SUNY RF)

Move Cash Receipts

Use these instructions to:

e Move and adjust cash receipts on an award invoice, move a cash receipt that is not

currently posted to an award invoice.
e Process a carry forward.
e Correct a posting error.

Note: Cash receipts cannot be moved once an award has been closed.

Prerequisites

e You must have one of the following responsibilities to move and adjust cash receipts:

0 ORG CR-Specialist

0 ORG Central Office CR-Specialist

O ORG CR Transfer

e The cash receipt must be in the business application.

e You must know the cash receipt number.

e [f you are processing a carry forward of funds, you must know the invoice number of the
award that the cash receipt is being moved to.

To move and adjust cash receipts:

1. Navigate to Receipts > Receipts to open the Receipts form.
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2. Click View > Find.
3. Enter the Receipt Number on the Find Receipts form.

© Find Receipts - ORG CR-Specialist @ TRAINX - 09-JUL-2019

Receipt Mumbers 00431799 _
Receipt Dates -
GL Dates Rermittance
Postmark Dates Bank
Maturity Dates Branch
Document Numbers Account
Amounts Batch
Currency Method i
State Custarmer
Receipt Batch
Mame
Payment Method
Number
Status
T Location
]
5P Taxpayer ID
Activity
Collector Mame
Bills Receivable
At Risk
Clear J New ‘ Find

4. Click Find to open the Receipts form.

—lalx]

=
Receipt Balances
. . Unidentified 0.00
Receipt Method |Check Key Bank Receipt Date | 31-OCT-2018 Appled 407475
00431799 31-0CT-2018
Receipt Number GL Date On Account 0.00
usD 5407475 i 31-0CT-2018
Receipt Amount 4 Maturity Date Wsegtd) 0.00
Standard = 54,074.75
Receipt Type | Standar Functional Amount o G oo
Cleared
S [T [[80] Blpe O 0.00
Main | More
Detail Customer Bank
Identify B
T Earned Discounts 0.00
Trans Murnber
Uneared Discounts 0.00 MName
Custormner Account
Name |Saint Josephs Hospital Hez Bank Charges 0.00
Murnker |1961 Remittance Bank
Location 3544 Name |Key Bank, N.A.
Taxpayer D Branch |Key Bank Albany NY'
Account 0010970107
/
Reference Comments |Request ID 268462580
Paostmark Date
Confirm_._ 1 1 Receipt History J Search and Apply ‘ | Apply )

Note: When multiple receipts share the same receipt number the Receipts Summary
Screen will display, scroll to find the cash receipt and click in the Receipt Number field
to select it. Click Open to open the Receipts form.
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5. Click Apply to open the Applications form.

‘© Applications - 00431799 - ORG CR-Specialist @ TRAINX - 09-JUL-2019

Customer Name |Saint Josephs Hospital Health Cent Unapplied 0.00
Customer Number 1961 On Account 0.00
Location |3544 Cash Claims 0.00
Receipt Amount |USD 54,074.75 Prepayments 0.00
Exchange Gain/Loss 0.00
Appli 3
E‘ ceipt Applications Default
A Saved Apply To Amount Applied Balance Due Customer | Purchase Order | Appl Disc/|GL [|Alloc Cros|Re [ ]
' W [Ca 54,074.75 0.00 |1961 80987 31-C|0.00 |31-C 54,0 =
6. Uncheck the Apply check box.
7. Click File > Save to save your changes.
@ _\olx
Customer Name  Saint Josephs Hospital Health Cent Unapplied 54,074.75
Customer Number 1961 On Account 0.00
Location 3544 Cash Claims 0.00
Receipt Amount  USD 5407475 Prepayments 0.00
Exchange Gain/Loss 0.00
Applications v
@ Receipt Applications Default
Apply |Saved Apply To Amount Applied Balance Due Customer | Purchase Order || Appl Disc|GL [[|Allo¢|Cros Re [ ]
N 1951 N

8. Click the "X" at the top right-hand corner of the Applications form to close out of this
screen.
9. Click the Apply button to re-open the Applications form.

Note: Perform this step only if the Cash is being applied to a new customer,

0 Enter the new customer number or select from the list of values in the Customer
Number column before entering the invoice number.

= —olx
Customer Name  Saint Josephs Hospital Health Cent Unapplied 54,074.75
Customer Number 1961 On Account 0.00
Location 3544 Cash Claims 0.00
Receipt Amount  USD 54,074.75 Prepayments 0.00
Exchange Gain/Loss 0.00
Applications
£ Receipt Applications Default
Apply | Saved Apply To Amount Applied Balance Due Customer [ Purchase Order | Appl |Disc|GL [ Allo¢ Cros|Re |[ ]
Io © = -
] O
i
] O
| O Find|1961%
O O Mumber Account Description Ta
m] O Hosnital Health Center
19610 ncology Foundation Inc
o O 19611 MNextCorps
O O 19612 Save The Children Federation Inc
=] O 19618 Wiorld Monuments Fund
19617 Center for Problem Oriented Policing
o O 19618 Duguesne University
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10. Enter the invoice number the Apply To field or select from the list of values.

E —Ofx

Customer MName |Saint Josephs Hospital Health Cent Unapplied 54,074.75
Customer Number | 1961 On Accournt 0.00
Location 3544 Cash Claims 0.00
Receipt Amount USD 54,074.75 Prepayrments 0.00
Exchange Gain/Loss 0.00
Applications v

£ | Receipt Applications Default
Apply |Saved Apply To Amount Applied Balance Due Customer I[|Purchase Order || Appl Disc GL [|Allo¢ Cros Re|[ ]
l 1840537 54,074.75 |1961 80987 01-J

I3

11. Press Tab.

Note: The Amount Applied field will automatically populate with the balance due on the
invoice up to the amount of the cash receipt, and the Apply box will automatically be
checked.

12. Review the Amount Applied field for the amount of the receipt to apply to the invoice.
13. Perform one of the following:

0 If the cash receipt has a remaining unapplied balance and you need to apply it to
another invoice or place it on account, click in the next field and enter or select
the invoice number or leave unapplied, review/edit the Amount Applied field,
repeat as necessary,

or

0 If you have completed all cash receipt application,
14. Select File > Save to save your changes.
15. Click File, Close Form.
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