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Reporting & Inquiries

There are numerous inquiries and reports for accounts receivable (AR); most can be
found within the AR module and others will be queries. These reports and queries can
show outstanding invoices and aging reports, payments posted and status of invoice
plus transactions posted during a specified period.

All queries, except for the payment query, are based on chartfield security which will
limit what output you can view based on what security you have in PeopleSoft (PS).

Aging Reports and Queries
1. PS Query: QU_AR_AGING_BY_CREDIT_ANALYST
2. PS Query: QU_AR_AGING_BY_DEPT
3. PS Query: QU_AR_AGING_RESEARCH
4. PS Query: QU_AR_AGING_RESEARCH_INV
5. Report: Aging by Chartfield

Navigate to Query Viewer:

Open the NavBar and expand the Menu:
o i

NavBar 3%

O

Recently Visited

V%

Favorites




Navigate to:
Menu > Reporting Tools > Query > Query Viewer
Enter QU_AR in the ‘begins with’ field and click the ‘Search’ button

Favorites | Main Menu Reporting Tools Query 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 v begins with QU_AR

- Advanced Search

Search Results

*Folder View - All Folders - v
Query
F Q 1-50f5 v | View Al
- Runto Runto Runto S Add to
Query Name Description Owner  Folder HTML  Excel XML Schedule Definitional References Favorites
QU_AR_AGING_BY_CREDIT_ANALYST AR Aging by Credit Analyst Public HTML | Excel | XML Schedule Lookup References Favorite
QU_AR_AGING_BY_DEPT AR Aging by Dept Public HTML | Excel |XML Schedule Lookup References Favorite
QU_AR_AGING_RESEARCH AR Aging by Research project Public HTML | Excel |XML Schedule Lookup References Favorite
QU_AR_AGING_RESEARCH_INV AR Aging by specific RSH inv Public HTML | Excel | XML Schedule Lookup References Favorite
To add to favourites:
. ¢ ST .
e Click the blue ‘Favorite’ link at the end of each row for any query you would like
to add to your favourites.
Query Name Description owner  Folder :m:’ ::':B? :::w Scheule Definitional Referances :::;:m

GU_AR_AGING BY CREDIT_ANALYST AR Aging by Cresit Anatyst Pusliz MTML  Excel XML  Schegule Loskup Referorces



1. PS Query: AR Aging by Credit Analyst
This query will provide all outstanding AR data in aging buckets related to the
credit analyst code entered; access will be based on chartfield security.

To run the query:
e Click the blue ‘Excel’ link in the row for the AR Aging by Credit Analyst

_— Runte Runto Runio " Add to
Quary Name Dessriplion Srwmer Folder HTML Excel ML Fchedule Definitional Referances Favorites

OU_AR_AGING_BY _CREDIT_AMALYST AR Aging by Credit Analyst Public

e Enter your credit analyst code in the ‘analyst’ field
e Click ‘View Results’ button

QU_AR_AGING_BY CREDIT_ANALYST - AR Aging by Credit Analyst

Analyst

Wiew Results

To view the results:
e Open the excel report

Enty (G| P [ | e || B | g e
Name Item ID Type Acctg Date| Due Analyst] Currency Item Currency Item Category| Current | 1-30 |31 -60(61-90(91-180(181 - 365|366+ | Dept Type
- Balance Amount

Central Credit Control Ltd QU00000002 IN 10/22/2021|10/23/2021105 CAD 500.00 |[CAD 500.00 {02 - 500.00 - - - - - 42001| AR
D&A Group Services QUO0000004 IN 10/22/2021|10/23/2021105 CAD 300.00 |CAD 300.00 j02 - 300.00 - - - - - |42001] AR
D&A Group Services QUO0000006 IN 10/22/2021|10/23/2021[105 CAD 500.00 |CAD 500.00 [02 - 500.00 - - - - - 42001| AR
D&A Group Services Qu00000008|  CR 10/27/2021(10/28/2021(105 __ [CAD (300.00)|CAD (300.00) 02 - | (z00.00)] - - - - |- la2001] ar
uPLevel QUO0000005 IN 10/22/2021|10/23/2021[105 CAD 300.00 |CAD 300.00 |02 - 300.00 - - - - - 42001 AR
UPLevel QU00000009 CR 10/28/2021|10/29/2021[105 CAD (300.00)|CAD (300.00)[01 (300.00) - - - - - - 42001 AR
UPLevel Qau IN 10/28/2021|10/29/2021[105 CAD 500.00 |CAD 500.00 [01 500.00 - - - - - - 42001| AR
Flywire QU00000007 IN 10/25/2021|11/24/2021[105 CAD 500.00 |[CAD 500.00 [01 500.00 - - - - - - 42001| AR
Veritas Alliance Incorporated |QUQ0000011 IN 10/28/2021|10/29/2021105 CAD 500.00 |CAD 500.00 [01 500.00 - - - - - - |42001] AR
Debt Contral Agency Inc QuU0o0000012 IN 10/28/2021|10/29/2021105 CAD 300.00 |CAD 300.00 |01 300.00 - - - - - - 42001| AR

The query shows the customer number, name, invoice number (ltem ID), type of
entry (IN is invoice, CR is credit), accounting date, due date, transaction
currency, base currency, total outstanding for the line item, the aging category
(aging ‘bucket’ that it is in), the amount in the applicable bucket column and
provides the department that the invoice was billed from.

Please note: If more than one chartfield is entered in an invoice, the invoice
(item ID) will appear more than once on the report. For example, if two different
chartfields are entered the invoice will show twice on the report with the total
outstanding for each line.



2. PS Query: AR Aging by Department
This query will provide all outstanding AR data in aging buckets related to the
department entered. The query follows chartfield security and will only provide
access for departments that the user has security access; if more than one
department needs to be run each would need to be run separately. See the
section titled ‘Report: Aging by Chartfield’ to run a PeopleSoft report which allows
a user to run an aging report using a range of departments, again based on
security access.

To run the query:
e Click the blue ‘Excel’ link in the row for the AR Aging by Department

S Run to Runte Funto = Add 1
i
Query Narma Dagription OATaT Faldar HTML Excel AML Schadile Dafinitional References Favorites

QU_AR_AGING_BY_DEPT AR Aging by Depl Public

e Enter the department number in the ‘Dept’ field
e Click ‘View Results’ button

QU_AR_AGING_BY_DEPT - AR Aging by Dept

Dept

View Results

To view the results:
e Open the excel report

et Tz | T | e || B || 31| e1- | 91 | 181 :

Customer Name ltem ID | Entry Typ Acetg Date]  Due {0 ey . ;:eﬁ:.ce |cumancy All::)r:ﬂl cﬁgggw Curent| 130 | 0710 | o | Ses” |3gg. | Dept |Line Type
1000000077 |Central Credit Control Lid __|Quo0000002| 1N 10/22/202110/23/2021[105 _|CAD 500.00 |CAD 500.00 [02 - | swoo| - - - - |- [a2001]ar
f 1|D&A Group Services QU00000004 IN 10/22/2021| 10/23/2021[105 CAD 300.00 |CAD 300.00 [02 - 300.00 - - - - - 42001 |AR
1|D&A Group Services QU0000000 N 10/22/2021]10/23/2021[105 _|cAD 50000 |CAD 500.00 [02 REIE - - - |- Tazooi|ar
"1000000151 |D&A Group Services quooooooos|  cr 10/27/2021]10/28/2021[105 [cap (300.00)|caD (300.00)[02 - [ 3ooon)] - - - - |- Tazo0[ar
fi UPLevel Quoooaooos | IN 10/22/2021]10/23/2021[105__|cAD 300.00 |CAD 300.00 [02 - | amo0| - - - - |- Taoo0|ar
UPLevel Quo0000003|  CR 10/28/2021[10/29/2021[105_ [caD (300.00)|cap (300.00)[01 (300.00) - - [azo01 [ar
f UPLevel QUO0000001 IN 10/28/2021| 10/29/2021[105 CAD 500.00 |[CAD 500.00 [01 500.00 - - - - - - 42001 |AR
Flywire Quooooooo7 | IN 10/25/2021]11/24/2021[105 __|cAD 50000 |CAD 500.00 [01 50000 | - - - - - |- Tazooi|ar
'lDDDDDDlﬁﬂ Veritas Alliance Incorporated |QU00000011 IN 10/28/2021| 10/29/2021[105 CAD 500.00 |[CAD 500.00 [01 500.00 - - - - - - 42001 |AR
f Debt Control Agency Ing Quoooooo1z| N 10/28/2021]10/23/2021[105 __|cAD 300.00 |CAD 300.00 [o1 3000 | - - - - - |- Tazooi|ar

The query shows the customer number, name, invoice number (Item ID), type of
entry (IN is invoice, CR is credit), accounting date, due date, transaction
currency, base currency, total outstanding for the line item, the aging category
(aging ‘bucket’ that it is in), the amount in the applicable bucket column and
provides the department that the invoice was billed from.

Please note: If more than one chartfield is entered in an invoice, the invoice
(item ID) will appear more than once on the report. For example, if two different




chartfields are entered the invoice will show twice on the report with the total
outstanding for each line.

PS Query: Aging by Research Project Query

This query will provide all outstanding AR data in aging buckets related to the
specific project entered. The query follows chartfield security and will only
provide access to departments that the user has access. Alternatively, you can
run this query using the wildcard ‘%’ which will provide all aging items/invoices
related to the department(s) that the user has access to for all associated
projects.

To run the query:
e Click the blue ‘Excel’ link in the row for the AR Aging by Research project

OU_AR_AGMG_RESEARCH AR Aging by Reseanch pesje Pubiic O 4

e Enter the project number/wildcard (%) in the ‘Project’ field
e Click ‘View Results’ button

QU_AR_AGING_RESEARCH - AR Aging by Research project

Project

View Resulis

Row Customer HName Hem ID Entry Type  Reason Acctg Date  Due

To view the results:
e Open the excel report

Customer | Name | ftemID [Enty Date| Due :r::fy';‘ e [ nsac c“‘?f:w ‘t::.‘:"“ P99 | Currene | 1-30 | 31-60 ‘;)' 91-180 1“’%15' . TL;'; Fund | Account| Dept [Project|ci a3
Balance
000000052 REDACTED RACOO0OI6L IN 9/14/2022 10/14/2022” 116 CcAD 2500000 CAD 2500000 02 -~ 2500000 - - - M 30000 120200 13401 265842
71000000142 REDACTED RACD00003E IN 3/31/202 4/30/2022" 114 cap 22,0000 cAD  22,00000 7 05 - - 22,000.00 - - 30000 120200 13401 360023
71000000214 REDACTED RAOD000183 IN 10/5/2022 11/af2022" 127 caAD 450000 CAD 450000 01 4,500.00 - - - 30000 120200 13401 395183
71000000275 REDACTED RAOD0000SO IN 4/14/2022 5/14/2022" 118 cAD 29,400.00 CAD | 2940000~ 05 - - 29,400.00 - - om "20000 120200 13405 261784
71000000275 REDACTED RA000001SS IN 9/a/2022 10/8/2022" 118 cAD 001 CAD 001" 02 - 0.01 - - - - - M 30000 120200 13401 261809
71000000324 REDACTED RADD000143 IN 8/1/2022 8/31/2022” 118 cAD 500000 CAD 500000 03 - 500000 - - - - 30000 120200 13401 323493
F1000000324 REDACTED RAC00001SL CR 9/30/2022 10/30/2022" 118 cap (5000.00) CAD  (5,00000) 01  (5,000.00) - - - - - - "20000 120200 13401 323453

11000000324 REDACTED RAQ0000188 IN 10/11/2022 11/10/2022" 118 cAD 10,0000 CAD 1000000 | 01  10,000.00 - - - - - - 30000 120200 13401 323493

The query shows the customer number, name, invoice number (ltem ID), type of
entry (IN is invoice, CR is credit), accounting date, due date, transaction
currency, base currency, total outstanding for the line item, the aging category
(aging ‘bucket’ that it is in), the amount in the applicable bucket column and
provides the chartfield information except account, which is the AR control
account, for the invoice entered.

Please note: If more than one chartfield is entered in an invoice, the invoice
(item ID) will appear more than once on the report. For example, if two different



chartfields are entered the invoice will show twice on the report with the total

outstanding for each line.

. PS Query: Aging by Research Invoice Query
This query will provide the outstanding AR data in aging buckets related to the
specific invoice entered. The query follows chartfield security and will only
provide access to invoice that the user has departmental access. Alternatively,
you can run the query using the wildcard ‘%’ which will provide all aging

items/invoices related to the department(s) that the user has access to for all

associated projects.

To run the query:

e Click the blue ‘Excel’ link in the row for the AR Aging by Research project

I_AR_AGING_RESEARCH INV

AR Aging by specifc R

SH e

)

e Enter the invoice number/wildcard (%) in the ‘Item ID’ field
e Click ‘View Results’ button

QU_AR_AGING_RESEARCH_INV - AR Aging by specific RSH inv

em 1D

View Resulis

To view the results:

e Open the excel report (in this case | entered one specific invoice to view)

u

Credit
Analyst

Customer | Name | ItemID i) Reason|Acctg Date| Due
Type

T

fion|f

Currency

Base | Base Item| Aging
Item |Currency| Amount |Category
Balance

Current

i
90

91-180

181-
365

366+

Line

Fund | Account
Type

Dept|Project] Class|Ps

1000000275 REDACTED RA00D000G0 IN 414/2022 5/14/2022" 118

CAD

2540000 CAD  25,400.00 05

- 25,400.00

- AR 30000 120200

13405 361784

The query shows the customer number, name, invoice number (ltem ID), type of
entry (IN is invoice, CR is credit), accounting date, due date, transaction
currency, base currency, total outstanding for the line item, the aging category
(aging ‘bucket’ that it is in), the amount in the applicable bucket column and
provides the chartfield information except account, which is the AR control

account, for the invoice entered.

Please note: If more than one chartfield is entered in an invoice, the invoice
(item ID) will appear more than once on the report. For example, if two different
chartfields are entered the invoice will show twice on the report with the total

outstanding for each line.




5. PS Report: Aging by Chartfield Report

This PeopleSoft report provides all outstanding AR data in aging buckets
according to the parameters entered by the user which is based on chartfield
security. The report can be run using different parameters, for example, range of
departments, or range of projects, etc.

Steps:

Open the NavBar and expand the Menu:
i

NavBar 2%

O

Recently Visited

V%

Favorites




Navigate to:

Menu > Accounts Receivable > Receivable Analysis > Aging > Aging by
Chartfield Rpt

Either ‘Add a New Value’ by entering a new Run Control ID if first time running an
aging report or use an existing run control that was previously created.

Favorites | Main Menu Accounts Receivable Receivables Analysis Aging Aging by Chartfield Rpt

Aging by Chartfield Rpt

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

Find an Existing Value Add a New Value
w Search Criteria

Run Control ID | begins with v

(O case Sensitive

=]
Clear Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value

10



Adding a New Value

e Click the ‘Add a New Value’ tab

e Enter new Run Control ID name (for example, Aging_By_Chartfield)
e Click ‘Add’ button

Aging by Chartfield Rpt

Eind an Existing Value Add a New Value

Run Control ID

Find an Existing Value Add a New Value

Using an existing report:

e From the ‘Find an Existing Value’ tab
e Click the ‘Search’ button

Aging by Chartfield Rpt

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

Find an Existing Value Add a New Value
¥ Search Criteria

Run Control ID | begins with

[0 Case Sensitive

Search Clear Basic Search Eg Save Search Criteria

Find an Existing Value Add a New Value




Select a value from the listing shown (will vary by user).

Search Results

View All

Run Contrel ID Language Code
100047 English
ANNUITY_AD English
ANNUITY_P1 English

AP_GL_Open_Liabilities English
AR-test English

AR_OIK_Listing English

Click the ‘Refresh’ button

Aging By Chartfield

Run Control 1D Aging_by_Chartheld Repon Manage Monitar i

Language English w

Report Request Parameters

0211029 B3 Use System Date o Aging D Report Option
As of Date Business Unit e o
“Aging SetlD SHARE Q Letall
Summary
q Exclude U Customers SHARE Q “Aging 1D Q

Customer ID Default SetiD

Exclude Customers with Different Aging ID
‘Display  Inchede All -

o

ChartField Selection

B Q

ChartField Nama Subtotal Value To Walue

Save Notify Add Update/Display

Enter the parameters, for example if you want to run by all departments and
projects that you have access to, enter those parameters.
o Items to include:
= Business Unit = QUNIV (only option)
= ‘Aging ID’ — using the magnifying glass enter ‘AGE 1’ (only option)
o You also have the option to run the report in ‘Detail’ to show all invoices or
‘Summary’ (see below). An example of each will follow.
= Detail provides you with all invoices related to one customer
= Summary provides a higher level

12



Aging By Chartfield

Run Control ID AR_CIK_Listing Report Manager  Process Monitor Run

Language | English L

Report Request Parameters

2021y [ O Use System Date aunry QY Aoing ID
“As of Date Business Unit
a Exciude iU Customers SHARE O “Aging ID |AGE1
Customer ID *Defauli SetiD
" Exclude Custamers with Different Aging ID
*Display  Include All w
Option
Refresh
ChartField Selection
5 Q 1707 »
ChartField Hame Subtotal Value Ta Value
Fund Code [ [=1 a
Department L 10001 Q| an00 Q
Account u Q Q
Program Coda m} =} aQ
Class Field Q Q
Project Q a
Cumency Code (] Q Q

@ Return to Search | | Previous in List Hmml.mi Notify |

Aging ID Report Option

“Aging SetiD SHARE Q, ® Detail

) Summary

*AginglD AGE1 Q

e Click the ‘Run’ button

Report Option

® Detail

) Summary

UpdateiDisplay

13



e Select format that you want the report to be run:
o The default is to be run in PDF format (shown above)
o If you want to run in excel, click the down arrow under ‘Format’ and select
CSV, the closest to excel that we have available (shown below)

Process Scheduler Request

UserID w14 Run Control 1D Aging_by_Chartfield
Server Name v Run Date | 2021/10v29 [
Recurrence ~ Run Time | 8:25:080AM Reset to Current Date/Time
Time Zone Q

Process List
Select  Description Process Name Process Type ~Type -Fomat Distribution

AR30006 AR30006 SOR Report Web v POF e Distribution

OK Cancel

’rocess Scheduler Request

UserID MVid4 Run Control I Aging_by_Chartfield

Server Name W Run Date |2021/10/29 fa]
Recumence A Run Time | 8:30:26AM Reset to Current Date/Time:
Time Zone Q
Process List
Select  Description Process Name Process Type “Type Distribution
& AR30006 AR3I000G S0R Report Web v Distribution

OK I Cancel

e Click ‘OK’ button

14



Click blue ‘Report Manager’ link

Aging By Chartfield

Run Control ID Aging_by_Chartfield
Language | English v

Process Instance: 1950277

Report Reguest Parameters

IS "'* Use System Date [ Aging 1D Rapont Option
*As of Date Business Uinit
“Aging SeD SHARE Q ® Detail
Summary
a Exchede U Customers SHARE Q *Aging ID AGE1 Q
Customer ID “Default SetD

Exchede Customers with Different Aging 1D

*Display = Includa All e
Oplion
Rafresh
ChartField Selection
m q T
ChartField Name Subtotal Value To Value
Department ] 10001 Q50000 Q
Fund Code = Q
Account Q Q
Program Code Q Q
Class Fisld Q Q
Froject Q Q
Currency Coda Q Q
Save Natify Add UpdateDisplay

Click ‘Refresh’ button until you see Status ‘Posted’
From the Administration tab:
o Click the ‘Description’ link (AR30006 in example below) to view the report

List Administration

View Reports For

b | Instance to
Status Folder
eport List
m Q 1-280f 28 v iew All
Report Prcs P Request -
Select D Instance Description DatelTime Format Status Details
2150152 1950277 PR S Details
Comma
2149881 1949974 Trial Balance Report g-tg-gfp%? delimited Posted Details
e (*.csv)
Microsoft
202110028 .
2145714 1945792 AR Open Items Report Excel Files  Posted Details
11:45:05AM s )

15



Example of Detail report:

Chartfield Parameters  DEPTID =10001-30000 Run Time 14:49:52
Display Option: Include All
Business Unit: QUNIV
Total
Entry Selected
Item Line As of Type Reason  Terms
DEPTID 42001
Customer ID 1000000077 Customer Name Central Credit Control Ltd
QuUoo000002 i} 10/22/2021 IN NETOD
Total Central Credit Control Ltd
Customer ID 1000000084 Customer Name Credit Bureau of Canada Collec
QuOoooooo0L o 10/22/2021 IN MNETO
Total Credit Bureau of Canada Collec
Customer ID 1000000112 Customer Name MIR Capital Services Inc
Quoooo0003 o 10/22/2021 IN NETO
Total MIR Capital Services Inc
Customer ID 1000000151 Customer Name DE&A Group Services
QuO0ooo0004 o 10/22/2021 IN MNETO
Qu00000006 o 10/22/2021 IN NETO
QuUO0oo00008 o 10/27/2021 CR MNETO
Total DE&A Group Services
PeopleSoft Receivables
Report ID: AR30006 AGING BY CHARTFIELD Page No. 1
Aging ID: SHARE/AGEL 31-0CT-2021 Run Date 11/2/2021
Chartfield Parameters  DEPTID =10001-30000 Run Time 14:51:54
Display Option: Include All
Business Unit: QUNIV
Total
Entry Selected
Item Line As of Type Reason  Terms
DEPTID 42001
Customer ID 1000000077 Customer Name Central Credit Control Ltd
Total Central Credit Control Ltd
Customer ID 1000000084 Customer Name Credit Bureau of Canada Collec
Total Credit Bureau of Canada Collec
Customer ID 1000000112 Customer Name MJR Capital Services Inc
Total MJR Capital Services Inc
Customer ID 1000000151 Customer Name D&A Group Services
Total D&A Group Services

Amount 30 60
500.00 500.00
500.00 500.00
750.00 750.00
750.00 750.00
300.00 300.00
300.00 300.00
300.00 300.00
500.00 500.00

(300.00) (300.00)
500.00 500.00

Amount 30 60
500.00 500.00
750.00 750.00
300.00 300.00
500.00 500.00

16



Payment Reports and Queries
1. PSQuery: QU_AR_PAYMENT
2. Report: Payment History by Customer

1. PS Query: AR Module Payment Query
This query does not follow chartfield security; when you run the query you will see all payments
posted during the time period entered.

Navigate to Query Viewer:

Open the NavBar and expand the Menu:
A

NavBar {2}

O

Recently Visited

V%

Favorites




Navigate to:
Menu > Reporting Tools > Query > Query Viewer
Enter QU_AR in the ‘begins with’ field and click the ‘Search’ button

To run the query:
e Click the blue ‘Excel’ link in the row for the AR Aging by Research project

OU_AR_PAYMENT AR pagment infa Public | AR O

e Enter the ‘From date’ and ‘To date’ (date range) using the calendar icon beside
each field

e Click ‘View Results’ button

QU_AR_PAYMENT - AR payment info

From date 31
To date )
View Resulis

To view the results:
e Open the excel report

| Ref Value ”Deposit ID” Payment 1D H Customer || Name H Amount H Status HPay Melhod” Entered ”Acclg Date" Posted ||
RA00000129 " 135 09SEP22 CONSCI 1000000074 Canadian Science Publishing 17,495.00 Complete EFT 10/3/2022 10/3/2022 10/3/2022
RA00000137 " 197  22SEP22GANSYS 1000000254 GaN Systems Inc. 5,208.33 Complete EFT 10/3/2022  10/3/2022 10/3/2022
RA00000154 " 196  195EP22SHCS "1000000050 Sunnybrook Research Institute 2,640.00 Complete EFT 10/3/2022  10/3/2022 10/3/2022
RAD0000121 " 194 31AUG22GANSYS 1000000254 GaM Systems Inc. 5,208.33 Complete EFT 10/3/2022  10/3/2022 10/3/2022
RAD0000136 " 193 19AUG22CDNFED 1000000218 National Research Council Canada 104,540.00 Complete EFT 10/3/2022 10/3/2022 10/3{2022
QP00000071 " 192  15AUG22 ADMARE 1000000170 AdMare Biainnovations 777.18 Complete EFT 10/3/2022 10/3/2022 10/3/2022
QuU00000040 " 193  0s0CT22SOCIETY 1000000282 Society of Grad and Prof Students 13,488.20 Complete EFT 10/7/2022 10/7/2022 10/7/2022
RA00000182 " 200 070CT22QUEENS 1000000356 First Phosphate Corp. 93,838.00 Complete EFT 10/11/2022 10/11/2022 10/11/2022
CT00000009 " 201  23SEP22ROCHE 1000000098 HOFFMANN LAROCHE LIMITED 50,000.00 Complete EFT 10/12/2022 10/12/2022 10/12/2022
QP00000103 " 202 ao7e7e "1000000342 AquaBounty Technologies Inc 351.44 Complete CHK 10/13/2022 10/13/2022 10/13/2022
CT00000006 " 203 110CT22MI1SBL "1000000232 BREAST INTERNATIONAL GROUP - AISBL 11,612.59 Complete EFT 10/14/2022 10/14/2022 10/14/2022

The report shows the invoice number (Ref Value), deposit ID, payment ID — both
entered by the bank team at time of payment, the customer’s number, name,
amount paid, status of payment, pay method, and the entered, accounting and
posted dates (all the same based on the date payment posted by the bank team).

Please note: if you see anything other than ‘Complete’ for Status it may be due to
the date that the payment was entered. For example, if you run the query on
October 26, 2022 and the entered date is October 26, 2022 then you will see

‘Applied’ since the payment won’t post to the GL until the overnight process has run.

However, if you see any other status messages, please contact Accounts
Receivable (accounts.receivable@queensu.ca).

18
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2. PS Report: Payment History by Customer

This report allows the user to run a query to show payments received from a specific
customer.

Open the NavBar and expand the Menu:
i

NavBar {2}

O

Recently Visited

V%

Favorites

Navigate to:

Menu > Accounts Receivable > Customer Accounts > Customer Information >
Payments

Favorites | Main Menu Accounts Receivable Customer Accounts Customer Information Payments

Customer Payments

SetlD |SHARE Q, Unit QUNIV Q Customer Q  Kinetrics Inc Seanch

Add Conversation

From Date | 2021/11/08 To Date |2021/11/08

e Select Customer using magnifying glass in ‘Customer’ field
e Select ‘From Date’ and ‘To Date’ using calendar icons
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Example:

Customer Payments

Accty Date

20211104

2021102

2020622

seyp |SHARE Q Uiy ‘QUNIV Q Customer 0000000002 Q] e
FIVErSaAlion
From Date | 202 110801 To Date 202171108
8575090 CAD 9756878  CAD
“Switch Display Amount | Entry )
Payment Details
m Q
Unit DepositiD Seq PaymentiD
1 QN ti:} 1 CADFOREUR
2 % QUNV (| 1 GBPTEST
3 % QUNY k] 1 08
Totals
Paymaent Count 3 Total -5.100.00 CAD

To obtain further information for an item (payment), click on the icon under ‘More Info’

for the row you want to view.

Item Activity From a Payment

Deposit Unit:

QUNIV Deposit ID: 79
Acctg Date: 2021/11/04 Posted Date: 2021/11/05
Payment ID: CADFOREUR Payment Amount: -1,000.00 Currency:
*Display Amount Switch: Payment Amount .
Item Activity
B Q

Activity 1 Activity 2| II»

Unit Customer Name Group ID Item ID Line Type Reason
Canadian

QUNIV 0000000002 Nuclear Lab Ltd 490 CT00000031 PY
Totals

Total: 1 Total Amount: -1,000.00 Currency: CAD

Return to Search Netify

e Click on ‘Return to Search’ button to return to previous screen

CAD

Payment ID

CADFOREUR

Entry  Currensy

-1,000.00 CAD

-5.000.00 CAD

-100.00 CAD

Payment
Amount CunEncy;

-1,000.00 CAD

View All
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Monthly Query: Status and Transaction Details
1. PS Query: AR Billing Details by Department

This query, which can be run at any time of the month, is particularly useful at month
end. It allows a user to view:

e The status of invoices entered to see if there are any saved in NEW status to be
finalized for month end

e All transaction details (line description and chartfield) for all invoices entered
during a selected period.

Navigate to Query Viewer:

Open the NavBar and expand the Menu:
D

NavBar £}

O

Recently Visited

V%

Favorites

To search for this query enter the following in the ‘begins with’ field: AR_BILLING
Click the ‘Search’ button

Query Viewer

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

“Search By Query Name b begins with AR_BILL

Searel Advanced Search
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To run the query:
e Click the blue ‘Excel’ link in the row for the AR Aging by Research project

LT arm "
AR DELING CCTALS OEFT AR Olisg Datals w Sedurty L 1] '.'\- A L

e Enter the ‘From date’ and “To date’ (date range) using the calendar icon
beside each field

e Click ‘View Results’ button

AR _BILLING DETAILS DEPT - AR Billing Details w Securty

Start date A
End date "

View Resulis

Row nvoice Bill To Status nv Type

To view the results:
e Open the excel report

“

- o - w = ' " ' s n = B "~ o - — "
. [Invoice [Bill To [ Status [Inv Type|[Seq][Line |Descr [Amount [Account]Dept [Fund |[Class[Program][Project|Ref|User [Acctg Date |[Frequency]

. [RA00000183 1000000214 INV REG 1 1 Patient2-011 1,500.00 "a00104 "13401 30000 395183 AK196 10/5/2022 ONC
RAO0000183 "1000000214 1NV REG 2 2 Patient2-012 1,500.00 "a00104 13401 30000 95183 AK196 10/5/2022 ONC
. | ra0oo0o183 "000000214 1INV REG 3 3 Patient2-013  1,500.00 "a00104 13401 30000 95183 AK196 10/5/2022 ONC
RAC0000188 "1000000324 1NV REG 1 1 Milestone 10,000.00 10031 13401 30000 323493 31EMM2  10/11/2022 ONC

The results allow you to view the invoice number, customer number, invoice status,
what type of invoice (regular or credit, etc), the line number, line description, full
chartfiled entered, the user ID and accounting date.

In the example above you can see the first invoice has 3 lines entered. The line
description and revenue chartfield for each is displayed.

If this report were run at month end, and an invoice was showing in NEW status, that
would represent an invoice that needs to be finalized for it to post for the current month
end. As with journal entries, you will receive an email from Financial Services
requesting the invoice to be finalized or the date changed to the next month. There is no
need to cancel the invoice and copy it to the next month; you simply need to change the
dates (invoice and accounting) and save the invoice to move it to the next month.
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Customer Inquiries

1. Customer Account Overview
This inquiry provides you with many tabs and links to view balances owing and to
which aging category they belong. Clicking the blue ‘Balance’ link will provide
you with details for all items entered for this customer. Clicking on a specific item
provides details of that specific item.

Open the NavBar and expand the Menu:
o i

NavBar 2%

O

Recently Visited

V%

Favorites

4

Navigate to:

Menu > Accounts Receivable > Customer Accounts > Customer Information >
Account Overview

Balances Profile Customer Action Customer Trend 1 Customer Trend 2 Customer Trend 3

SetlD |SHARE Q Unit |QUNIV Q Customer 0000000001 Q, ) Kinetrics Inc “Level | No Relationship v Search
Balances | Profile | CustomerAction | Customer Trend 1 Customer I Customer Trend 3

e Select a customer number using the magnifying glass to search
e Click ‘Search’ Button
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Favorites. I Main Menu Accounts Receivable Customer Accounts Customer Information

| Balances ‘ | Profile | ‘ Customer Action | ‘ Customer Trend 1 ‘ | Customer Trend 2 | | Customer Trend 3
sefiD |SHARE Q Unit |QUNIV @ Customer | 0000000001 Q| Kinetrics Inc. “Level = No Relationship b4 Search
Add Conversation Display Currency

Most Recent Activity

Item ID Date Amount Currency Amount Currency
ltem I0° cTo0000025 2021111001 107.35 GBP 187.91 CAD
Payment FoRCcURGER3 2021/11/02 195.00 CAD 195.00 CAD

Count Amount Currency Amount Cumrency
Pay History Days: -29.00
Credit Limit: 0.00 CAD 0.00 CAD
Balance: 2 42 543.02 CAD 42,543.02 CAD
Past Due: 2 25,458.30 CAD 25,458 30 CAD
Deductions 0 0.00 CAD 0.00 CAD
Disputed: 0 0.00 CAD 0.00 CAD
Doubiful: 0 0.00 CAD 0.00 CAD
Collections: 0 0.00 CAD 0.00 CAD
Supplier Balance: 0 0.00 CAD 0.00 CAD
Draft Amount L] 0.00 CAD 0.00 CAD
High Balance YTD 42,738.02 CAD 42738.02 CAD
Sales YTD: 0.00 CAD 0.00 CAD
Last Year Sales: 0.00 CAD 0.00 CAD
View Adjusted Balance
Aged Date  2021/11/01 AgingID AGE!

Summary Aging @ Q | 1- View All

01 Current 4 17,279.72 CAD 17.279.72 CAD

0230 2 76.50 CAD 76.50 CAD

0380 1 21,326.30 CAD 21,326.30 CAD

0490 8 2,869.00 CAD 2.869.00 CAD

05 180 1 1,186.50 CAD 1,186.50 CAD

Aging Chart

Balances | Profile | Customer Action | Customer Trend 1 Customer Trend 2 | Customer Trend 3



2. Search for Customer Open/Closed Items
Allows users to run a customer inquiry based on type of transaction: all items,
open items, or closed items. Customer ID must be entered for this inquiry.

Navigate to:

Menu > Accounts Receivable > Customer Accounts > Item Information > Iltem List

e Select a customer number using the magnifying glass to search
e Click ‘Search’ Button

e Lis Advaned Sean:

SHARE O

fcia]

Selectill

Dipselect A0

Select Action
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a. Toview all items related to a customer:
e Select ‘All' from drop-down in ‘Status’ field in top portion of screen
e Click ‘Search’ button

Customer Iltem Ingquiry

Item List Adwvanced Search

SHARE Q . QUNIY Q 0000000005 Q University Health Met

SetlD Unit Customer

Search Aivancad Seard)

sation Account Ovennew

Example shown below — bottom half of Customer Item Inquiry screen shown:

Item List
B Q
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6 113
ﬁzﬁ Select Item Line Activities Unit Customer ID Status
1 O CT00000008 1 QUNIV 0000000009 Open
2 O RAQ0000003 1 QUNIV 0000000009 Open
3 O RAQ0000034 2 QUNIV 0000000009 Closed
4 O RA00000061 2 QUNIV 0000000009 Closed

e Click on any of the blue links to view further details on each individual item (takes

you to the Item Maintenance page)
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b. To view open items only related to a customer:
e Select ‘Open’ from drop-down in ‘Status’ field in top portion of screen
e Click ‘Search’ button

Customer ltem Inquiry

Item List Advanced Search

¥ { niversity Health Met
SetlD SHARE Q Unit QUNY  Q G 0000000009 Q k‘ ty H e

Example shown below — bottom half of Customer Item Inquiry screen shown:

Item List
5 Q
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6 113
Iflf:? Select Item Line Activities Unit Customer ID Status
1 O CT00000008 1 QUNIV 0000000009 Open
2 O RAQ0000003 1 QUNIV 0000000009 Open

e Click on any of the blue links to view further details on each individual item (takes
you to the Item Maintenance page)
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c. To view closed items only related to a customer:
e Select ‘Closed’ from drop-down in ‘Status’ field in top portion of screen
e Click ‘Search’ button

Customer Item Inquiry

Item List Advanced Search
HARE ( n LELY, Unaversity Health MNet
SetiD SHARE Q Uniit auNy  Q Gt 0000000009 Q ek ity He L.
Status | Closed w Search Advanced Search

AQT Conversation

Example shown below — bottom half of Customer Item Inquiry screen shown:

Iltem List
5 Q
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6 113
Iflehcr‘ Select Item Line Activities Unit Customer ID Status
1 (] RAD0000034 2 QUNIV 0000000009 Closed
2 O RAOD0000061 2 QUNIV 0000000009 Closed

e Click on any of the blue links to view further details on each individual item (takes
you to the Item Maintenance page)
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3. Adjustment History — Identifying Original Invoice
Allows user to run an inquiry which identifies the original invoice (Document ID) if
the invoice has been adjusted

Navigate to:

Menu > Accounts Receivable > Customer Accounts > Item Information >
View/Update Item Details

e Select customer using magnifying glass in ‘Customer ID’ field
e Click ‘Search’ button

Favorites | Main Menu Accounts Receivable Customer Accounts Item Information View/Update ltem Details

View/Update Item Details

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

Find an Existing Value

¥ Search Criteria

Business Unit | = « QUNIV Q

Customer ID | begins with + Q

ItemID | begins with +

Item Line | = ~
Item Status | = - v
Credit Analyst | begins with v Q
Collector | begins with ~ Q
Purchase Order Reference | begins with v Q

Document ID | begins with

<

Bill of Lading | begins with

<

<
o)

Contract | begins with

[ Case Sensitive

) o L
Clear Basic Search @ Save Search Criteria
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Search Results

View All 1-4 of 4 w
Business Unit Customer Ip#*ter te Collector Purchase Order Referengg® Document ID "Rl of Lading Contract
QUNIV i (blank) ({blank)
QUNIV N {blank) (blank)
QUNIV ( (blank) (blank)
QUNIV 00 (blank) (blank)

e |tem ID is the current invoice number
e Document ID identifies whether the current invoice number is associated with an
original ID. Blank indicates an original invoice entered.

4. Accounting Entries by Invoice
Allows the user to review the accounting entries posted to the GL for specific
invoices.

Navigate to:
Menu > Billing > Review Billing Information > Review Entries by Invoice

e Navigate to the ‘Review Entries by Invoice’ page.

e Search for the bill (invoice) that you want to view by any of the available search
criteria.

e Click the ‘Search’ button.

Billing Review Billing Information Review Enfries by Invoice

Accounting Entries by Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

* Search Criteria

Business Unit | =[] |DUNI‘~»lr x Q

Invoice | begins with [v] Q

‘ Clear Basic Search & Save Search Criteria
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Favorites Main Menu Billing Review Billing Information Review Entries by Invoice

Review Entries by Invoice

=
el

Unit  QUNIV Bill To 1000000008 Invoice Amt 2,260.00 CAD =
Invoice RA00000032 Kinetrics Inc
Accounting Entries
B Q = 1-3 of 3]V | View All
Acctg Information | Transaction Amounts | | Discounts/Surcharge Journal Information Reference Information | |I»
GL Unit Acctg Date Type= Fund Dept Account Program Class Project Fund Affil  Analysis Type Stat
QUNIV 2021/06/24 Accounts Receivable 10000 42001 120200
QUNIV 2021/06/24 Recognized Revenue 10000 42001 100003
QUNIV 2021/06/24 VAT Tax 10000 42001 210080
< >
Total Debits 2,260.00 CAD Total Credits -2,260.00 CAD
Return to Search Previous inList = Nextin List Notify
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