox Exceptions

O Receipt Remittances
\ + Create Receipt Remittance Baich

« Manag pt Remittan

« Co ds Transfer Emrors

Customers

+ Manage Customers

8. Enter any one of the required fields (i.e., Receipt Method as NC Manual Receipts) and click
the State drop-down choice list, then select Unidentified and click the Search button.

Manage Receipts @

4 Search

Business Unit

** Customer Name

** Customer Account Number

"

** Batch Number

** Receipt Number Starts with v

Receipt Date Equals

Advanced Saved Search All Receipts

** Al least one is required

v ** Receipt Method = NC Manual Receipls -
Status Equals v »
Q Remittance Bank v
Q State Equals ~ | Unidentified ~
i Payment System Order Number Equals v

Search |Reset Save...
v

Actions w View w ‘=" Detach
Receipt Number Status Receipt Method Cu Name :::::::eu\ccoum g:::im Batch Number ::::Ler: Ur:::glli:ﬂ Busi
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9. The Receipts with Unidentified state are displayed in the Search section. Click the Receipt

Number link.
Manage Receipts @ m
b Search Advanced | Saved Search | All Receipls v
Actions v View w Reassign Receipts §8  Ig| Detach
Receipt Number Status Receipt Method Customer Name Customer Account Receipt Batch Number Enterad Unapplisd Busine
Number Date Amount Amount
» 021023-001 Cleared NC Manual Rec... 2110723 100.00 USD 100.00 USD 2500 DI
b DHHS_02C017_1 Cleared NC Manual Rec... 5122123 500.00 USD 500.00 USD 2500D1

10. Review the Unidentified Amount applied to completed receipt and click the Save and Close

button.
Edit Receipt: DHHS_OZCOT?_‘] @ Aclions v Save | Save and Close | Cancel
4 Receipt Information | show More
Status Cleared Customer I

Account Q Currency USD US Dollar

2500 DHHS HEALTH Number
Business Unit * Entered Amount 500.00

BENEFITS Customer Q

Name

Receipt Type Standard * customer Accounted Amount 500.00
Site
Receipt Method NC Manual Receipts i
P! u P! Receipt Date  5/22/23 Total Applied Amount 0.00
Receipt Number DHHS_02C017_1 A ti
P ccounnlar;g 5122123 On-Account Amount 0.00
2 s 022/23
R bles S list

SER sk o v Unidentified Amount - 500.00

Comments

Attachments None ¢ .

ane o “ Exchange Gain or Loss 0.00
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Create Receipts by Spreadsheet

To create receipts by spreadsheet in NCFS, please follow the steps below:

1. Login to the NCFS portal with your credentials to access the system.

2. Onthe Home page, click the Receivables tab and click the Accounts Receivable app.

Receivables

QUICK ACTIONS

Supply Chain Planning

Create Transaction

Credit Transaction

APPS

Product Management

Billing

4
=

Accounts

Receivable

3. On the Accounts Receivable dashboard, click the Tasks [E] icon. Click Create Receipts in
Spreadsheet. This will direct you to download the Create Receipt Batch excel.

Accounts Receivable @

Receipt Batches

0

Lockbox Exceptions

n >

viewe T [¥

All business units |«

" Detach

Batch Type Status

Batch Number

Date Control Count Actua

E
O\

5122123

Receipts

» Create Receipt

Receipt Remittances
+ Create Receipt Remittance E

Customers

+ Manage Customers
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QRG AR-11 - Create and Manage Receipts

4. Click the Open button.

Downloads B i = P
o do with CreateReceiptBatc.
Save as R
Accounts Receivable (?  Allbusiness units [+
Receipt Batches vieww §B [ [&7 Detach
Batch Type Status Batch Number  Date Control et
512223 O Receipt Remittances
\ « Create Receipt Remittance Baich
. « Manage Receipt Remittance Balches
Lockbox Exceptions
« Correct Funds Transfer Errors

5. Click the Enable Editing button.

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat

(i) PROTECTED VIEW This file has been verified by Microsoft Defender Advanced Threat Protection and it hasn't detected any threats. If you need to edit this file, cick enable editing. Enable Editing

B4 - fi

A B c D E F (e} H

ORACLE

230 Nm A (N -

@~ B

_Receipt Batch Sheet ‘ [
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QRG AR-11 - Create and Manage Receipts

6. The Connect pop-up appears, asking you to login to the NCFS System. Click the Yes button.

0 You are about to connect to the following application URL:

https://emzn-dev7.fa.us8.oraclecloud.com/fscmUI/adfdiRemot
eServlet

Do you want to connect?

Yes No

7. Sign Into the Oracle Applications Cloud using the assigned credentials.

Sign In

Oracle Applications Cloud

Ar Kol BN

Company Single Sign-On

or

User ID
Password

Forgot Password

Sign In
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QRG AR-11 - Create and Manage Receipts

8. Enter the template with the appropriate data.

Create Receipt Batch
File Home Insert Page Layout Formulas Data Review View Help Acrobat
o o | I e & r
E] A Tahoma vi0 «A A = == ‘§/>,-_, {!E),me Taxct % General v E} [/ﬁ; EE
{ I-D Z
Paste A Sensitivity 0 Conditional Formatas Cd
BIU+.HB.&d. A — = = | *= %= v 9 8 -
- & — = s T e e e o v $ % 9 W '08 Formatting v Table v  Styld
Clipboard 5] Font ] Alignment [ Sensitivity Number ] Styles
019 v Jr | UNC ROCKINGHAM HEALTHCARE
0 Confidential \ No Additional Protection Publi Confidential - High Risk Confidential = Personal Information =
-8 c ] E E (<] H I J K L
ORACLE Create Receipt Batch
4
6 | Peqaet n-n
7 *Dusiness Unit] ] =00 (o5 HE AL THEENEFITS “Hlatch Date 110710 . L ; :;
[] *Batch Source MarAL *Accounting Date 1Y/ ntered
3 “Batch Namae 75 1 *Deposit Date LY. o e . N 2
0 *Fleceipt Method]. | "0 o Pacecis “Currency L0
n “Flemittance Bank] ] N FER Accounts Plecevatie Corversion flate
2 | "Remittance Bank Account] ] NC DR ARFECTIPTS Conversion Rate
2 Workshee! Slatus Conversion Date
7 | Receipts
v = ———— =, "' e — = e
B fChanged Slatus “Sequence Number  *Fleceipt Numbser ;mm Fecespt Date  "Accounting D: D Currerfy Conversion Flate Tyy)
.} Iln | 1 (H45_Spreadiheel_| 0 00 WAL AN

9. On the Create Receipt Batch tab, click Upload icon. You can view the receipt is uploaded
successfully with no error in the Status Viewer section.

Create Receipt Batch

File Home Insert Page Layout Formulas Data Review View Help Acrobat  Comments &3 Share
J J 5 J I(/ f e (O
<8 <8 & & |
login Logout Clear Edit About Upload JStatus
All Data Options [Viewor
W Worlks
013 r fi
0 Confidential \, No Additional P ; 7 Put onfidential - High Risk Confidential = Personal Inf At - x r
tatus Viewel ~ *»
o] € (-} 3 ¥ ) M i ¥l K L M s S =
1 ORACLE Create Receipt Batch Messages for this worksheet
4 are listed below
(A Tt | A
i T I = S AT e TS BT o el L 4 3
[ “fhich b 17 1 Dele S22 o 0 (] @ No eror
[ “Fhecaiph M| 15 Lo Feceit “Cumveney 0
H I
O Wemisarse ek Aceount] ] 15U PP CEIPTS Lamvwe sios Hke
gl ok bt Sl  Comrrwt i Clve
st
rl !
& Gt m = | epern Mo ~Fincargd W e TComversionOas Cumaray  Gormversien flets Tyys Conversion flsis (|
i | - 4 Lla e Al W YR RE AR [
2 {
0
"
s
*
8
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QRG AR-11 - Create and Manage Receipts

10. Once the receipt is uploaded successfully, Navigate to Accounts Receivable dashboard. The
receipt created is populated on the Accounts Receivable dashboard under Receipt Batches
infotile. Click the Batch Number link.

Accounts Receivable (7  Allbusiness units [»

Receipt Batches view w 55 [¥ o Detach

Batch Type Status Batch Number Date Contrel Count Actual Count Contrel Total Actual Total

1 Manual Ready to post 12020122 1 1 100.00 100.00
\
Lockbox Exceptions

0o

Unapplied Receipts

11. Validate the Batch information section.

Review Receipt Batch: RS_1 PSR <:v- | save anaciose | post | canca |

4 Batch Information

Batch Status  Ready to post

* Bateh Currency | USD - US Dallar - * Batch Date | 12/20/22 g
* Business Unit 2500 DHHS HEALTH BENEFITS _
* Recelpt Class | Manual v * Accounting Date | 12/2022 )
Batch Type Manual
Batch Number RS 1 * Receipt Method | NC Manual Receipts L4 * Deposit Date | 1212022 fe
* Remittance Bank | NC FER Accounts Recelvable - Attachments Mone <
® Remittance Bank Branch | AR Receipts - Comments
* Remittance Bank Account | NC-FER-AR-RECEIPTS - £

4 Batch Totals

Count Amaunt
Conirol 1 100.00
Actual g 100.00
Difference 1] 0.00
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12. Scroll up and click the Post button.

4 Batch Information

Batch Status

Review Receipt Batch: RS_1

Ready o post

Actions w m Save and Close  Post | Cancel

* Batch Currency | USD - US Dollar v * Batch Date | 1220122 Y
* Business Unit 2500 DHHS HEALTH BENEFITS —
* Receipt Class | Manual * Accounting Date | 12/20i22 e
Batch Type Manual
Batch Number RS_1 * Receipt Method | NC Manual Receipts * Deposit Date | 12/20/22 fe
* Remittance Bank | NC FBR Accounts Recelvable Aftachments None s
* Remittance Bank Branch | AR Receipts Comments
* Remittance Bank Account | NC-FBR-AR-RECEIPTS &
4 Batch Totals
Count Amount
Control 1 100.00
Wrap-Up
Create and manage receipts using the steps above for any receipt which needs to be created
manually, via spreadsheet, or unidentified receipt applications.
Additional Resources
Virtual Instructor-Led Training (vILT)
e AR102: Receipt Management
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