AR-3 APPROVE PAYROLL ACCOUNTS RECEIVABLE

Source Document:  SCO Notice of Payroll Accounts Receivable
Posting Document from AR Item Processor

Module: Accounts Receivable (AR)

Roles: AR ltem Approver



Record Payroll Accounts Receivable (cont’d)

The AR Item Approver will receive source documents from the AR Item Processor to approve a Payroll AR.
The source documents are the SCO Notice of Payroll Accounts Receivable and the posting document which

will provide the Group ID.

STATE OF CALIFOENIA, OFFICE OF THE CONTRCLLER, DIVISICN OF DISBURSEMENTS
NOTICE OF PAYROLL ACCOUNTS RECEIVABLE
OVERPAYMENT FOR A/ER # 37546, CLEARANCE # 695973 OF 11-14-2014

——————————————————— AGENCY APPROPRIATION ————————m——m———mm
FUND AGY FY REF/ITM FEDCATLG CA PG EL COM TSK ACCI/CODE  SOURCE

0001000-8860-2014- 001 -00000000- -9%- - - -00000000000 OO0O000O00
POSITION NUMEBEER PaY PEE. TIME WOREED

S0C. SEC. # NAME OF EMPLOYEE AGY. UNIT CLASS SER. T.MO.YR. DAYS HOURS
89595-95-5948% DOE JA 300 145 9555 101 0-098-2014 0 .00

SALARY GROS55 & S5TATE SHARE AMOUNTS TC BE TERANSFEEEED PER FOEM CD 62
TYPE ERATE TOTAL GROSS
1 .00 $15.29 .00

PAYMENT TYPE REETIREMENT * CASDI* HE PREM* HE ADM¥*

K .00 $15.29 .00 .00

DIVISION OF DISBURSEMENTS WILL EECOVER EMPLOYEE DEDUCTIONS FOR

RETIEEMENT FEDEEAL TAX Ch 5T. TEX OASDT OTHEE DED.
.00 .00 .00 .00 £184.35% CR

$134.5% TO BE REECOVERED FROM EMPLOYEE BY PAYROLL DEDUCTION

Prepared by Department of Finance, Fiscal Systems and Consulting Unit )



Approve Payroll AR (cont’d)

The AR Item Approver will approve the Payroll AR created by the AR Item Processor. Steps are:
1 - Enter your Business Unit in the Find an Existing Value tab
2 — Enter the Group ID; 3 - Click Search
4 — Search results will display at the bottom. Click on Group ID

Accounts Receivable = > Pending ltems = > Online ltems = > Group Entry

Group Entry

Enter any information you have and click Search. Leave fields blank for

Find an Existing Value Add a New Yalue

= Search Cntena

1 Group Unit: — 3860 ]Q
2 Group lID: beginswith v | 45c5 Q
User ID: begins with v Q
Assigned Operator ID:| hegins with v Q
Origin 1D: begins with v
Entered Date: = v El
Posting Status: = r
3 Search Clear |Basic Search B Save Search Criteria

Search Results
WView All 4 First CREAN| Last

Group §nit Group 1D Pser 1D Assigned Operator ID Origin ID Entered Date Posting Status Posted Date
BE60 1255 0001401 10001401 OBILL 11/16/2014 HotFosted  (blank)
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Approve Payroll AR (cont’d)

The AR Item Approver will review the information in the Pending Items and Accounting
Entries tab. If all the information is correct, select the Group Action tab
1 —In the Posting Action tab, change the Action to Batch Standard

2 — Click OK
3— Click Save
Accounts Receivable = » Pending ltems = > Online ltems = > Group Entry
Group Contral FPending ltem 1 Fending ltem 2 Fending Item 3 Accounting Enfries Group Action
Group Unit: aaa0 Group ID: 1255
Entered: 11/16/2014 Status: Do Mot Post Cash Drawer Receipt
Group Actions Posting Action Accounting Entry Actions
Balance Action: | Batch Standard CK Create Entries
Delete Group 1 2 Delete Entries
3 BElsave | S\ Return to Search [=] Matifyy Ee Add Update/Displa
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