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Applying a Payment to a Direct Transfer Bill 1.0 

Supplemental Job Aid


[bookmark: _GoBack]Date: 07/10/2014 

Target Audience: Wave 1 Billing departments who will be processing direct transfer invoice receipts for goods or services provided.  

Roles: Department AR Payment Processor 

Purpose: The purpose of this job aid is to create a deposit and apply payments to direct transfer bills. This transaction will occur when the Wave 1 Billing department receives a notification that the direct transfer transaction has been processed. Once the notification has been received, the Wave 1 Billing department will create a deposit and a receipt to apply against the open direct transfer bill.



Step 1: Log on to FI$Cal as a Department AR Payment Processor
Note: As a result of receiving a notification for the direct transfer being processed, the Billing department needs to create a deposit and a receipt that is to be applied to the direct transfer invoice.
Step 2: To create a deposit for the direct transfer receipt, the Billing department needs to navigate to the Regular Deposit page
· Navigation: Accounts Receivable  Payments  Online Payments  Regular Deposit
· Click the Add a New Value tab
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Step 3: Enter or select a value for the Department Business Unit within the Deposit Unit field and click the Add button
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Step 4: On the Totals tab, enter or select values for the following fields. If selecting a value, click the Lookup icon next to the field and select a valid value.
· Bank Code: STATE
· Bank Account: 9999 (this represents an Internal Transaction Bank Account)
· Bank Deposit Number (if applicable; this represents the Bank Deposit Slip Number)
· Control Currency: USD
· Format Currency: USD
· Identifier (if applicable; this represents the Location Code for a deposit) 


Step 5: Under the “Control Totals” section, enter the Deposit Control Total Amount and the Count
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Step 6: Select the Payments tab at the top of the page

Step 7: On the Payments tab, enter or select values for the following fields
· Payment ID (user defined value)
· Amount: Amount of Open Receivable
· Payment Predictor Checkbox: Selected 

Note: With the Payment Predictor checkbox selected, if the receipt has the same amount as the direct transfer receivable and the receipt references the direct transfer Item ID, then batch processes will automatically apply the payment to the direct transfer receivable.

Step 8: Under the “Additional Payment Information” section, select values for the following fields:
· Payment Method: Fund Trf
· Cash Type: Gen Cash 
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Step 9: Under the “Reference Information” section, enter or select values for the following fields. If selecting a value, click on the Lookup icon next to the field and select a valid value.

· Qual Code: I (which represents that the receipt will be applied to an open item) 
· Reference: Direct Transfer Invoice ID 

Step 10: Click the Save button. Since Payment Predictor is selected, if the Payment Amount equals the Direct Transfer receivable amount, then the payment will automatically be applied and posted to the Direct Transfer receivable through batch processing. 
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You have successfully created a deposit and a receipt to apply against an open direct transfer bill.
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