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State of Kansas
Online Pending Item (Receivable) Entry
Statewide Management, Accounting and Reporting Tool
	Date Updated:
	3/22/2019

	Version:
	1.1

	Purpose:
	Pending items are amounts that have been billed to a customer, but the customer has not yet paid.  Adding a pending item creates an accounts receivable accounting entry.
Pending items can be uploaded or entered manually as online items and also received as external items from SMART Billing. This job aid provides the steps to manually enter a pending item online.
The role required to manually enter a pending item is:

KAR_Agy_Item_Processor                              


	Navigation:
	Accounts Receivable > Pending Items > Online Items > Group Entry > Add a New Value

	1.
	Group Entry
Group Unit = Business Unit

Group ID = NEXT (default for a system generated Group ID) or up to 15 characters, alpha/numeric
Select: Add
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Online items are entered as a group. A group can be one item and one customer, or a group can include multiple items or multiple customers.

 

	2.
	Group Control

Group Type: B (Billing)
Origin ID:  OBILL (Online Billing)

Currency:  USD
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	3.
	Control Totals
Control:  Enter the total amount of all items in the group
Count:  Enter the number of lines for all items in the group
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Note:  Because the Items have not been entered yet, a Difference is displayed. The entries will be verified below in step 6. 

	4.
	Pending Item 1, Line 1
Item ID: Name or number entered to identify the pending item (30 characters alpha/numeric)
Line: Number to identify each line of the pending item, (number sequentially for multiple reason codes or funding lines)

Customer:  Enter an existing Customer ID already established for the Business Unit

Amount:  Enter the amount per line. (If a CR Entry Type, enter a negative amount)
Entry Type: Select one of the following values for the pending item entry:
· INV (Invoice)

· CR (Credit Memo)

· IF (InterFund)
Reason:  Enter the agency specific Reason Code (Entry Reason) for the funding line

Attachments:  Use the hyperlink to attach pending item documents

	Pending Item Entry, Line 1:
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	5.
	Pending Item 1, Line 2
Copy Line button: Use this button to reduce key strokes when you have a pending item with multiple lines

Use the blue ‘+’ add a line button to add additional pending items
	Pending Item Entry, Line 1:
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Pending Item Entry, Line 2:
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	6.
	Group Control, Control Totals

Verify the Entered Amount and Count are equal to the Control Amount and Count entered in step 3 above  
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	7.
	Group Action
Accounting Entry Actions: Select Create Entries

Accounting entries will be created as shown on the Accounting Entries page.
Click View All to view all Accounting Entries lines.

Note: User Type lines populate the chartfield values based on agency defined Reason Codes. AR Type lines are system generated creating the accounts receivable entry with Account 130100.

Note: Accounting Entries can be created line by line for a pending item instead of using Group Action. 
Click on the Accounting Entries page. Click the [image: image8.png]


Create button line by line.
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	8.
	Group Action 
Posting Action:
Select Action: Batch Standard
Click OK and Save
If NEXT was entered for Group ID in step 1, make note of the system generated Group ID to be used for verification.
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Note:  This will post with the next hourly or nightly AR Update batch process. 



	Navigation:
	Accounts Receivable > Pending Items > Review Items > All Items

	9.
	After hourly or nightly AR Update process has run, Verify Posting of the Group

Group Unit: Business Unit

Group ID: system generated, or Group ID assigned
Search
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	10.
	Group Control
Totals: verify Posted Amount and Count
In the Totals section, the Posted row shows the amount and count that have been posted.
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Note: If the Posted row does not match the Control and Entered rows, errors may exist. Errors can be found on the Pending Item 1 page. Submit a ManageEngine Service Desk ticket if the Group needs to be unposted or corrected.



	Navigation:
	Accounts Receivable Homepage > Customers and Accounts > Item Information > Item List

Or

NavBar: Navigator > Accounts Receivable > Customer Accounts > Item Information > Item List

	11.
	View Pending Item by Customer
To view Open (unpaid) pending items enter the following:

Customer: Enter an existing Customer ID already established for the Business Unit
Status: Open

Search

Note: To find a specific Item ID, click on the Advanced Search link. Other criteria options are also available.
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	12.
	Pending Item creation is complete

	See the job aid Entering an AR (Pending Item) Deposit to process the pending item on the deposit when funds are received.
See the job aid Writing Off a Receivable (Pending Item) if the reimbursement request is denied.
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