S((EB Instructions:
The F-32 Transaction Customer Clearing and “Write-Off” Process

Agencies can use the SCEIS F-32 Customer Clearing Process to clear their customer accounts so they will
reflect an accurate balance. Agency accounts receivable staff should use the F-32 transaction to clear
customers when:

1. A partial payment has been made against a customer and the customer has a balance that
shows as open due to the receipt of the partial payment. Using the F-32 transaction in this case
will clear the partial payment against the open accounts receivable invoice (AR) and create a new
document (Doc # 11xxxxxxxX, Doc Type AB) that reflects the remaining (residual) balance. The new
document number references the original document number. Note that SCEIS does not auto-clear a
customer when there are partial payments made against open ARs.

2. Credit memos have been applied to a customer and the agency wants to offset the credit memo
against an existing AR, either resulting in a -0- balance or a remaining balance, less the credit.

3. A customer has been over-billed and requires a “write-off,” meaning the customer will never owe
this money to the agency. Use the F-32 customer clearing process to create such “write-offs.”

Below are instructions, including screen shots, for using the F-32 transaction to clear customers for
each of the scenarios described above. (Instructions for Scenario 2 begin on page 7 and for Scenario 3
begin on page 10.)

Scenario 1:

AR billings, AR credit memos, and/or partial payments are posted against a customer, leaving a residual
balance on the customer. This does not auto-clear and requires a manual clearing process. In order to do this,
use the F-32 transaction to clear the customer as follows.

la. Execute FBL5N (shows a balance of $5.00):

[= =]

List Edit Goto Extraz Environment Settings System Help
(7] D AH e SHE DNno0 BEE @5
Customer Line Item Display
X1 KB \CT e 22 = [0 [E0 serectons [ pispure case
Gustamer 4086012 -]
Company Code sCa1
Name THOMAS J KEAWEMEY ATTY
City CHARLESTON

§t|Mssignment DocumentNo| Typ |Doc. Date |S|0DD tmt in loc.cur.|LCurr{Clrng doc. [Text

i 1 20008115502 | DR |B8/04/2010 75.00 |USD Daily weather ohs.-Climate
1 11 2108029217 |DZ |B3/2472011| | Ly 70.00-|USD

A | 5.00 |USD

** hocount 4006012 5.00 |UsD
Customer
Company Code
Hame
City

St|Assignment DocumentNo|Typ|Doc. Date |S|DD Amt in Toc.cur.|LCurr{Clrng doc. |Text
5.00 |UsSD

|& 2 tems displayed b [Eca (1) (020) B[ sceisecqaps NS | [ 7




SWEIS

1b. Execute F-32 and enter the customer number:

Instructions:

The F-32 Transaction Customer Clearing and “Write-Off” Process

=

Document  Edit Goto  Seftings  Systern Help

& BBl CaR DHERE DDO0 BRI @

ST

Clear Customer: Header Data

Process open items

Aceount hooEa12 [riearing Date 03/24/2011] Period 9
Company Code s5CO1

Open Iter Selection

Special GIL Ind [w] Matmal Ol

Additional Selections
® None

O Amount

O Assignment

O Reference

O Document Mumber
QO Posting Date

O Dunning Area

O Payment order

O collective invaice
O Document Type
O Business Area

O others

I [Eca (3 m2m B[ sceisecoaps [N | [/

1c. Select the Document Number under “Additional Selections”:

=

Document  Edit Goto  Seftings  System  Help

& D dHCEe SHE Bno0 BE @m

QW

Clear Customer: Header Data

Process open items

Account 4006012 Clearing Date 03/24/2811) Period 9
Company Code SCO1

Open ltern Selection

Special GIL Ind [v] Marmal Ol

Additional Selections
O None

O Amount

O Assignment
OReference

i@ Docurment Murber
QO Posting Date

QO Dunning Area

QO Payment arder

O Collective invoice
QO Document Type
O Business Area
O others

b [ECa (3) (020) B [ sceisecqaps [INS | [ 7




S((EB Instructions:
The F-32 Transaction Customer Clearing and “Write-Off” Process

1d. Enter Documents to Offset:

= [=]c] ]
Document  Edit Goto  Seftings  Systern Help

& BBl CaR DHERE DDO0 BRI @
Clear Customer Enter_salestien[iteria

Other selection || Other accoufit || Process open items

Patameters entered

Campany Code @

Account 4806012

Account Type E

Spacial GiL inid [ ) Standard Ol

Document Mumber

From To String Initial value

2100029217 ) )

20008115593 ) )
O O
O O
O O
O O
O O
O O
O O
O O
O O
O O
O O
O O
O O
O O
O O

I [Eca (3 m2m B[ sceisecoaps [N | [/

le. Click on the Process Open Items button (circled in the screen shot above) to access the screen
below:

=g = W
Document  Edit Goto  Seftings  Environment  Swsterm  Help

@ 2 0JiB0eee CHM ODON EE @

Clear Customer Process open items

| Distribute diff. || Charge off diff. Hﬂ Editing options ||B Cash Disc. Due ‘

_M Partial Pmt . Resiterns , ‘Withhldg tax

Account items 4006012 THOMAS J KEAYENEY ATTY

Assignme |Dm:umem |D |F IFuatmg DatelDunumem | USD Gross |Cash discnt |Cash |
* 2108029217 DZ 15 03/24/2011 03/24/2011 70 08- | E
o 20008115533 DR 01 08/04/2010 D3/04/2010 7508 @

[

K] [ |[][]
Amn ] @Gmaau |l currency| [ 1 tems [§ tems | [ 1 pise [ § pise

Editing status

Humber of items 2 ] Amount entered 0.08

Display from item 1 | Assigned 5.00

Reason code Difference postings

Display in clearing currency Mot assigned 5.00-

[ 2 tems ware selactad b [Eca ) 20y M| sceisecqas [Ins [ |7




SWEIS

Instructions:

1f. Click on the “Residuals” Tab and enter the Residual Amount;:

The F-32 Transaction Customer Clearing and “Write-Off” Process

=
Document  Edit  Soto

& E

Setings  Enwiranment  Systern  Help

1H Cea DHE DDon HE @0

ST

Clear Customer Create residual items

| Distribute diff. || Charge off diff. Hﬂ Editing options |
Standard .l Partial Pmt ‘wm Withhldg tax

Account itermns 4006012 THOMAS J KEAVEMEY ATTY

Assighme |Dncumem |D |P IPnsting Dateancument Plet amount Residual items |R |
o 2100029217 DZ 15 D3/24/2811 03/24/2011 7H 0f-
I 20008115583 DR 01 08/04/2010 D8/04/2010 7500 b.oo

(0] o E— HDHE

K| [

D

Gross=» Hﬂﬁcurrencyl ‘ [ ltems ||

[l BT (2 (G amo | |

Editing status
Mumber of items 2
Display from iterm 1
Reason code

Amaunt entered
Assigned
Difference postin
CUrrency uso

Display in clearing currency Mot assigned

i Items | ‘ | Disc H i Disc |
0.00
0.08

s
008

7

1> [ Eco (3) 20y ] sceisscqans [ IMS |

1g. Click on “Save” and double-click on the line item as shown below to enter reason for clearing
(shown in the screen shot on the next page):

=

Document  Edit Goto  Bxras

& E

Settings  Enwironment  Systern  Help

J8 ea@ SRR a0a0 HE @o

il sapg

Clear Customer Display Overview

‘ Supplement‘ & Display Currency ‘l@ Reset |

Cocument Date 03/24/2011 Type AE Company Code SCA1
Posting Date 03/24/2011 Period g
Document Mumber | INTERNAL Fiscal Year 2011

Reference Cross-CC no
Doc.Header Text Trading part BA

B E 1 R =R EE EE EE ||

Itm|PK|..|BusA|Account Description coG Amaount] Tax Amount|Tx
104 P240 4008012 [THOMAS J KEAVEREY ATTY 5.00 0.00
2117 |P240 4008012 THOMAS J KEA.. SC01 5.00- 0.00

Other ltems 0.00 | Balance 0.00 |UsD

Other Line ltems

Pstiy | cnum SGL Ind TType Mew co.code

|@ Carrectthe marked line items

I [ EC@ (3) (020) (& [ sceisecoaps NS | [/




Instructions:

SWEIS

1h. Enter the reason for clearing in the “Text” area as shown below:

The F-32 Transaction Customer Clearing and “Write-Off” Process

=
Document  Edit Soto  Bwdras  Seftings  Enwironment  Swstem  Help

& BBl CaR DHERE DDO0 BRI @

Ty

Clear Customer Correct Customer item

| Supplement ||§> More data H@ Reset |

Customer 4006012 THOMAS J KEAYENEY ATTY G/LAcc  |13000108008
Company Code | 5CE1 445 FOLLY ROAD
State of South Carolina CHARLESTON

ltem 1 { Other receivables / 04
Amount 5.00 UsD
Calculate tax
Contract / Flow Type
Bus. Area Pz4n
Payt Terms oee1
Bline Date og/04/2010
Disc. base 5.00

Days/percent o.oeg |/ !
Digc. amount  |0.00

Prrnt Block Prt Method Pt meth supl
Assighment *

Text CREATE RESIDUAL DOC_2000:304

Mext line iterm

Pty Account SGL Ind TType Mew cocode

I [Eca (3 20 & [ sceisecoaps [N | [/

li. Save the document and view the Document Number at the bottom of the screen (circled in the

screen shot below):

=

Document  Edit Goto  Seftings  System  Help

& A0 CER  CHE BOLa RE @D

s

Clear Customer: Header Data

Process apen items

Account | Iearmg Date 03/24/20811) Period q
Company Code sco1

Qpen ltern Selection

Special GIL Ind [v] Mormal 1

Additional Selections
@ None

O amount

QO Assignment

O Reference

O Document Mumber
O Posting Date

O Dunning Area

O Payment order

O Callective invoice
O Document Type
O Business Area

O others

I [EC@ (3) 020y B [ sceisecqaps I8 | [ 7

—
@ Document 1100268017 was posted in company code SCO1 )
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S((EB Instructions:
The F-32 Transaction Customer Clearing and “Write-Off” Process

1j. View FBL5N with new Residual Document:

= [=]c] ]
List Edit Goto Extras Ernwironment Settings  Systern Help

(V] ndEHCE@ DHB ahan BE @
Customer Line Item Display

([« =]

| Selections H Dispute Case

1101

Customer 4006012
Company Code 5Ca1
Name THOMAS J KEAWENEY ATTY
City CHARLESTON
St |hssignment DocumentNo|Typ|Doc. Date [S|0D Emt in loc.cur.|LCurr|Clrng doc. [Text
i 1 1100268017 | AB |@3/24/2011 5.00 |UsD CREATE RESIDUAL DOC_2B@0XXX
. ) 5.00 |UsD
** Account 4006012 5.00 |UsD
Custamer

Company Code

Hame
City

5t |assignment |Dn:umenth‘Typ‘Dn: Date |S‘DD tmt in loc cur |LCurr{Glrng doc. |Text

5.00 |UsD

[ 1 tems displayea 1> [ Eca (1) 20y [ sceisscqans [ IMS | \;




S((EB Instructions:
The F-32 Transaction Customer Clearing and “Write-Off” Process

Scenario 2:

AR billings, AR credit memos and/or partial payments are posted against a customer, leaving a -0- balance on
the customer. This does not auto-clear and requires a manual clearing process. In order to do this, use the F-
32 transaction and complete the following process:

2a. Execute FBL5N (shows a balance of -0-):

[= [BE]E]
List Edit Goto Edras Environment Settings  Systern Help

& D AHeE@ DHE DDhon HAE @0
Customer Line Item Display

X0\ TN 2% == N[ s ections [ Dispute case

14101

Customer 4082020
Company Code &0E1
Name REGENESIS COMMUNITY HEALTH [ |
City SPARTANBLURG
St | Assignment DocumentMNo | Twp (Doc. Date |5 DD tmt in loc.cur. [LCurr|Clrng doc. |Text
(| @ | 2000076380 2100006828 |DZ (0142242010 21,371.30-| USD
O i@ | 2008076380 210A007363|DZ |01/27/2010 21,371 .30-| USD
O i@ | 2008076380 2100008117 |DZ |02/02/2010 21,371.30-| USD
| i@ | 2008076380 2108008370 |DZ |02/05/2010 21,371.320-| UsD
] @ |RC3942801 200007A380 | DR 07/ DA/ 2009 85,485 20 | USD
) o.8a |USD
** Account 4002020 o.eo |UsD
Customer

Company Code

Nane
City

DocumentNo Doc. Date

S‘DD Emt in loc.cur.|LCurr|Clrng doc. |Text

St|Assignment Typ

8.88 |[USD

g
[& 5items displayed b Eca (1) 020) B[ sceisecqaps (s [ [ 7




Instructions:
The F-32 Transaction Customer Clearing and “Write-Off” Process

SWEIS

2b. Execute F-32 and enter the customer number:

= [=]ca)ES]
Documment  Edit Goto  Seftings  Systemn Help

@ 2 AECEa CEHEB SDOH AFR @
Clear Customer: Header Data

 (EXEIED))
Account 4092021 [Srtearing Date 04/06/2011] Period 18

Company Code scat

Open ltemn Selection
Special GIL Ind [¥] Mormal QI

Additional Selections
@ None

O Amount

O Assignment

C Reference

C Document Number
O Posting Date

O Dunning Area

O Payment arder

O Callective invoice
O Document Type
O Business Area

O others

b1 Eca o) o20) B sceisecaaps [ins [ [ 7

2c. Click on the “Process Open Items” button (circled in the screen shot above) to view the screen
below:

= ] W
Docurment  Edit Goto  Seftings  Enwironment  Systern Help

@ 1 I@BCea DHE Dho0 B @B

Clear Customer Process open items

| Distribute diff H Charge off diff. Hﬂ Editing options H & Cash Disc. Due ‘

_ METTETIL FatialPmt | Resitems | withhidg tax

Account iterns 4002020 REGEMESIS COMMUNITY HEALTH
[#ssignme._|Document o [P_[Posting Date[Document | USD Gross [cash disent [cash.. |
20000763.. 2100006828 DZ 15 ©1/22/2018 01/22/2818 21,371.30- | E
20000763.. 2100007363 DZ 15 01/27/2018 01/27/2018 21,371.308- @
20000763.. 2100088117 DZ 15 02/02/2018 02/02/2610 21,371 .308-
20000763.. 2100008370 DZ 15 02/05/2018 B2/05/2810 21,371.30-
RC3942801 2000076380 DR 01 18/31/2009 07/06/2009 85,485.20 w
[=]
Ko I 10
[ [ e @Gmssw.."ﬁﬁcurrencyl [1 tems |5 nems | [0 Dise. | § Disc.
Editing status
MNumber of items 5 Amount entered 0.0
Display fram item 1 Assigned 0.08
Reason code Difference postings
| || Display in clearing currency Mot assigned o0.o8

|@ 4 itemns wiere selected

b Eca (1) (020) B[ sceisecaaps (s [ [ 7




S((IB Instructions:
The F-32 Transaction Customer Clearing and “Write-Off” Process

2d. Click on “Save” and view the document number at the bottom of the screen (circled in the screen
shot below) When you run FBL5N again, you will no longer see those documents as open.:

[= =1 =
Document  Edit Goto  Seftings  System  Help

& 2 aB €@ CHE EoLD AR @
Clear Customer: Header Data
Account | [Ehiearing Date 04/06/2811] Period 10

Company Code 5cet

Open lterm Selection
Special G/L Ind [¥] Normal 21

Additional Selections
@ None

O amount

O Assignment
OReference

O Document Number
O Posting Date

O Dunning Area

C Payment arder

O Callective invoice
C Document Type
O Business Area

O others

e ———
@DDQEEDSS was posted in company code SC01 ) b [ Eca (1) 20y | sceisecqaps [ | ] 7
e




SWEIS

Scenario 3:

The customer was billed for $20.00, payment was made for $15.00 and a credit was issued for $3.00. In this

Instructions:

The F-32 Transaction Customer Clearing and “Write-Off” Process

case, the customer was billed incorrectly, therefore leaving a balance of $2.00. In order to correct this, use the
F-32 Transaction and complete the following steps:

3a. Execute FBL5N (shows a balance of 2.00):

=

&

List Edit Goto Extraz Environment Settings System Help

QW

D AH e SHE DNno0 BEE @5

Customer Line Item Display

Customer
Company Code

4006812
sCE

X1 R \CT R 22 = [E[ES Setecions [ pispure cace

D

Name THOMAS J KEAWEMEY ATTY
City CHARLESTON
St|mssignment DocumentNo| Typ |Doc. Date oo tmt in loc.cur.|LCurr{Clrng doc. [Text
i 1] 2000124949|DR |B3/25/2011| | Ly 20.00 |USD
| -] 2108029218|DZ |B3/24/2011| |4y 15.00-|USD
1 I} 2200005121|D6 |B3/25/2011 L) 3.00-|USD
) 2.0 |UsD
** hocount 4006012 2.00 |UsD
Customer
Company Code
Hame
City
St |hssignment DocumentNo|Typ|Doc. Date S‘DD Emt in loc.cur.|LCurr|Clrng doc. [Text

2.08

usD

@ 3 items displayed

I [ ECa (3) (020) [ sceisecqaps | INS | \/_
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Instructions:

SWEIS

3b. Execute F-32, enter the customer number, and select “Document Numbers” under “Additional

Selections”:

[=
Document  Edit Goto  Seftings  System  Help

& 240 CeR ERRE STO0 BE @M

EW

Clear Customer: Header Data

Process apen items

Account 4006012 Clearing Date 03/25/2811) Period 9
Company Code SCO1

Open ltern Selection

Special GIL Ind [v] Marmal Ol

Additional Selections
O None

O Amount

O Assignment
OReference

i@ Docurnent Murmber
O Posting Date

O Dunning Area

O Payment arder

O Collective invoice
O Document Type
O Business Area

O others

I | ECa (5) (020 [E[ sceisecqaps | INS |

7

3c. Enter the Document numbers to be cleared:

=

Document  Edit Goto  Seftings  Systern Help

& 10 CER CHRE BnLa| FHE @D

Gis2og

Clear Customer Enter selection criteria

| Other selection || Other account H Process apen items |

Parameters entered

Company Code SCot
Account 48060812
Account Type D

Special GiL ind. Standard Ols

Document Mumber
From To String
2000124949
2108029218
22008005121

Initial walue

gooooooooooooooog

O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O

I [ Eca @ 20 1] sceisecmaps | NS |

Iz

The F-32 Transaction Customer Clearing and “Write-Off” Process
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S((EB Instructions:
The F-32 Transaction Customer Clearing and “Write-Off” Process

3d. Select the Residual tab and click on the “Charge off diff.” button (circled in the screen shot below).
The system automatically calculates balance.:

[= [=] & [=]
Document  Edit Goto  Seftings  Enwvironment  Systern Help

& B dH e ERE DDho0 BFE @

Clear Customer esidual items
= —~
Distribute §f. || Charae off difl. || Z?)Editing options

Standard .I Fartial Pmt‘wm WWithhlda tao

Accountiterns 4006012 THOMAS J KEAVENEY ATTY ﬂ{
Assignme.. Ducumem..lD.lF’.]F’osting Dat_el_Document . |Netamount |Residua\ items |R.. |
20008124949 DR 01 03/25/2011 03/25/2011 28 08 b.og [+]
2100029218 DZ 15 D3/25/2011 03/24/2011 15 08- ;
2200005121 D6 11 ©3/25/2011 D3/25/2011 3.08-
[2]
=
o] [ 1[40
(] e Amnc..| [ Gros=<- | @ curency] [ 1 tems [ § tems | [ 1 Disc. | Dise.
Editing status
Mumber of items 3 Amount entered 0.08
Display from itern 1 Assigned .08
Reason code Difference postings
currency uso
Display in clearing currency Mot assigned .08

b [ Eca s 2oy M| seeisernaps [INS | |7

3e. Enter “40,” for debit, as the posting key, and enter the appropriate General Ledger Account from
the original billing document:

= [=]c] ]
Document  Edit Soto  Bwdras  Seftings  Enwironment  Swstem  Help

& B dH I CaR DHE YO0 BRI @
Clear Customer Display Overview
‘ Process open items H Choose open items HEE Display Currency H Acct model | Taxes

Document Date 03/25/2011 Type AB Company Code 5cE1
Posting Date 03/25/2011 Period 9
Docurnent Mumber | THTERNAL Fiscal Year 2011
Refarence Cross-CC no
Doc Header Text Trading part BA
R ENEEEEEEEE R R ER ]
\ImEFKl |EusA|Annnum |Desnr\plmn |CDC[‘ Amnuml TaxAmnumlTxl
Other ltems 0.00 | Balance 0.00 |UsSD
Other Line ltems
Petky  |40| Account  4280020000] Llnd TType Mew co.code

I [Eca (8 20 B [ sceisecoaps [INS | [/
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SWEIS

Instructions:

The F-32 Transaction Customer Clearing and “Write-Off” Process

3f. Click on the “Process Open Items” button (circled in the screen shot below) and enter the amount:

=
Document  Edit Soto  Bwdras  Seftings  Enwironment  Swstem  Help

& BBl CaR DHERE DDO0 BRI @

ST

Clear Customer Add G/L acgount jtem

GIL Accaunt
Company Code

Choose open item: ’chesa open nema‘ More data Acctmodel
P | =3 (

42800200080| FEDERAL OPERATING GRANTS-RESTRICTED
SCA1| State of South Carolina

Itern 1§ Credit entry ¥ 50

Amount 200

Cost Centar
WBS Element

Asset
Assignment
Text

uso
[ Calculate tax
[J'wio cash dist
Qrider
Profit. Segrment
Real Estats Obj
Sales Order

Asstretiternent [

Nest Ling ltem

Pstiy Account

8GL Ind TType Mew cocode

I [Eca (B 20y B [ sceisecoaps [INS | [/

3g. Click on “More” and enter the Finance data (NOTE: If there are multiple funding streams, per the
original billing documents, you will need to enter each one separately for the appropriate amount.)

Click on the green check mark (circled in the screen shot below) to finalize the Finance data you just

entered:

III?CDding Block

Business Area
Asset

Cost Center
Order

Profit Center

WHE Element
Fund

Functional Area
Funds Center
Earmarked Funds
Sales Order

p24d

P240600030][=)

Profit. Seqment

3035600649 NOT RELEWANT

P240_o205

Grant
Commitment Hem

Real Estate Ohbj

=
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S((EB Instructions:
The F-32 Transaction Customer Clearing and “Write-Off” Process

3h. Click on the “Save” icon denoted by a diskette (circled in the screen shot below) to save the
document. Then, view document number at the bottom of the screen (also circled in the screen shot
below).:

=

Document  Edit  Goto  Sefting Sys Help E‘w
& n B Ped CHE OO0 BE | @m

Clear Customer: Heaabr.Déta

Account [ [rtearing Date 03/25/2011] Period 5
Company Code SCO1

Cpen lterm Selection
Special GiL Ind [+] Mormal C1

Additional Selections
@ None

O Amount

O Aszsignment

O Reference

O Document Mumber
O Posting Date

O Dunning Area

O Payment arder

O Callective invoice
O Document Type
O Business Area

O others

e
|£e Docurnent 1100265020 was posted in company code SCULZD [ ‘ ECQ () (020} ‘ sceisecgaph | INS ‘ ‘ %
===

e ——
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