Receivables — Review Customer Accounts

For employees reviewing customer accounts.

Purpose: Review customer account details.

How to Access: Log into the STRATUS application. Select the Receivables application from
the Navigator.

Helpful Hints: Be sure to keep in mind that...

e Supporting documents can be attached.

Procedure: Complete the following steps to review customer accounts:

1. On the homepage, select Billing or Accounts Receivable under Receivables from the sliding menu in the
center of the screen or the hamburger menu in the top left corner. (Note: this example will follow the Billing
tile navigation)
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2. On the billing menu, navigate to Review Customer Accounts by clicking the Review Customer Accounts
button or select the tasks icon on the right side of the page and select Review Customer Accounts.

TOWSON
T UNIVERSITY. STRATUS



Receivables — Review Customer Accounts

= TU|STRATUS
Billing@ All business units (¥

Incomplete View w
5 Transaction Number Source Class Customer Entered Amount Date
0-10 Days 4001 Athletics General Invoice Jakes NY Deli 2,500.00 USD  4/29/22
1 212000 Bursar Admin Invoice Downey3 50.00 USD 5/3/22
10+ Days 5001 Career Center Credit Memo Chartwells/Compass Group -31.00 USD  4/14/22 =
1006 Facilties Management Credit Memo Jakes NY Deli 0.00 USD 4/25/22
Approval 1007 Facilities Management Credit Memo Jakes NY Deli 0.00 USD 4/25/22
1008 Facilities Management Credit Memo Jakes NY Deli 0.00 USD 4/25/22

0

Research

0

= TU|STRATUS

Billing @  Albusiness unies (= Transactions
« Create Transaction

e« Credit Transaction

Incomplete View ¥ « Manage Transactions
5 Transaction Number  Source Class Customer « Manage Autolnvoice Lines
« Approve Adjustments
0-10 Days 4001 Athlefics General Invoice Jakes NY Deli
Customers
1 212000 Bursar Admin Invoice Downey3 « Create Customer
10+ Days 5001 Career Center Credit Memo Chartwells/Compass Group * Manage Customers
« Upload Gustomers from Spreadsheet
1006 Facilities Management Credit Memo Jakes NY Deli
Approval 1007 Facilities Management Gredit Memo Jakes NY Deli

Customer Account Balances
1008 Facilities Management Credit Memo Jakes NY Deli * Review Customer Account Details

« Create Adjustment Journal

* Re

Journal Entries

Research

0

3. On the Review Customer Accounts page, search for the customer by name or account number (if known). For
best results, change the dropdown to search by “Contains” or “Starts with". Click the Save button to save
that value for future searches. Then click Search.
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= TU|STRATUS nePo @

Review Customer Account Details @ m

4 Search: Accounts

Bill-to Site | Equa v

Searqq || Reset || Save.
Account Number Customer

An overview of the customer account will display, showing the customer’s open receivables, total transactions
due, pending applications or unapplied payments, and total past due transactions.

= TU|STRATUS

Review Customer Account Details @

Search: Accounts

Account Number Customer

Account 2024: Details

Total Open Receivables Total Transaction Due

Pending Application Total Past Due Transactions in Dispute

Entered Currency
Amount  Count Amount  Count Amount  Count Amount  Count Amount  Count
Count of Items 13 13 0 1 0

5. Click the activities header to view detailed activity for the payments and invoices.
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= TU|STRATUS

Review Customer Account Details @ t v

» Search: Accounts

Account Number Customer
Accoun, p
Total Open Receivables
Entered Currency
Amount  Count
Count of ltems 13

Total Transaction Due

Amount

Count

Pending Application Total Past Due Transactions in Dispute

Amount  Count Amount  Count Amount  Count

This screen will show you the total open receivables for the organization over the past month. To view all

open receivables for the organization, select between and change the date range to fit your criteria. Click the
arrow button to search (button to the right of the date fields). (Note: to view all transactions, be sure to pick

a start date that is far enough in the past.)

= TU|STRATUS

Review Customer Account Details @ A ' v

Search: Accounts

Account Number Customer

Account 2024: Details

View Activities By | Total Open Receivabies v
oW w Detach | Dispute || View Balance Details el
. Activity  Entered Original Current
Transaction  Class Doe Currency A Amont Unapplied Amount
Total uso 2,081.00 0.00

Invoice 216002, USD: Activities

Number Activity Class Original Amount Activity Amount  Activity Date

Accounting Date

Past Due
Amount

0.00

Status

Disputed

Amount Business Unit

0.00

Business Unit

Status
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7. To view all the transactions for the organization, including paid invoices, change the “View Activities By”
dropdown to All. Again, you change the date to fit your criteria. Click the search button.

Review Customer Account Details @ TR =
b Search: Accounts Saved Searct y Custome unt v
Account Number Customer

Account 2024: Details

o v S Detach | Dispute || View Balance Details e | Bstoons v
) Activity  Entered Original Current ) Past Due Disputed
Transaction  Class Dot Currency oo Amount  Unapplied Amount jresisns, Anount Business Unit Status
)
Total usD 18,010.34 0.00 2.807.74 0.00
Invoice 216002, USD: Activities

Number Activity Class Original Amount Activity Amount Activity Date Accounting Date  Status Business Unit

8. To view any payment or credit transactions, click anywhere on the line (except the transaction number) to
highlight it. The invoice activities menu will appear at the bottom of the page below the line items.
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Review Customer Account Details ® v
b Search: Accounts Saved Search v
Account Number Customer

akes N
Account 2024: Details
tes
View Activities By | A v
View v Detach Dispute || View Balance Details Date |“®™o¢" V|l 42572 ° o ©
_ Activit Entered O i C t Past D Di ted
Transaction  Class Dote  Curmency s m Amount  Unapplied Amount e Anouns Business Unit Status
s
an Yowson Unive
(
Total uso 18,010.34 0.00 2,807.714 0.00
Invoice 207000, USD: Activities
Number Activity Class Original Amount Activity Amount Activity Date Accounting Date  Status Business Unit
b Adjustment
nal Information
9. To view an invoice, click the transaction nhumber hyperlink to open the invoice page.
Review Customer Account Details @ ¢ v m
b Search: Accounts Saved Searct tomel tv
Account Number Customer
Account 2024: Details
View Activities By v E
o v Detach | Dispute || View Balance Details ate | BEVeEN ¥ |l 4512 ° 22
o Activity Entered Original Current Past Due Disputed
Transaction Class Date Currency Amount Amount Unapplied Amount Amount Amount Business Unit Status

SOR01T

L E e

18,010.34 0.00 2,807.74 0.00

Total

Invoice 207000, USD: Activities

Number Activity Class Original Amount Activity Amount  Activity Date Accounting Date  Status Business Unit

0 400,00 USC

P Adjustment 7001: Details

P Additional Information

10. After viewing the invoice details, click done to return to the customer accounts page.
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= TU/|STRATUS
Transaction:Invoice 207000 Actions

General Information

Tra n Total
4
Invoicing R
Attachments reigh
Document N Not
stus Dispute Amount
Jispute Dat
payment
ayment Terms t-to Add
Due Date
Invoice Details
ew v Detach
Line Information
Line  ltom Description
Mema Line uom Quantity Unit Price Amount Tax Classification Transaction Business Category Intended Use  Product |
E Es 4 250 1,000.00 SALES_TRANSACTION
Total 4 1,000.00

11. To view which invoices a payment or credit transaction has paid, click anywhere on the line (expect the
transaction number) to highlight the line. The details will be displayed under the payment activities menu

below the line items.

Review Customer Account Details @ wnt v
o Site | Equal v E Init| Eq; v
Search  Reset  Save..
Account Number Customer
2024
Account 2024: Details
View Activities By | A v
View v - Detach View Balance Details Date bl
Transaction  Class ooy gt et Unapplied Amount  "pesbue  DiSputed g iness Unit Status
st
’ 1
SC
!
voics a2 St ) 0
e Py eTer] 4l el oo
Credit Memo 211004, USD: Activities
Number Activity Class Original Amount Activity Amount  Activity Date Accounting Date  Status Business Unit
l"'.‘ nvoice 680.00 USD Applied
¥ Invoice 211000: Details
» Additional Information
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12. To view the payment or credit memo information, click the transaction number hyperlink to open the receipt
page.

Review Customer Account Details @ wnt v [ Done |
Customer | Starts with v | saxe Account Number | Equa v
v Business Unit | Equa v
search || Reset || save.
Account Number Customer
2024
Account 2024: Details
Activities
View Activities By v
i w = Detach View Balance Details Date il
Transaction  Class 3::';"7 E:‘ltv';:-‘:y g:"":gl"':: »:r':r:::: Unapplied Amount ":::‘RI‘:: UA;':::LE,: Business Unit Status
ot i
Total uso 18,010.34 0.00 2,807.74 0.00
Credit Memo 211004, USD: Activities
Number Activity Class Original Amount Activity Amount  Activity Date Accounting Date  Status Business Unit
11009 . 680,00 USD 10000USD 427122 oplied
¥ Invoice 211000; Details
Additional Information

13. After viewing the receipt or credit memo information, click done to return to the customer accounts page.

Transaction:Credit Memo 211004 Action -

General Information

unting Date 472522

Salespersor

Bill-to L Ship-to Sold-to

b pactsl Name . Nam

AGdress 4. _— Paying Customer

Name

Credit Memo Details

o v Detach

Line Information
Line  ltem Description
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= TU|STRATUS

Receipt: 20220406_001

Receipt Information

Customer

4 Remittance Bank

4 Additional Information

Receiot Details

pt Date
ting Dat
Maturity Dat
ark Daf
ables Spe t
Rate
s
tachmer
it AN
al Information

14. To view who posted the payment, created or approved an invoice, highlight the line and click About this

Record under the View dropdown.

Review Customer Account Details @ t v
st v
1o site [ v
Account Number Customer

Account 2024: Details

w v ¢
u betacn
Abnct Thas Racord Activity  Entered Original Current
- Date Currency Amount Amount
Conumne )
Do
Re
‘
F C
Total usD 18,010.34

Payment 20220406_001, USD. Activities

Number Activity Class Original Amount Activity Amount Activity Date

P Additional Information

Unapplied Amount

Past Due
Amount

2,807.74

Accounting Date ~ Status

Account Number | €

Disputed

Amount Business Unit

Business Unit

Search || Reset || Save.

Status




Receivables — Review Customer Accounts

About This Record x

Created By MMULLENHOLZ
Creation Date  4/6/22 412 PM

Last Updated By MMULLENHOLZ
Last Update Date  4/6/22 413 PM

£

15. When finished reviewing customer accounts, click Done to return to the Billing page.

Review Customer Account Details @ | acount +|
4 Search: Accounts saved search | Any Customelgecount v |
** At least one s required
** Customer | Stants with v | vake ** Account Number | Equais vH |
** Billto Site | Equals K ] ** Business Unit | Equals | ‘
Account Number Customer
l'zm " Jakes NY Del
Account 2024: Details
Overview  Activities
View Activities By ‘ Al | [] Exchude receipts at sk
[view v | 8 7 ) Detach | Dispute || View Balance Details |  Date [ Betwsen v |70 s fe |- 52522 | ©
Activity Entered Original Current Past Due Disputed
Transaction Class Date Currency Amount Amount Unapplied Amount ‘Amount Amount Business Unit Status.
200001 Invoice ns2 usD 34080 34980 Towson Universty Open
200002 Invoice ans2 usp 28180 28160 Towson University Open
208000 Invorce e uso 2,000.00 2,000.00 Towson University Open
207000 Invoice a2 usp 1,000 00 60000 Towson University Open
206017 Invoice a2 usD 5,000.00 5,000.00 Towson University Open
206012 CreditMemo 47722 usp -500.00 000 Towson University Closed
206016 CredtMemo 47722 usp -75.00 000 Towson University Closed
206015 CredtMemo 47722 usp -5000 000 Towson Universty Closed
206013 Dedit Memo 2 usp 1.100.00 1,100.00 Towson Unwversty Open
206018 Invoice a2 usp 275,00 27500 Towson Universty Open
Total usp 18,010.34 0.00 2,807.74 0.00
Invoice 206018, USD: Activities
Number Activity Class Original Amount Activity Amount  Activity Date Accounting Date Status. Business Unit
No data to dsplay

10



