Cash Receipts (CRAJ) Quick Reference Guide

The CRAJ is a Debit/Credit adjustment document used to adjustment increases or decreases to the
amount on an original cash receipt document. The Payment Type on CRAJ documents will default to
Adjustment and should not be changed by users. The CRAJ document is not used to process journal

transactions.

The CRAJ document must be created from the original cash receipt document, via the copy forward
feature, that needs to be adjusted in order to link both documents. Cash receipt documents can be
adjusted more than once, but keep in mind that each adjustment needs to be created from the original

cash receipt document.

The default event type of ARM3 requires a revenue source to be coded. The event type will need to be
changed is the adjustment is for something other than a revenue. Refer to the event type list, which can
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be found in the beginning of the Cash Receipt training manual.

For more information on this topic, please refer to the 502 Cash Receipts training book on the OSC

website.

Creating a CRAJ document

1.Login to Advantage
(step not shown).

2. Search for the
original CR document
that you need to
adjust. Click on
Document Catalog
from the secondary
navigation panel
(step not shown).

3. Enter document code
in the Code field (CR
or CREF), or select it
from the picklist.

4. In the Document
Identifier subsection
input the appropriate
department for the
Dept.

5. Inthe ID field enter
the original CR
document that needs
to be adjusted.

6. Click Browse.
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7. Open the CR Cash Rer.eipt{cm| Dept: 08C  ID: 12012532480 Ver: 1  Function: New  Phase: Final |j |
Document by clicking
the ID field (step not
shown).
Extended Description | Document Information
8. Click Copy Forward S —
from the toolbar at - .}'m;;t-'.»":n:;w;end:' @
the bOttom Of the Record Date: g1,25/2012 E
document BudgetFY: zg1z
9. The Copy Forward .
page opens. Fere
Document Description:  AFSCME Council #32 =
Owverpayment-wrong vendor g
Actual Amount: 323 88572
Vendor MNo. of Lines: 1 Wendor Line: 1 Vendor Custon
Accounting Ho. of Lines: 1 Accounting Line: 1 Line Amou
Posting a MNe. of Lines: 1 Posting Line: 1
] Edit| 4 c;apy| (% Copy Forward |3 Discard |
10. In the To Document
section, enter the Copy Foraiand
following information.
Doc Dept Code From Dacument
. Category : ap Doc Dept: ggc
Document ID — Hint: Type : cr Doc Unit:
you can copy the ID Code: cn 0 -
Select Entire Document : [ Version :
from the ID field in [ 1
the From Document S ¥ |10
section by selecting Doc. Department Code :[oge.— EEMIEment id -2 17592280R
CTRL C and then Unit Cede : Aute Numbering - D
CTRL V to paste it . _
|nt0 the TO Document Target Doc Type Target Doc Code Description
WAN ~ CR CRAJ Debit/Credit Adjustment
ID Add an A to CR CHHT\ Returned ltem Adjustment
Slgnlfy the fIrSt First Prey Mext Last - ‘
adjustment created 11
for this CR [ or | [ cancel
document.
Select CRAJ in the
Target Doc Code
column
11. Select OK.
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12. A new Draft CRAJ
document opens to
the General
Information section.
Enter the
Transaction Date.

13. Click the Vendor
accordion bar.

Cash Receipt AdjustmentiCRAJ} | Dept 08C  ID: 120135224804 Ver: 1  Function: Mew  Phase: Drsft ‘ -

e e Ny EY Il Extended Description | Document Information
Document Hame: [~ Bank Account: | 0327 &
|
- ash Acoount|Bank Account
Record Date:
Cash Account Sub.
Budget FY:
Transaction 10: | 0302040000
Fiscal Year.
ransaction Date;
Period
Bank Deposit Date B
Document Description: =
| Suppress Pend Print: [~
Actual Amount: $0.00 Payment Type: | Asjustmant [
H ssve || % unce -
Vendor Mo. of Lines: 1 Vendor Line: 1 Vendor Customer: VC0000145320  Legal Name: AFSCME COUNCIL 582
Accounting Mo.of Lines: 1 Accounting Line: 1 Line Amount $0.00
Posting Mo. of Lines: 0 Pasting Line: none

14. Enter the adjusted
amount, increase
amount positive,
decrease amount
negative (i.e. — 25) in
the Line Amount
field.

15. Click the Accounting
accordion bar.

Cash Rewpmdjusunenﬁcm1| Dept: 08C  ID: 120125224804 Ver: 1 Function: New Phase: Drsft | -

| Header
Ret=h TG IN Gy Dl Payment Information | Reference Information | Payment Order
Vendor Customer: | VC0000145220 & WVendor Contact |D: &
Billing Profile: & Vendor Gontact Name:
Legal Name: | AFSCME COUNCIL #3 Vendor Contact Phone: | 207-235-7418
Alias/DBA: | ME MEMBERSHIF BE Vendor Contact Phone Ext.:
Wisc. Account: [~ Vendor Contact Email:
Address Code: & Fam:
Address Line 1: Fax Extension:
Address Line 2- Web Address hitp:ii:
b City Auto Apply: [~
state: Reserve Cr Balance: [

Country: Line Actual Amount: 52.00

County: &| AR Dept: 05C

AR Unit: | ALL

= B = I — 15
H sev= ¥ Undo =4 Insert New Line || [Zq Insert Copied Line E4 Egit with Gric
Accounting Mo. of Lines: 1 Accounting Line: 1  Line Amount: 50.00
Posting Mo. of Lines: 0 Posting Line: none
% Gapy| ] Vahdabe‘ El Subm\tl (3¢ Discard | &
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16.

17.

Enter the adjusted
amount (i.e. — 25) in
the Line Amount
field of the
accounting line that
needs to be adjusted.
If there are multiple
accounting lines,
delete the remaining
lines so that you are
only changing the
line that needs to be
adjusted.

NOTE: If your original
CR document you
are adjusting did not
use a Revenue code,
the default event type
(ARM3) cannot be
used. Therefore,
select the pick list
and choose the
correct event type
that corresponds to
the chart of account
element you are
updating.

Click the Reference
tab.

T
Cash Reneipt}\diush'nent{ﬂﬂﬁ...l}| Dept: 08C  ID: 120125324804 Ver: 1 Function: New Phase: Draft | -
Header
Vendor No.of Lines: 1 Vendor Line: 1 Vendor C  VCD000145320  Le

Accounting Line

1

From 1 to 1 Tetal: 1

e
eSS sl e bite | Reference | Fund Accounting | Detail Accounting
Event Type: | ARME &
Line Type: | A @I

Line Type Hame: FRINCIFAL
Accounting Template: %I

Line Description:

Line Amount:

-25.00

16

Refunded Ameount: 23.00

2... Insert Copied Line |

ﬁ Save =¥ Undo | |24 Insert New Line B4 Edit with Grid
Posting No. of Lines: 0 Paosting Line: nons
l‘_‘n Copy | Ej Validsts | gg Submit | Li Discard |
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18 Venfy that the f|e|ds Cash Receipt AdjustmentCRAJ} | Dept 08C  ID: 120125324804 Ver: 1 Function: New Phase: Draft j
are populated with hezder
h . Vendor No.of Lines: 1 Vendor Line: 1 Vendor Customer: VC0000145320  Legal Hame: AFSCME COUNGIL %53
the information from Ascounting Mo, oi Lines: 1 _Ascouning Line. 1_ Line Amount 5909
the CR document T Line Amount

1 £0.00 ARME

being adjusted. With
a reference type of
Memo.

From 1to 1 Total: 1

. . eneral Information Fund Accoun’ ng Detail Accoun ing
19. Click Validate. RE—
Correct any errors. B G

Ref Dec ID: | 12012522450 Ref Type: | Memz

20. Click Submit. This
document requires
Agency approval.

ine | | [34 Insert Capiad Lins E4 Edit with Grig

Ho.of Lines: 0 Posting Line: none

[ 3::y-| (&) sh:\j| ES Submit ‘ [$ Discard |
21. Once the document |
has been submitted, e e || o coo o Jo 5 i .
click Close to exit the | ieen] [moms] B s ] (o] i ]

document. You are
returned to the CR
document. Click
Close to exit the CR
document.

Verification Tables

1. Some Agencies update the Bank Transaction Table (BNKTR) with the CRAJ information. This is
not required. Steps on how to do this can be found in the Cash Receipts Training Manual.

2. The Deposit Detail (DPRF) page allows you to view more detailed information for a particular
deposit listed on the Deposit Reconciliation page. It provides check information at the Cash
Receipt vendor line level.

3. The Cash Receipt Search (CRSRCH) is the main table where users can find all cash receipt
activity, including adjustments and bank transfers. The CR Search displays documents that match
the criteria entered in the fields seen below. The CR Search has the following features:

¢ Some search fields allow multiple values to be searched on. For example, users can search
on documents with a bank account code (i.e. 0327 or 0351) by entering the 2 values
separated by commas in the Bank Account field.

e Some search fields allow wild cards to be used when searching for documents. For example,
users can search on documents where the Transaction ID starts with 280103 by using the
asterisk and entering 280103* in the Transaction ID field.
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¢ Some fields such as the Actual Amount field allow the greater or less than wild cards. For
example, users can search on documents where the actual amount is greater than
$100,000.00 by entering >100000.00 in the Actual Amount field.

¢ All documents can be opened from the CR Search by clicking on the underlined ID number
that appears in the Document Identifier column.

e The CR Search allows you to search for documents based on the document phase.
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