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1. Accounts Receivable Overview

This document contains the Standard Operating Procedures (SOP) for the Accounts Receivable
module of the Transportation Financial Management System —MTMC (TFMS-M). Itis
intended to provide summary instruction on accessing and using those features of the Accounts
Receivable module that apply to users located at Headquarters MTMC.

The Defense Finance and Accounting System (DFAS) manages the bulk of the Accounts
Receivable functionsfor MTMC, and MTMC personnel do not need access to that functionality.
In the Accounts Receivable area, MTMC is responsible for the creation of new customer
accounts, editing or updating customer accounts when needed, and running pre-defined reports.
An ad-hoc query system exists within TFMS-M, but it is used only by data base administrators
and is not discussed in this SOP.

2. Creating Customer Accounts

Before transactions with a customer can be posted to TFMS-M, that customer must have arecord
inthe TFMS-M database. MTMC can become aware of anew customer through severa ways.
DFAS may notify MTMC of anew customer, or the customer information appears on a new
Transportation Activity Code (TAC) listing or on arequest to perform services (such asa
Military Interdepartmental Purchase Request (MIPR)). Additionally, the new customer may be
identified when arecord posting was rejected by a TFMS-M feeder system (such as CAB or
LRS) because the record cited a customer that was not in the database.

Each TAC is associated with only one customer. A single customer, however, may be associated
with more than one TAC. Itisimportant, therefore, to determine whether or not a customer

identified on anew TAC is already associated with another TAC and ison file, or whether this
customer has not yet been entered into the database.

2.1. Customer Identifying Data

To verify the presence or absence of this customer in the database, you must identify the
payment method and the financial accounting station used by the customer.

2.1.1. Payment Method

There are, in general, three payment methods. These are IPAC (Integrated Payment and
Collection), cross-disbursement, and check drawn. Look for the customer on the IPAC
customers listing provided by DFAS. (Thislist is stored on the MTMC RMF public drive in the
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file RMSDOCS\TACADDRESS\IIPAC.XLS)) If the customer ison that list, the customer
payment typeis IPAC. If not on thislist, check whether the document indicates a customer Line
of Accounting (LOA) or an accounting station. If either or both of these exist, the payment type
is cross-disbursement. If the customer is not on the DFAS IPAC list and has neither an LOA nor
an accounting station, then the payment type is check drawn.

2.1.2. Financial Accounting Station Code

After identifying the payment method, look up the station code in the CAB list of station codes.
If there is a customer listed there with a name similar to the name of the customer in question,
and the listed customer has the same payment method as the customer in question, assume that
the listed customer is the same as the customer in question. Write the customer number on the
TAC printout or MIPR. If thereis no match, assume that the customer isanew customer and
create arecord.

2.1.3. Customer Identification Number

Each customer record has a unique Customer Identification Number. Thisisa 13 character
alphanumeric string made up of the following elements.

Positions 1 - 2 are atwo-digit numeric code identifying the service or agency of the customer.
The code for the Army, for example, is21. Thiscan be found as the first two numeric characters
of the customers Line of Account (following any leading a phabetic or special characters).

Positions 3 - 8 are asix digit Accounting Station Identification Code. Codesin the LOA for the
Army consist of an“S’ followed by 5 digits. Changethe“S’ toa“0” (zero) to obtain the 6-digit
code. Codesinthe LOA for the Navy arean “N” followed by 6 digits; for the Air Force, the
codes are an “F’ followed by 6 digits; and for the Marine Corps the codeisan “M” followed by
6 digits. In each of these cases, drop the letter and use the 6 digits as the Accounting Station
Identification Code. Other DOD activities use a 6-digit code with no leading alpha character. In
this case, use the 6-digit number for the Accounting Station Identification Code.

Position 9 is always an underscore character (_).

Positions 10 — 13 are a type code and sequential number differentiating customers that have
Customer Identification Numbers that are identical up to the point of the underscore. If the
customer activity is related to cargo operations (i.e., isreported onaTAC), a“C” isplaced in
position 10 and positions 11 — 13 are used for the sequential numeric identifier. If the customer
activity is cost-reimbursable (e.g., is reported on aMIPR), an “M” is placed in position 10 and
positions 11 — 13 are used for the sequential numeric identifier. If the customer activity is
reported on aMIPR that deals with cargo operations, place “CM” in positions 10 — 11 and use
positions 12 — 13 for the sequential numeric identifier.
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2.2. Standards and Abbreviations

In entering data, it isimportant to observe certain standards and conventions, particularly in
abbreviations and punctuation. Failure to do so will complicate record retrieval later, and may
result in duplicate records being created by minor variations in the data presentation.

The customer master is case-sensitive. Intel and INTEL, for example, are treated as two
different customers. It isvery important to enter all customer namesin upper case and follow the

provided naming standards:
Enter al customer names in uppercase
Do not enter periods in between initials

Do not use “THE”" asthefirst word in the customer name

Do not use periods at the end of abbreviations

Use the following abbreviations:

Street ST
Avenue AVE
Boulevard BLVD
Lane LN
Court CT
North N
South S

East E
West w
Building BLDG
Company CO
Corporation CORP
Incorporated INC
Suite STE
Room RM
Number NO
Floor FL
Limited LTD

Version 1.0, September 30, 2002
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2.3. Create a new customer record

Customer records may be created using either the quick method or the standard method. The
quick method lets you enter minimal basic information about the customer. The standard
method enters all information. A record created with the quick method can later be expanded to
include additional information by calling up the record under the standard method and adding the
additional data. Both the quick and standard methods are described below.

2.3.1. Enter a New Customer (Quick Customer Entry)

Use Quick Customer Entry to enter minimal customer information. More detailed information
can be added later using Standard Customer Entry.

Go to the data entry screen by navigating to Customers, Quick, Find/Enter Customer.

— Customer

Mame |21st TAACOM Party Mumber

Customer Mumber

Accaunt Mame | Status

— Address
Addrass

Address2 Site Murmber
City State
Fostal Code County

Pravince Country

— Contact

Last Mame | First Mame |

Search Type @& Exact (B) T Fuzzy Clear

23.1.1. Enter search information in the Find/Enter Customers window and click Find.
The Customers — Quick window will appear.
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ORGANIZATION | Active Organization Mumber  jHWE]

Account MName

Addresses

- Address
!IMTN: AERRM-B, Unit #23203, APQ, None, AE, 09263, United States

23.1.2. To view the details of a specific address, select the Open button. To enter anew
address, select the New button. Choosing either of these options displays the Customer
Addresses window.
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County

Fl|dentifying Address Ml Active

o )

Business Purposes n
v Bill Ta v Ship Tao [ hlarlcat
[ Statements [+ Dunning [ Legal
23.13. Select the business purposes for this address. More than one business purpose

usage can be entered for each address. The usages are defined as:
e Bill To: Sendinvoicesto thisaddress.
e Ship To: Send goods or servicesto this address.

e Dunning: Send customer’s dunning letters to this address.
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2314 Click on the Telephones Tab and enter Telephone infor mation for this Customer
(Optional)

Organization Number | HEE]

ner Mumber

Telephones

Country Code
Area Code  Telephone Mumber Extension Type Prirnary  Active
1 r [

L I Y I |
1 A Y I Y |

|
|
|
|
|
|
|
|
|
|
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2.3.15. Click on the Contacts : Telephones tab to enter the contact details, including Last
and First name, Title, Job, Mail Stop, and Reference (only the Last and First name are required
when entering contacts).

Ml Active Organization Number =%
ureer ECTR

ion Murmn

Taxpayer 1D

Contacts : Telephones

— Contact Name Mumber Job Reference Actie
~ Last First Title | ‘ Wail Stop ‘ Email | ]
| o[
| il I
a_
— Contact Telephones
Country Code
. | Area Code  Telephone Mumber Extension Type Primary  Active [ ]
I r g
| r o[
r [
2.3.1.6. Enter telephone numbers for each contact (Optional). If aphone number is

entered, the Area Code, Telephone Number, and Type are required. Types must be set up in
advance and then may be selected from the List of Values.
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2.3.1.7. Click on the Contact : Roles Tab.

Ca

mer Type Organization Mumber  jE=E]

Mame

ET:

count Mame

Contacts : Roles

— Contact Name Murmber Jab Active

Refarence

~ Last | Mail Stop Ernail | ]

— Contact Roles
Description Primary |L]

l| r
! - r
[

-

23.18. Complete the following for Contact Roles:

e Description: Select from the list of values to indicate the contact’s function. Each
contact may have multiple roles.

e Primary: Toindicatethat thisisthe primary role for this contact, check the check box.
A contact may have only one primary role.
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2.3.1.9. Click on the Bank Accounts Tab.

B Customers LAl X
T TR ORGANIZATION ¥ Active
HEEI 2 1st TAACOM

Alterna

Account Mame

Bank Accounts

F'rimar? Effective Dates
~ Account Name Account Murnber Curr Frarrm To
] [ " |23-mav.2002
=
=
=
=
Branch Mame Branch Mumber
Bank Mame Bank Mumber

2.3.1.10. Complete the following information for the Bank Accounts Tab (Optional):

e Account Name: Enter account, or select an account from the list of values.
e Account Number: Defaultsinif the Account Nameis entered.

e Primary: Check the check box if this bank account isthe primary one for this customer
or customer address.

e [Effective Dates. Enter the dates for this bank account to be active in the From and To
fields. If an end date is not specified, the system will use this bank account indefinitely.

— Note: Information should only befilled in if the transactions have been automated
with the Customer’ s bank’ s information system.

Version 1.0, September 30, 2002 12



TFMS-M Standard Operating Procedur es— Accounts Receivable

23111 Click on the Payment Method Tab.

ORGANIZATION P Active C ion Number gkME]

* Murnber

ion Mum

Account Mame axpayer ID

Payment Methods

— Effective Dates

Payment Method Name Primary Frarm
| = C 23-MAY-2002

|
|
I
I
I
|
|
|

2.3.1.12. Complete the following for the Payment Method Tab:
e Payment Method Name: Enter or select one from the list of values.

e Primary: To useaparticular payment method as the default, check the check box next to
that payment method.

o Effective Dates. Enter the dates that this payment method will be active. Change the
From field to adate in the future if necessary. Leavethe To field blank to make the
payment method to be active indefinitely.
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2.3.1.13. Click on the Profile: Transactions Tab.

e Customers

Profile : Trangaction

G EMEEEMID 0D Government .. ~ Terms
FPayment Terms |[IMMEDIATE

¥ Override Terms [ Allow Discount

— Credit

Collectar (DEFAULT COLLECTOR

Discount Grace Days
Account Status

Credit Rating
Tolerance '
Collectable | %
Risk Caode

Receipt Grace Days |15

— Receipts

Clearing Days '

Match Receipts By
AutaCash Rule Set

Remainder Rule Set

[ Credit Check
[ Credit Hald

[ AutoReceipts Include Disputed lterms

2.3.1.14. Theinitial valuesin thistab will default in from the Profile Class designation at
the customer level. These values can be updated at any time. Thisregion is used to update
credit, payment terms, or receipt information.
— Note: Not al fields in the Customer Profile Classes window appear in the Profile:
Transaction alternate region.
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23.1.15 Click on the Profile: Document Printing Tab to update statement, dunning,
finance charges, invoicing, and consolidated billing information.

== Customers

Customer Type

— Statements

™ Send Credit Balance

Cycle |

Fation Number  ERE]
stormet Mumber
tration Mum

yer |D

Profile : Docurment Printing

~— Finance Charges
[ Charge Interest
™ Compound Interest {J)

Days In Period |

— Dunning
W Send Letters (K)

Letter Set |MTMC Standard Letter S¢

— Invoicing

Tax Printing | Total Tax Only

Grouping Rule |DEFAULT

— Consolidated Billing Formats
[ Enahbla ()

Type [

Version 1.0, September 30, 2002
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2.3.1.16. Click on the Profile Amounts Tab to update rates and limits for each currency in
which this customer does business.
— Note: The changes made at the customer level only affect the profile class for this
customer; they do not affect other customers using this profile class.

Organization Mumber  [HEE]

Mame Customer Mumber

Alternate MName Tax Registration Mum

er D

Profile : Amounts

~— Currency Rates and Limits
Finance Charges Interest Rate

Max Interest Per Invoice

Min Customer Balance For Finance Charges |

fin Invaice Balance Faor Finance Charges

hin Feceipt Amaunt

hin Statement Amount
Min Dunning Amaunt
Min Dunning Invoice Amount
Credit Limnit Order Credit Limit |
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2.3.2. Enter a new customer (Standard Customer Entry)

Go to the data entry screen by navigating to Customers, Summary, Customers-Summary.

=

Customer Type Customer Mame Prefix First Mame
Organization - Mr -
e 4
Relationships Addresses R Open
23.2.1. Query the customer. The Customer - Summary screen will appear.
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=

Customer Type Customer Mame Prefix First Mame

21st TAACOM =
Organization - |AFRICA BUREAU EXECUTIVE AFRICA BUREA
Drganization - |AIR FORCE ACTIVITIES UNDE AIR FORCE A -
Dryanization - ||AIR FORCE AFSAT/FMF AIR FORCE AF
Organization - ||AIR FORCE HHGS & UNACCO AIR. FORCE HH
Qrganization - ||AIR FORCE HO AFMC FMJ AIR FORCE HQ
Organization - JAIR FORCE HQ US CENTCOM AIR FORCE H
Organization - ||AIR FORCE IAFT AIR FORCE IA/
Organization - ||AIR FORCE NAF CIV HHG, PO AIR FORCE N
Organization - |AIR FORCE SAF AIR FORCE &
Qrganization - |AMC.ABERDEEN AMC-ABERDE
Organization - |AMCACALA AMCACALA [+
1 L4

Relationships Addresses =Y Dpen
2.3.2.2. Click Open.

HIESEEEETES ORGANIZATION Tl Active

tion Murm
er |0

Classification

Profile Class (DDt Type |External

Class |Government (DOD) Category |Miscellaneous

Tax Code Tax Calculation |Line

Tax Rounding Sales Channel
Agent DUNS Mumber

Refarence SIC Code Type
SIC Code

Version 1.0, September 30, 2002 18
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2.3.2.3.

— Note: The TFMS-M system functionality can be used to enter new and modify
existing information about customers. It is possible to enter multiple addresses for a
customer and assign a business purpose for each address, as well as define contact
people, bank accounts, payment methods, telephone numbers, and relationships for
each customer. The system aso allows the changing of customer’s status from
Active to Inactive.

Complete the following for the Customer Header:

Customer Name: Enter a unique Customer Name. To avoid duplicate customer names,
guery existing customer names before entering another.

Number: Enter a unique customer Number.
Alternate Name: Enter an Alternate Name for this customer (Optional).

Taxpayer ID: Enter the Taxpayer ID for this customer as an additional reference.
(Optional)

Tax Registration Number: Thisfield will be used to store Agency Location Code
(ALC), in order to display on the SF 1081. The customer’s unique taxpayer registration
number. Thisistypically used for the VAT number for European customers. The
system prints this number on customer’ s invoices.

Active: Defaults as Checked. Check this box to indicate that the customer isin an
active status. If thisis unchecked, the customer becomes Inactive. New transactions can
not be entered for an inactive customer, but payments can be processed and applied to
existing transactions.

After saving the header information it cannot be changed, but the Profile Class can still be changed at the
address level.

2.3.24.

Complete the following for Classification Tab:

Reference: Enter any reference information with respect to a customer. A common
usage of thisfield is to store the customer number from legacy system for converted
data. Oracle will assign a Reference number if oneis not entered.

Profile Class: Assign aProfile Class to this customer. Oracle assigns the profile class
DEFAULT to new customers, but it is possible to select any profile class that has been
defined.

Class: Enter a Customer Class. Thisis a user-definable way to classify customers.
These must first be set-up as Receivables Quick Codes, and then may be selected in this
field.
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e Category: Enter Customer Category. Thisis auser-definable field, which may be used
to categorize customers. Aswith Class, Categories must first be set up using
Receivables Quick Codes

e Salesperson: Enter aprimary salesperson for this customer. The system usesthis asthe
default when entering transactions for this customer.

2.3.25. Click on the Order Management Alternate Tab.

T AT ORGANIZATION M| Active C ization Mumber

Mame omer Mumber

Marre Tax Regi ion Murm

unt Mame

Order Management

Crder Type | Ship Partial
Price List Freight Terms
GSA FOB
Warghouse
Ship Method

ltern ldentifier Type

Request Date Type

-
Lines In [ Ship Sets [ Arrival Sets
Fush Group

Schedule Date |

Earliest Schedule Limit nder Shipment Talerance

Cwver Shipment Talerance |

Latest Schedule Limit Owver Return Tolerance

Overship Invaice Base Inder Return Tolerance

2.3.2.6. Complete the following for the Order Management Alternate Region (Optional):
e Order Type
e Freight Terms
e |tem Identifier Type
e Request Date Type
e Warehouse
e Shipping Method

2.3.2.7. Click on the Marketing Tab.
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uEK =S OBRGANIZATION M Active

Mame

Alternate Name

Account Name

Murnber of Employees
Year Established

Marketing

Revenue

Current Year

End Manth - Mext Vear
Analysis Year
[ Sales Bartner
[ Uze as Beference
[~ Competitor
Mission Statement
2.3.28. Complete the following for the Marketing Tab (Optional):

e Number of Employees:

Enter this as statistical information.

e Year established: Enter the year the company was established.

e Ending Month: Enter the ending month for the analysis year and the analysis year (fisca

year).

e Revenue: Enter revenue for the current year and projected revenue for the next year.

e Indicate whether the company is a sales partner, acompetitor, or can be used asa
reference by checking the appropriate check boxes.

e Enter the customer’s Mission Statement (Optional).

Version 1.0, September 30, 2002 21
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2.3.2.9. Click on the Address Tab.

% Custorners

SITE Gl TR ORGANIZATION C ion Mumber  JHHE]

Mame ner Mumber

ate Marme ax Regi ion Murm

Addreszes

~ Address
!IMTN: AERRM-B, Unit #23203, APO, None, AE, 09263, United States

2.3.2.10. To view the details of a specific address, select the Open button or to enter a new
address, select the New button. The Customer Addresses window appears.
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B Customer Addr st TAACONM, 5006

Site Mumber g1
Unit #23203

El|dentifying Address

_ Lacation Bill To Location Primary Active [ ] .
B 1591 7 W =
~ |Dunning 1595 v v |
Ship To 1593 v =
r - [
r r [
r - [ 5!

- Note: The system alows the entering, adding, changing, or deactivating of
customer address information. It is possible enter multiple addresses for each of the
customers and specify one or more business purposes for each address (such as
Ship-To or Bill-To).

2.3.2.11. Complete the following for the Address Header:

e Country: Enter the Country for this address. The default isthe value of the Default
Country field in the System Options window, but it can be changed it on this form.

e Address. Enter the street address for this customer in the address fields.

e Alternate Name: Enter an Alternate Name for this address. Only enter information in
thisfield if the profile option AR: Customers - Enter Alternate Fieldsis set to Yes.

e EDI Location: Enter the Location code for EDI transactions.
e City: Enter the City.
e State: Enter the State.

e Postal Code: Enter the Postal Code for the address.
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2.3.2.12. Complete the following in the Business Purpose Tab (Address Level)

Usage: Select the business purposes for this address. It is possible to enter more than 1
business purpose usage for each address. The usages defined are:

Bill To: Send invoices to this address.

Ship To: Send goods or servicesto this address.
Statements: Send customer’ s statements to this address.
Dunning: Send customer’s dunning lettersto this address.
Legal: Usethisaddress asthe customer’slegal site.
Marketing: Send marketing collateral to this address.

Location: Each usage requires alLocation Name. TFMS-M is set up to have Oracle
assign the Location Name as a sequential number.

Bill To Location: Enter (or Select) aBill-To Location here. Thislinks a Ship-To
Locationto aBill-To Location. Thisiswhy it isbest to assign an address a usage of
Bill-Tofirst (and save) so that the Bill-To Location Name may be selected in thisfield
for aShip-To Location. Thislink will be observed in Order Entry and Receivables such
that when a Ship-To Address is entered or selected, its corresponding Bill-To Address
will default in.

Primary: Check this box to set this as the primary location for the particular Business
Purpose Usage. For example, if the Primary check box is checked for the Ship-To
Usage, this address will default into Order Entry and Receivables forms as the shipping
address for the customer. Only one Business Purpose Usage can be selected as Primary.

2.3.2.13. Enter detail information specific to the business usage for the site by selecting the
Open button at the bottom of the form. The data entered in this form will override the data
entered at the header level for the customer.
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2.3.2.14. Return to the Customer Address screen. Check or uncheck the Active or
Primary check boxes as necessary.

United States Site Number

Unit #23203

El|dentifying Ad

Telephones

Country Code

_ Area Code Telephone Mumber Extensian Type Primary  Active L]ﬁ
I O v &
r r
r r [
r r [
r r [
r r [ 3
2.3.2.15. Complete the Telephone information for this Customer (Optional).
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2.3.2.16. Click on the Contacts : Telephones tab.

R =l 1200
Unit #23203

Province

%l ldentifying Ads

Contacts : Telephanes

— Contact Name Mumber  jgp Reference Aptive
~ Last First Title | Mail Stop | Emmail
Jpee John Mr. 1160 1201

— Contact Telephones
Country Code

| Area Code  Telephone Mumber Extensian Typa Primary Active

U1 r i

IC] I
IC] I

2.3.2.17. Enter the contact details, including Last and First name, Title, Job, Mail Stop,
and Reference (only the Last and First name are required when entering contacts).

2.3.2.18. Enter telephone numbers for each contact (Optional). If a phone number is

entered, the Area Code, Telephone Number, and Type are required. Types must be set upin
advance and then may be selected from the List of Values.

Version 1.0, September 30, 2002 27



TFMS-M Standard Operating Procedur es— Accounts Receivable

2.3.2.19. To view the details of a specific address, select the Open button or to enter a new
address, select the New button. Choosing any of these options displays the Customer
Addressesform.

X Customer Add

Site Mumber
Unit #23203

State

Province B None

Fl|dentifying Address & Active

_ Location Bill Ta Location Prirnary Active [ ] .
B 1501 ] - B
~ [Dunning 1595 v Moo
Ship To 1593 v v
r r [
r - [
r r [ B
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2.3.2.20. Click on the Contacts : Roles tab.

Site Mumber R

Province County  LILLL

Fl|dentifying Address ¥ Active

Contacts : Roles

— Contact Name Murnber jgh Reference Active
~ Last First Title | Mail Stop | Ernail | 11
l Doe John Mr. 1160 1201 v =

— Roles
~ Description Prirmary ]
I £
; - |_.
0|
23.2.21. Complete the following for the Contacts: Roles Tab:

e Description: Select from thelist of values to indicate the contacts function. Each
contact may have multiple roles.

e Primary: Toindicatethat thisisthe primary role for this contact, check the check box.
A contact may have only one primary role.

Version 1.0, September 30, 2002
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2.3.2.22. Click on the Bank Accounts tab.

ZE Customer Ade

Site Murnber R
Unit #23203

Province

Elldentifying Ad

Bank Accounts

— Effective Dates

Primmary
~ Account Name Account Mumber Curr F From Ta

[ T |14-MAY-2002
' r
=
=

Branch Mame Branch Mumber

Bank Mame Bank Mumber

2.3.2.23. Complete the following for the Bank Accounts Tab:

e Account Name: Enter account, or select an account from the list of values.
e Account Number: Defaultsinif the Account Nameis entered.

e Primary: Check the check box if this bank account isthe primary one for this customer
or customer address.

e Effective Dates: Enter the dates for this bank account to be activein the From and To
fields. If not specifying an end date, the system will use this bank account indefinitely.

— Note: Information should only befilled in if transactions are automated with the
Customer’ s bank’ s information system.
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2.3.2.24. Click on the Payment Methods tab.

Site Mumber  yR1]
Unit #23203

State

County LUTT

El|dentifying Address ¥ Active

Payment Methods

— Effective Dates

~ Payment Method Name Primary From Ta 11
Jipac r 14.MAY.2002

[»]

m N i i
I

(4]

2.3.2.25. Complete the following for the Payment Methods Tab:
e Payment Method Name: Enter or select one from the list of values.

e Primary: To useaparticular payment method as the default, check the check box next to
that payment method.

o Effective Dates: Enter the dates that this payment method will be active. Change the
From field to adate in the future if necessary. Leavethe To field blank to make the
payment method active indefinitely.
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2.3.2.26. Click on the Profile : Transactions.

Site Number
Address : - Unit #23203

Alternate Mame
Postal Code
EDI Location

Profile : Transaction

 credi Profile Class |DOD Government ~ Terms Payment Terms |IMMEDIATE
Collectar |DEFAULT COLLECTOR I Owerride Terms [ Allow Discount
Account Status Digcount Grace Days [
Credit Rating Receipt Grace Days F
Tolerance |0 — Receipts
Collectable | Clearing Days
. Match Receipts By
Risk Codz AutaCash Rule Set

[ Credit Check
[ Credit Hold

Remainder Rule Set

[ AutoReceipts Include Disputed ltems

2.3.2.27. Complete the following for the Tab:

— Note: Theinitia valuesin thisfield will default in from the Profile Class
designation at the customer level. Update these values at any time. Thisregion is
used to update credit, payment terms, or receipt information.

— Note: Not al fields in the Customer Profile Classes window appear in the Profile:
Transaction aternate region.
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2.3.2.28. Click on the Profile: Document Printing.

E(:uslumu Aulhessws KPR LLP, 1023

Site Lr-ba-
GO0 Union Strest

— Statements
wEnnd Sdlormenl Iy
—Band Crad T SElkEren :
Cwile |Month|y Diays In =erad ’30_
~ Dunning — Invaicing
¥ Sand Letters {1 Tax Frinting |Tetal Tax Only -|
Letter Zet |STANDARD Grous 19 Fale [R21 GROUFING RULE
— Caonsolidated Billing Invoice
" Senc 1o |— : r :
[ ot &t I *l
2.3.2.29. Use the Document Printing Alternate Tab to update statement, dunning, finance

charges, invoicing, and consolidated billing information.

3. Maintaining Customer Accounts

Once a customer account record has been created within TFMS-M, it not possible to deleteit.
Thisisto preserve the integrity of the database, and to maintain auditable records of previous
transactions. If a customer account record is no longer needed, it may be set to inactive status by
checking the “inactive” box on the customer account screen.

4. Standard Reports in Accounts Receivable
The following standard reports will be used commonly within TFMS-M:
e Aging-7 Buckets - By Amount
e Applied Receipts Register

e Unapplied Receipts Register
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e Billing & Receipt History
e Billing History

e Transaction Register

To run areport, navigate to the “ Submit a New Request” dialogue by opening Accounts
Receivable and selecting N -> Reports -> Accounting or Collections -> Submit a New Request.
The following window appears:

% Submit a Mew Request

What type of request do you want to run?

=
1 to submit an individual request.

® Request Set
vs you to submit a pre-defined set of

Cancel

Stepl. Select Single Request. Click OK.
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% Frint Accounting Reparts

Run this Request...

Mame

Parameters

Languages

At these Times...

As Soon as Possible Schedulea,.

Upon Completion...

Fil Save all Cutput Files

Print ta —J

o @

Step 2. Click on the List of valuesin the Namefield. Select the name of the report to run and

click OK.

AR Reconciliation Report
Account Status Report
Adjustment Approval Report
Adjustment Register

L AQing - 7 Buckets - By Account Report
Applied Receipts Reister
Applied Receipts Renister (Obsolete)
Automatic Receipt Batch Management Report
Automatic Receipts Awaiting Confirmation
Bad Debt Provision Report
Bank Risk Report
Billing History
Billing and Receipt History
Cnmmitrment Balance Rennrt
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Qracle
Qracle |
Qracle
Qracle
Oracle
Dracle
Dracle
Qracle
Qracle
Qracle
Qracle
Qracle
Qracle
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Step 3. The Parameters window will appear. Thiswindow is tailored toward the particular report
that will be run.

MTMC OU

i8S Summarize

Customer NMumber High

Balance Due Low

Bal: Due High

[ric

Company Segment Law -

Step 4. Enter any appropriate parameters and click on the OK button. The Submit Request
window will reappear. A Decision window appears.

Step 5. Choose Yes or No.

Step 6. To view the status of a particular request, navigate to View > Requests. The Find
Requests screen will appear.
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o= Find Reguests
® Ny Completed Bequests

L E rafress

® Specific Requests

tequest (D

RETE

Submitted

late Com F||F'tE!Ij

Status

Phase

Reguestar %

Elinclude Reguest Set Stages in Cluery

BIGEEETE Request 1D -

Step 7. Click Find. The Request window will appear.
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Refresh Data Find Requests Submit & Mew Reguest. ..

st ID Farent
Name nase Status Parameters
Aging - 7 Buckets - By Ac 3000, 22, ARXAGF, 101, C, B, 2002
Status of Obligations Rey Completed 1, 101, 1, 0000000000000000, 99999
Matching Holds Report b Completed . | 1
Invoice Register Completed , AHONYMOUS, ,,,N. N, N =
MTMC GL CRS Il Qutgoi Completed Jun02, 1, USD, 9700X %X X XXX X49:

MTMC PO CEFT Incomin Completed
MTMC PO CEFT Incomin

MTMC GL HOARS TB Ou Completed Jun02, 1, USD, 970005 X X XXX K49
MTMC PO CEFT Outgoing Completed i 04-JUN-2002, 05-JUN-2002, 13-MAY-

|| 42012 |Journal Import Completed Hormal 21,1, H,,,H. H

Step 8. Click the Refresh button until the request shows Compl ete status.

Step 9. To view the report, click on the View Output button.
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