B2 Creating Accounts Receivable Statements

Overview

In NIS, you can produce an online or printable version of a Statement of Account
for a customer or number of customers. You will have these statements
available on the system after they are created so they can be viewed and/or
printed later.

This work instruction shows the process for:

Statement Notification Refresh

Review Statements

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.ne.gov/.

Navigation

Click Roles, Accounts Receivable.
(Citrix users — right click on the menu, choose Apply Roles, choose Accounts
Receivable.)

Receivables > Accounts Receivable Processing > Statement Processing:
> Statement Notification Refresh, or
> Review Statements

Steps
Statement Notification Refresh

Navigation: Receivables > Accounts Receivable Processing >
Statement Processing > Statement Notification Refresh

Start this instruction from the Work with Batch Versions — Available Versions
window.
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Batch Application |RozB500X Staternent Notification Refrash
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Records 1-9

Version Version Title Description

|
[] ™EOD34001 Statement Refresh - Library Commission DSHOEMA 05/02/2003 0 Mo Security
[] ®~ES830001 Statement Refresh - by Fund MNISMSAWYER 121072005 0 Mo Security
[] ®isoooz HH58 Lab Staternent MNISMSAWYER 1001372005 0 Mo Security
[] RiS0001 Staternent MNotification Refresh PSFT 01/22/2004 0 Mo Security
[] XIDEODOA Staternent Motification Refresh PSFT 0572172003 1 Mediurm Security
[] XIDEODOZ Statement Refresh with Draft PSFT 05/21/2003 1 Medium Security
[[] XIDEODO3 Staternent Refresh (Consalidation & Multi-Currency) PSFT 05/21/2003 1 Mediurm Security
[ XJDEOOD4 Statements Refresh with Drafts by Due Date PSFT 08/05/2003 1 Medium Security
[0 XIDEDOCODT Staternent Motification Refresh - Documentation PSFT 05/21/2003 1 Medium Security
< M | 3

1. Choose the Version Title, Statement Refresh — by Fund.

2. Click Select.

3. Choose Data Selection.

4. Click Submit.

5. Change the Right Operand to Literal.

6. Enter the Fund number in the Literal Value field.

7. Click OK to return to the Data Selection window.

8. Click OK. The Processing Options window appears.

9. Enter the following information under the Aging tab:

e Statement Date — date to print on the Statement
10. Enter the following information under the Update tab:

e Date-As Of — as of date of aging
11. Click OK. the Printer Selection window appears.

12. Click OK. The Work With Batch Versions - Available Versions window
appears.

13. Click Close.

ﬁ View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (RO3B5001 _...) once the
Description is "Done".

TiiN Three jobs will be generated.
R03B500X_NE9990001, which will appear as a blank report if viewed.
R03B5005_ZJDEO001, which will give a ude error if viewed.
RO03B5001_NE999001, which is the report.
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Review Statements

Navigation: Receivables > Accounts Receivable Processing >
Statement Processing > Review Statements

Start this instruction from the Review Statements — Work with Notifications
window.
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1. Enter any or all of the following information in the header:

e Statement Number
e Customer Number
e Notification Date

Click Find.
Choose the desired Statement.

Click Select. The Review Statements — Statement Review window appears.
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Review Statements - Statement Review ]
[Eelect Find Close Form Row Tools
v @ X ‘
Staterment Number [14887 Remit To Address 56512 MATERIEL REVOLVING
Staternent Date |o@r 27200 Billing Address 250005 DAS - BLDG DIV STATE
Olinvoice Summary Payment Terms ’7 Mef 30 Days frorn Invoice Dale
Revisionsirite Offs 0
MNew Invaoices [toeson | Receipt Adjustment 0
Discount Taken 0 Previous Balance 0
Payments Received RE Outstanding Amt Due [EE
Transaction Currency Code ] Transaction Payments Received O
Transaction Discount Taken O Transaction Receipt Adjustment 0
Records 1-13
Address Name Do Description Document Fund | Pay Invoice Due Remark
Number Ty Number Itm Date Date
(o] 557746 DAS - BLDG DIV ST¢ RB Interagency Billing In 25830 56512 001 07/22/2003 08/21/2 3100102 - 99949 (]
o] 557742 DAS-BLDG DIV ST RB Interagency Billing In 25832 56212 001 07/22/2003 08/21/2 31068703 - 100141
O 567744 DAS-BLDG DIV ST: RE Interagency Billing In 26834 56512 001 07/232003 082272 3110828 - 100247
(o] 557750 DAS-BLDG DIV ST¢ RB Interagency Billing In 25835 56512 001 07/23/2003 082272 3111801 - 100257
O 557746 DAS-BLDG DIV ST¢ RB Interagency Billing In 28521 58212 001 09/13/2003 091272 3100102 - 100823
o] 867742 DAS-BLDG DIV ST RB Interagency Billing In 28523 56212 001 08/13/2003 09/12/z 3106703 - 101018
(o] 557744 DAS-BLDG DIV ST¢ RB Interagency Billing In 28526 56512 001 08/14/2003 09132 3110828 - 101120 v
< | >

5. View the window, click Close.
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Click Row, Summary. The Review Statements — Notification Summary
window appears.
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Review Statements - Notification Summary @
0K Cancel Tools
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Staterment Number W
Motification Date 09/12/2003
Remit To Address 56512 ERmER et RS e feing nformation
Address Number 750005 (LIPS Future Amount D
Payment Terms ,7 Net 30 Days from Invoice Date G ‘
Previous Balance li [1-30 [
Mew Invoices 1,068.00 [31- 80 [
Discount Taken [ [61-90 [176.00
Payments Received [fiero- | la1- 120 [
Revisionsitrite Offs [ [1z1-150 I
Outstanding Balance Due W Crwver 150 700

View the window, click Cancel.

To reprint, click Row, Reprint. Notice the green check mark(s) next to rows
flagged for reprint.

Click Row, Print Information. The Print Information window appears.

Review Statements - Print Information
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Staternent Number 41577

Address Number

Print Program

wersion

NISo001
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13.

Click OK.

Click Cancel to return to the Review Statements - Notification Summary
window.

Click Close. The Printer Selection window appears.
Click OK.

View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (R5503611_...) once the
Description is "Done".
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