MANAGE AND APPROVE
RECEIVABLES FOR ADJUSTMENTS

QuicK REFERENCE GUIDE

AR

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step guide of how to
Manage and Approve Receivables for Adjustments in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the process of Manage and Approve Receivables Adjustments. This process
provides information on how to create adjustments and the approval process for adjustments.

Manage Adjustments in Receivables

To approve expenses via the notification bell icon, please follow the steps below:

Create Adjustments

1.
2.

Log in to the NCFS portal using the Company Single Sign-On (SSO) button.
Enter your dac.nc.gov email address.
Click Next, then enter your password.

NOTE: The system will automatically sign on using SSO and log in to NCFS. After the first login
using SSO, future access may not require credentials. If SSO is not available, enter credentials
manually within the Username and Password fields, then click Sign-In.

Navigate to the Home page.
Click on the Receivables tab.

Click on Billing.
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AR-25: Manage and Approve Receivables for Adjustments

7. Onthe Billing page, click the Search icon.
Accounts Receivable (3} Al business units [+]

Receipt Batches vieww T E5 =7 Detach : A - ont v

Batch Type Status Batch Number  Date Control Count Actual Count Control Total -
v

ple ] m|

Lockbox Exceptions

0o

Unapplied Receipts

0 »

Show Graph

8. Enter the Transaction Number and click Search.

* Transaction Number

9. Click the Plus (+) icon to create an adjustment.

Manage Adjustments: Invoice 23000 @ m

Number 9 eivables Activi Adj Adj Amount | Tax  Install Adi Adj A
'y Type (UsSD) Number Status Date Date

No data to display.

Details

Transaction Distribution Adjustment Reason

Account Description Comments

Document Number

Chargeback Number
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10. Enter 5200 DAC Adjustment in the Receivables Activity field.

11. Select Line Adjustment from the Adjustment type option.

12. Enter the specific amount to be adjusted in the Adjustment Amount field.

13. Provide the relevant reason for the adjustment in the Adjustment Reason field.

14. Add any necessary comments or additional details in the Comment field.

15. Click Submit.

Create Adjustment

" Receivables Activity

5200 DAC Adjustment L

* Adjustment Type

Line Adjustments v

* Adjustment Amount 500.00
Includes Tax Mo
* Adjustment Date | 7/8/25 S
* Accounting Date | 7/8/25 (@
" Installment Number | 1 2025-08-06 v
Installment Balance 2,135.00USD

Document
Number
Chargeback
RIS
Adjustment
Reason

Charges ~

Additional Charges
Comments

Adjustment
Status

Transaction
Distribution

Regional
Information

15

@ Cancel

16. Once the adjustment is created, it is automatically routed to the designated approver for
review.

Manage Adjustments: Invoice 23000 @ [ oone |
Aclions v Vieww 4 o [ withdraw |
» Adjustment Adjustment Amount Install Adit A
Number Receivables Activity Type (USD) Includes Tax Number Status Date Date
1 5200 DAC Adjustment Line Adjusiments 50000 No More research 7825 TS
2 5200 DAC Adjustment Line Adustments 50000 No Pending approval  7/825 TS
2: Details
P Adjustment Reason  Charges
0000000-0000000-0000 - " “har
Transaction Distribution 0 00000, 0000 Comments  Additional Charges
000000-00000 Reglonal Information
DEPARTMENT OF ADULT CORRE-DAC 7100 ENTERPRISE FUND -
AC De EXPENDITURE CLEARING ACCO-DEFAULT AMU-DEFAULT AGENCY
ccount Descriplion - pROGRAM-UNDESIGNATED-DEFAULT PROJECT-DEFAULT BUDGET
FUND-DEFAULT Future 1-DEFAULT Future 2-DEFAULT Future 3
Document Number
Chargeback Number
Action History
Action Date Action (Created By Comments
71825 Pending approval lAkanksha Koul Addtional Charges
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Approve Adjustments

All adjustments undergo a mandatory approval process to maintain control and accuracy. Once an
adjustment is created, it is automatically routed to the designated approver for review. The invoice
will only be updated to reflect the adjustment after it has been formally approved.

1. Once On the Billing page, click the Adjustment Approval info tile.

2. Click on the adjustment available.

= ~INCF52
Bl:iﬂg AN Dusness vty | @
incompilete View w
0 Transaction Number  Source Class P —
10 Days T

. == —

Adpus trant Approval
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AR-25: Manage and Approve Receivables for Adjustments

3. Click the adjustment to view details.
4. Click Approve to approve the adjustment.
5

Click Reject to deny the adjustment.

6. Click Request Information if additional details are needed for the specific adjustment.

Action Hist oy
e Veww T e S
AcseaDite  Acsen Crestsa®y  Commenns

[R—

7. When approving, rejecting, or requesting additional information, you can add comments in
the comment box (optional).

8. Click Submit.

Wrap-Up

NCFS users can reference the Manage and Approve Receivables Adjustments using the steps above.
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Additional Resources

Instructor Led Training (ILT)
e AR107: Manage Billing

Change Record

Effective Date 11/18/2025

o QRG creation
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