AR SEEDED REPORTS AR

QuICK REFERENCE GUIDE

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step guide of how to access
AR Reports in the North Carolina Financial System (NCFS).

Introduction and Overview

Accounts Receivable (AR) reports are available on-demand to meet various business needs. In NCFS,
users can access a range of reports, which are categorized into two types: Standard and Customized.

Access Standard AR Reports
The following are the steps to access Standard Reports:

1. Click the Company Single Sign-On (SSO) button.
2. Enter your dac.nc.gov email address.

3. Click Next, then enter password.

4. Onthe Home page, select the Tools tab.

5. Click Reports and Analytics application.

QUICK ACTIONS APPS
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AR-32: AR Seeded Reports

6. Click the Browse Catalog button.

Reports and Analytics @

All Folders »

Filter ‘AI! types V‘ ‘Favomes ‘

Clear Filters

“@ No results found.
Search for analysis, report, or dashboard. Click the star icon to favorite an object.

Browse Catalog

7. Navigate to Shared Folders.

8. Select Financials.

BerVew v jlavy O B3 B

4 Folders b

icg  Favortes » Dasboards» Croate s Opens (O

. v X & Locabon /Shared FderyFranculs
Type AN v Sort Name AZ v
- Bill Management Last Modfied 4425 12 20AM  Owner System Account

Budgetary

Control Last Modsed 44725 12 20AM  Owner System Account
More @

Expan

Cash Management Last Modfied 44/25 12 20AM  Owner System Account

rr

Ban  Collections LastModfied 4425 12 20AM  Owner System Account
B i Mo

§8) Dashboards Lasi Modsed 101124 100 PM  Owner

= pand More @

- Expenses Last Modied 4425 1220AM  Owner System Account

Fixed Assets Last Modded L4425 12 20 AM

Onner System Account

Fusion Accounting HuD  Last Modibed 4425 12 20AM  Owned System Account

General Ledger Last Modtod 4425 12 20AM  Owner

xpand More ¥

Intercompany ACCOUNtING  Last Modtied 4425 1220 AM  Owner System Account
spand Mots ¥
Joint Venture Management Last Modfed 4425 12 20AM  Ownor Systom Account

Contavers templates and data modeds for ont venture manageeent
W Mot ¥

Lease Accounting  Last Moded 4425 12 20AM  Owner System Account

» Preview

Show Hdden llers. @
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AR-32: AR Seeded Reports

9. Click Receivables.

10. Select Period Close.
11. Click either.

12. Adjustment Register or

13. Transaction Register to open the desired report.

hevene lhe O 0O W mv v r X & Lox aton /Shared FoderyFmancaby Receeatdes Percd Cose: - Show Haoe e @

4 Folders B=a e w Sort Name AZ - - A

, - AGJustment Register Last Moosed 101124 100 PM  Owee
22 rowvdes saustment mormation by business Ut and saustment o S & 3peced penod

Applied Receipts Register Last Modsed 101124 100 PM  Oweer
Provdes cusiomes recegt appication rdcrmation by buseess unt and accouring dale kor 8 sieced penad
spand_Ope More ¥

Transaction Register Last Modsed 101124 1 10 PM  Owner
S5 rovides niometon atout Farmacions Pt aflect T (ushmer BAWNCe by BUsiness Unt and Vansacton (s Bor & spedted perod
uoe v

Unapplied Receipt Register Last Modfed 101124 110 PM  Owner
Provides niomaton sbout uisdentited. unagoied and on-account Curlomss rcepts by busness und K @ 9echied penod
spand Ope Mo v

14. Select the parameters. All required parameters are identified by an *.

15. Click Apply.

@ Adjustment Register Calslog Favorfes » Dashboards» Croatov Open v e

* Business Unit 5200 DEPARTIw Adjustment Type --Seloct Value--w Transaction Date Between s

o
&

* Adjustment Accounting Date Between 07012025 1507312025 e Adjustment Status Approved v Transaction Type --Select Value-w

Customer Name _Select Value.w Adjustment Reason _Select Value-w  Transaction Number ..Select Value-.w

Customer Account Number ..Select Value--w Entered Currency --Seiect Value-w

No data to display.
Refresh
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16. The selected register opens

Adjustment Register
Date run: ['224/25

Ledger NC CASHUS  Ledger Currency USD

Display by Adyustment T

oo w

Business Unit Adjustment Type Customer Name
5200 DEPARTMENT OF Frexght COMMERCE
ADULT CORRECTION Adyustments WORKFORCE

SOLUTIONS

Freight
Adjustments
Total

5200 DEPARTMENT OF

ADULT CORRECTION Total

Grand Total

Refresh -Print - Export - Add 1o Bnefing Book

Customer
Account
Number

115972

Entered

Number Type

25001 DAC Standard
Invoice

25003 DAC Standard
Invoice

Accounting Date

Entered Amount Currency
1.00 USD

700 USD
100 USD
100 USD

-8.00

-8.00

-8.00

Adjustment

Accounted Adlustment
Amount

Reason

1.00

100 Charges
1.00
-8.00

-8.00

-8.00

Access a Customized Report

1. Inthe Tools tab, click the Reports and Analytics application.

¢ Tools Configuration

QUICK ACTIONS

Notifications

B2B Message Type Definitions

B28 Messaging Certificates

B2B Trading Partners

B2B Service Providers

Show More

Others

B2B Message Transformation Definitions.

APPS

Set Preferences

Worklist

Security Console Transaction

Console

[ —-—

Reports and
Analytics

Collaboration
Messaging

Scheduled

Processes

_|_

2. Click the Browse Catalog.

Reports and Analytics @

All Folders >

Filter ‘AH types. V‘ ‘Favomes

Clear Filters

,-‘@

No results found.

Search for analysis, report, or dashboard. Click the star icon to favorite an object.

Browse Catalog
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Navigate to Shared Folders.
Select Custom.

Click FBR Custom.

Under the Report folder, select Accounts Receivables to view the list of AR Custom Reports.

Click the Expand link to expand the report view.

Home Catalog Favoritesw Dashboardsw Createw Openw e

o S Exf@ O Eav v v L] Location /Shared Folders/Custom/FBR CustomyReport/Accounts Receivable v Show Hidden Items @)
4 Folders E= &2 Type All w Sort Name A-Z w [ Show More Details
3 » B My Folders 2 Aging by Invoices Report (RPTOTCO11) Last Modified 6/16/25 6:50AM Owner ANICETTRESO SEALE H
4 Shared Folders I il
» Common Contént —- :C AR I:O Invoice Interface Prevalidation Report (INTOTC008) Last Modified 5/21/25 4:18 AM  Owner ANICETTRESO SEALE
xpand More
4 - NC AR IGO Receipt Interface Prevalidation Report (INTOTC009) Last Modified 5/21/25 4:18 AM  Owner ANICETTRESO SEALE
b CloudInsights Expand More v
b SN Cuskmer Relsionship Mansgament ) NC AR Transactions Detail Report (RPTOTC004) Last Modified 5/2/24 1:10AM Owner ANICETTRESO SEALE
5 4 Conversion ol —- NC DAC Accounting Year End Report (RPTOTC029) Last Modified 6/16/25 6:44 AM  Owner ANICETTRESO SEALE
» Integration Expand More v
4 Report - NC DAC Inside Purchase Recap Report (RPTOTC036) Last Modified 6/16/25 6:42 AM  Owner ANICETTRESO SEALE
Expand More ¥
» Accounts Payable
[ NC DAC Payments By Plant Report (RPTOTC030) Last Modified 6/16/25 6:42 AM  Owner ANICETTRESO SEALE
4 Toaks B NC DAC Sales Recap Report (RPTOTC039) Last Modified 6/16/25 6:42 AM  Owner ANICETTRESO SEALE
- Expand More ¥
[ Accounts Receivable ] -- NC DAC Sales Taxes by County Report (RPTOTC038) Last Modified 6/16/25 6:11 AM  Owner ANICETTRESO SEALE
Fxnand More w v
i Expand &P Create Shortcut « | b Preview
.

8. Click the Open link to open the report.

NOTE: The report can be downloaded immediately or scheduled for download later, once the

process is fully completed.

il Catalog

ey 3@

4 Folders E= Type All

Custom
CloudInsights
Customer Relationship Management
FBR Custom
Conversion
Integration
Report
Accounts Payable
Accounts Receivable

NC AR Aging by Invoices Repo

NC AR IGO Invoice Interface Pre

»

. NC AR IGO Receipt Interface Pr’ev

4 Tasks

5 NC AR Aging by Invoices Report (RPTOTC011) (]
i Expand

P Create Shortcut 2

» Preview

Home Catalog Favoritesw Dashboardsv Createv Openw

L

Location /Shared Folders/Custom/FBR Custom/Report/Accounts Receivable/NC AR Aging by Invoices Report (RPTOTw (] Show Hidden Items

(2]

w Sort Name A-Z w (] Show More Details

NC AR Aging by Invoices DM (RPTOTC011) Last Modified 6/16/25 6:50 AM  Owner ANICETTRESO SEALE
FBR AR Aging Report by Invoices Data Model
Properties More v

NC AR Aging by Invoices Report (RPTOTC011) Last Modified 6/16/25 6:50 AM Owner ANICETTRESO SEALE
\ging by Invoices Report (RPTOTCO011)
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AR-32: AR Seeded Reports

9. Toschedule the download for later, click More.

10. Select Schedule to schedule the report download.

s view v ) ow L x 8 Locason PP AR g by s @ ) Bhow beoten Bevs )
4 Foldars Tz e v ot Nama A2
NC AR Aging by ivoices DM (RPTOTCOM) List Musted 61675 650 AM Ouer ANCETTRESO SEALE

FIR A Agrg Feagen by csces Data Mose
o Mo w

NC AR Aging by ivvoices Report (RPTOTCOT1) Lawt Woofied 61625 4 S0AM  Omnes ANCETTRESO SEALE
ey g e RPTOTCO)

- A

e
Tasn

b Preview

11. In the General tab, fill in the required parameters.
e Business Unit
e Group By

12. Click the Output tab.

# Schedule Report Job Home Catalog Favodiesw Dashboardsw Creates Openw 9

4 Overview

General Created by priyanchaudhary@deiome com

Outputs Output!
Report Name 'CustomFBR CustomRepirVACCounts Receivabie/NC AR Aging by Invoices Repor (RPTOTCO11)yNC AR Aging by Invoices Report (RPTOTCO11) xdo Destination
edate! Notification

Report /CustomFBR CustomReport/Accoun O,

4 Parameters
Business Unit 5200 DEPARTMENT OF ADL v
Customer Name Al v Customer Account Number Al v

Account Type Al v Plant Al ¥ Due Date From (@ Due Date To

'y

Collection Manager Al * Group By Customers

Pron; Al
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13. In the Output tab, select the option Save Data for Republishing.

14. Choose the destination type from the available options: Email, Printer, or Content Server.

15. Click the Schedule tab.

# Schedule Report Job

Save Data for Republishing
Compress cutput prior to deirvery

+
0 Mpit1  NCARAGngDy bwoicssw  Excel Calx)y  Enghen (Unied States) v  (UTC.OS00)NewYork . Sasem Time (ET) v Grogoen v (8
Y oesonston

You can add mulipie desSnalions a8 you need
Destruation Type Emad w  Add Destination

16. In the Schedule tab, select the Run Now option if you'd like to run the report now (this is
optional).

# Schedule Report Job Home Catalog Favoritesv Dashboardsw Createv Openw e

4 Overview
General Created by priyanchaudhary@deloltte.com Outputs Cutputi

Report Name /Custom/FER Custom/ReporyAccounts Receivabie/NC AR Aging by Invoices Report (RPTOTCO11)YNC AR Aging by Involces Report (RPTOTCO11).xdo Destination

Schedule Start immediately Notification Email

Retun Submit ©

General  Output | Schedule || Notification  Diagnostic

4 Define Schedule Time

Frequency Once 04

b
Start ) Jul 28, 2025 8:45:43 AM A‘ (UTC-05:00) New York - Eastern Time (ET)

4 Define Schedule Trigger

() Use Trigger

17. Click the Notification tab.
18. Check the Email checkbox to be notified by email.

19. Enter the email address where you want to receive the notification.

20. Click Submit.

# Schedule Report Job Home Catslog Favorlesw Dashboardsw Creates Opens 9
4 Overview
General Created by Outputs Output!
Report Name /Custom/FBR Cusiom/Repor/Accounts Receivable/NC AR Aging by Invoices Report (RPTOTCOT1YNG AR Aging by Invoices Report (RPTOTCO11)xdo  Destination
Schedule Start immediately Notification Emas 20

=T

Nosly & Email il Address
—
When 8 Report completed
Report completed with warmings

Report falled
Report skipped
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21. Enter the Report Job Name.

22. Click OK.

Submit

I/Custom/FBR Custom/Report/Accounts Receivable/NC AR Aging by Invoices Report
(RPTOTCO11)/NC AR Aging by Invoices Report (RPTOTCO11).xdo

“Business Unit*:"5200 DEPARTMENT OF ADULT CORRECTION®, "Customer Name™:"All",
Parameters "Customer Account Number™:"All*, "Account Type™"All*, “PlantfAll", "Due Date From™:*", "Due Date
To""™, "Collection Manager™:"All*, "Group By":"Customers", "Préfile Class Name™:"All*

Report

Schedule Start immediately
Output Output1
Notification Email
Trigger Data Model
Trigger Name
Trigger Retry Limit
Trigger Pause Time
Trigger Parameters

I Report Job Name Test

22

ﬂ Cancel

Open Scheduled Report

To open a report after it has been scheduled:

23. From desired report in the Report Catalog list, click the More dropdown.

24. Select History.

uservieww sy ¥ B3 @

4 Folders =

» My Folders

[+ ]
r'
F Shared Folders
3 Common Content
4 @ Custom

4 Cloudinsights
» Customer Relations
4 FBR Custom
» Conversion
3 Integration
4 Report
» Accounts Pz
4 Accounts Re
[NCaR]
NCAR It
NCAR It
NCART
NC DAC
NC DAC
NC DAC
ncoac ¥
| ]

vy v v v vwvwww

o Ev

Type All

- v X &

Location /Shared F{

w Sort Name AZ w [ ShowM

NC AR Aging by Invoices DM (RPTOTCO011) Last Modif|
FBR AR Aging Report by Invoices Data Model
Edit More w

G Jobs

¥ Delete

|& copy

E[1 Rename

5 Add to Favorites
&~ Create Shortcut
H Archive

IE Properties

¥ Permissions
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AR-32: AR Seeded Reports

25. In the Report Job History page, click the name of the Report Job link.

# Report Job History Home Catalog Favoritesw Dashboardsw Greatev Openw
Last Refreshed Tue Sep 30, 2025 10:17:28 AM Eastern Daylight Time ¥ Return @
Time Zone used for filters and display (UTC-05:00) New York - Eastern Time (ET) -
4 Filters
Report Job Name Contains - Start Processing Equals Or Laterw  Sep 23, 2025 10:17:26 AM F‘° Owner Eguals ¥ mjadooram@deloitte.com
Report Path Equals v IC c End Equals Or Earliew (i Scope My job Historiesw
Schedule Context Contains v Status. Al v
Search Reset
Report Job Histories
[1 Total Report Output]
Report Job Name Report Name Status ‘Start Processing End Processing Owner Scope
Test Job l;lﬁf:bt\gmg by Invoices Report (RPTOTCO & Success i:{p 30, 2025 10:16:48 Sep 30, 2025 10:17:06 mjadooram@deloitte.com Private |
26. In the Output & Delivery section, click Republish.
# Report Job Hist Home Catalog Favoritesv Dashboards~ Createw Oper
Active End Date .
Trigger Data Model
Trigger Name
Trigger Retry Limit
Trigger Pause Time
Trigger Parameters
4  Report Parameters
Business Unit Al
Customer Name All
Customer Account Number All
Account Type Al
Plant All
Due Date From
Due Date To
Collection Manager All
Group By Customers.
Profile Class Name All
4  Qutput & Delivery
XML Data .+, | Republish [
Status  All v
Output Name Template Format Locale Time Zone Calendar  Status Send
NC AR Aging by Invoices (UTC-05:00) New York - Eastern Time
b Outputt Report RPTOTCO11 XLSX English (United States) €T Gregorian ] =
-
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AR-32: AR Seeded Reports

27. On the right-hand side of the page, click the Excel icon.

28. Select the desired report format from the drop-down to download the report.

Due Date To

7

] PDF

[X] Excel (*.xIsx)

[ﬁ"{i}ﬁ

Wrap-Up

NCFS users can Access AR Seeded Reports by following the steps outlined above.

Additional Resources

Instructor Led Training (ILT)
e AR109 — AR Reporting

Web-based Training (WBT)
e MFG100: Introduction to NCFS Manufacturing

e MFG101: The Journey Through NCFS Manufacturing

Change Record

Effective Date 11/18/2025

o QRG creation
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