AR-11 Create and Manage Receipts

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to Create and
Manage Receipts in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers how to create and manage receipts in NCFS, which will enable you to create receipts manually
and via spreadsheet. You can also create unidentified receipt applications for the receipts which were created.

User Tip

The following are prerequisites to creating and managing receipts:

1. User must download desktop integration installer for using ADFDI spreadsheet (Navigation: Tools >>
Download Desktop Integration Installer).

Create Unidentified Receipts

To create unidentified receipts in NCFS, please follow the steps below. There are 10 steps to complete this
process.


https://www.ncosc.gov/training/ncfs-system-training/ncfs-help-documents/ar-11-create-and-manage-receipts

Step 1. Login to the NCFS portal with your credentials to access the system.

Step 2. On the Home page, click the Receivables tab and click the Accounts Receivable app.
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Step 3. On the Accounts Receivable dashboard, click the Tasks icon and click Create Receipt.
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Step 4. On the Create Receipt page, click the Business Unit drop-down choice list, then select the appropriate
business unit.

In this example, we choose 2500 DHHS HEALTH BENEFITS. Click the Receipt Method drop-down choice list,
then select the appropriate receipt method. In this example, we choose NC Manual Receipts.

Note: Receipt Type is set by default.
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Step 5. Enter the Receipt Number in the Receipt Number field.

In this example, we enter DHHS_02C017_1. Enter the amount in the Entered Amount field. In this example, we
enter 500. Click the Submit and Create Another drop-down choice list, then select Submit.
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Step 6. The Information pop-up appears, click the OK button.
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Step 7. Navigate back to the Accounts Receivable dashboard, click the Tasks icon and click Manage

Receipts.
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Step 8. Enter any one of the required fields (i.e., Receipt Method as NC Manual Receipts) and click the State
drop-down choice list, then select Unidentified and click the Search button.
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Step 9. The Receipts with Unidentified state are displayed in the Search section. Click the Receipt Number
link.
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Step 10.
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Edit Receipt: DHHS _02C017_ 1 ®

4 Receipt Information | show More
Status Cleared
2500 DHHS HEALTH
Business Unit
BENEFITS
Receipt Type Standard
Receipt Method NC Manual Receipts

Receipt Number DHHS_02C017_1

Receivables Specialist v

Attachments MNone sje

Reassign Receipts

MNC Manual Rec...

NC Manual Rec...
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Receipt Method Customer Name

Customer
Account
Number

Customer
Name

* Customer
Site
Receipt Date

Accounting
Date

Comments

Customer Account
Number

822123

SI22123

Receipt
Date

2M10/23

5122123

5122123

Advanced | Saved Search | All Receipts

Entered Unapplied

Batch Number ANTGURE AAGUnE Busine
100.00 USD 100.00 USD 2500 DI
500.00 USD 500,00 USD 2500 DI

Review the Unidentified Amount applied to completed receipt and click the Save and Close button.

Actions w Save Cancel
Currency USD US Dallar
* Entered Amount 500.00
Accounted Amount 500.00
Total Applied Amount 0.00
On-Account Amount 0.00
Unidentified Amount - 500.00

Exchange Gain or Loss 0.00



Create Receipts by Spreadsheet

To create receipts by spreadsheet in NCFS, please follow the steps below. There are 12 steps to complete this
process.

Step 1. Login to the NCFS portal with your credentials to access the system.
Step 2. On the Home page, click the Receivables tab and click the Accounts Receivable app.
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Step 3. On the Accounts Receivable dashboard, click the Tasks icon. Click Create Receipts in Spreadsheet
. This will direct you to download the Create Receipt Batch excel.
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Step 4. Click the Open button.
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Step 5. Click the Enable Editing button.
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Step 6. The Connect pop-up appears, asking you to login to the NCFS System. Click the Yes button.

Image



o You are about to connect to the following application URL:

https://emzn-dev7.fa.us8.oraclecloud.com/fscmUl/adfdiRemot
eServlet

Do you want to connect?

Yes No

Step 7. Sign Into the Oracle Applications Cloud using the assigned credentials.
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Step 8.
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Step 9. On the Create Receipt Batch tab, click Upload icon. You can view the receipt is uploaded successfully
with no error in the Status Viewer section.

Image



File Home Insert

dAdl@ &P

Login logout Clear  Edit About [ Upload jStatus
AN Data Options [Viceweint

Page Layout Formulas Data

Workbook o e el

013 - fi

{7 Confidential \ No Additional Protection #
[ c D E

Feview

| ORACLE Create Recelpt Batch

L}

r}

B hegee

7 “Ehmsineas Uil ] =00 00045 ME AL TH BEREFTTS “Flataks Dte 07000

8 “Halich Souroe 'L Dl 70

] Tkt 8] D X070

u I Marnsd Fascopis Casvanay 0

iy it e Bl || *4C FEF| fccords Pacaatia [———y—

g i [ MNCAURARSE CEIPTS [ = ™

ol  Nehawh b itk | Corvewswion Osle

t et .

| I
B Chansged I Sequerce Maste  “Tacegd |
5] - Lm-_"' ccanstil REHRE, Sqeeadebme ) |
F]

il =

24

1

Ed

"

%

= i

[} T

View

Help

Create Receipt Batch

Acrobat

Confidential -
(] I 4
= ] At
mee ¢ %
= Cute

x

-

U Comments &5 Share

Status Viewe = »

Messages for this worksheet
are listed below

& Mo error

Once the receipt is uploaded successfully, Navigate to Accounts Receivable dashboard. The receipt

created is populated on the Accounts Receivable dashboard under Receipt Batches infotile. Click the Batch

Number link.
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Step 11. Validate the Batch Information section.
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Review Receipt Batch: RS_1

4 Batch Information

Batch Status

Ready to post
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* Batch Currency | USD - US Dollar W * Batch Date | 12/20/22 i
* Business Unit 2500 DHHS HEALTH BENEFITS —
* Receipt Class | Manual * Accounting Date | 12/20022 [
Batch Type  Manual
Batch Number RS 1 * Recelipt Mathod | NC Manual Receigts * Deposit Date | 12/20122 [
* Remittance Bank | NG FER Accounis Recelvable Attachments Mone ==
® Remittance Bank Branch | AR Receipts Comments
* Remittance Bank Account | NC-FBR-AR-RECEIPTS
4 Batch Totals
Count Amount
Control 1 10000
Actual 2} 100.00
Difference 1] 0.00
Step 12. Scroll up and click the Post button.




Review Receipt Batch: RS_1 P m Saveand Close  Post | Cancel

4 Batch Information

Batch Status Ready 1o post

* Batch Currency | USD - US Dollar R4 * Batch Date | 12720/22 fe
* Business Unit 2500 DHHS HEALTH BENEFITS
* Recelpt Class | Manual v * Accounting Date | 12/20/22 )
Batch Type Manual
Batch Number RS 1 * Receipt Method | NG Manual Receipts v * Daposit Date | 12/20/22 @
* Remittance Bank | NG FBR Accounts Receivable - Attachmants Mone +
* Remittance Bank Branch | AR Receipts L 4 Comments
* Remittance Bank Account | NC-FBR-AR-RECEIPTS v A

4 Batch Totals

Count Amount

Control 1 100.00

Wrap-Up

Create and manage receipts using the steps above for any receipt which needs to be created manually, via
spreadsheet, or unidentified receipt applications.

Additional Resources

e Virtual Instructor-Led Training (vILT)
o AR102: Receipt Management
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