How to Look Up and Enter a Return ltem (469)

For the purpose of this exercise, only the Return Items that have a Bank Statement Code of 469 should be
manually entered. All other Return Items will be automatically uploaded.

When we upgraded from 8.8 to 9.2, we discovered that the deposit upload process could not tell the
difference between a depository account and a disbursement account and you either entered all of the
transactions for a Bank Statement Code or none of them.

Bank Statement Code 469 is the code used for ACH disbursements, so if we were to upload these
transactions it would upload them for the disbursement accounts as well. This would cause a problem,
because the ACH disbursements are booked through the Accounts Payables module.

Since uploading the 469 transactions in SHARE would negatively impact the disbursement account more
than the depository accounts, it was decided that they would not be uploaded. This means agencies will
need to monitor their bank accounts and enter any Return Item with a Bank Statement Code of 469
manually.

STO will be working with Wells Fargo Bank to see if they can change the Bank Statement Codes on the
depository accounts to something else. | am not sure if that is possible or how long it will take.
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Step 1: Retrieve the Return Item query to see if you have any deposits. This must be done at
least once a month.

» Go to > Reporting Tools > Query > Query Viewer

NavBar: Navigator

_n ﬂ Query ;

Query Manager

' Query Viewer h
ly Fay

Schedule Query
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in the Search By box and then (2) click search.

> (1) Type “NMS_RETURN_ITEM” in

< Query Viewer

Query Viewer 1
Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search BY [qQuery Name Y| begins with NMS_RETURN_ITEM
Search Advanced Search
2
H " ” H
» Click the “Excel” hyperlink
< Query Viewer
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search By [Query Name Y| begins with NMS_RETURN_ITEM
Search i Advanced Search
Search Results
“Folder View |— All Folders - hd
Query Personalize | Find | View All | 2 | E First ‘4’ 10f1 & Last
S Runto Runto Runto e Add to
Query Name Description Owner Folder HTML Excel XML Schedule Definitional References s
Public HTML Excel XML  Schedule Lookup References Favorite

NIMS_RETURN_ITEM Retum Items Query
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» (1) Input the first and last day of the month you are looking for and your business unit. Then
(2) click View Results.

NMS_RETURN_ITEM - Return ltems Query

From Bank Date [11/01/2017  |[3)

1
To Bank Date 11/21/2017  |[5)
Unit 34300 | Q
“iew Results

Dgfgsit BU Bank Name Bank Code Bank Accc
2

» The results will be exported into an excel file. Depending on your Internet Browser, the file

will appear in different ways. The first example is Explorer and the Second is Chrome. Click to
Open.

Do you want to open or save NMS_RETURN_ITEM_2883.xls (10.0 KB) from sharefin.state.nm.us? Open Save - Cancel

.

.

B NMS_RETURN ITE..xlsx [
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» You will need data from the highlighted columns to complete your deposit(s). Please
remember that only Return Items with a Bank Statement Code of 469 need to be manually

entered. All others will be automatically uploaded.

Bank Account Bank Date Amount

Reference ID I

WELLS FARGO WFB10 XXXXXX5413 RHCA 11/2/2017 Not Found In System Miscellaneous ACH Debit (2,506.31) "17110304050194 C
34300 WELLS FARGO WFB10 3431 XXXXXX5413 RHCA 11/3/2017 Not Found In System 169 Miscellaneous ACH Debit (3,538.13) "17110405520216 €
34300 WELLS FARGO WFB10 3431 XXXXXX5413 RHCA 11/1/2017 Not Found In System 469 Miscellaneous ACH Debit (8.98) "17110204060210 ¢
34300 WELLS FARGO WFB10 3431 XXXXXX5413 RHCA 11/1/2017 Not Found In System 169 Miscellaneous ACH Debit (1,216.83) "17110204060211 ¢
34300 WELLS FARGO WFB10 3431 XXXXXX5413 RHCA 11/16/2017 Not Found In System 169 Miscellaneous ACH Debit (89.51) "17111704030198 €

— |

SHARE 4 digit Accounting Date
Bank Account when entering in Amount and
Code SHARE th Deposit ID
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Step 2: Enter the Return Item(s) into SHARE

» Go to Accounts Receivable > Payments > Online Payments > Regular Deposit

NavBar: Navigator

¢ | Online Payments Y

7

Regular Deposit

Recent Places

*

My Favorites

&
=
mm
2
=1
=

: éll

>
]
o
3
2
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» (1) Click the “Add a New Value” tab and then (2) type the Reference ID of your Return Item in

the Deposit ID Box. (3) Click “Add”.

e Remember, the Return Item Reference ID is located on the excel spreadsheet of the

< My Homepage Regular Deposit

Regular Deposit

NMS_ RETURN_ITEM Query. See snippet on page 5.

1

4

Find an Existing Value Add a New Value

Deposit Unit34300 | Q
Deposit ID|17110304050194 Q

Add

ﬁ 3
Find isting vame

 mE

| Add a New Value
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» Enter the deposit information on the “Totals” tab.

e 1:Input the Bank Date from the Return Item query in the*Accounting Date box.

2: Input WFB10 in the *Bank Code box.
3: Input the Bank Account from the Return Item query in the *Bank Account box. Please

use Bank Account specific to your Agency, 3431 is just example.

4: Input R in the *Deposit Type box.
5: Enter the Amount from the Return Item query, but make sure it is negative (this is a

Return), in the Control Total Amount Box. The *Count will be 1.

< My Homepage Regular Deposit

Totals || Payments

Unit 34300

View Audit Logs

“Accounting Date [11/022017 |3 <
Q' wrB_2010 _

¢ - G
Q
RTN .

*Bank Code WFB10
*Bank Account 3431
*Deposit Type R

Control Totals
Control Total Amount
Entered Total Amount
Difference Amount
Posted Total Amount

Journalled Total Amount

[Flsave |/[&F Returnto Search | |[=] Nofify

-2,506.31

2,508 31
.00

Deposit|D 17110304050194 Delete Deposit

1

5

% Refresh

Totals | Payments

*Count

Count

Count

Count

Count

Control Currency USD
Format Currency USD Q
Rate Type CRRNT
Exchange Rate 1.00000000 [
Control Data
*Received [11/02/2017 |

Entered 11/21/2017

Posted
Assigned HEATHER. KENT Q

User HEATHER KENT

Es Add || A Update/Display
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> Note: If the period is closed, you will need to use the first day of the month that is open and
input the bank date into the *Received date.

< My Homepage Regular Deposit

Totals || Payments

Unit 34300 Deposit ID 7110304050194 L 2= DE e

‘lew Audit Logs

*Accounting Date 11/02/2017 |3y
*Bank Code \WFB10 QA WFB 2010

*Bank Account 3431 Q -5 413

Control Currency USD
Format Currency USD Q

Rate Type CRRNT

*Deposit Type R Q RTN
Exchange Rate 1.00000000 F‘E‘l

Control Totals Control Data

Control Total Amount -2,506.31 *Count 1 “Received 11/02/2017 |[3)

Entered Total Amount -2.506.31 Count 1 Entered 11/21/2017

Difference Amount 0.00 Count 0 Posted
Posted Total Amount 0.00 Count 0 Assigned HEATHER.KENT Q
Journalled Total Amount 0.00 Count 0 User HEATHER.KENT

[§]save ||[2h Returnto Search | |[=] Notify | |£* Refresh Es Add || A Update/Display

Totals | Payments
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» (A) Click on the Payment Tab.
e 1: Enter they Payment ID (same as the Deposit ID unless you have a different system)
e 2: Enter the *Accounting Date (the bank date unless the period is closed)

e 3: Enter the Amount (make sure this is negative)

< My Ho‘ge

Totals | Payments

Unit 34300 Balance

DepositID 17110304050194

Date 11/21/2017

Payment Information Fin

Payment Seq 1 *Payment ID [17110304050194

Currency USD 1/ \[
Exchange Rate 1 000

¥/ Journal Directly
Attachments (0)
View Audit Logs

Amount -2,506.31

Rate Type CR%/\I
Op t Prg

Payment Method | Electronic Fund 1 v

3

Customer Information

Customer ID Q Business Unit Q
Remit From Remit SetiD
Name
Corporate Corporate SetlD
SubCust1 SubCust2
MICR ID Q Link MICR
Detail References
Reference Information Personalize | Find | View All | (Ed] | E
Qual Code Reference To Reference
11
[5l save ||[Gh Return to Search =1 Notify | |£* Refresh

*Accounting Date 11/02/2017  |[5y

Regular Deposit

Balanced

£ 10f1 & Last

[+] (=]

[l Range of References
Apply Payment

First ‘4 1of1 ‘b’ Last
[#] (=]

Find

First ‘4" 10of1 '} Last

Es Add || J] Update/Display
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» (1) Click the Journal Directly box and then (2) click save.

< My Homepage Regular Deposit

Totals Payments

Unit 34300 Deposit ID 17110304050194 Date 11/21/2017 Balance Balanced
Payment Information Find | View All First ‘4" 10f1 ‘' Last
Payment Seq 1 *Payment ID [17110304050194 *Accounting Date [11/02/2017 |[5{ (=]
Amount -2,506.31 Currency USD
Rate Type CRRNT Exchange Rate 1.00000000
) Payment Predictor ¥ Journal Directly |/ Range of References
Payment Method | Electronic Fund 1 ¥ 1 ghments (0) Apply Payment
Audit Logs
Customer Information Find First ‘4" 10of1 ‘&' Last
Customer ID Q Business Unit Q +| =]
Remit From Remit SetiD
Name
Corporate Corporate SetiD
SubCust1 SubCust2
MICR ID Q Link MICR

Detail References

Reference Information Personalize | Find | View All | [EJ | E First ‘4" 10f1 '* Last
al Code Reference To Reference
2
[§lsave ||[Gh Returnto Search ||[=] Notify | &2 Refresh Es Add || ] Update/Display
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Step 3: Enter the Account Information

» Go to Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

NavBar: Navigator °
R <= | Direct Journal Payments ry
O

Recent Places Journal Entry Drill Down

' Create Accounting Entries _
S TS Modify Accounting Entries
Navigator
Approvals
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» (1) Type in the Deposit ID of the Return Item or (2) click search and select it from the list.

< Totals 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[=_ ¥ |
Deposit ID
Payment Sequence[= ¥ |
Payment ID
User ID
Assigned Operator ID

Il Case Sensitive

Search Clear

Search Results

View All

Deposit Unit Deposi
34300 DIADQ: 67333 1
34300 17101 60247 1
34300 17110 650210
34300 171 0211
34300 17110304050194
34300 17110405520216
34300 1711704030198

[ gy Y Yy

34300

felye

Basic Search D.'E] Save Search Criteria

Payment Sequence Payment ID

DIADOD959467333
17101204060247
17110204060210
1711020406021
17110304050194
17110405520216
1711704030198

¢ |

First ‘&' 41707 ‘B Last
User ID Assigned Operator ID Non Customer Dist Balanced Entered Date
HEATHER.KENT HEATHER.KENT  No Dist 1172172017
HEATHER.KENT HEATHER.KENT  No Dist 11721/2017
HEATHER.KENT HEATHER.KENT  No Dist 117212017
HEATHER.KENT HEATHER.KENT  No Dist 11/21/2017
HEATHER.KENT HEATHER.KENT  No Dist 117212017
HEATHER.KENT HEATHER.KENT  No Dist 11/21/2017
HEATHER.KENT HEATHER.KENT  No Dist 117212017
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» (1) Enter the Accounting string for the Return Item.
e NOTE: You may need to scroll to the right to enter additional fields. See the yellow
highlighted scroll bar below.

(2) Click the Lightning Bolt.

< Totals Create Accounting Entries

Accounting Entries || Deposit Control

Unit 34300 Deposit ID 17110304050194 ‘ 2 Payment 17110304050194 Seq 1
Currency Details
i%
Amount -2,506.31 USD ¥ &
) Complete Entry Event Q
Budget Status
Distribution Lines Personalize | Find | View Al | 2| E First ‘4’ 10of1 '}/ Last

ChartFields || Currency Details | Budget || Journal Reference Information || Distribution Creation / Update Details | [F=H

Distribution )

Sequence *GL Unit Speed Type Line Amount  Currency Fund Dept *Account Sub Acct RptCat
1 1 {34300 ¢} Speed Type UsD Q Q Q Q Q 1
4 »
Total
Lines O Total Debits 0.000 Currency Total Credits 0.000 Currency Net 0.000

[F]save ||[G* Returnto Search ||#F] PreviousinList ||45] NextinList ||[=] Notify ||&* Refresh

Accounting Entries | Deposit Control
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» (1) Click the Complete Box and then (2) click Save.

< Totals Create Accounting Entries

Accounting Entries Deposit Control

Unit 34300 DepositID 17110304050194 Payment 17110304050194 Seq 1
Currency Details
£F
Amount -2,506.31 USD ¥ H
1 # DCompIete Entry Event Q
Budget Status
Distribution Lines Personalize | Find | View 2 | £ | E First ‘4 1-40f4 '»' Last

ChartFields Currency Details Budget | Journal Reference Information Distribution Creation / Update Details | [F=¥)

Igistribution GL Unit Speed Type Line Amount Currency Fund Dept Account Sub Acct Rpt Cat PC Bu
equence

1 1 34300 Speed Type 2,506.31 USD 38000 290900

2 2 39401 Speed Type -2,506.31 USD 101966

3 3 34300 Speed Type -2,506.31 USD 38000 101800

4 4 39401 Speed Type 2,506.31 USD 101800

4 T »
Total
Lines 4 Total Debits 5,012.62 Currency USD Total Credits 5,012.62 Currency USD Net 0.00

# [5l1save | |[0F Returnto Search ||[=] Notify =% Refresh

Accounting Entries | Deposit Control
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» Click the Budget Check Icon.

< Tota Create Accounting Entries

Accounting Entries Deposit Control

Unit 34300 Deposit ID 17110304050194 Payment 17110304050194 Seq 1
Currency Details
53 =
Amount -2,506.31 USD 7 =
Complete Entry Event Q
Budget Status
Distribution Lines Personalize | Find | View 2 | (2] E First ‘4 1-40f4 '» Last

ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details | |[F==H

Distribution GL Unit Speed Type Line Amount Currency Fund Dept Account Sub Acct Rpt Cat PC Bu
Sequence
1 1 34300 Speed Type 2,506.31 USD 38000 290900
2 2 39401 Speed Type -2,506.31 USD 101966
3 3 34300 Speed Type -2,506.31 USD 38000 101800
4 4 39401 Speed Type 2,506.31 USD 101800
4 L »
Total
Lines 4 Total Debits 5,012.62 Currency USD Total Credits 5,012.62 Currency USD Net 0.00

Hlsave | |[oh Returnto Search | |[=] Notify | &% Refresh

Accounting Entries | Deposit Control
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> If the Budget Status is “Valid”, no further action is needed.
> |If the Budget Status is “Error”, there is an error in your accounting string and it must be fixed.
> If the Budget Status/Deposit is not “Valid”, it will NOT post to your General Ledger.

< Totals Create Accounting Entries

Accounting Entries Deposit Control

Unit 34300 DepositID 17110304050194 Payment 17110304050194 Seq 1
Currency Details

Amount -2,506.31 USD

Complete Entry Event Q
Budget Status Valid
Distribution Lines Personalize | Find | View 2 | &Y | E First ‘4" 1-40f4 '* Last
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details E'

Distribution

Sequence GL Unit Line Amount Currency Fund Dept Account Sub Acct RptCat PC Bus Unit Project
1 1 34300 2,506.31 USD 38000 290900
2 2 39401 -2,506.31 USD 101966
3 3 34300 -2,506.31 USD 38000 101800
L] 4 39401 2,506.31 USD 101800
L] T »
Total
Lines 4 Total Debits 5,012.62 Currency USD Total Credits 5,012.62 Currency USD Net 0.00

Flsave | [oh Returnto Search =] Notify | «* Refresh

Accounting Entries | Deposit Control
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