University of Delaware

A/R Billing Training

Reviewing Accounts Receivable Information
C-1  Item Activity
This page allows you to look at a customer’s account for payments, balance and past due amounts.
Navigation:

► Go to PeopleSoft menu: Accounts Receivable → Collections → Item Information → Item Activity
► You will be at the Item Activity page below:
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Item Activity
Enter any informatian you have and click Search. Leave fields blank fr a st af all values.

Find an Existing Value

Business Unit: -~

Customer ID: begins with

Htem ID: begins with

tem Line: = v

Credit Analyst: begins with

Collector: begins with

Purchase Order Reference:| begins with

Document ID: begins with

Bill of Ladi begins with

[Jcase Sensitive

Search | | Clear | Basic Search () Save Search Crieria

Search Results
[ 1202 [3]
Unit Customer IDltem 1D ftem Line llem Status Credit Analyst Collector Purchase Order Reference Documernt IDBill of Lading
15051 MISC0003331 Closed 08, oL (blanig blanky (blank)
15051 MSC000720 Open 08 oL (blanky (blanky (plank)
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· Business Unit is always UOD01 (you must enter this or you will get an error).
· Enter Customer ID if you know it and then go to page 3 of these instructions.
OR

· Click on Customer lookup icon [image: image2.png]Fle Edt View Favortes Took Help
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SetiD: UODO! Contactld: 0014  Karen ODonoghue
Effective Date: 01011951

‘Phone  International
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Phone Number Extension
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 to search for a customer.
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PeopleSoft.

3
Look Up Customer ID

Links

setiD: uoDDt
Customer ID: begins with v

Short Name: begins with v

Name 1: begins with v [amb
Credit Analyst: begins with v

Remit From Customer:  begins with .

Ship To Customer: | begins with v,

Corporate Customer: | begins with v

city: begins with v
State: begins with v
Postal Code: begins with v

Search Results

[ +20r2 [3)
Customer Name  Afternate Remit from Corporate Postal
ip e 2 Nme1  Anayst S®%Cusiomer  Customer Cusiomer S Stalecyy, Telephone

18051 AmbassadorAmbassator TravelInc, (blank) (blank [ 6L 15051 Y 15051 Wilmington DE 19803 (blank)
10440 Amblinghan Ambling Managemeni (alank) (blank Rank  (ang 10440 ¥ 10440 Valdosta GA 31601 (iank
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In Look Up Customer ID:
1. Name 1 – enter beginning of the customer’s name

2. Click the “Look Up” button

3. In Search Results, click the name of the customer you want to see.
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Item Activity

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

Find an Existing Value

Business Unit:
Customer ID:
Htem ID:

tem Lin

Credit Analyst:
Collector:

Purchase Order Reference:
Document ID:

Bill of Lading:

UoDoT

begins with

15051

begins with

begins with

begins with

begins with

begins with

begins with

[Jcase Sensitive

[ Seach | | Clear | BasicGearcn (g Save Search Criteria

Search Results

Unit Customer ID ftem ID

Item Line ltem Status Credit Ana}

UoDO1 15051 MISC000333
UoDo1 15051 MISC0007201

Closed
open

New Winow | Help
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4. Click on “Search” button to bring up a list of invoice numbers associated with this customer.
5. Click on the first invoice number in the list or go to specific Item ID (invoice #) if you know it.
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PeopleSoft.

»

Sion out

New Winow | Help
Ttem Activity

Uit UODO1 Customer: 15051 Status:  Closed
MISC000333 Name:t Ambassador Travel Days Late: 23
Inc.

0.00 Currency: USD

Sequence: 1 AcctgDate:  08/01/2004 Posted Date: 0810812004
EntiyType N Reasom Reason Code: Voucher ID:

Document: 867.00 Currency: USD
Group Unit: - UODO1 Group ID: 120 Billing

Sequence: 2 0812412004 0812412004
EntiyType Pv  Reasom

Document: : -867.00 Currency: USD
Group Unit:  UODO1 Group ID: 226 Payment

Deposit Unit: UODOT pepositID: 211 Payment
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The Item Activity page displays each invoice and its activity separately.  It shows:
6. Item ID – this is the invoice number

7. Name1 – customer name

8. Status – Open = not paid in full.  Closed = paid in full
9. Balance – the amount due for this invoice.  (Note: USD is US Dollars) 
10. Item Activities – this invoice has two activities: 
a. Sequence 1 is the billing creating the accounts receivable (positive amount).  
b. Sequence 2 is a payment relieving the accounts receivable (negative amount)
c. Entry Type - IN = invoice and PY = payment

11. Acctg Date – notice that the Accounting Date is given for each sequence.  This is the date that determines when this transaction will be included in your monthly statement.
12. Click the “Next in List” button to see the next invoice for this customer (if any).  Note: this button will be greyed-out if there are no more invoices.
[image: image6.png]2 Item Activity - Microsoft Internet Explorer

Ele Edt View Favortes Toos Help

Quic- © [ (A | Pt Forweiee @ - 5

Address | €] https:fturvy nss.udel. edu:4480]pspifiprd/EMPLOYEEJERP/c/COLLECT_RECEIVABLES.ITEM_DATAZ.GBL

PeopleSoft.

»

Ttom Actiity
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Sequence: 1 AcctgDate:  09/01/2004 Posted Date:
EntiyType N Reasom Reason Code:
Document:

Voucher ID:

Amoy

Group Unit: UODO1 GroupID: 321 Billing

0910372004

867.00 Currency: USD
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This is the next invoice for this customer, notice that this invoice has not been paid yet.   
13. Status is “Open”

14. The Balance is 867.00

15. There is only one Item Activity that shows the billing transaction with an Acctg Date of 09/01/2001.
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