Complete and Budget Check Deposits in SHARE 9.2

In SHARKIse the Nav Bar to find the Accounts Receivable Module.

U Click Accounts Receivable:

NavBar: Navigator

Recent Places

My Favorites

Navigator

Customers >
Procurement Contracts >
Purchasing >
Accounts Receivable >
Accounts Payable >
Banking >

U Choose Payments:

NavBar: Navigator

My Favorites

<= | Accounts Receivable )

Payments >

Customer Accounts >

i Choose OnlinPayments:

NavBar: Navigator °
s <= Payments *
I N T s EUSESESUSS S —
0
Recent Places Online Payments >
Apply Payments >
My Favorites Direct Journal Payments >
E Raview Pavmants ~
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U Click on Regular Deposit:

NavBar: Navigator °
.~ a <= | Online Payments *

S|

Recent Places

U Click the Search button for a list of your outstanding depo@itair business unit should
RS T dzf i & ,plehsE enfefour Rdigh Bugim@ss unjt

U Click on the deposit that needs to be worked or typéhim deposit number.

< My Homepage Regular Deposit

Regular Deposit
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Deposit Unit[=_w] 51600 Q
Deposit ID| begins with W

User ID| begins with v Q
Assigned Operator ID| begins with w/|| Q
Ccase ?itive
=
Search Clear | Basic Search |27 Save Search Criteria

Search Results

View All

First ‘%' 1400140 ! Last
Deposit Unit Deposit ID User ID

Assigned Operator ID Bank Code Bank Account Deposit Balance Entered Date Posted Date
51600 941612310609272 DOMINICL.CHAVEZ DOMINICL.CHAVEZ WFB10 0090 Yes 01/26/2018 (blank)
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U Click orthe Depositthat you need to work.TheRegular Deposit screenmill open. On the Totals
Tah pleaseverify the Accounting Date anthe Received Date DO NOT change these dates,
just double checkhem. Alsonote the Control Total Amount and theCount ¥ dzQf f Yy SSR &2
work each piece ahe deposit. Keyn your SHARE User ID in the Assigned box

< My Homepage Regular Deposit
Totals || Payments
Unit 51600 Deposit ID 941612310609272 Siets Doposh
View Audit Logs
*Accounting Date 01/25/2018
Control Currency USD
*Bank Code WFB10 WFB 2010
il Format Currency USD
*Bank Account 00380 -002“
Rate Type CRRNT
*Deposit Type C Check
Exchange Rate 1.00000000 [,
Control Totals Control Data
Control Total Amount 106,936.00 *Count 7 *Received 01/26/2018
Entered Total Amount 106,936.00 Count 7 Entered 01/26/2018
Difference Amount 0.00 Count 0 Posted /
Posted Total Amount 0.00 Count 0 Assigned DOMINICL.CHAVEZ
Journalled Total Amount 106,836.50 Count 6 User DOMINICL.CHAVEZ
1) Save 2h Return to Search Previous in List 4| Nextin List =] Notify || 7% Refresh _% Add
Totals | Payments

0 On the Payments Tab, notiee Deposit ID andPayment IDjustin case you have to search in
SHARE later. gshe View All or Next feature to move thru each piece of your deposit. Click the
Journal Directly box for each piece of the deposit that you intend to work. Onchgee
Journal Directly each part, click Save.

< My Homepage Regular Deposit

New Window

Totals
Unit 51600 Deposit ID 941612310609272 Date 01/26/2018 Balance Balanced s
Payment Information Find | View All First ‘4" 10f7 '}/ Last
Payment Seq [1 *Payment ID [18012604020158 *Accounting Date [01/25/2018 =
Amount 473.00 Currency USD
Rate Type [CRRNT Excharw 1,00000000
Payment Predictor | Journal Directly Range of References

Payment Method [(invalid Value) v Attachments (0)
View Audit Logs
Customer Information Find First ‘4 1of1 ‘» Last
Customer ID Q Business Unit Q =
Remit From Remit SetlD
Name
Corporate Corporate SetlD
SubCust1 SubCust2
MICRID Q Link MICR

Detail References

Reference Information Personalize | Find | View All | B | B First ‘4 10of1 ‘»' Last
Qual Code Reference To Reference
11
|5l 8ave ||[Gh Retum to Search Previous in List 4| Nextin List [=] Notify % Refresh "+ Add ¥ Update/Display

Totals | Payments

U Once you click safer each deposit piecihat was Journal Directlyt is moved to the next step.
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U Return tothe NavBar to navigate to Direct Journal Payments:

NavBar: Navigator

s <= | Payments =
] T
Q| _
Recent Places Online Payments >
Apply Payments 5
My Favorites Direct Journal Payments >
E Review Pavmeaents N

U Next choose Create Accounting Entries:

NavBar: Navigator

Recent Places

L ]

<= | Direct Journal Payments Y

SO -

Journal Entry Drill Down

Create Accounting Entries

My Favorites

Modify Accounting Entries

U Oncethe search screen opens, enttite Business Unit and sezh for the deposit you just
Journal Directl@ S Rou can also add the Deposit ID or Payment ID to your search:

< My Homepage Create Accounting Entries

Create Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria /
Deposit Unit[= v/ 34100 Q

Deposi D 5egins it V] a
Payment Sequence
Payment ID[begins with V]
User ID
Assigned Operator ID[begins with V]

[Ccase ?lve

@
Search Clear | Basic Search & Save Search Criteria

Search Results

View All First & 150f5 ‘&' Last
DepositUnit  DepositlD  Payment Sequence PaymentID User ID Assigned Operator ID Non Customer Dist Balanced Entered Date
34100 941608080597853 1 00000000000 DOMINICL.CHAVEZ DOMINICL.CHAVEZ Balanced 01/24/2018
34100 941608080597853 2 00000000000 DOMINICL.CHAVEZ DOMINICL.CHAVEZ Balanced 01/24/2018
34100 941608080597853 3 00000000000 DOMINICL.CHAVEZ DOMINICL.CHAVEZ Balanced 01/24/2018
34100 941608080597854 3 03410005414 DOMINICL.CHAVEZ DOMINICL.CHAVEZ Balanced 01/26/2018
34100 941608080597854 4 03410005415 DOMINICL.CHAVEZ DOMINICL.CHAVEZ Balanced 01/26/2018

U Once you findhe correct deposit, click on it anthe item will open inthe Accounting Entries

Screen.
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U ¢KA& Aa ¢KSNB & adaubtihg syirf)B/Renthiscréey firsSdgéns) fiesL
Unit box is the only box that will be populated.2 dzQ f f entér3heARmoin2 Fund, Dept
etc. Eaclaccountingstring is differentfor eachAgency. If you need to expand the Distribution
Lines click onthe expand icon. You can also add or subtract lines from your entry by clicking the
+ org symbols on the far right dhe screen. Once you are satisfied that your accounting string
is correct, click thé [ A 3 KBalty'sbtyfaB SHARE can generate systemlines. Last step on
this screen is to click the complete box and save.

0 NOTE If yau notice that there is an errdn the data enteredunclick the @mplete box Save
and then click thécon with theRed X in the Black Box near the A 3 K (i ¥ AhyisRvill undd { €
the system generated lines and let yoorrect the data Once this is donehenclick the
dLightning Bok, Complete and Save:

Create Accounting Entries A Q —]

New Window | Help | Personalize Page |

< My Homepage

Accounting Entries || Deposit Control

Unit 42000 Deposit ID 941612310609120 Payment 04208503048 Seq 27

Currency Details ‘_"“,...n-.u----n. ------- ----u--u--.uu-u---..
.
Amount 8,134.08 USD 7 &8 "o,
",
"
:
O Complete Entry Event Q F.
Budget Status “
Distribution Lines
ChartFields || Currency Details || Budget | Journal Reference Inforpftion || Distribution Crion / Updaleflans = ’
g‘;‘:::::“ *GL Unit Speed Type  Line Amount " Currency Fund Dept *Account SubAcct RptCat  PCBusUnit Project Activity
1 1[42000 Q| Speed Type usD Q Q Q Q Q Q Q
Total
Lines 0 Total Debits 0.000 Currency Total Credits 0.000 Currency Net 0.000
il Save o Return to Search #_| Previous in List Next in List = Notify || <% Refresh
Accounting Entries | Deposit Control
< My Homepage Create Accounting Entries A Q =
New Window | Help | Personalize P
Accounting Entries || Deposit Control
Unit 34100 Deposit ID 941608080597854 Payment 03410005414 Seq 3
Currency Details
Amount ‘ 169,859.09 USD 5: =
O complete Entry Event Q
Budget Status
Distribution Lines
ChartFields Currency Details Budget || Journal Reference Inforngltion Distribution Crgiation / UpdatdiDetails | [F58)
gi‘:‘;i::g:“ GL Unit Speed Type  Line Amount_fCurrency Fund Dept Account Sub Acct Rpt Cat PC Bus Unit Project Activity
1 134100 Speed Type -169,859.09 USD 80000 Z4000 291900 TORRANCE
2 239401 Speed Type 169,859.00 USD 120053
Total
Lines 4 Total Debits 339,718.18 Currency USD Total Credits 339,718.18 Currency USD Net 0.00

GlSave | [G" Retum to Search t_| PrevicusinList | |4 | Nextin List =] Notify || «* Refresh

Accounting Entries | Deposit Centrol
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Once you have clicked Complete and Save, the Budget Icon will appear.

U NOTEYou can Budget Check tinis screenbut please be mindful You can correct any error
before the Budget Check icon is clicked. Once you click the Budbeck icon you may only

correctby creating a journal entry.
< My Homepage Create Accounting Entries

Deposit Control

Accounting Entries
Unit 34100 Deposit ID 941608080597854 Payment 03410005414 Seq 3
Currency Details
Amount 169,859.09 USD "
Complete Entry Event Q
Budget Status
Distribution Lines
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details | |F=50)
Igistribution GL Unit Speed Type Line Amount Currency Fund Dept Account Sub Acct Rpt Cat PC Bus
equence
1 134100 Speed Type -169,859.09 USD 80000 Z4000 291900 TORRANCE
2 239401 Speed Type 169,859.09 USD 120053
Total
Lines 4 Total Debits 339,718.18 Currency USD Total Credits 339,718.18 Currency USD Net 0.00

| PreviousinList | |4 | Nextin List [~] Notify || &% Refresh

[F]save ||[ch Retumn to Search

If you navigate away from the Aaaating Entries tab osomeone else is responsible for Budget
/| KSO1zZ @&2dzQff ySSR G2 yIFI@A3aILGS G2 az2RATFE

deposit:

i

NavBar: Navigator

<= | Direct Journal Payments &

Create Accounting Entries

My Favorites Modify Accounting Entries
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i

Enterthe Business Unit anthe Deposit ID or Payment ID to search tioe deposit:

< My Homepage Modify Accounting Entries

Modify Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Deposit Unit| =

Payment Sequence
Payment ID
User ID
Assigned Operator ID

[ case sensitive

Search Clear

Search Results

34100
Deposit ID| begins with | 941608080597854

=
Basic Search &

Q
Q

Save Search Criteria

View All First ‘4 120f2 ! Last
Deposit Unit Deposit ID Payment Sequence Payment ID User ID Assigned Operator ID Non Cu Dist Date
34100 941608080597854 3 03410005414 DOMINICL.CHAVEZ DOMINICL.CHAVEZ Complete 01/26/2018
34100 941608080597854 4 03410005415 DOMINICL.CHAVEZ DOMINICL.CHAVEZ Complete 01/26/2018

U Click on the dposit youneed to Budget Check. Item will open in the Accounting Entries screen:

< Accounting En

Directly Journalled Payments

Unit 34100
Currency Details

Deposit Control

Deposit ID 941608080597854 Payment 03410005414 Seq 3

Amount 169,859.09 Currency USD
Base 169,859.09 Currency USD
Complete Budget Status
Distribution Lines Personalize | Find | E—‘| E First ‘4 1-40f4
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details | [F=20)
DS ERaion GL Unit Debit Amount Credit Amount Line Amount Foreign Currency Fund Dept Account
Sequence
134100 169,858.09 -169,8589.09 USD 80000 24000 291900
239401 169,859.09 169,859.09 USD 120053
334100 169,859.09 168,859.09 USD 80000 101800
439401 169,859.09 -169,859.09 USD 101800
<
Total
Lines 4 Total Debits 339,718.18 Currency USD Total Credits 339,718.18 Currency USD Net

13

Last

Sub

TOR

0.00
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U Once you verifyhe data previously enterednd click the Budget Check Icon, SHARE will take a
YAYydziS G2 GKAY1l | yR (K $hangeétaidali. You ar&ribdoaek G . dzR3 S
with the Budget Check step until you sdleat the Budget Status i¥alid. If BudgetSatus is
oErroré or dOut of Balance the chartfield is incorrect and needs to be changed

< Accounting Entries Modify Accounting Entries

Directly Journalled Payments Deposit Control

Unit 66200 Deposit ID 6620000210 Payment 06620001518 Seq 1
Currency Details
Amount 2,000,000.00 Currency USD
Base 2,000,000.00 Currency USD
| Complete Budget Status /g

Find | @] E¥  First (0 140f4 b Last

Journal Reference Information Distribution Creation / Update Details | [F=2F)

Distribution Lines

ChartFields Currency Details Budget

gi:qt:i:::i:" GL Unit Debit Amount Credit Amount Line Amount Foreign Currency Fund Dept Account Sub |
166200 2,000,000.00 -2,000,000.00 USD 10200 0167000000 132900
239401 2,000,000.00 2,000,000.00 USD 120111
339401 2,000,000.00 -2,000,000.00 USD 101800
466200 2,000,000.00 2,000,000.00 USD 10200 101800
< >
Total
Lines 4 Total Debits 4,000,000.00 Currency USD Total Credits ~ 4,000,000.00 Currency USD Net 0.00
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U Run the Bank Trans @y toverify that alldeposits have been identified and worked.

U In SHARHRse the Nav Bar to find Reporting Tools:

NavBar: Navigator

Accounts Receivable

E

Recent Places Accounts Payable

Banking

»

My Favorites
Cash Management

Financial Gateway

Navigator

Commitment Control

L

S General Ledger
Set Up Financials/Supply Chain

Reporting Tools

PeopleTools

U Click on Query:

>

L

~

9| Page



