E ARS OTC - End-of-Month Local Revenue Disbursements Process
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E ARS OTC - End-of-Month Local Revenue Disbursements Process

Before getting started make sure the following is complete:
All revenue data for the period has been processed.
All adjustments for the period have been made.

PROCESSING LOCAL REVENUE DISBURSEMENTS

STEP 1: Verify Data - The results of this query will determine if you have any adjustments required
before beginning the initial process. Also this query will be used to balance to your Disbursement Summary
Report.

NAVIGATION: Main Menu > Reporting Tools > Query > Query Viewer

1. The Query Viewer page will display.
a. Enter “AOC_CHARGE_ID_ALLOC_EOM” as your search criteria.
b. Click the Search button.

Favovrites Mainvrﬂenu b RepnrtigngoIs b Qu_gry s Query Viewer

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search BY query Name - begins with ADC_CHARGE_ID_ALLOC_EOM

'-d-.-ﬂnced Search

Search Results

*Folder View — Al Folders — -
B & re o O
- Runto Runto Runto Add to
Guery Name Desecription Onwner Folder HTML  Excel XML Schedule Favorites
AOC_CHARGE_ID_ALLOC_EOM AOC Charge tems BUS n Adjust | Public xc&l XML |Schedule Favorite

c. The AOC_CHARGE_ID_ALLOC_EOM query will display.
i. Click the HTML or Excel link, then enter your JUD## (SetID) and Z-date range values for
the search. (Include the entire month, i.e. 05/01/2016 to 05/31/2016)
ii. The results will show the allocation of all payments and adjustments.
d. Click the View Results button.

2. Query should be downloaded to Excel and sub-totaled by Charge Code.
a. Then review each Sub-Total Amount to confirm none are a negative (-) sub-total amount.
Should there be a negative sub-total amount, an adjustment must be entered before proceeding
to Step 2. (See Appendix for Excel tips.)

NOTE: Any errors found must be fixed before moving forward. Navigate to the bill in error to review and
make corrections. Contact the JIS Helpdesk for support.
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OTC - End-of-Month Local Revenue Disbursements Process

STEP 2: Create Local Revenue Bills - This process creates summarized credit bills for each Local
Disbursement customer and Charge Code.

NAVIGATION: Main Menu > Maryland Judiciary > AOC Interfaces > Local Revenue Disbursement

1. The Local Revenue Disbursement — Run Control page will display.

a. Select a Run Control — Click Search to “Find an Existing Value” or create a new one by selecting

the “Add a New Value” tab and enter a Run Control ID (e.g. ‘LRV’ or ‘Local_Revenue’)
b. The Local Revenue Disbursements Interface page will display.
i. Business Unit: enter JUD##

ii. From Date: enter Beginning date of the disbursement period.( i.e.: 15t of Prior month)
iii. Through Date: enter Ending date of the disbursement period.( i.e.: last of Prior month)

iv. Accounting Date: Will default to the selected Through Date. (i.e.: Prior month end date)
v. Click the Save button.

vi. Click the Run button.

Favc;rites Maln_Menu > Maryland_:ludlclary > AOC Inserf—c!ces > Local Revenue Dishursement

Local Revenue Disbursements Interface

Run Control ID:. LRVY Report Manager F'roc:essr-ﬂonitor

Run Control Parameters

*Business Unit: A= ER=Y

*From Date: ,WB
*Through Date: IWE;J
Accounting Date: ,m@

]EI Notify | E Add

kil Update/Display |

c. The Process Scheduler Request page will display.

i. Confirm the AOC_DIS_INTF Process Name is selected in the Process List section.
ii. Click the OK button.

Favorites = Main Menu > Maryland Judiciary > AOC Interfaces » Local Revenue Disbursement
- i -~ - -

Process Scheduler Request

User ID: MICHELLE KARCZESKI Run Control ID: LRV

Server Name: - Run Date: [10/07/2013 2]
Recurrence: - Run Time: |[10:27:11AM Reset to Current Date/Time
Time Zone: Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
Local Rev Dis Interface AOC_DIS_INTF Application Engine Web v TXT w Distribution
e
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GEARS OTC - End-of-Month Local Revenue Disbursements Process

d. The Local Revenue Disbursements Interface page will display.
i. A Process Instance number will display to show that processing has begun.
ii. Click the Process Monitor link.

Local Revenue Disbursements Interface

Run

Process Monitor

*Business Unit: Jubo2 | Q

*From Date: [o7/01/2013 |38
*Through Date: 07/31/2013 |[3])
Accounting Date: [07/31/2013 |[&]

Run Control ID: LRV Report Manage

5 Save &L Returnto Search  [=] Naotify By Add| |5 Update/Bisplay,

The Process List page will display.

iii. Review the process list to see the AOC_DIS_INTF process is running.
iv. Click the Refresh button until Run Status = Success and Distribution Status = Posted.
1. If the Run Status = NO SUCCESS — STOP!
2. Call the helpdesk and submit a ticket = DO NOT DELETE THE PROCESS, as this
will be needed by the support staff to troubleshoot the issue.
3. Once the Run Status = Success and Distribution Status = Posted. Click the Details
link, then Message Log to obtain the Interface ID No. for the next process.

Favorites = Main Menu > Maryland‘]udiciary > AOCIngerfaces » Local Revenue Disbursement

server it

Actions

User ID |MICHELLE KaR QY Type ¥ Last - I 1 Days -
Server i Name Q Instance | to |
Run Status - Distribution Status i Save On Refresh

Process List Personalize | Find R e b R

Select Instance Seg. Process Type Process Name |User Run Date/Time Run Status

(L] 23537 Application Engine AOQC_DIS_INTF MICHELLE KARCZESKI 10/07/2013 10:27:11AM EDT Success

Go back to Local Revenue Disbursement
B save | |[E] Notify

Process List | Server List
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ﬂE ARS OTC - End-of-Month Local Revenue Disbursements Process

STEP 3: Run the Billing Interface - This step transmits the local revenue disbursement data from the
staging table to the Billing module creating new LRV bills. This step also processes your transactions and
allocates the revenue based on the accounting rules and system configuration settings.

NAVIGATION: Main Menu > Billing > Interface Transactions > Process Billing Interface

1. The Process Billing Interface Run Control page will open.
a. Select a Run Control — Search if needed using the “Find an Existing Value” tab or create a new
one by selecting the “Add a New Value” tab and enter a Run Control ID to be used each month
for processing your local revenue.

b. Look up your Interface ID by using the Magnifying Glass icon to the right of the From Interface
ID: field.

i. There should only be one Interface ID in your list.
ii. Click the new Interface ID number to add it to the From Interface ID field.

Look Up From Interface ID

Interface I = - |

| LookUp | Clear | Canecel Basic Lookup

Search Results

lﬁewmn ﬁst!iun!msq

Interface 10 Business Unit
1831 JUD0S

c. Click the Save button.
d. Click the Run button.
2. The Process Scheduler Request page will display.
a. Confirm the BIIFO001 Process Name is listed and selected in the Process List section.
b. Click the OK button.
3. The Process Billing Interface page will display.
a. A Process Instance number will display to show that processing has begun.
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ﬁ EARS OTC - End-of-Month Local Revenue Disbursements Process

b. Click the Process Monitor link.
4. The Process List page will display
a. Review the process list to see the BIIFO001 process is running.
b. Click the Refresh button until Run Status = Success and Distribution Status = Posted.
i. If the Run Status = NO SUCCESS — STOP!
ii. Call the helpdesk and submit a ticket — DO NOT DELETE THE PROCESS, as this will be
needed by the support staff to troubleshoot the issue.
c. Click the Details Link next to the Distribution Status to review the messages and logs associated
with the results of the process.
d. Click the Message Log Link —THIS IS AN IMPORTANT STEP.
i. The Message Log page will display.

Message Log

Instance: 390823 Type: Application Engine
Hame: AOQC_BIF0001 Description:AQC Biling Interface (Alloc)
Personalize | Find | View Al [ B ] 5 Fist Bl 1.6 of 6 L3 Last
Severity Log Time Message Text Explain
10 9023348 Bl Interface was started: 9998 To: 9938 Option: ALL Explain
10 9:03:104M Transactions in Error: 0 Explain
10 5:0:3:10AM New Bill Headers Created: 10 Explain
10 5:03:104M New Bill Lines Created: 1673 Explain
e Publizhed message with ID fca235b4-5c06-11e4- :
USRS aDb1-8205f687dTcd to create entry in folder GENERAL. Esloi
503 19AM Succe.ssfulr:.r posted generated files to the report —
repository
Return

NOTE: Write down the numbers displayed for “Transactions in Error” (i.e., items to be fixed), “New Bill
Headers Created” (i.e., number of bills created) as they will be needed further in the process.

e. Ifthere are Transactions in Error: STOP! Call the helpdesk and submit a ticket —= DO NOT
DELETE THE PROCESS, as this will be needed by the support staff to troubleshoot the problem.
Return to the Process Detail Page by clicking the Return button.

g. Return to the Process List Page by clicking the OK button.

h. Work with support staff to resolve any issues before moving on to the next set of processing
steps.
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ﬂE ARS OTC - End-of-Month Local Revenue Disbursements Process

STEP 4: Run Disbursement Reports - Disbursement Reports consist of a single summary report and
statement reports of credit refunds to be made to each local municipality. You will run and print both sets of
reports.

NAVIGATION: Main Menu > Maryland Judiciary > Reports > Disbursement Reports

1. The AOC_DIS_SUM Run Control page will display.

a. Select a Run Control — Search if needed using the “Find an Existing Value” tab.

Recommendation is to use the run control id you created for LRV or Local Revenue.

2. The Disbursement Reports page will display.

a. Business Unit: enter JUD##

b. Date From: and Date To: enter the date range of the disbursement period.

c. Select the Disbursement Summary option.

d. Click the Save button to save your run control parameters.

e. Click the Run button.

Favorites © Main Menu > Maryland Judicary > Reports > Disbursement Reports

Aoc Dis Sum Rpt

Disbursement Reports

Run Control ID: rev Repor Manager Process Maonitor

Report Request Parameters
Business Unit | JUD10 Q, *Date From: | 04/01/2015 E,J *Date To: |04/30/2015 |[5]
Reports
@ Disbursement Summary Enter Disb Sum Total
Interest Amount

() Disbursement Statement

B Save | RetuntoSearch 2| Previousinlist| 4E NextinList| [Z] Notify = |[E Add | | UndateDipian
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' GEARS OTC - End-of-Month Local Revenue Disbursements Process

3. The Process Scheduler Request page will display.
a. Confirm the AOCDISBSUM Process Name is listed and selected in the Process List section.
b. Click the OK button to return to the Disbursement Reports page.

Favorites  Main Menu > Maryland Judiciary > Reports > Disbursement Reports

Process Scheduler Request

User D debbie.seipp Run Control ID rev
Server Name |[gs]9]{ES - Run Date |05/27/2015 El
Recurrence - Run Time [3:06:29FM _ Resetto Current Date/Time

Time Zone a

Select Description Process Name Process Type Type *Format Distribution
Disbursement Repors ADCDISBSUM Bl Publisher Web * HTM + Distribution

( ok | )cancel

4. The Disbursement Reports page will display.
a. A Process Instance number will display below the Run button indicating that the AOCDISBSUM
process has begun.
b. Select the Process Monitor link to see the run and distribution statuses.
5. The Process List page will display.
a. Review the Process List to see the AOCDISBSUM process running and its status of completion.
b. Click the Refresh button until Run Status = Success and Distribution Status = Posted.
c. Click the Details Link next to the Distribution Status.

Favorites | Main Menu : Maryland Judiciary > Reports : Disbursement Reports » Process Monitor
- : - - -

View Process Request For
User ID|debbieseipp |Q  Type v||Last M 1 pays v (L Refesh ]
Sever v MName| = Q Instance | to|
Run Status . Distribution Status - Save On Refresh
Process List Personalize | Find | View A1 | B | 3 rirst BN 44 0714 0 0 aat
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
[0 |524337 Bl Publisher ADCDISBSUM debbie seipp  05/27/2015 3:06:29PM EDT Success Posted Details
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GEARS OTC - End-of-Month Local Revenue Disbursements Process

6. The Process Detail page will display.

a. Click the View Log/Trace link.

Process Detail

Instance 524337 Type BIPublisher
Hame AOQCDISBSUM Description Disbursement Reports
Run Status Syccess Distribution Status pPgsted
{Ron ] UpdateProcess
Run Control ID rew Hold Regquest
Location Server Queue Request

Server PSUNX Fﬂﬂoel Request

Or st
Recurrence Restart Request
L ———
Request Created On 05/27/2015 307 1A7PM EDT FParameters Transfer
Run Anytime After 05/27/2015 3:06:29FPM EDT Message Log View L ocks
Began Process At 05/27/2015 3:07:32PM EDT T T T TTT g
Ended Process At 05/27/2015 3.07:47PM EDT View | og/Trace
| oK || cancel |

7. The View Log/Trace page will display.
a. Click the AOC DISB SUM.pdf link to open and review the Disbursement Summary Report.

View Log/Trace

Report
ReportID: 495604 Process Instance: 524337 Siesiage Lod
Hame: AQCDISBSUM Process Type: XML Publisher

Run Status: Success

Disbursement Reports

Distribution Details
Distribution Node: PSUMNI Expiration Date: 06/03/2015
File List
Hame File Size =3 Datetime Created
AE AQCDISBSUM 524337 stdout 282 052712015 3:07:47 519757PM EDT
524337 trc 5831 052712015 3:07:47 519757PM EDT
ACC DISB SUM.pdf 19,202 052712015 3:.07.47.519757PM EDT
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b. Review the Disbursement Report. All amounts to be disbursed will be displayed on the report as
a summary invoice amount per charge code/per customer.
i. This report should balance to the AOC_CHARGE_ID_ALLOC_EOM run in the previous
step.

Note: If the results do not match please enter a Helpdesk ticket for assistance in balancing.

MARYLAND
._I—
JUDICTARY e

DISBURSEMENT TRANSMITTAL SUMMARY

Prepared By

Business Unit: JUD10 - Frederick County Circuit Court

Date From: D4/01/2015 Date To: D4/30/2015

0003568331 2015-04-30 BL Local Lic 10270 2511 51.640.36 00060 CORPORATION OF 521120807
10 WOODSBORO
Woodsboro
0003568346 2015-04-30 BL Local Lic 10270 a5 LITER: ] 00060 MAYOR & COUNCIL ! 521453819
10 MYERSVILLE
Myersville
0003566347 2015-04-30 BL Local Lic 10270 8511 §235.80 0.000 TCOWM OF 521756048
10 BURKITTSVILLE
Burkitswille
0003568342 2015-04-30 BL Local Lic 10270 2511 53,2465 0000 | MAYOR & COUNCIL OF 525000779
10 BRUMSWICK
Brunswick

c. Click the Return button to go back to the Process Detail page.
d. Click the OK button to return to the Process List.
e. Click the Go back to AOC DIS SUM link at the bottom of the page above the Save button.
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ﬁE ARS OTC - End-of-Month Local Revenue Disbursements Process

8. The Disbursement Reports page displays.

NOTE: Circuit Court should process this report after STEP 5 — Interest is processed.

a. Business Unit: (JUD##) and date range are still populated.

b. Disbursement Statement: select this option. (This report should be distributed to each
Disbursement recipient to communicate monies being received.)

c. Click the Save button.

d. Click the Run button.

Favorites © Main Menu > Maryland Judiciary > Reports > Disbursement Reports

- -

Aoc Dis Sum Rpt

Disbursement Reports

Run Control ID: rev  Report Manager Process Monitor

Report Request Parameters
*Business Unit [JUD410 Q, *Date From: |04/01/2015 E{J *Date To: |04/30/2015 E{J
Reports

(©) Disbursement Summary

@sement Sta@

—

(B save) 2\ RetuntoSearch | [=] Notify | |EvAdd| [FlutipdateDisplay
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9. The Process Scheduler Request page will display.
a. Confirm the AOCDISBSUM Process Name is listed and selected in the Process List section.
b. Click the OK button to return to the Disbursement Reports page.

Process Scheduler Request

User D debbie seipp Run Control ID rev
Server Name |[g=I00S - Run Date |05/27/2015 E]
Recurrence - Run Time |3:28:12PW . Resetto Current Date/Time
Time Zone &)
Process List
Select Description Process Hame Process Type *Type *Format Distribution
Disbursement Reports ADCDISBSUM Bl Publisher Web * HTM + Distribution
/7 N\,
\ 0K ) Cancel |
e

10. The Disbursement Reports page will display.
a. A Process Instance number will display indicating that the AOCDISBSUM process has begun.
b. Select the Process Monitor link to see the run and distribution statuses.

11. The Process List page will display.
a. Review the Process List to see the AOCDISBSUM process running and its status of completion.
b. Click the Refresh button until Run Status = Success and Distribution Status = Posted.
c. Click the Details Link next to the Distribution Status.

View Process Request For
UserID[debbieseipp G, Type v Last - | 1 Minutes
sever v Hame I—q Instance to|
Run Status v Distribution Status h Save On Refresh

3 i N
Process List Personaiize | Find | View 41| B 1 ¥ Firet K1 4 074 I (gt

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details

[ |524338 Bl Publisher AOCDISBSUM  debbieseipp 0512712015 3:28:12PM EDT Success Posted Details
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ﬂE ARS OTC - End-of-Month Local Revenue Disbursements Process

12. The Process Detail page will display.
a. Click the View Log/Trace link.

Process Detail

Instance 524338 Type Bl Publisher
NHame AOQCDISBSUM Description Disbursement Reports
Run Status Syccess Distribution 5tatus Posted
[Run T R ypgate Process
Run Control ID rev Hold Request
Location Sepyer Queue Request

Server PSUMNX Can{:elRequest

Restart Request

Recurrence

Request Created On 05/27/2015 3:28:46FM EDT Parameters Transfer
Run Anytime After 05/27/2015 3:28:12PM EDT Message Log View Locks

Began Process At 05/27/2015 3:29:05PM EDT Batch Timings
Ended Process At 05/27/2015 329 20PM EDT View LogiTrace

13. The View Log/Trace page will display.
a. Click the AOC DISB STM.pdf link to open and review the Disbursement Statements.
b. Multiple statements will be generated for this report and print as separate pages by Customer.

View Log/Trace

Report
ReportID: 496606 Process Instance: 524338 Message Lod
Hame: ACCDISBSUM Process Type: XML Publisher

Run Status: Success

Disbursement Reports

Distribution Details

Distribution Node: PSUNIX Expiration Date; 06032015
Hame File Size e8 Datetime Created
AE AQCDISBSUM 524338 stdout 292 052712015 3.29:20.695131PM EDT
AE AD SLIM 524338 frc 5843 052712015 3:29:20 685131PM EDT
AQC DISB STM.pdf 38,9949 052712015 3.29:20.695131PM EDT
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[ GEARS OTC - End-of-Month Local Revenue Disbursements Process

c. Disbursement Statement example. Use the scroll button to the right to view all the reports.

MARYLAND
i — | —
JUDICIARY

Fredenck County Circuit Court
100 WEST PATRICK STREET
FREDERICK MD 21701
301/600-1878

Date From: 04/01/2015 Date To: 043072015

CORPORATION OF WOODSBORO
PO BOX BB
WOODSBORO MD 21728-0000

DISBURSEMENT STATEMENT
OIC] INVOICE DT INVOICE NAME FED ID INVOICE
R AMOUNT
0003568331 2015-04-30 | BL Local Lic 10 Woodsboro 521120807 1.640.36
Met disbursed tao: CORPORATION OF 1,640.36
WOODSEORD

All Checks will be issued by the Comptroller's Office.

If District Court — Skip STEP 5 and go to STEP 6 on page 24.

If Circuit Court and NOT posting Local Revenue Interest — Skip STEP 5 and go to STEP 6
on page 24.

If Circuit Court and Posting Local Revenue Interest - Proceed with STEP 5 below.
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STEP 5: Post Local Revenue Interest - CIRCUIT COURT ONLY - As part of the Local Revenue
Disbursement process, the interest generated against Local Revenue must be entered into GEARS as a
separate bill per customer so it can also be disbursed. To calculate the amount of interest to be disbursed to
each customer, run the Disbursement Transmittal Summary Report. This will provide the total local revenue
to be paid to each customer for the period entered. Interest will be calculated on all Charge Codes except
those you have requested be excluded from Interest calculation.

NOTE: The Local Revenue Interest amount provided to you from DBF should be used for current month
disbursement, unless you are disbursing your interest quarterly or annually.

STEP 5.1 - Generate and Print Local Revenue Disbursement Reports
NAVIGATION: Main Menu > Maryland Judiciary > Reports > Disbursement Reports

1. The AOC_DIS_SUM Run Control page will display.
a. Select a Run Control — Search if needed using the “Find an Existing Value” tab.
Recommendation is to use the run control id you created for LRV or Local Revenue.
2. The Disbursement Reports page will display.
a. Business Unit: enter JUD##
Date From: and Date To: enter the 1°t and last day of the month interest is being calculated.
Disbursement Summary: select this option.
Enter the total interest amount to be disbursed (e.g. $439.90)
Click the Save button.
Click the Run button.
Favc‘rrr'rtes Main flenu > Marrland‘_]udiciary i Regrorts »  Disbursement Reports

Aoc Dis Sum Rpt

Disbursement Reports

Run Control ID: eom  Report Manager Process Monitor o

-0 a0 o

Report Reguest Parameters
*Business Unit | JuDq0 | *Date From:||;|4._fu1,'2[|15 E‘J *Date To: |p4/20/2015 Eg
Reports
@ Disbursement Summary Enter Disb Sum Total | A5 000
Interest Amount

) Disbursement Statement

& save | [=] MNetify B+ Add | | E| Update/Display
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GEARS OTC - End-of-Month Local Revenue Disbursements Process

3. The Process Scheduler Request page will display.

a. Confirm the AOCDISBSUM Process Name is listed and selected in the Process List section.
b. Click the OK button to return to the Disbursement Reports page.

ORACLE
Home | Workist | MultiChannel Console
Favorites Main Menu > Marylanvaudiciary > Reports > Disbursement Reports
{2 New Window
Process Scheduler Request
User ID: lauren.smith Run Control ID: LRV
Server Name: v Run Date: |03/08/2014 el
Recurrence: - Run Time: [1:15:17PM | Resetto Current Date/Time |
Time Zone: Q
Process List
cle Description Process Name Process Type *Type *Format Distribution
Disbursement Reports AOCDISBSUM Bl Publisher Web v HTM ~ Distribution

C ok ) cancel

4. The Disbursement Reports page will display.

a. A Process Instance number will display indicating that the AOCDISBSUM process has begun.
b. Select the Process Monitor link to see the run and distribution statuses.
5. The Process List page will display.
a. Review the Process List to see the AOCDISBSUM process is running.
b. Click the Refresh button until Run Status = Success and Distribution Status = Posted.
c. Click the Details Link next to the Distribution Status

ORACLE

Home [ Worklist ] MultiChannel Console
Favorites © Main Menu > Maryland Judiciary > Reports > Disbursement Reports

&1 New Window

user ID[laurensmith | Q@ Type ~ | Last - [ 1 Days -~
Server - Name [—Q Instance I to [
Run Status v Distribution Status -~ Save On Refresh

Process List Personalize | Find | Views A0 | B | 2 First Bl 43 0F3 13 Last

Select Instance Seq. Process Type :;o";::ss User Run Date/Time Run Status W Details

] 183554 BI Publisher |AOCDISBSUM lauren.smith 03/08/2014 5:44:35PM EST

1 |183s553 | Bl Publisher |AOCDISBSUM lauren.smith 02/08/2014 4:50:09PM EST  Suces "Posted Details ]

] |183548 | Bl Publisher AOCDISBSUM lauren.smith 03/08/2014 1:15:-17PM EST Success  Posted Detais |

Go backtc AOC DIS SUM
|E) save | (=] Notity |

Process List | Server List
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* GEARS OTC - End-of-Month Local Revenue Disbursements Process

6. The Process Detail page will display.
a. Click the View Log/Trace link.

ORACL
Home | Worklist
Favorites Main Menu > Maryland Judiciary > Reports > Disbursement Reports
Process Detail
Instance 183554 Type Bl Publisher
Name ACCDISBSUM Description Disbursement Reports
Run Status Success Distribution Status Posted
(Run ¥ Update Process
Run Control ID LRV Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
@ Delete Request
Recurrence Restart Request
Request Created On 032/08/2014 5:50:26PM EST Parameters Transfer
Run Anytime After 03/08/2014 5:44:35PM EST Message Log View Locks

Began Process At 03/08/2014 5:50:37PM EST Batch Timings
Ended Process At 03/08/2014 5:50:52PM EST

oK || cancel |

7. The View Log/Trace page will display
a. Click the AOC DISB_SUM.pdf link to open and review the Disbursement Summary Report

oORrRACL

Favorites - Main Menu > Maryland Judiciary > Reports > Disbursement Reports

Home

View Log/Trace
Report ID: 164886 Process Instance: 183554 Message Log
Name: AOCDISBSUM Process Type: XML Publisher

Run Status: Success

Disbursement Reports

Distrnibution Details

Distribution Node: PSUNIX Expiration Date: 03/22/2014
|AE_AOCDISBSUM 183554 stdout 2,090 ' 03/08/2014 5:50:52.204481PM EST
|AE_ AgcnusE 183554 trc 5,514 |03/08/2014 5:50:52.204481PM EST
16,363 ' 03/08/2014 5:50:52.204481PM EST

Dastribute To

| Distribution ID Type *Distribution ID
lUser lauren.smith
| Return |
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OTC - End-of-Month Local Revenue Disbursements Process

MARYLAND
D — —

JUDICIARY

DISBURSEMENT TRANSMITTAL SUMMARY

Prepared By

Business Unit: JUDO6 - Carroll County Circuit Court

Date From: 02/01/2014 Date To: 02/28/2014
INVOICE INVOICE [ S PRODUCT  ACCOUNT INVOICE INT AMT VENDOR NAME FED ID
NUMBER DATE (PCA) (OBJECT) AMOUNT
0000946133 2014-02-28 Appearance 06290 9522 $2,276.12 157.580 CARROLL COUNTY 521108527
Fee LAW LIBRARY
0000946135 2014-02-28 CR Fine 06290 9522 $4.059.47 281.050 CARROLL COUNTY 521108527
LAW LIBRARY
0000946138 2014-02-28 BL- 06270 9511 $18.40 1270)] CITY OF TANEYTOWN 526000809
TaneyTown

b. After reviewing the report, notice that all amounts to be disbursed are displayed on the report
as a summary invoice amount per charge code/per customer.
i. Inthis example:
1. The Law Library receives money generated from Appearance Fees and CR Fines.
2. The City of Taneytown receives money generated from Business Licenses.

8. The Disbursement Summary Report with Interest Amounts shows the interest disbursement amount per
charge code/per customer. These amounts will be useful when creating the Interest Bills. By running
this process, the system generates the amounts for you instead of you having to do it manually.
(However, there could be slight rounding differences that would require an adjustment when entering
the interest bills.)

a. Using the information on the report, a single interest bill will need to be created for each unique
customer.

b. Forthe report shown, two interest bills must be created to disburse the interest.

MARYLAND S

JUDICIARY
DISBURSEMENT TRANSMITTAL SUMMARY

Prepared By

Business Unit: JUDO06 - Carroll County Circuit Court

Date From: 02/01/2014 Date To: 02/28/2014
O INVO ] A PROD A O 0 A DOR NA ED ID
BER DA PCA OB AMO

0000946133 2014-02-28 Appearance 06290 9522 $2,276.12 157.58 CARROLL COUNTY | 08527

Fee LAW LIBRARY Bill #1 |
0000946135 2014-02-28 CR Fine 06290 9522 $4.059.47 281.050 CARROLL COUNTY 08527

1L AW | IBRARY
0000946138 2014-02-28 BL - 06270 9511 31840 | 1.27 CITY OF TANEYTOWN 00809 |
TaneyTown Bill #2

Interest Amount
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STEP 5.2 - Create a Local Interest Bill
NAVIGATION: Main Menu > Billing > Maintain Bills > Standard Billing

1. The Bill Entry page will display.

Click the “Add a New Value” tab to create a new bill.

Business Unit: Enter “JUD##”, where ## is your 2-digit county code.

Bill Type Identifier: Enter “INT”

Bill Source: Enter “LOCAL_REV”

Customer: Enter the Local Revenue Customer that will receive the disbursement.

Invoice Date: Enter the last day of the previous month (same date as local revenue bills.)
Accounting Date: Enter the last day of the previous month (same date as local revenue bills.)
Click the Add button to create the new interest bill.

S®m *0 o0 T oo

T S|
Favorites | Main Menu > Biling > Maintain Bills > Standard Biling
Bill Entry

Find an Existing Value w

Business Unit: |JL.IDIEIE '
Invoice: |NEKT

EiIITyrpeIdentiﬂenhNT Q

Bill Source: |LGC.AL_RE‘-I Q

Customer: |LoCD005192 Q,

Invoice Date: |02282EI1¢ EI
Accounting Date: (02282014 54}
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GEARS OTC - End-of-Month Local Revenue Disbursements Process

2. The default tab, Header - Info 1, of the bill detail page will display.
a. Click the Line — Info 1 tab.

3. The Line = Info 1 page will display.

a. Table: enter “ID”

b. Identifier: enter “INTEREST”

c. Gross Extended: (enter the negative dollar amount (e.g. -$5.00) to be disbursed to the 1°
customer from the Disbursement Transmittal Summary report with interest amounts listed.) If
there is a rounding issue and the disbursement amount on the report is different than what was
entered at the time the report was run: (e.g.: $1000.00 entered BUT $999.98 disbursed on
report)

i. Add the difference to the Disbursement Party/Agency with the largest portion of the
Local Revenue.
ii. Be sure to add this to the Gross Extended amount on the bill
d. Click the Refresh button.
Click the Accounting link.

Favovrites i MainvMenu > Billlng > Maintgin Bils > Standard Biling

{7 New Window  [&’ Personalize Page B http
Header - Info 1

Unit: JUD0B Bill To: LOC0005192 Pretax Amt: -157.58 USD
Invoice: NEXT CARROLL COUNTY LAW Max Rows: 5
LIBRARY =& | 2k

Find | View Al First K 4 014 DY L ast

Identifier Look Up Date: |02128/2014 [5] =
Seq: 1 Line Net Extended -157.58
@L [D @ Iidentifier [INTEREST > Q_ Description: [Local Revenue Interest
Quantity: 1.0000 From Date: [ ]
Unit of Measure: EA Q To Date: [ B
Unit Price: -157,5800 Line Type: [REV Q Accumulate
Gross Extended: @ Tax Code: [ Q [FTax Exempt
Less Discount: 0.00 ot ‘ 2
Plus Surcharge: 0.00
Net Extended: -157.58
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: -157.58

Go to: Line Info 2 Tax Discount/Surcharge
Notes

Express Entry

: ,
Summary Bill Search Line Search Navigation: Line - Info 1 v | Prev Next

B save | =] Notify EyAdd Update/Display

Header - Info 1| Line - Info 1
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GEARS OTC - End-of-Month Local Revenue Disbursements Process

4. The Acctg — Rev Distribution tab will display.

a. Verify the Identifier: = INTEREST, Amounts (Pretax and Net Extended) are correct and the
Distribution Code information is correct (e.g.: Dxx2709511).
i. Add “INT” in the “Dept” field. (INT is the Bill Type ID from the Header Info 1 page.)
b. Click the Save button. (Note: An Invoice ID is assigned to your interest bill when saved.)
c. Select the Header — Order Info option from the Navigation: drop-down at the bottom right of
the page.

Favorites = Main Menu > Billl;ng > Maintain Bils > Standard Biling

Header-info1 | Line-info1 [akECRECRE Gl

Unit: JUD0G Bill To: LOC0005192 Pretax Amt: @ w
Invoice: NEXT CARROLL COUNTY LAW = & MaxRows: T =

LIBRARY

B htp

http

A New Window  [& Personalize Page

Find | View All Frst 4] 1of1 )] Last

Seq: 1 Line: Net Extended:

Identifier: INTEREST Description: Local Revenue Interest

Bl Creates GL Acct Entries
e Distribution - Revenue Personaiize | Find | View 21| BV | 3 Fiat Ll qorq I Lot

I Acctg Information Reference Information

Batch Approp
H Code Aay PCA Fund Account Program Niriter Approp Yr Dept Percentage
|[# [ [pos2709511() [cos /@ (06270 [0706Q (9511 @ (0627 | [A0B27.Q |AY2014(< INT )1 [ 100000 | |
;: < m e »
Percent: 100.00 Amount: -157.58 Gross Extended: -157.58
Goto: Line Info 2 Tax Accounting Discount/Surcharge
s e
Summary Bill Search Line Search Navigation: Acctg - Rev Distribution vl Prev  Next |

(@ save ) olty | 4 Refresh | [EvAdd | |7 UpdateiDisplay |
Header - Info 1 | Line - Info 1 | Acctg - Rev Distribution
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GEARS OTC - End-of-Month Local Revenue Disbursements Process

5. The Header — Order Info tab will display.

a. Enter “INTEREST” in the PO Ref: field. NOTE: Must be spelled out as INTEREST.
b. Click the Save button.

ORACLE’
Home | Workist | MuliChannelConsole | AddtoFavorites | Signout

Favorites - Main Menu > Biling > Maintain Bils > Standard Biling

Header-Info 1 | [RaE=lESCGEAUGEN  Line - Info 1

@ New Window [& Personalize Page B htp

hep

Unit: JUDOG Bill To: LOC0005192 Pretax Amt: #1157.58 USD
Invoice: NEXT CARROLL COUNTY LAW LIBRARY
< PO Ref: INTEREST > Freight Terms: Q
Contract: [ Q  ship Via: Q
Contract Date: [ Ex] Case Number: [
Contract Type: [ PK Slip No: [
OM Bus Unit: [ Q Sold To: Q
Order No: [ Q Sold Loc: Q
Order Date: el Ship To: Q
Ship Bus Unit: Ship Loc: Q
Ship ID: [
Goto: Header Info 2 Address Copy Address
ke s : ; :
Summary Bill Search Line Search igation: iHeader - Order Info i Prev Next

:Notifyr, % Refresh | [EvAdd | [ updateiisplay |

Header - Info 1 | Header - Order Info | Line - Info 1

6. Repeat the Create a Local Interest Bill Process (STEP 5.2) for each disbursement customer that will
receive a portion of the interest generated on Local Revenue.

END OF THE “INTEREST FOR CIRCUIT COURT ONLY” PORTION
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ﬂE ARS OTC - End-of-Month Local Revenue Disbursements Process

STEP 6: Update Bill Status - All bills generated from the Billing Interface or created manually are saved
with a status of “New”. These Bills must be changed from a “New” status to “Ready” to prepare the bill for
finalization. The system allows you to run the Change Status of Bills process, which changes the bill status to

“Ready”. The process will also generate an Invoice Status Change Report, which lists all bills where the status
changed to “Ready”.

NAVIGATION: Main Menu > Billing > Maintain Bills > Change Status of Bills

1. The Bill Status Change Run Control page will display.
a. Select a Run Control — Search if needed using the “Find an Existing Value” tab.
Recommendation is to use the run control id you created for LRV or Local Revenue.
2. The Change Status of Bills Run Control page will display.
a. Complete the following run control settings:
i. From Status: select “New”.
ii. To Status: select “Ready Bill”.
iii. Range Selection: select “Bill Source”.
iv. Business Unit: select “JUD##”, where ## is your 2-digit county code.
v. Source: enter “LOCAL_REV”.
b. Click the Save button.
c. Click the Run button.

ORACLE’
Home | Workist | WutiChannelConsole | AddtoFavortes | Signout

Favorites ; Main Menu > Biﬂlng > Maintain Bils > Change Status of Bills

@ NewWindow [ Personalize Page B hitp

http

Change Status of Bills

Run Control ID: LRV Report Manager  Process Monitor | Runr

Language: English

New [T Ready *New Bill Status: Ready Bill v
[T Hold [ canceled
[7 pending

[Tinclude Consolidation Group

O Al © Invoice ID Business Unit: JUD06 | Q

© Bill Cycle © CustiD SOHTce: |LOCAL REV Q
© Date Bill Added © Bill Type

© Range ID @ Bill Source

© Copy Group ID

B save | | Q Returnto Search | =] Notify EvAdd | /7 Updatemisplay |

3. The Process Scheduler Request page will display

a. Confirm the BIIVCSTS Process Name is listed and selected in the Process List section.
b. Click the OK button.
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! GEARS OTC - End-of-Month Local Revenue Disbursements Process

4. The Change Status of Bills page will display.
a. A Process Instance number will display to show that processing has begun.
b. Click the Process Monitor link.

5. The Process List page will display

a. Review the process list to see the BIIVCSTS process is running.
b. Click the Refresh button until Run Status = Success and Distribution Status = Posted.
c. Click the Details Link next to the Distribution Status.
6. The Process Detail page will display.
a. Click the View Log/Trace link to review the logs associated with the results of the process.
7. The View Log/Trace page will display.
a. Click the biivcsts PDF file to open the Invoice Status Change Report to review all bills. Notice
that all bills have a status of “RDY”.

ORACL
Home 1 Wworklist 1 MultiChannel Console | Add to Favorites | Sign out
Favcg‘ites : Main ‘I\jlenu > Bil!.i'ng > Maint@jn Bills > Change Status of Bills

=1 New Window =4 Personalize Page http

nEEs

View Log/Trace

Report

Report iD: 164893 Process Instance: 183568 Message Log
Name: BlIIVCSTS Process Type: SOR Report

Run Status: Success

Invoice Status Change
Distribution Details

Distribution Node: PSUMNIX Expiration Date: 1 o3/23/2014 ]
File Size es Datetime Created
1,539 03/09/2014 S5:19:11.706125PM EDT
2.384 03/09/2014 S:19:11.706135PM EDT
BIvVeS - ez= ‘o 03/09/2014 S5:19:11.706135PM EDT
Distribution ID Tvpe *Distribution ID
User lauren.smith

| Return |

PeopleSoft BI
Report ID: BIIVCSTS INVOICE STATUS CHANGE REPORT Page No. 1
Run Date 03/09/2014
Run Time 17:19:01

Status Unit  Invoice Number Type Bill-To Customer Name Customer Number Line Level Error Message Payment Terms GL AR Template
RD' JUDO6 0000946130 LRV  CARROLL COUNTY COMMISSIO  LOCO006156 IMMED B H X
RDY 0000946131 LRV  CARROLL COUNTY COMMISSIO LOCO006156 IMMED B H N
RDY 0000946132 LRV  CITY OF WESTMINSTER L0C0006087 IMMED B H N
RDY 0000946133 LRV  CARROLL COUNTY LAW LIBRA  L0OC0005192 IMMED B H XN
RDY 0000946134 LRV  CARROLL COUNTY COMMISSIO LOC0006156 IMMED B H X
RDY 0000946135 LRV  CARROLL COUNTY LAW LIBRA  LOC0005192 IMMED B H XN
RDY 0000946136 LRV  CARROLL COUNTY COMMISSIO LOC0006156 IMMED B H XN
RDY 0000946137 LRV MD STATE ARCHIVES LOC0006447 IMMED B H X
RDY 0000946138 LRV  CITY OF TANEYTOWN L0C0006084 IMMED B HE X
RDY 0000946139 LRV  CARROLL COUNTY SHERIFF LOCO006155 IMMED B H X
RDY 0000946140 LRV  FREDERICK COUNTY SHERIFF  LOC0006208 IMMED B H N
RDY 0000946141 LRV  BALTIMORE COUNTY SHERIFF  LOC0006138 IMMED B H X
RDY] 0000946142 LRV  TOWN OF MANCHESTER LOC0006795 IMMED B HE X
RD 0000946143 LRV  TOWN OF HAMPSTEAD L0C0006737 IMMED B HE XN

Range Option: BILL SOURCE

Bill Source Id: LOCAL REV

Business Unit: JUD06

Total Number of bills updated: 14
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STEP 7: Process Single Action Invoice - Finalize bills by running the Single Action Invoice process.
This process only runs when bills have a status of “RDY”.

NAVIGATION: Main Menu > Billing > Generate Invoices > Non-Consolidated > Single Action Invoice

1. The Single Action Invoice page will display.
a. Select a Run Control - Search if needed using the “Find an Existing Value” tab. Recommendation
is to use the run control id you created for LRV or Local Revenue.
2. The Single Action Invoice Run Control page will display.
a. Complete the following run control settings:
i. Invoice Date Option: select “Processing Date”.
ii. Posting Action: select “Batch Standard”.
iii. Range Selection: select “Bill Source”.

iv. Business Unit: enter “JUD##”, where ## is your 2-digit county code.
v. Source: enter “LOCAL_REV”.

ORACLE’

Home | Wosklist | MultiChannel Conscle | Addio Favorites | Signout
Favorites  MainMenu > Biling > Generate Invoices

> Non-Consolidated > Single Action Invoice

= & Wit o =7 ;. fr
(& New Window [’ Personalize Page rf'z’. http
Single Action Invoice Print Options

Run Control LRV Report Manager Process Monitor

1D:
Language:  English v @ specified ) Recipient's

Eind { View All First Rl 1of1 I3 Last

'Seq Nbr: 1 E E
Invoice Date Option

@ Processing Date
@ user Defined

MPosting Action
©) Do Not Post @ Batch Standard
Business Unit: JUDOE6 Q@
©an © invoice ID Source: LOCAL_REV
) Bill Cycle ) CustiID
© pate Bill Added @ Bill Type
@) Range 1D @ Bill Source

@ Public Voucher Number

Notify [(xAdd | p]Update/Display

Single Action Invoice | Print Opticns

b. Click the Save button.

c. Click the small “Bills to be Processed” icon in the upper right of the page to confirm the
number of Bills. (Note the # for verification later in the process.)
i. Click the Return button to return to the Single Action Invoice run control page, and then
click the Run button.
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Bills To Be Processed

Bills To Be Processed Personalize | Eind | Wiew Al | B | 8 Fist £ fﬁa[ - R
Bl Unit | Inwvoice Status Customer Inw Layout Layout Type Bill To Media v
Juoog | 0000845130 RO LOCO006156 XMLPUB X Print Copy
JuDog | 0000945131 RO LOCO005158 XMLPUB X Print Copy
JuDog | 0000945132 RO LOCo00s087 XMLPUB X Print Copy
Jupos 0000945133 RO LOCO005192 XMLPUB X Print Copy
Jupos 0000945134 RO LOCO005158 XMLPUB X Print Copy
Jupos | 0000945135 RO LOCO005152 XMLPUB X Print Copy
Jupos | 0000945138 RO LOCO005158 XMLPUB X Print Copy
Jupos | 0000945137 RO LOCO005447 XMLPUB X Print Copy
Jupos 0000945138 RO LOCO005084 XMLPUB X Print Copy

D

3. The Process Scheduler Request page will display.
a. Select the AOC_MAIN (AOC Circuit & District Courts) Process Name in the Process List section.
b. Click the OK button.

Favorites = Main Menu > Biling > GeneratelInvoices > Non-Consolidated » Single Action Invoice
(& New Window  [&

Process Scheduler Request

User ID: lauren.smith Run Control ID: LRV
Server Name: v Run Date: |03/12/2014 [3¢
Recurrence: v Run Time: [3:00:33PM ‘,7 Resett(; émentDate?l’m E

Time Zone: Q

Select Description Process Name Process Type *Type *Format Distribution
AOC Invoicing - GRANTS ONLY AOC_GMBI PSJob (None) « (None) « Distribution
AOC Circuit & District Courts AOC_MAIN PSJob (None) « (None} « Distribution
Pre-process & Finalization BINVC000 Application Engine  Web v TXT + Distribution

4. The Single Action Invoice Run Control page will display.
a. A Process Instance number will display indicating that the AOC_MAIN process has begun.
b. Click the Process Monitor link.
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OTC - End-of-Month Local Revenue Disbursements Process

5. The Process List page will display.
a. Clickthe AOC _MAIN process name link to see its sub-processes.
b. Click the Refresh button until the status of all sub-processes reads “SUCCESS”.

Favorites = Main Menu > Biling » Generate Invoices » MNon-Consolidated ° Single Action Invaice

Process Detail

Process Name:  AQC_MAIN Refresh

Main Job Instance: 195445

Left | Right

B 195445 _anC

> 195446 - BIVC000 Success

@ 195447 "Bl IVCEXT Success
@ 195448 - BICURCNV Success

[® 195449 - AOC BIPRELD Suceess

i. Click the BIIVC000 sub-process.
1. Click the Message Log link. This number should match the number of bill
headers you noted from the Billing Interface process.
NOTE: Make sure that “0 bill(s) were found to contain errors(s).” If there are errors,
STOP and call the helpdesk.
Click the Return button, then the OK button to return to the AOC_MAIN. Click the
BILDARO1 sub-process.
1. Click the View Log/Trace link and select the PDF file. Review the “Load AR
Pending Items” report to confirm total # of invoices and amounts.

Pecplasort BI
Raport ID: BILDAROL LOAD AR PENDING ITEMS Page No. 1
Run Data 03/24/2014
Run Tima 14:35:01

Range Opticm: BILL SOURCE

B11l Sourca Id: LOCAL REV

Businesa Unit:

Post Action: Post Later

ENTRY ENTRY ENTRY

CROUP ID Seg # COST ID ITEN {INVOICE} LINE TYPE RSN USE ID ENTRY AMOUNT CUR ENTRY ANCUNT (BASE) CUR ACCOUNTING DT TESMS

162 1 LOC000S025 0000975249 R INNED
2 LOC000S243 0000575244 R NMED
3 LOC0006024 0000575236 cR INMED
4 LOCO0006153 0000975238 CR IMNED
s LOC0006153 0000575241 cR INMED
3 LOC0006153 0000575242 cR INNED
7 LOCO006153 0000575247 R INNED
8 LOC0006154 0000975232 cR INMED
3 LOC0006154 0000575233 cR INMED
10 LOCO006154 0000975234 cR INNED
11 LOCO006154 0000875235 cR INNED
12 LOCO006154 0000875237 cR INMED
13 LOCO0006154 0000975239 CR INNED
14 LOCO006154 0000575240 cR INMED
is LOC000E154 0000975243 CR INMED
26 LOC0006154 0000575245 cR INMED
a7 LOCO00E154 0000575246 CR INMED
18 LOC0006154 0000575243 R INMED
13 LOCO006154 0000575251 m INMED
20 LOCO006447 0000575250 cR INMED

# OF INVOI IN GROUP: 20

# OF AR S IN GROUP: 20

ACCOUNTS RECESIVAELE AMOUNT : -11

o

.155.46 USD

TOTAL # OF INVOICES PROCESSED: 20
TOTAL # OF AR ENTRIES CENERATED: 20
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STEP 8: Run the AR_UPDATE Process for Local Revenue — The Request Receivables Update
process updates each customer’s bills or payments in the AR module.

NAVIGATION: Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update

1. The Request Receivables Update Run Control page will display.
a. Select a Run Control - Search if needed using the “Find an Existing Value” tab or create a new
one by selecting the “Add a New Value” tab and enter a Run Control ID (e.g.: “LRV” for Local
Revenue).
2. The Receivable Update Request page will display.
a. Enter the following run control parameters.
i.  Group Unit: enter “JUD##”, where ## is your 2-digit county code.
ii. Process Frequency: = “Always”
iii. Accounting Date From: enter 01/01/2013.
iv.  Accounting Date To: Enter today’s date.
b. Click the Save button.
c. Click the Run button.

Favtlribes Mainf'lenu > AmountsE.eoeivable > F‘.eceivabls.s Update » ReqguestReceivables Update

Receivable Update Request Options

& New Window E’ Perszonalize Page n@: hitp

Run Control 1D LRV Report Manager Process Monitor Run
Process Request Parameters Find | Wiew All  First Al g of4 L st
*Group Unit: Juooz |3y [+][=]
Process Frequency: Always - *High Balance Basis Date: Run Date -
*Accounting Date From: 01/01/2013 |[5 *Accounting Date To: 04/01/2014 |[3)

Customer History Options

[Fluser pefined Last Run On:
D Payment Performance
[Mpso Process Instance:
SubCustomer
&) Save [E=] Motify [Feadd | #F|Updste/Display

Receivable Update Reguest | Options
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GEARS

3. The Process Scheduler Request page will display.
Confirm the ARUPDATE (PS/AR Receivable Update) Process Name is listed and selected in the

a.
Process List section.

b. Click the OK button.

Favarites Main Menu 5 Accounts Receivable » Receivables Update » Request Receivables Update
(B New Window E/F‘ersunalize Page r!E@:h‘rn::-

Process Scheduler Request
Run Control 1D: LRV

Run Date: [04/01/2014 [

User ID: lauren.zmih

Server Name: -
Recurrence: - Run Time:[1:23:a1Pm | | Resetto Current Date/Time
Time Zone:| @
Process List
Select Description Process Mame Process Type *Type *Format Diistributicn
ARUPDATE PSJob (Mone} - (Mone} « Distribution

‘ PS/AR Receivable Update

C oD camen

4. The Receivable Update Request page will display.
a. A Process Instance number will display indicating that the ARUPDATE process has begun.

b. Click the Process Monitor link.

5. The Process List page will display.
a. Review the Process List to see the ARUPDATE process is running.

b. Click the ARUPDATE process name link to see its sub-processes.

Favarites i Main Menu > Accounts Receivable > Receivables Update @ Request Receivables Update

Sorer
Last - [ 1 Days - | Refresh

User ID[laurensmith @, Type -
- Hame ’70\ Instance | to |

Server -
- Sawve On Refresh

Distribution Status

-

Run Status

First N 4 0f1 LI [ast

Personalize | Find |

Process List
Process User Run Date/Time Run Status Distribution Details
Status

Select Instance . Process Type b
Select Instance Seq. Process

& RUPDA] auren.smith | 04/11/2014 S:45:48AM EDT Success

[ |208251 PSJob
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6. The Process Detail page will display.

a. Click the Refresh button until the status of all sub-processes reads “SUCCESS”.
b. Click the expand icon ¥ for the AR POST sub-process.

c. Click the AR POST1 link.

Favorites | Main Menu 5 PeopLeTools )

Process Detail

Process Name:  ARUPDATE

Main Job Instance: 202937

Left | Right

|

203937 - ARUPDATE Success

AR UPDATE Success
- AR PGE Success

- AR POST Success
202939 - AR UPDATE? Success

Return

Last Revised: 06/29/2016

Process E-;chaduler 3

Process Monitor

Refresh

Favorites | Main Menu s PeaplsTuols 5 Prmﬁsf'ncheduler % Process Monitor

Process Detail

Process Name:

ARUFDATE Refresh

Main Job Instance: 202937
Left | Right

[ 202927 - ARUPDATE Success
*

.
cy

[

202938 - AR UPDATE Success
202940 - AR PG Sucoess

Return
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d. Click the Message Log link to review the number of updated transactions. Take note of:

i. The number of Transactions selected. This should match the number of invoices on the
Disbursement Transmittal Summary you printed earlier. (e.g., 11 Transactions selected
to be processed).

ii. The number of Transactions rejected. If there are rejected transactions, STOP and call
the JIS Help Desk to submit a ticket.

Favg_rites i Mainﬁﬂenu » AccountsE.eceivable 3 Flec\eiuabl_ss Update @ RequestReceivables Update

Message Log

Instance: 202753 Type: Application Engine
Harme: AR_POSTH Description:PS/AR Posting
Personalize | Find | View All | X First El 1-12 of 12 3 Last
Seweri Log Tirme Mes Text Explain
10 2:28:23PM Phase | - Building Work Tables E=xplain
10 2:28:24PM & Groups Selected Explain
10 2:28:31PM 1 Row (s} Processed E=xplain
10 2:28:35PM & Customers will be affected in 1 Business Units E=xplain
10 2383 7PM 11 TrE_lnsactans Selected( 11 Affecting Existing tems, O Explains
Creating New ltems})
10 2:28:38PM 0 Transactions rejected Explain
P 11 Tran=zactions affecting 11 kem= (11 Existing, 0 New, 0 =
10 2:28:40PM Errs) Selected Explain
10 2:28:43PM 11 tems to be processed, 0 New, 11 Existing E=xplain
10 2:28:46PM Phase Il - Database Update Explain
10 o8- 4GP0 & Groups with 11 Transactions affecting 11 tems of & e
Customers Processed
P Published message with ID cdb16e1e-bb5d-11e3- -
EEEIETLEL af637-fc80al07717ae to create entry in folder GEMERAL . =i
=T Succe_s&fulry posted generated files to the report i
repository
Return
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STEP 9: Verify Local Revenue Disbursements - Review individual customer accounts.

NOTE: To view all payments, leave the Customer field blank.

NAVIGATION: Main Menu > Accounts Receivable > Customer Accounts > Item Information > Item List

1. The Item List page will display.

a. SetID: leave set to the default of “SHARE”.

b. Unit: enter “JUD##”, where ## is your 2-digit county code.

c. Customer: leave blank to view all open items for all customers.
d. Click the Search button.
e

Review the results in the /tem List section to ensure the Total Amount is correct, and the
number of bill in the Item List (blue line) is correct, and that the Entry Reason reads “LRVDS or
LRINT”, as these are the items to be processed.

Favoritas - Main Menu > AccountsReceivable > Customer Accounts : Item Information > Item List

Ji B8 Advanced Search |

SetlD: Wi Unit: Customer: @ “Level: Mo Relationship v

*Status: Open M | Search—| Advanced Search
Account Overview
ftem Action
Range: | [elo] |1 SelectAll L Deselect All | Selact Action.. - | GO |

TN
\__

m“ Delail2 | Defal | Detaié | DefalS | Details |
=4

:'E? Select  Item Line  Activities Unit Customer ID Status Terms ::.::g :':;:OH Due xf: Item Balance Cur
1 0004394490 1JUD13  LOCO006236 Open IMMED CR LRINT 0713112015 7 -100.00U3D
2 0004394491 1JUD13 | LOCO0006238 Open IMMED CR LRVDS 0713112015 7 -345.00UsD
3 0004394492 1JUD13 LOCO006236 Open IMMED CR LRVDS 0713112015 7 -2,315,065.14U3D
4 0004394493 1JUD13  LOCO006236 Open IMMED CR LRVDS 0713112015 7 -9,675.00UsD
5 0004394494 1JUD13 LOCO006236 Open IMMED CR LRVDS 0713112015 7 -800.00UsD
i 0004394495 1JUD13  LOCO006236 Open IMMED CR LRVDS 0713112015 7 -7,334.15UsD
7 0004394496 1JUD13  LOCO006236 Open IMMED CR LRVDS 0713112015 7 -2,693.24 UsD
8 0004394497 1JUD13 | LOCO006238 Open IMMED CR LRVDS 0713112015 7 -3,690.00UsSD

Search Result Totals

Debits: Debit Amount: Currency: usD

Credits: g Credit Amount: -2,339,759.53 Currency: usb

Total: 9 Total Amount: Currency: usp

Selected: Currency:
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STEP 10: Run the AR Aging Report - Run the Detail by Unit Aging report. By using the Detail Aging
report, you will see each credit invoice (ordered by LOC customer ID) on the report that corresponds to each
Item ID on the Maintenance Refund Worksheet page. This will help to indicate the number of open items to
select, and match the total at the bottom of the page to the aging report for that customer.

Example: If Customer ID LOC0006599 has 8 open invoices for March on the Aging Report, that same Customer

should have 8 open items on the refund worksheet.
NAVIGATION: Accounts Receivables > Receivables Analysis > Aging > Aging Detail by Unit Rpt

1. The Aging Detail by Unit Run Control page will display.
a. Select a Run Control - Search if needed using the “Find an Existing Value” tab or create a new
one by selecting the “Add a New Value” tab and enter a Run Control ID (e.g.: “LRV” for Local
Revenue).
2. The Aging Detail by Unit page will display.
a. Enter the following run control parameters.
i. As of Date: = Enter today’s date.
ii. SetlD: will default to “SHARE".
iii. Aging ID: enter “AOC".
iv. Amount Type: will default to “Base Curr”.
v. Rate Type: “CRRNT”.
vi. Customer ID: Leave this field BLANK.
vii. Display Option: will default to “Include All”.
b. Inthe Business Unit section:
i. Business Unit: enter “JUD##”, where ## is your 2-digit county code.
c. Click the Save button.
d. Click the Run button.

Favorites | Main Menu - F.{:{:Duntﬁfecei'.lable . Recei'.labl;ﬁ Anzahrsis Aging 3 Aging Dretail by Unit Rpt

Aging Detail By Unit

Run Control ID: LW Report Process Monitor Run
- Manager
Language: English -
As of Date: 0450202014 ()
SetiD: SHARE CORPORATE SETID
Aging 1D: PO G 2 ADGC Aging
Armount Type: Base Cumr -

Rate Type: CRRNTC Cumrent Rate
Customer ID: e} Leave field blank
*Display Cpticn: Include All
*Business Unit rescription
JUDZ3 = | Worcester County Circuit Court = | =
&) Save 4t Return to Search Previous in List +/1l] Mext i List [="] Maotify + Audid Updates Display
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3. The Process Scheduler Request page will display.
a. Confirm the Process Name AR30003 (Aging Detail by Business Unit) is listed and selected in the
Process List section.
b. Click the OK button.

Favgrites | Main Menu 2 Pau:nunisf.eneivable -1 R.eneivabl;ﬁ Anabysis & Aging I Aging Dretail by Uinit Rpt

Process Scheduler Request

User ID: |lsuren.smith Run Control ID: LRW
Server Hame: FSUMN - Run Date: (040202014 )
Recurrence: - Run Time: (10:45:41AK Reset to Cumrent Dated/Time

Time Zone: &

Process List

Select Descriptiocn Process Mame Process Type *Type *Format Distribution
Aging Detail by Business Unit AR200032 S0OR Report Web - PDF -  Distribution

G

4. The Aging Detail by Unit page will display.
a. A Process Instance number will display indicating that the process has begun.
b. Click the Process Monitor link.

5. The Process List page will display.

a. Review the Process List to see the AR30003 process is running.

b. Click the Refresh button until the Run Status = “Success” and the Distribution Status =
“Posted”.

c. Click the Details link.

Fawvgrites Main Menu 3 ﬁcmunisf.eceivable > R.eﬂeivabl;ﬁ Anahrsis Aging 3 Aging Cretail by Lnit Rpt

=

Actions
User ID|lauren.smith [ Type - Last - | 1 Days - Refresh
Server - Marme Y Instance | to |
Run Status - Distribution Status -~  [¥] sawe On Refresh
Personalize | Find | Y M oot B 45 0f5 0 Last
Select| Instance | Seq. |Process Fype Process Name User Run Date/Time Run Status Dismtl:isb"“““ Details
B 040802014
I:I 208727 SOR Report ARZ0002 lauren.smith 10:-a5:421a0 EDT Sucocess Posted @
2 2 B 04/082014 -
1 |=zoev17 FSlob ARUPDATE lauren.smith| o0 S DT Sucoess Fosted Details
|:| 2087032 PSJlob AT MAIN lauren.smith EDTWZD14 FeaesaaM Sucoess Posted Details
|:| 208702 SOR Report BINVCSTS lauren.smith ‘IJEDTWZG14 SeEETTAM Sucocess Fosted Detsils
|:| 208898 Application Engine | ACC_BIIFD001 | lauren.smith ?ED_I_BJ'ZD14 SRR Success FPosted Detsils
So back to Aging Detail by Unit Rpt
=) Save 7] Moty
FProcess List | Server List
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6. The Process Detail page will display.
a. Click the View Log/Trace link.
b. Click the PDF link to open the “Aging Detail by Business Unit” report listed by Customer.

NOTE: This report will list each item or credit bill per customer. You will use this report when
creating the refund worksheets to ensure you are selecting all items on this report in your

worksheet.
PeopleSoft Receivabhles

Report ID: RR30NI0D3 AGTHG DETATL. BY BUSINESS ONIT Page Ho. 1
Rging Id: SHRRE/ROC 05-AFR-2014 Bun Date 04/05/2014
Currency Baze Currency Bun Time 10:47:3%
Rate Type: CRENT
Item Line k= Of Ent Typ/Ban Terma Cocument Cur Amount Future Current 31-€0 £1-55585
Jup2aa Lacoo0E0L? MAYOR ¢ COUNCIL OF BERLIN BERLIN MD
00011148112 0 93/31/2014 CR LRVD3 IMMED osD =17.28 =-17.28

Towal MAYOR & COUNCIL OF BERLIN =17.2% =17.28
JUp23 Lacoon&0&s MAYOR & CITY COUNCIL OF OCEAN OCEAN CITY MD
000111481138 0 93/31/2014 CR LRVD3 IMMED uso =1,085. 88 =1,088.88

Total MAYOR & CITY COUMCIL OF OCEAN CITY -1,085.88 =-1,085. 88
Jup2a LOC0O0E0TO MAYOR & CITY COUNCIL OF POCCMC FOCCMORE MD
Q001116115 0 02/31/2014 CR LRVD3 IMMED uso =54€.2% =54€.29

Tatal MAYOR & CITY COUNCIL OF POCOMOEE =54€.2% =54€.29
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STEP 11: Create a Refund Worksheet - The worksheet will be used to mark the open items
(invoices) as refunds so they can be processed by the Request Refund Item process which loads the items into
Accounts Payable for disbursement.

NAVIGATION: Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Update Worksheet

NOTE: Click Search to see if there are already existing worksheets before creating a new worksheet. If a
worksheet exists, be sure it is completed and do not create another one for this same Customer ID.

TO CREATE A NEW WORKSHEET
NAVIGATION: Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet

1. Click the Add a New Value tab to create a new worksheet.
NOTE: A Refund Worksheet must be created for each customer to receive a disbursement.
a. Worksheet Business Unit: enter “JUD##”.
b. Click the Add button.

Create Worksheet

Vs st Bslnsss Lnit: | Do 2|
W mrcE Ressst B0 WERT
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2. The Worksheet Selection page will display.

a. CustID: enter the customer number from the Aging Report (LOCOO0XXXXX).
Hit the “TAB” key on your keyboard to auto-fill the remaining information.
Be sure the Business Unit field has your JUDxx filled in. If not, insert it.
Be sure that the Acctg Date: defaults to today’s date.
Click the Build button.

© 2o T

Fmrgri:ah-lﬂﬂ'u 3 ﬂﬂm.rlsfmﬂvﬂ:le 3 Reneivd:llﬁ_hﬁiﬂ'm 3 Mi.'lﬂ'ﬁrius“lork:l‘iaet % Create Workshest

Worksheet Selection Worksheet Matches

Unit: JUD23 Worksheet ID: 188
Customer Criteria

*Customer Criteria: Customer Reference - » [
Customer Items hd Cust ID: ‘ Business Unit [#=
Name: WORCESTER COUNTY COMMISSIONERS
Remit SetlD: SHARE Remit From ID: LOCD0DE83TI
Corporate SetlD: SHARE Corporate 10: LOCO00837Te
Rate Type: ferrnT oy Acetg Date: dZEEEED
MICR I1D: ] [ LinkMICR

Reference Criteria
*Reference Criteria:
None
*Restrict to:
All Customers
*Match Rule:
Exact Match
Anchor BU:

Q

Iltemn Reference

Itemn Inclusion Options

@ Al ltems ) Deduction ltems Cnly ) ltems in Dispute Cnly
Exclude Deduction ltems Exclude Collection ltems Exclude Dispute ltems

ltem Selection Filter

Acctg Date From: ) Acctg Date To: 5
AR Specialist: a, Deduction Reason: a Broker |D: a3,

Waorksheet Action
'm | Clear Created Date/Time: 04/09/14 10:574M  Mumber of items in worksheet: 7
Worksheet Selection Worksheet Application Worksheet Adction

| Save | LLRetumn to Search  |[27|Motify |, Refresh |[fyAdd | | Update/Display

Worksheet Selection | Worksheet Matches
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3. The Worksheet Application page will display. Perform the following steps in the order they are listed:
a. Reason Code: enter “LOCAL_REV” in the upper right corner of the page.
b. Inthe Item Action section:
i. Entry Type: select “Refund A Credit”.
ii. Reason: select “LRVDS” or select from the look-up list by using the magnifying glass.
c. Inthe ltem List section, click the View All link if necessary to see all entries for disbursement.
i. Select the checkbox to the left of ALL of the entries to be disbursed, including interest.
d. Click the Refresh button to auto-fill the Type and Reason fields for each line selected.
. Click the Save button.
f. Click the Worksheet Action link at the bottom of the page.

Favgrihes Mainylenu ) Accounts;Receivable ) Receivables'Maintenance » Maintenance Worksheet © Create Worksheet

Worksheet Application Anchor information
Unit:  Jup23 Worksheet ID: 192 Currency: UsD Accounting Date: 0411112014 Reason Code: y

fem Acon sy Coiol

Entry Type: Refund A Credit ‘ Choice: Select Range v | | Display: Al tems v  Go

Q| | onge: et

Reason:

" Detail 1 TS Detail 4 Detail 8

Detail 5

Detsil 3

‘ View Detail ::: Balance  Currency ftem D Line Type Reason Unit Customer
‘ E"E 1 -170.59 |USD 0001116113 lR(‘. iQ ‘LRVDS Q JuDz23 LOC0006584 [—ﬂ E“
- Addtem
Balance
Dr: 000 Cr o 0.00 Adj:  0.00 Net:  0.00 wo:  0.00 Ref:  -170.59 ‘

Worksheet Selection Worksheet Application Worksheet Action Attachments (0} View Audit Logs
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4. The Worksheet Action page will display.

a. Inthe Posting Action section, select the Batch Standard option.

b. Click the OK button.
c. Click the Save button.

Note: Repeat STEP 11 as needed for each customer receiving a disbursement.

Fawlrites i MainvMenu 3 Accountsﬂeceivable 3 Receivables_Maintenance ¥ Maintenanchorksheet % Update Waorksheet

Worksheet Action

Unit:  JUD23 Worksheet 1D

188 Accounting Date: 04/09/2014

Status: Do Mot Post
Worksheet Action Posting Action

Delete Worksheet ActioffwBatch Standard

Celete Maintenance Group

Accounting Entry Action

Create/Review Entries

Worksheet Selection Worksheet Application

Worksheet Action

L\Return to Search  |[7] Motify
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STEP 12: Re-Run the AR _ UPDATE Process for Local Revenue

NAVIGATION: Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update

1. The Request Receivables Update Run Control page will display.

a. Select a Run Control - Search if needed using the “Find an Existing Value” tab or create a new

one by selecting the “Add a New Value” tab and enter a Run Control ID (e.g.: “LRV” for Local
Revenue).

2. The Receivable Update Request page will display.
a. Enter the following run control parameters.

i. Process Frequency: = “Always”
ii. Accounting Date From: 01/01/2013.

iii. Accounting Date To: Enter today’s date.
b. Click the Save button.

c. Click the Run button.

ORACLE’

Home | Worklist | MultiChannel Conscle | Add to Favorites |
Favorites | Main Menu > Accounts Receivable > Receivables Update » RequestReceivables Update

Sign out

g New Window B‘ Personalize Page "E hitp

Receivable Update Reguest Options

Run Control ID: LRV Report Manager Process r.1unitur@

Process Request Parameters

Find | View All  First 4 1of1 I3 Last
*Group Unit: Jupoz |3 &=
Process Frequency: *High Balance Basis Date: Hun Date -
*Accounting Date From: ‘W’ *Accounting Date To: 1

Customer History Options

Last Run On
User Defined Last Run On:
Payment Performance
DS0 Process Instance:
D SubCustomer

< [ Save >||E|Nutify | EeAdd

| #1|Update/Display
Receivable Update Reguest | Options
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3. The Process Scheduler Request page will display.
a. Confirm the ARUPDATE (PS/AR Receivable Update) Process Name is listed and selected in the
Process List section.
b. Click the OK button.

Fawiribes Mair‘lvMenu »  Accounts E.eoeivable » Reoei\rabl_ss Update : ReguestReceivables Update
(& New Window [& Personalize Page n'E:hﬂp

Process Scheduler Request

User ID: lauren.smith Run Control ID: LRW
Server Name: - Run Date: |04/01/2014 I}
Recurrence: - Run Time: |1:23:41PM | Reset to Current Dates/Time
Time Zone:’iq
Process List
Select Description Process Name Process Type TTrpe *Format Distribution
. PSIAR Receivable Update ARUPDATE PSlob (Mone) « (None} » Distribution

C oD cancel

4. The Receivable Update Request page will display.
a. A Process Instance number will display indicating that the AOC_MAIN process has begun.
b. Click the Process Monitor link.
5. The Process List page will display.
a. Review the Process List to see the ARUPDATE process is running.
b. Click the ARUPDATE process name link to see its sub-processes.

Favgrites Main'Menu > Acmunts_l}eceivable > Receivab!ss Update » ReguestReceivables Update

LE New Window [:f? Personalize Page

User ID|lauren.smith |3 Type ~ Last - | 1 Days - | Refresh
Server - Name Q Instance | to |
Run Status - Distribution Status - Save On Refresh

Process List Fersonslize | Find | view A1 | BV 3 Fiz B 42002 0 Lact

Process Distribution

Select Instance . Process Type Run Date/Time Run Status Details
Select Instance Seq. Process Ty m User Run Date/Time Run Status Status Details
[] |202785 PSlob ARUPDATE lauren.smith 04/03/2014 2:15:42PM EDT | Processing | N/A Details
] |202778 Bl Publisher AOCDISBSUM lauren smith | 04/03/2014 12:53:46PM EDT | Success Posted Details
Go back to Reguest Receivables Update
| [ Save  |[Z]Motify
Process List | Server List
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6. The Process Detail page will display.
a. Click the Refresh button until the status of all sub-processes reads “SUCCESS”.
b. Click the expand icon ¥ for the AR POST sub-process.
c. Click the AR POST1 link.

Favorites | Main Menu> PeopleTools 3 Process Scheduler 3 Process Monitor Favorites | Main Menu PeopleTook Process Scheduler 3 Process Monitor
Process Detail Process Detail
Process Name: ARUPDATE Process Mame: ARUPDATE ey
Main Job Instance: 202837 Main Job Instance: 202937
Left | Right Left | Right
& 202937 - ARUPDATE @
202 Al ATE Sucoess B 202837 - ARUPDATE Success
¢—§¢933 AR UPDATE Success _i 202938 - AR UPDATE Succsss
202840 - AR PGE Success “T’ 202940 - AR PGG Succes

202939 - AR UPDATEZ Success

@ 200

Return

d. Click the Message Log link to review the number of updated transactions. Take note of:
i. The number of groups selected. This should match the number of customers on the
Disbursement Statements you printed earlier. (e.g., 6 Groups Selected)
ii. The number of Items to be processed. This should match the number of invoices on the
Disbursement Transmittal Summary you printed earlier. (e.g., 11 Items to be processed)

Favo‘rites i Main&ﬂenu b Iﬂl\.::n::\\-.:u.JthsE.ec\eit-'atmle 1Y Receiuablss Update : ReguestReceivables Update

Message Log

Process
Instance: 202793 Type: Application Engine
Hame: AR_POSTH Description:PS/AR Posting

ze | Eind | View Al ] B 25 Fist Bl 392 of 12 L3 | ot

Sewverity Log Time Message Text Explain
10 2:28:23PM Phas=se | - Building Work Tables Explain
10 2:28:24PM 5 Groups Selected Explain
10 2:28:31PM 1 Row (s} Processed Explain
10 2:28:35PM & Customers will be affected in 1 Business Units Explain
10 SooEATEM 11 TrE_insa ction=s Selected(11 Affecting Existing tems, O rem—m—
Creating Mew kems)
10 2:28:38PM 0 Transactions rejected Explain
. . 11 Transactions affecting 11 kems (11 Existing, O MNew, O =
10 2:28:40PM Errs) Selected Explain
10 2:28:43PM 11 kems to be processed, O New, 11 Existing Explain
10 2:28:45PM Phas=se Il - katabase Update Explain
10 SoomATPM & Groups with 11 Transactions affecting 11 kems of & Eplcin
Customers Processed
. R Publizhed message with ID cdb1&6e1e-bb5d-11e3— -
EEEEREL AL a537-fc20a077178e to create entry in folder GEMERAL. Eogpiaia,
SoES0PM Su c:c:e_ssfulh.r posted generated files to the report Eplcin
repository
Return
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STEP 13: Re-Run the AR Aging Report - to confirm the LOC Customers no longer exist.
NAVIGATION: Accounts Receivables > Receivables Analysis > Aging > Aging Detail by Unit Rpt

1. The Aging Detail by Unit Run Control page will display.

a. Select a Run Control — Use the same run control from the previous time you ran this report.

the As of Date, Save and Run.

Note: if you choose the same run control from the previous report process you need only to change

2. The Aging Detail by Unit page will display.
a. Enter the following run control parameters.
i. As of Date: = Enter today’s date.
ii. SetlD: will default to “SHARE”.
iii. AgingID: “AOC”.
iv. Amount Type: will default to “Base Curr”.
v. Rate Type: “CRRNT”.
vi. Customer ID: Leave this field BLANK.
vii. Display Option: will default to “Include All”.
b. Inthe Business Unit section:
i. Business Unit: enter “JUD##”, where ## is your 2-digit county code.
c. Click the Save button.
d. Click the Run button.

Favorites | Main Menu 3 Fu:\muniﬁfane’lvable 5 R:Eﬂe'll.rabl;ﬁ Anzhesis o Aging 3 Aging Deetail by Unit Rpt

Aging Detail By Unit

Run Contral ID: LRW Report Frocess M::-nit:}

Language: English -

Manager

As of Date: 0-4/080 2014 1)

SetlD: SHAREC) CORPORATE SETID
Aging ID: F‘DC Q, ADC Aging
Amount Type: Base Cumr -
Rate Type: Wd\ Current Rate
Customer [D: | a Leave field blank
*Display Option: Include All -
Business Unit
*Business Unit Description

JUDZ2 3 |Worcester County Circuit Court ]| =

&) Save ) LLRetumn to Search |+ Previous inList [ &[f] Next in List | [%7] Motify [Fy Add |\ Updates Display
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3. The Process Scheduler Request page will display.
a. Confirm the AR30003 Process Name is listed and selected in the Process List section.
b. Click the OK button.

Favgrites | Main Menu > Au:ounisf.el:eivable > REI:EiVabh-E Anabysis Aging 3 Aging Dretail by Unit Rpt

Process Scheduler Request

User ID: lauren.smith Run Control ID: LRW
Server Hame: PFSURNK - Run Date: (040202014 o)
Recurrence: - Run Time: [10:45:41A0 Reset to Cumrent DatesTime

Time Zone: X

Process List

Select Description Process Mame Process Type *Type *Format Distribution
Aging Detail by Business Unit AR200032 SOR Report Web - PDF -  Distribution

et

4. The Aging Detail by Unit page will display.
a. A Process Instance number will display indicating that the AR30003 process has begun.
b. Click the Process Monitor link.
5. The Process List page will display.
a. Review the Process List to see the AR30003 process is running.
b. Click the Refresh button until the status reads “SUCCESS”.
c. Click the Details link.

Favg'ribes i Mair‘l_ﬁﬂenu » A::c\nuntsﬂ.eceivable 3 Receivablss Analysis  » Aging * Aging Detail by Unit Rpt

User ID|lauren.smith L § Type - Last - | 1 Days - | Refresh
Server - Name Q Instance | to |
Run Status -~ Distribution Status ~ [¥] save On Refresh
Process List Perscnalize | Find | A B #E Fist B 14 ora I Last
Process Distribution -
] Frocess Distribution
Select Instance Seq. Process Type m User Run Date/Time Run Status Status Cetails
O 208066 SQR Report AR3I0003  lauren.smith 0411/2014 10:04:534AM EDT | Success Posted Detailz
[ 208555 PSlob ARUPDATE lauren.smith | 04112014 851:51AM EDT | Success Posted Details
|:| 208958 SQR Report AR3I0002 |lauren.smith 04112014 9:27:14AM EDT Success Po=sted Details
[ 208551 PSJob ARUPDWMTE lauren.smith | 04/11/2014 846:48AM EDT Success Posted Details
Go back to Aging Detail by Unit Rpt
(&) Save  ([L7] Matify
Process List | Server List
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6. The Process Detail page will display.

a. Click the View Log/Trace link.
b. Click the PDF link to open the Aging Detail by Business Unit report.

PecpleSoft Recetvables

Report ID: AR30003 AGING DETAIL BY BUSINESS UNIT Page No. 1
Aging Id:  SHARE/ROC as of 11-APR-2014 Run Date 04/11/2014
Currency Base Currency Run Time 10:06:02

Rate Type: CRRNT

Item Line As Of Ent Typ/Rsn Terms Document Cur Amount Future Current 31-60 61-9929

Page will no longer

contain LOC customers

STEP 14: Load to AP for Voucher Creation - After all items are marked as a refund, the Request
Refund Item process loads them into Accounts Payable where the Vouchers are created and funds are
disbursed.

NAVIGATION: Main Menu > Accounts Receivable > Receivables Maintenance > Refunds > Request Refund Item

1. The Request Refund Item page will display.
a. Select a Run Control - Search if needed using the “Find an Existing Value” tab. Recommendation
is to use the run control id you created for LRV or Local Revenue.
2. The Refunds page will display.
a. Unit: enter JUD##.
b. Load Directly to AP: defaults with a check in the checkbox. THIS IS VERY IMPORTANT
c. Click the Save button.
d. Click the Run button.

FEVD_FibEE MEiI‘I_MEHLJ ) .ﬁ.r_muntsﬂ.er_eivable 3 Rer_eivables_Maintenanr_e H Refunds % Reguest Refund Item

Refunds

Run Control 1D LREW Report Manager Process Monitor Run

Report Request Parameters
Unit: [JUDO2 |3y Anne Arundel Circuit Court

.Load Directly to AP

&) Save LA Return to Search 1| Previous in List 7] Mesct in List Motify [EaaAdd Update/Display
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GEARS OTC - End-of-Month Local Revenue Disbursements Process

3. The Process Scheduler Request page will display.
a. Confirm the AR_REFUND Process Name is listed and selected in the Process List section.
b. Click the OK button.

Favarites Main Menu  » Accounts Receivable > Receivables Maintenance : Refunds * RequestRefund Item

Process Scheduler Request

UserID: lauren.smith Run Control ID: LRW
Server Hame: PSUNX [+ Run Date: [04/11/2014 W
Recurrence: - Run Time: [10:15:08AM | Reset to Current Date/Time
Time Zone:liﬁ\
Process List
Select Description Process Name Process Type *Type *Format Distribution
AR_REFUND AR_REFUND Application Engine Web ~ TXT ~ | Distribution

Cox D cnce

4. The Refunds page will display.
a. A Process Instance number will display indicating that the AR_REFUND process has begun.
b. Click the Process Monitor link.

Refunds
Run Control ID:  REFUNDS Report Manager (Process Monitor)|&.|
v
Process Instance: 23558
Report Request Parameters

Unit: JUD02 C,  Anne Arundel Circuit Court

Load Directly to AP

B save | [ ety | Eb Add 5 UpdsteDisplay
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! GEARS OTC - End-of-Month Local Revenue Disbursements Process

5. The Process List page will display
a. Review the Process List to see the AR_REFUND process is running.
b. Click the Refresh button until the Run Status reads “Success” and the Distribution Status reads
“Posted”.

=av9'rites Mainyenu ¥ AccountsEeceivabIe 5 Receivableslﬂaintenance 5 F'.eﬁ_,_lnds % Reguest Refund Item

User |n|mq Type - Last - | 1 Days - ( Refresh
Server - Hame Q Instance | to |

Run Status A4 Distribution Status - 53\.-& On Refresh

Process List Personalize | Find | View Al [ B First £ 1.5 0f5 LI Last

Select Instance Seq. Process Type ﬁ User Run Date/Time Run Status w Details

|:| 208967 Application Engine AR_REFUND lauren.smith 04/11/2014 10:15:08AM EDT Details

|:| 208966 S0QR Report AR30003 lauren.smith | 04/11/2014 10:04:53AM EDT | Success Posted Details

[] |208959 PSlJob ARUPDATE |lauren.smith 04/11/2014 $:51:51AMEDT | Success Posted Details

|:| 208958 SR Report AR30003 lauren.smith | 04/11/2014 927 14AM EDT | Success Posted Details

|:| 208951 PSlob ARUPDATE |lauren.smith | 04/11/2014 8:45:48AM EDT  Success Posted Details

END OF THE LOCAL REVENUE DISBURSEMENT PROCESS
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