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PURPOSE AND DESCRIPTION

Purpose

This document explains the steps to process prepayment deposits against a customer without
selecting Payment Predictor or Direct Journal within the deposit. An example of a prepayment
is a security deposit.

Description

The key actions to manage Prepayments is to create a deposit, identifying the customer, and
completing the payment worksheet.
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Select Finance/Supply Chain (FSCM).
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< Credit to Cash Operations Receivables

ﬂ My Receivables Design v .
Regular Deposit

My Customers & Contacts e Find an Existing Valus Keyword Search Add a New Value

& | My Receivables ltems v Deposit Unit a
Deposit 1D Q,
', My Payment Processing ~
Add
5 Modify Accounting Entries

Express Payment
P ¥ Find an Existing Value | Keyword Search | Add a New Value

Regular Deposit

a) Under My Payment Processing select Regular Deposit.

b) Select the Add a New Value tab.
In the Deposit Unit field enter the BU and under the enter Deposit ID field enter the
deposit slip information.

c) Select Add.

Unit sP Deposit ID 1 Deistn Depos
. 05/15/2021
Accounting Date o Control Currency|USD Q
*Bank Code WELLS QA \wellsFarao
™~ WelisFargo Format Currency | USD
*Bank Account W001 Qs G688
. Rate Type CRRNT
*Deposit Type 1 L CashandC
Exchange Rate 1.00000000 |[E,
Control Totals Control Data

Control Total Amount 20000 *Count 1 *Received 05/152021 |F
Entered Total Amount 0.00 Count 1 *Entered 05/152021 |5

Difference Amount 0.00 Count E] Posted

Posted Total Amount 0.00 Count 0 Assigned E89653 Q
n Joumnalled Total Amount 0.00 Count 0 User E39653
Contact Person ||
Contact Phone Number’
Location
o) Save | =] Notify || Refresh s Add || 2] update/isplay
—
Tolals | Payments

Under the Totals page enter the information for a new deposit or delete a deposit.
Once a deposit has been completed, this page will be unavailable.

a) Enter the *Accounting Date if different than the default.

b) Select the *Bank Code.

c) Select the *Bank Account.

d) Select the *Deposit Type.

e) Enter a Control Total Amount.

f) Enter the *Count Total.

g) Enter Contact information (Contact Person, Contact Phone Number, Location).
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Totals Payments
Unit sP DepositID 1 Date 05/15/2021 Balance Balanced
Payment Information Find | View All First (4 10f1 (b Last
Payment Seq 1 I *Payment ID| PREPAYMENT I *Accounting Date| 05/1522021 [ =
Amount 20,000 00 Currency USD
Rate Type CRRNT Iaymem Description| Prepayment I
O Payment predictor Exchange Rate 1.00000000
PaymentMethod[Check | ) Journal Directly [ Range of References
Attachments (0) Apply Payment
MewAudt Loos
Customer Information Find First 4 10f1 (b Last
Customer ID| 0000000881 Q Business Unit | +| -
Remit From 0000000881 Remit SetiD MDC
Name COAST TO COAST INTERNATIONAL MARINE SVS
Corporate 0000000881 Corporate SetiD MDC
SubCust1 Q SubCust2 2
MICR ID Q
7.
Detail References Add Conversation
Reference Information Personalize | Find | View All | (7| [ First 4 1of1 » Last
Qual Code Reference To Reference
1|l Q Q +| =
" Retumn to Search ] Nofify | 2* Refresh | ¢ Add
Totals | Payments
a) The *Payment ID field is equal to your payment identifier. Example:
Prepayment/ Check #/or Security Deposit
NOTE: DO NOT select Payment Predictor or Journal Directly boxes. Make sure these
are unselected.
b) Under Customer ID select the Customer you wish to apply the prepayment for.
c) Select Save button.
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< Credit to Cash Operations Receivables
[l .| My Receivables Design v
Create Payment Worksheet
I3 My Customers & Contacts ~ Enter any information you have and click Search. Leave fields blank for a list of all values.
|#] My Recsivables ltems v Find an existing payment
. My Payment Processing ~ ¥ Search Criteria
Deposit Unit | = v sp Q|
Modify Accounting Entries
DepositID | begins with v | |1 Q
Express Payment
Payment Sequence | = v
Regular Deposit
Payment ID | begins with v Q
Payment Application
8. -
Payment Status | = v v

Create Direct Journal Entry

User ID | begins with v
Lockbox Processing

Assigned Operator ID | begins with v Q
Receivables Update
Payment Predictor Method | begins with v Q
All Deposits
Accounting Date | = - :
5 My Accountin v
@ My g [CJCase Sensitive
W My Collections v
Search Clear | Basic Search & Save Search Criteria
%5 Mv Renorting & Analvsis v —

a) Under My Payment Processing go to Payment Application.
b) Enter the Deposit Unit (BU) and the Deposit ID (used to create the deposit).
c) Select Search.
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< Credit to Cash Operations Receivables

Payment Worksheet Selection
Deposit Unit SP Payment ID  PREPAYMENT O Payment Predictor
DepositID 1 Payment Amount  20,000.00 USD
Deposit Status  None Applied Payment Status  |dentified
Customer Criteria
Customer Criteria Customer Reference Q | 1of1 v View Al
Customer ltems -
Customer ID 0000000881 Q Business Unit Q + -
SubCustomer 1 Q SubCustomer 2 Q
u Name COAST TO COAST INTERNATIONAL MARINE SVS
9_ Remit SetlD MDC Remit From ID 0000000881
Corporate SetlD MDC Corporate ID 0000000881
MICR ID Q Link MICR
Reference Criteria

Reference Criteria [tem Reference

None v

B Q of 1 | View All

Restrict to

. “  Qual Code Reference To Reference
Match Rule

Exact Match v [l Q Q + -

On the Payment Worksheet Selection page, verify the deposit and customer
information.

Item Inclusion Options

@ All Items O Deduction Items Only Oltems in Dispute Only

O Exclude Collection ltems O Exclude Deduction ltems O Exclude Dispute ltems

10.

Worksheet Action

Clear Created at ltems 0

Advanced Inclusion Options

Scroll down and at the bottom of the page select Build.
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11.

< ayables Payment Worksheet Application

Payment Worksheet Application
Deposit Unit SpP DepositlD 1 Payment ID PREPAYMENT Payment Sequence 1 Payment Currency usop
Payment Accounting Date  06/01/2021
Item Action Row Selection
Pay An ltem - Reason Q Select Range of ltems ~ Range Go
Entry Type Choice
Item Display Control Row Sorting
€
Dispiay | A TEMS - Go | ) ~ Go
By
tem List
5 Q
| Detail 1 ‘ | Detail 2 | ‘ Detail 3 ‘ | Detail 4 | | Detail 5 | ‘ Detail 8
|View Detail g:;"“ Sel Pay Amt Cur Item 1D Item Line Unit Customer Type Reason Disc 2':";
=] 1 -20,000.00, USD PR-4 Q Q| sp Q| |oooooo0ssi Q| PR Q Q o
Lk ! Revenue Distribution Letter of Credit ID
Balance
Amount 20,000.00 Remaining 0.00 Unearned 0.00
Selected 0.00 Discount 0.00 Earned o.o0
Adjusted -20,000 00 Write Off 0.00
Worksheet Selecfion Worksheet Application Worksheet Action Attachments (0) View Audit Logs
‘ Return to Search ‘ | Refresh |

On the Item List section,
a) Inthe Pay Amt field enter the deposit amount as a negative amount.
b) In the Unit field enter the Business Unit.
¢) Inthe Customer field enter the Customer ID.
d) Inthe Type field select PR — Prepay an Item option.
e) Select Save.
f) Select the Worksheet Action link.

12.

< pdate Worksheet Payment Worksheet Action

Payment Worksheet Action
Deposit Unit SP DepositiD 1 PaymentID PREPAYMENT
Entered Date  06/01/2021 Status Do Not Post
Worksheet Action Posting Action Accounting Entry Action
Delete Worksheet Action: :@E{:{} oK I Create/Review Entries I
Delete Payment Group
Worksheet Selection Worksheet Application Worksheet Action
} Save I Return to Search Notify

Under Accounting Entry Action select Create/Review Entries.
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13.

" CnolzeWoskshet  DepositAccountingEnties

Payment Control Accounting Entries

Deposit Unit  SP DepositiD 1 PaymentID PREPAYMENT
Accounting Entries Q of1 v View All
temID PR-S Line Entry Type PR Reason
Bus. Unit SP Customer 0000000881 SubCust1 SubCust2
Amount -20,000 00 Currency usD
Accounting Entries ¢ I Return To Previous Panel I

Distribution Lines

H Q 1-20f4 v » M | Viewal
ChartFields Currency Details Additional Details Journal Reference Information Item Creation/Update Details I
Line GL Unit *Type Amount Fund Dept *Account Grant PC Bus Unit Project
102 MDADE AR -20,000.00 ES001 Q SP01010000 Q 2250000000 Q. NO-GRANT Q Q
104 MDADE Cash 20,000.00 99999 ND93010000 1101000001 NO-GRANT
»
Lines 4 DR 40.000.00 Currency usD CR 40.000.00 Currency usD Net 0.000

E Return to Search Notify

In the Distribution Lines section, enter the proper Chartfield strings.
NOTE: For Prepayments do NOT enter the Account Receivable Account (1131).
a) Select Save.

NOTE: Select OK if you get an Invalid Chartfield Combo pop up message.

b) Select the Return to Previous Panel pushbutton above the Distribution Lines
Table.

14.

< pdate Worksheet Payment Worksheet Action

Payment Worksheet Action

Deposit Unit SP DepositiD 1 PaymentID PREPAYMENT
Entered Date  06/01/2021 Status Do Not Post
Worksheet Action Posting Action Accounting Entry Action

Delete Worksheet Abtiona § Batch Standard v E | oK I Create/Review Entries

Delete Payment Group

Worksheet Selection Worksheet Application Worksheet Action

Save l Return to Search Notify

a) Under Posting Action select Batch Standard.
b) Select OK. (Page automatically saves)

NOTE: In order to see the posting you have to wait for the nightly process. After the
nightly process, the prepayment credit amount will be posted on the Customer’s
account.

15.

End of process.




INFORMS Job Aid: Prepayment inferms

10



