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Why “TWARBUS”?

TWARBUS was designed by Accounts Receivable Operations (ARO) and developed by Information
Systems (IS) at Colorado State University to give campus departments the ability to enter billing
transactions in the ARIES system. TWARBUS was designed as an integrated part of the ARIES system;
as such, the name TWARBUS follows the ARIES standard naming conventions. The “T” in the first
position represents the Accounts Receivable module. The “W” in the second position identifies this as
having been created by Colorado State University. The “A” in the third position indicates this is an
application. The final four characters, “RBUS”, briefly indicate the function of the application. In this
case, “RBUS” represents “Receivable Batch Upload System”.

Application Functions

Create / Modify Customers

TWARBUS is used by departments at Colorado State University to search for existing customers
(students and non-students), modify mailing address information for non-student customers, and create
new customers if they do not already exist in ARIES.

Enter Billing Transactions

Billing transactions entered in TWARBUS are processed nightly (starting around 6:00 p.m.) by ARO and
posted to customer accounts along with payments received by the Bursar’s office, registration
transactions, financial aid transactions, and other transactions. Statements are prepared monthly
(generally around the 15”‘) by ARO and delivered to each customer. Payments for amounts billed on the
statements are due on the 10" of each month. TWARBUS is the primary method for campus
departments to “book” revenue to the general ledger system when a receivable transaction is created.

Approve Billing Transactions

Certain types of transactions must be approved by the department’s signature authority and/or ARO
before they will be posted to ARIES. These include transactions to a single customer totaling $50,000 or
more and payment transactions. E-mails are automatically generated by this process.

Contact Information

Application Functionality Questions

Direct your questions about how this application works to:
Accounts Receivable Operations
6024 Campus Delivery
Fort Collins, CO 80523-6024
(970) 491-2697
aroperations@colostate.edu

Reporting Program Bugs / Errors

If you find a potential problem with the system, please report it to:
Business System Services
6003 Campus Delivery
Fort Collins, CO 80523-6003
(970) 491-2899
bfs aries ar-twarbus@colostate.edu
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Details about what was happening at the time of the error/problem (such as what data was being entered
in which fields) is very helpful for programming staff to locate and correct application problems. Screen
prints can be very useful to programming staff as well.

Transaction Flow
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Enter
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User’s Responsibilities

System Security

ARIES and TWARBUS provide users with access to sensitive customer information. It is the user’s
responsibility to ensure this information remains confidential by keeping user IDs and passwords secret
and not sharing them with other personnel, and logging off the system when not in use. If you suspect
your user ID and/or password has/have been compromised, contact the ARIES A/R Security Manager at
(970) 491-2099.

Customer Information

New Customers

ARIES is an integrated system with modules for Accounts Receivable, Admissions, Financial Aid, and
Reqgistration. Duplicate customer records are extremely difficult to resolve and department users must
make every effort to obtain enough customer information to prevent duplicates. Keep in mind that you
are extending credit to the customer on behalf of the State of Colorado — if the customer does not wish to
provide the required information to receive this credit, they must pay in negotiable funds (cash, check, or
credit card). The following information is REQUIRED for new customers: name, address and phone
number. The following information is highly desired: Social Security Number (if a person, Federal
Employer ID Number if a business), gender (if a person), and e-mail address.

Existing Customers

It is the responsibility of the user to update the system with current address and phone number
information for non-student customers. Users must also understand what student information can be
released to whom in accordance with the Family Educational Rights and Privacy Act (FERPA). See the
“Student’s Educational Record” section of the CSU General Catalog for more information.

Delinquent Customers

TWARBUS will notify you if a customer you are entering a transaction for is delinquent. If the system
notifies you of a delinquent customer, you should ask that customer to pay the outstanding balance
before providing service. You will not be able to enter transactions for customers that have been
assigned to the state for collection action. For questions regarding their account, refer students to
Student Financial Services at 491-6321 and refer commercial customers to Accounts Receivable
Operations at 491-2697.

Transactions

Authenticity

Ensure charges that you enter are legitimate University transactions and are those that you have
authority to approve. Ensure student charges are state board approved. If you enter payments, ensure
you adhere to the policies governing payments to student accounts, including FPI D-6 and the Policy for
Discretionary Scholarships. Fund approval authorities must ensure payments are legitimate transactions
and you have the authority to approve them. Users must also ensure the transactions entered were
recorded correctly by reviewing the Transaction Report on e-print.

Timeliness

Transactions must be entered in a timely manner to be in accordance with Generally Accepted
Accounting Principles. Timely entry of transactions will also improve collectibility. Supporting
documentation for transactions must be retained for 6 years or, if the customer is delinquent, until the
customer has paid their account balance in full.
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Collectibility
The following is a list of items to consider when extending credit to a customer:

ahrhwhpE

o

Is this a new customer?

Do you have a customer contact name on file if different than the account name?

Did you collect a physical (street address) and billing address?

Did you collect a telephone number?

Did you collect a Tax ID number? (Social Security Number for individuals, Federal Tax ID for

corporations or partnerships)

Does this customer have a good credit history?

a. If applicable, good CSU payment history?

b. Credit references from other businesses?

c. Bank references — name of bank, bank contact person, account number, type of account,
how long with bank?

d. For large dollar extensions of credit, a credit bureau check is recommended.

e. Inthe past 7 years, has this customer had non-discharged debts resulting from a
bankruptcy order?

How long has this customer been in business?

Does the department have a business contract with this customer? If so, was it reviewed and

approved by the University Contract Manager?

Did you request a deposit? Requesting a deposit is recommended for large dollar extensions

of credit.

Logging in to ARIES

As of this writing, go to http://aries.is.colostate.edu:9091 to access the ARIES database instance
selection screen.

3 http:/aries.is.colostate.edu:9091/ - Microsoft Internet Explorer provided by PC & Networking Ser-.. [ [[5]X]

File Edit Yiew Favorites Tools Help i

eBack M > | |ﬂ |EL| h /.,_\J Search ‘i_‘:(Favuntes {‘) i :5 - gJ ﬁ 3

Address | &] http: /faries. s.colostate, edu:9091/ - GU Links * @@ -

Sj Start downloading from site: http: /fwelcome. colostate.edu/

Self-Service Banner (SSB)

) [BANTE

£

® Internet

Once you are at the ARIES database screen, select the “Production Database (Banner 7) [BANPROD]”
link. You will be asked to log in to ARIES.


http://aries.is.colostate.edu:9091/
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Username: ‘

Password: ‘

Database: ‘

o)

& Oracle Developer Forms Runtime - Web
File Edit Options Block Item Record Query Tools Help

TWARBUS User’s Guide

Enter your username and password in the appropriate fields and press
Enter or select “Connect”. You will then be taken to the ARIES main

menu.

BB BEEE T E
’:_9 General Menu ( ANPROD) - Thursd

Go To... | [¥] welcoms, JRECKER

Products: E|

Menu | Site Map | Help Center

My Banner

SCT Banner

[JStudent [*STUDENT]
JFinancial Aid [*RESOURCE]
JGeneral [*GENERAL]

=

My Links

Change Banner Passwaord

Check Banner Message

Banner {ARIES) Bookshelf
2ICPA

Persaonal Link 3

Persaonal Link 4

Googla

US Army

My Institution

SUNGARD

Banner Broadcast Messages

Enter the object name; Press CQUERY for messages, LIST for listing
Recard: 161 | ] N

| <o8C=

In the future, you will be able to access ARIES through RamWeb www.ramweb.colostate.edu.
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File

Qe - © ¥ [@

Edit Tools

Wiew  Favorites

Help

) f\JSearch \;:(Favuntes @

2 &

A Colorado State University - RAMweb - Resources for Students - Microsoft Internet Explorer provid...

Address

@ http: fframweb, colostate.edu/f

gAMweb

s‘tudent

Lresources
i

Academic Resources
Advising
Collages &
Departrmants
Distance/Online
Education

Libraries
Programs/ Services
Registrar/Recards
Summer Session

Tools/References
WehCT

Computing
IT Resources

21D

eMail (WebMail)
Finances

Student Financial
Services

Paying your billf
web Cashier

Life

<ampus Life
Events/News
Family/ Comrmunity
Health/Wellness
Parents(Family
Work

Career Canter
Jubs

i T

Student Resources
RAMweb via RamPoint
Applicants and Current Studsnis

RAMweb provides online access to services
used by applicants and current students, To
access RAMweb, use the form below to login to
the university portal, RamPoint, and then click
on the tab labeled RAMweb.

Secure eID Login
omes |
assword: ||
RamPuint Login

» lLogin Help / Forgotten ePassword
» Hours of Operation

» Help and Contact Information

* Always Logout

RAMrecords
Alurni and Former Students

RAMrecords provides online access to personal
records including transcripts, address updates,
billing information, and more for former
students.

Heed a place to live? Don't
mizs the housing fair - one stop
shapping for places to live in Fort
Collinz.

T
|

Got some free time ? Check

out the "What's Lip on Campus?'
everts calendar to see what's

happening

® Internet

@ Start duwmluadmg from site: hitp: /fwelcome.colostate.edu/

£

Enter your eName and ePassword to log in. You will be taken to the RamPoint portal.

Once you have

logged in to the portal, click on the “ARIES” tab (not yet available) to get to the ARIES system.

File Edit View Favorites Tools Help #
N " —~
@ Back * () |ﬂ @ A - search \;:( Favorites @ <' _,,. _J ﬁ ﬁ
Address ‘@ http: /frampaint.colostate. edu/cp/render . LserLayoutRoatiode, LP - Go | Links ” @~
R
Content/Layaut Welcome Jerry Becker - . 4@ - @ & -
B You are currently logged in. webmail outlook corporate portal groups webct
time calendar ac:ount
Home RULTIS Library | RAMweb | Resources | Teach/Advise | Research | My Tab
Events, News, & BEE| | RamPoint News BEE | | Quick Links - Home EE=
Announcements 3 C5U Homepags
A Mew sports and news channels are now WebCT
Events — available! Get updates for your favorite University administration
o April 13-22: Earth Day Activities at CSU MNFL, MBA, MLB, and NHL team with Ram athletics
e Apr17: Ram Jam Celebration for Kids RamPoint's new sparts channels, You can City of Fort Collins
» Apr18-19: Celshrate Undergraduate also get connected to nightlife, restaurants, State of Colorado Web Site
Research & Creativity Events L and events around the Denver metro area
s A2prl%-1Love CSUDay with the new Citysearch channel. all of RamPuoint Help
* Apr19-20: MR Days Celebration these new channels and mare can be found Customizing
* Apr19-30; Asian Fest 2006 in the '"Mews' and 'Others' categories when Frequently Asked Questions
s fpr20-29; CSU Theatre Presents The Wt Fnstamiza e RamBaint Laeaot 1 oean Known Issues
Lararmie Broject Operation Hours and Timeouts
Contact the ACNS Help Desk
Weather
News & Announcements 3 . DE
o I S : — Fort Collins, Colorado
62°F Clear Search BEE
Hi: 75°F
Personal Announcements EEE Lo: 41°F Keywords: |:|
You currently have no personal
announcements ‘ Forecast | ) Google wWeb Search
‘ Additional Information | @ Google ColoState.edu Search
p— — ~ N () Directory Search {(by Name} v
&) Done © Internet

After selecting the ARIES tab, you will be taken to the ARIES main menu.
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& Oracle Developer Forms Runtime - Web
Eile Edit Options Block Item Record Query Tools Help

=] BRAEE %% E X 1 ED | B EIEI 2@ X
@ General Menu GUAGMNU 7.2 \NTEST) - Saturday April 15, 2006
Go To... EI Welcome, JBECKER Products: B Menu | Site Map | Help Center
EMV Banner My Links
8CT Banner
[Jstudent [*STUDENT] Change Banner Password

[LIFinancial Aid [*RESOURCE]
JGeneral [*GENERAL]
[IBanner XtenderSolutions [*BXS]

Check Banner Message
Banner (ARIES) Bookshelf

AICPA
Persanal Link 3
Persanal Link 4
Google

US Army

My Institution

SUNGARD

Banner Broadcast Messages

Entet the object name; Press COUERY for messages, LIST for listing
Recard: 11 | ] | | | =0sc=

The TWARBUS Main Screen

To get to the TWARBUS main screen, type “TWARBUS” in the ‘Go To’ field. From here you can open a
transaction batch, start a new transaction batch, duplicate a batch, submit a batch for processing, import
a file into a batch, or print reports.

& Oracle Developer Forms Runtime - Web: Open > TWARBUS

File Edit Options Block Item Record Query Tools Help

BOE BAEABERE %P A FIEYEEEEE A AR

7 (BT T i e e o o A

Yiew Batches
Batch 1D
Transmitted %]
AR ¥Yiew

Description Status Originator Create Date Total Trans

User

Start Date

\
\
\
End Date‘ ‘
\
\
\
\

Show Batches

In Progress [/

Submitted Batches [ |

T

Approved Batches [ |

Rejected Batches [ |

[ Tran Log
Invoice

\ \ | |
\ \ | |
\ \ | |
\ \ | |
\ \ | |

[_Transactions | | MNewBatch | [ Duplicate Batch | | _ SubmitBatch | | ImportFile | ImportPath

a e T v

)

Record: 11 | . | <osC=
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Display Fields

These fields make up the bulk of the TWARBUS form and provide information about the types of batches
that have been selected for display. Use the horizontal scroll bar at the bottom of the screen to view the
fields at the far right.

Batch ID

This field contains the batch number. It is made up of your user ID, an 8 character date formatted
yyyymmdd, and a four digit one-up number. The one-up number is re-set to 1 at the beginning of each
day. If there are more than 20 batches to be displayed, the inner vertical scroll bar can be used to view
those batches that do not fit on the screen.

Description

When creating a batch, you can enter a description to help identify the types of transactions contained
within the batch. If you entered a description when the batch was created, it will appear here.

Status

This field gives you the current status of the batch. Possible status codes are:
e In Process — This batch has transactions in it, but it has not been completed and submitted to
ARIES for processing. Transactions in these batches have no effect on customer account
balances. Changes can be made to these batches at any time.

e Submitted — This batch has been completed and submitted for approval and/or processing.
Transactions in these batches have no effect on customer balances.

o Approved — This batch has been approved by the appropriate approval authority. Transactions in
these batches have no effect on customer account balances. You cannot open a batch once it
has been approved.

o Rejected — This batch has been reviewed by the signature authority and/or ARO and returned for
corrections before it will be accepted for processing. You will receive an e-mail when an
approving authority rejects your batch. Transactions in these batches have no effect on customer
account balances.

e Transmitted — This batch has been loaded into the ARIES system and has updated customer
account balances accordingly. You cannot open these batches, but they may be copied.

Originator
The ARIES user ID of the person that created this batch.

Create Date

The date this batch was created. This date will not change — even if subsequent transactions are added
on later dates.

Total Transactions
A count of the number of transactions contained in each batch.

Credit Amount
Total amount of transactions in each batch that will reduce customer balances (and reduce receivables).

Debit Amount

Total amount of transactions in each batch that will increase customer balances (and increase
receivables).
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Net Amount
Total of debit and credit transactions in each batch netted together.

Display Control Buttons & Fields

These buttons and fields control which batches are shown in the batch display area.

View Batches
Selecting this button will display batches matching the selection criteria selected in the fields that follow.

Transmitted
Selecting this button will display batches that have been processed by ARIES.

A/R View

For ARO use only. Selecting this button will display batches created by the user entered in the ‘User’
field and matching the selection criteria in the fields that follow.

User

For ARO use only. Entering a user ID here will limit the batches displayed to those created by the
specified user. If no user is entered, all batches matching the remaining criteria will be displayed.

Start Date
Enter a begin date for the search process. Batches created after this date will be displayed.

End Date
Enter an end date for the search process. Batches created before this date will be displayed.

In Progress
Check this box to display batches with a status of “In Progress”.

Submitted Batches
Check this box to display batches with a status of “Submitted”.

Approved Batches
Check this box to display batches with a status of “Approved”.

Rejected Batches
Check this box to display batches with a status of “Rejected”.

Action Buttons
Selection of one of these buttons allows you to perform one of the following functions:

Transactions

Select this button to view or edit the transactions in the selected batch. Transactions in batches with a
status of “In Progress,” “Submitted,” and “Rejected” may be viewed and edited. Transactions in batches
with a status of “Transmitted” or “Approved” may not be opened.

New Batch
Select this button to begin entering transactions in a new batch.
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Duplicate Batch

Selecting this button will create a new batch with the same transactions as are contained in the currently
selected batch.

Submit Batch

Selecting this button indicates you are done with the currently selected batch and it is ready for review
and/or processing. The status of this batch will be changed to “Submitted”.

Import File
Select this button to import transactions from a text file.

Tran Log

Select this button to print a report of the transactions in the selected batch. The transaction log will be
generated as an Adobe® Acrobat® .pdf document.

Invoice

Select this button to print invoices for the selected batch. Invoices will be generated as an Adobe®
Acrobat® .pdf document.

Create a New Batch

To create a new batch, left click on the “New Batch” action button at the bottom of the TWARBUS form.
This will take you to the TWABDTL form where transactions can be entered.

& Oracle Developer Forms Runtime - Web: Open > TWARBUS - twabdtl |:HENZ|

File Edit Options Block Item Record Query Tools Help

B &I FEI ¢

Data Entry Form TL 7.0 S
“Payment  Detail Code: EI Amount: | Term:
ID: Description:

Effective Date: [13-aFR-2006 [E]

|200610 EI Document:

Batch Number [ Description | Batch Status
Charges/Payments Original
Name Account Detail Cade Description Amount Term Document Receipt Charge
4 ia -
| \ | | \ \ | o5
| \ | | \ \ | [l o
| — 0 o
| [ [ o
| [ [ O
| [ [l ©
| \ | | \ \ | [ O
| \ | | \ \ | [l o0&
PO Number Total Amount Text [ [T
Tax Code Description Rate
1 = [ salesTax| Rate[ Effective Date[
,7 = Rate Units (DD-MON-YYYY)
’_ [*] ’7’— Total ’7
= ]
(=0 ] =
|
Record: 11 | .| | | <osC= J
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Main Key Block

@ Charge Payment  Detail Code: B Amount: | Term: |200610 B Document: Effective Date: [12-APR-2006 @
ID: Description:

Charge / Payment Radial Buttons

Select whether the transactions in this batch will be charge or payment transactions. All transactions in a
batch must be of the same type. Selecting one of the options is required.

Detail Code

Enter a detail code here if you want all transactions entered to default to a specific code. This field is
optional.

Amount

Enter a dollar amount here if you want all transactions entered to default to the same amount. This field
is optional.

Term

Enter a term code here if you want all transactions entered to default to the same term. This field is
optional and will default to the current term code based on the system date.

Document

Enter a document number here if you want all transactions to default to the same document. This field is
optional.

Effective Date

Enter an effective date here if you want all transactions entered to default to the same effective date.
This field is optional and will default to the system date. Transactions cannot have an effective date less
than the system date.

ID

Enter a customer ID number here if you want all transactions entered to default to this customer. This
field is optional.

Description

Enter a transaction description here if you want all transactions entered to default to the same description.
This field is optional.

Sub Key Block

Batch Number | = Description | Batch Status |

Batch Number

This field is automatically populated with the batch number identifying this set of transactions. The batch
number is made up of:

User ID

Date the batch was created

Four digit one-up number

11
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Description

You may enter up to 60 characters to help identify the type of transactions contained in this batch. This
field is optional.

Batch Status

This field gives you the status of the batch. This field will be blank for a new batch. Possible status
codes are:
e In Progress — This batch has transactions in it, but it has not been completed and submitted to
ARIES for processing. Transactions in these batches have no effect on customer account
balances. Changes can be made to these batches at any time.

e Submitted — This batch has been completed and submitted for approval and/or processing.
Transactions in these batches have no effect on customer balances.

o Rejected — This batch has been reviewed by the signature authority and/or ARO and returned for
corrections before it will be accepted for processing. You will receive an e-mail when an
approving authority rejects your batch. Transactions in these batches have no effect on customer
account balances.

Charges / Payments Block

Charges/Payments Original
Name Account Detail Code Description Amount Term Document Receipt Charge
% [~ =
| | [ | | | [ =
| | | [ | | | B
| | | [ ] | | | U
| | | [ ] | | | B
| | | [ 1] | | | B
| | | [ | | | B
| | [ | | | [
| | | L] | | | [ -
PO Number [ Total Amount [ Text [ [T
Tax Code Description Rate
[ [ | Sales Tax Rate | Effective Date|
’_ K | | Rate| Unit5| (DD-MON-YY)
’_ K | | Total ,7
[ O] |

See “Entering Transactions” below.

Edit a Batch

Select the batch to be edited by left clicking on the Batch ID displayed on the TWARBUS form. Batches
with the following status codes may be edited:

e In Progress

e  Submitted

e Rejected

12



ARIES Accounts Receivable TWARBUS User’s Guide

& Oracle Developer Forms Runtime - Web: Open > TWARBUS
File Edit Options Block Item Record Query Tools Help

BOE BAEER 5T BEE G ST

ST ESEITEETT Jelelelelelelelelalela T taledale LT ta T Ta LT T

=1 @1 X

Yiew Batches .
Batch ID Description Status Originator Create Date Total Trans
Transmitted IN_PROGRESS JBECKER 30-APR-2006
AR Yiew

IN_PROGRESS JBECKER 30-APR-2006
PMT-SUBMITTED JBECKER 28-APR-Z0O06

User

Start Date

\
\
\
End Date ‘ ‘
\
\
\
\

Show Batches

In Progress [/

Submitted Batches v

Approved Batches [ |

Rejected Batches [

[ Tran Log
[ inwoice |

1

<' Transactions N NewBatch | [ Duplicate Batch | [ SubmitBatch | | ImportFile | Import Path

———— ‘ -
')

Recard: 2i3 | ] | =0sc=

Then select the “Transactions” button to display the contents of the batch. Next block twice to edit or add
transactions.

& Oracle Developer Forms Runtime - Web: Open > TWARBUS - twabdtl

File Edit Options Block Item Record Query Tools Help

NEIREABER W T

ita Entr m

® Charge “'payment  Detail Code: E Amount: | Term: |zuus1u E Document: Effective Date: |13-APR-2006 @
1D: Description:
Batch Number [JBECKERO41220060001 F Description [Test Batch of Transactions Batch Status |IM_PROGRESS
Charges/Payments Original
Name Account Detail Code Description Amount Term Document Receipt Charge
M o
g [erry Alan Becker [ Pkl [Parking Fines/Parking Perm | $95.00 [zo0610 | [Twoooozi W [mi
(523806579 [susan Marie Becker [ BKDL  [bookstore-books $145.00 [200610 | [67483KLD [ [
|5233D557g |Susan Marie Becker [ BKOz  [CSU Bookstore Textbook Fi | $25.00 200610 [67483KLD |N— [l
523806570 |Susan Marie Becker [ BK0S  [bookstore-supplies [ $32.85 (200610 | [67483KLD W O
\ | | \ \ | [ 0
\ | | \ \ | [ O
| \ | | \ \ | [l n
| \ | | \ \ | [ n =
PO Number Total Amount $297.88 Text [ O
Tax Code Description Rate
[ = [ salestaxp Rate[ Effective Date [1z-aPr-2006
’_ 4 Rate [ Units (DD-MON-TYYY)
,_ E Total $a5.00
(= 0
(I I I =
|
Record: 114 | . | | <o8C= J

See “Entering Transactions” below.
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Copy a Batch

This feature is useful for transactions that repeat on a cyclic schedule, such as rent or dues. It can also
be used to reverse a batch of transactions that were posted in error by changing the sign on each
transaction. Make sure to verify the effective date for each transaction is equal to or greater than the
system date before submitting a copied batch for processing.

Select the batch to be copied by left clicking on the Batch ID displayed on the TWARBUS form.

& Oracle Developer Forms Runtime - Web: Open > TWARBUS

File Edit Options Block Item Record Query Tools Help

¥iew Batches
Transmitted
AR ¥iew

Description Status Qriginator Create Date Total Trans|
[m_ProGRESS |eECKER [30-pR-z008 4

[PMT-sUBMITTED  [1BECKER |z8-apR-z008
User | \ \ | |

Start Date ’7 ‘ ‘ ‘ | |

End Date‘

=

’| ) ‘INiPROGRESS |JBECKER |3D-AF‘R-2IJIJE-
\
\

T

Show Batches

In Progress [#

Submitted Batches [

Approved Batches [

Tran Log
Invoice

\
\
\
Rejected Batches [ ‘
\
\
\
\

T

[ Transactions | | NewBatch 4" | puplicate Batch | | ~ySubmit Batch | Import File | Import Path
| S _— ‘
R e »

a
o
@
o
i
N

Record: 213 |

Then select the “Duplicate Batch” button to create a copy of the batch.
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& Oracle Developer Forms Runtime - Web: Open > TWARBUS
File Edit Options Block Item Record Query Tools Help

EEE FTT BEE IS &E &

o
Yiew Batches N
Batch ID Description Status Originator Create Date Total Trans

Transmitte ‘JBECKERU4302006DDD3 ] IN_PROGRESS JBECKER 30-APR-2006

N IN_PROGRESS JBECKER 30-APR-2006
AR ¥Yiew

IN_PROGRESS JBECKER 30-APR-ZO0&
User

Start Date

\ \ \
\ \ \
End Date ‘ ‘ ‘ ‘
| | |
\ \ \
\ \ \

‘PMT—SUBMITI'ED |JBECKER |ZB'AF‘R—ZUUE

Show Batches

In Progress [/

Submitted Batches v

Approved Batches [ |

Rejected Batches [

[ Tran Log
[ inwoice |

1

[Transactions | | New Batch | [ Duplicate Batch | [ SubmitBatch | | ImportFile | Import Path

r

)

] P R A D A |

Recard: 3i4 | ] | =0sc=

A new batch will be created containing the same transactions as the original batch. You will need to left
click the “View Batches” button to see the new batch. The status of this new batch will be “In Progress”.
The transactions in this batch must be reviewed and edited before submitting it for processing.

Importing Transactions into a Batch

Transactions can be loaded into a TWARBUS batch from a flat file by selecting the “Import File” button.
This could be used to load transactions into the ARIES A/R system from an external invoicing system or
from a list of transactions maintained in a separate database.

15
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& Oracle Developer Forms Runtime - Web: Open > TWARBUS
File Edit Options Block Item Record Query Tools Help

& [Eﬂ@@.l%%}l@ B Eh | B[ & 1@ X

3US 7.0 (BANTEST) [0

Batch ID Description Status Originator Create Date Total Transactions Credit Amount
JBECKERD43020060003 ] IN_PROGRESS JBECKER 30-APR-Z006 1 (u]
JBECKERZO0DE04300001 IN_PROGRESS JBECKER 30-APR-Z006 4 (u]
IBECKERZD0&04300002 IN_PROGRESS IBECKER 30-APR-Z006 1 0
|JBECKERZUUEU4280001 |F‘MT'SUBMI'ITED ‘JBECKER ‘ZS—APR—ZUUE 4 0

s v
5

s
s
| | | \ \ | |
| &l | \ \ | |
[ wewsatch | | DuplicateBatch | | SubmitBatch 4°~ |  Import Fil@ﬂth [evemptenglish bt
T R 2 O O e ——mm— — 3
|
Recard: 11 | ] | =0sc= J

Enter the full path to the file to be imported and then left click on the “Import File” button. The system will
search for the defined file and load it into a new TWARBUS batch. An error message will be received if
the defined file cannot be found or if it is in an incompatible format.

Import File Format
The file to be imported must be defined as follows:

ID Char 1-9 Yes CSU ID number

Term Code Num 6 10-15 No Term associated with this transaction.
If left blank, a term will be calculated
based on effective date.

Detail Code Char 4 16-19 No The detail code for this transaction.
Either the detail code or the FRS
account number/subcode must be
entered.

FRS Account | Char 10 20-29 No The FRS account number and subcode
for this transaction (credit account for
charge, debit account for payment).
Either the detail code or the FRS
account number/subcode must be

entered.
Tran Type Char 1 30 Yes C = Charge, P = Payment
Amount Num 12 31-42 Yes Zero fill to the left, include the decimal

point. Negative values must have ‘-
sign in position 31. Positive charge
increases the balance the customer
owes, positive payment decreases the
balance the customer owes.
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Effective Num 8 43-50 No Format YYYYMMDD. Defaults to
Date sysdate if left blank.
Description Char 30 51-80 No Defaults to detail code’s description if

left blank. This description will appear
on the customer’s statement.

Document Char 8 81-88 No Appears on the statement if a
Number commercial transaction.

Invoice Char 8 91-98 No If used, must be unique to the
Number customer.

Receipt Char 6 99-104 No Not used.

Number

Crossref ID Char 10 105-114 No Used for 3" Party transactions.

Rate Num 12 135-146 No Rate per unit.

Units Num 12 147-158 No Number of units

Tax Indicator | Alpha 5 159-163 No Code for each tax authority applied to

this transaction. C=Colorado,
L=Larimer County, F=Fort Collins.

PO Number Alpha 20 164-183 No Purchase order number.
KFS Acct Char 60 184-243 No KFS Account Number, Object Code, Sub
Structure Acct Number, Sub Object Code

combined as a single string.
(1234567123451234123)

If you don't use all components in the
account structure, pad with spaces.

Submitting a Batch for Processing

When you have completed entering transactions for a batch and are ready to have it submitted to the
ARIES system for posting to the Accounts Receivable system, select the batch to be submitted by left
clicking on the Batch ID, and then select the “Submit Batch” button.
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& Oracle Developer Forms Runtime - Web: Open > TWARBUS
File Edit Options Block Item Record Query Tools Help
BOE BAEE B BE@EE IS E

B MATN_ WINDOW T

1@ X

Yiew Batches N
Description Status Originator Create Date Total Trans
Transmitted 2ECKERD4302 0003 S IN_PROGRESS JBECKER 30-APR-2006
N IN_PROGRESS JBECKER 30-APR-2006
AR Yiew

‘]BECKERZDDEEMSDDDDZ IN_PROGRESS JBECKER 30-APR-ZO0&

User | [1EcKkERzODED4zZE000L [prT-suemiTTED  [BECKER [z5-apr-2z00

Start Date }

End Date ‘

Show Batches

In Progress [/

Submitted Batches v

THTTT

Approved Batches [ |

Rejected Batches [

[ Tran Log
[ inwoice |

1

[ Transactions | | NewBatch | [ Duplicate Batch [T SubmitBatch | T~ ImportFile | Import Path [cempienglish.txt
N

a———— vj | 3
Y

Record: 114

The status of the selected batch will be changed to “Submitted”.

Batches Requiring Approval

The following conditions will result in a batch requiring approval before it will be loaded into ARIES:

Payment Batches

Any batch with a positive or negative payment transaction must be approved by the fund responsible
person. Only departments with special circumstances will be authorized to enter payment transactions.

Transactions Greater Than $50,000

Any batch with transactions to a single customer totaling $50,000 or more will require approval by
Accounts Receivable Operations.

Warning Messages

Transactions Greater Than $10,000

Any batch with transactions to a single customer totaling $10,000 or more will cause a warning message
to be displayed. This control measure has two purposes. The first is to reduce large dollar errors — a
$100.00 charge with a missing decimal point results in a $10,000 transaction. The second is to inform the
user of steps to take to ensure the amount charged to the customer can be collected. Please verify the
amount entered and follow the suggested guidelines to ensure collectibility of these large dollar
transactions.

Entering Transactions

Once the default values have been set in the key block (see “Create a New Batch” above), next block
until you enter the “Charges / Payments Block”.
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Charges/Payments Original
Name Account Detail Code Description Amount Term Document Receipt Charge
% 7] =
| | | | | | U o
| | | | | | | 0 o
| | | | | | | 0 o
| | | | | | | 0 o
| | | | | | | o
| | | | | | | [ ©
| | | | | | 0 =
| | | | | | | [ °E
PO Number Total Amount Text [ [T
Tax Code Description Rate
1 [ | Sales Tax| Rate | Effective Date[
’_ K | | Rate | Units | (BD-MON-YYYY)
’_ K | | Total
(] ] |

Enter the customer’'s CSU ID number. If you do not know the customer’s CSU ID number, left click the
arrow below “ID” to bring up the search screen. See “Searching for a Customer” below.

Name
The customer’s name will automatically be filled in once the ID is entered.

Account

Enter the FRS revenue account for charge transactions, or the FRS expense account for payment
transactions. If you know the detail code, this field does not need to be entered; it will be automatically
filled in when the detail code is entered.

It is possible that the account number entered will correspond to multiple detail codes. If this happens,
you will be asked to select the appropriate detail code from a provided list.
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& Oracle Developer Forms Runtime - Web: Open > TWARBUS - twabdtl
File Edit Options Block Item Record Query Tools Help

BB BAEABERE %P A ARG

'%5 Billing ata Entry Form Tt L EST) =
® Charge Cpayment  Detail Code: ¥ Amount: Term: 200610 ¥ Document: Effective Date: 13-APR-z006 [
ID: Description:
Batch Number JBECKERD412Z0080001 - Description Test Batch of Transactions Batch Status IM_PROGRESS
Charges/Payments Original
mn Name Account Detail Code Description Amount Term Document Receipt Charge
- - - -
924008613 Jerry Alan Becker FrOL Farking Fines/Parking Perm $95.00 200610 TWoOOoo0zl il o =
823806579 Susan Marie Becker BKOL  bookstore-books $145.00 200610  67483KLD i O
993806570 Susan Marie Becker BKOZ  CSU Bookstore Textbaak Pt $25.00 200610 &7483KLD n O
823806579 Susan Marie Becker BKOS bookstare-supplies $32.88 200610  A7483KLD N O
824008613  Jerry Alan Becker 2603450542 bookstore-supplies 200610 il O
e L L e e e L e L e T e T e e O
O
Find[sko% O =
Tbbdetc_Desc ... Thracct_Acco Text C
L BKOS C Bk bookstore-supplies Yo 0260341415
Tax Code Descriptit | pkos  ©  BK C5U Bookstare Supply Purchases Y 0260341410
- ective Date 13-APR-2006
- | A, | Ld (DD-MON-¥YVY)
A Find Cancel
-
- -
S

Multiple Detail Codes exist for this account, use LOW. |
Recard: 5i5 | ] | | | =0sc=

Double click the appropriate detail code or select the appropriate detail code and select “OK”.

Detail Code

Enter the ARIES detail code for the transaction. If you do not know the detail code, you can enter the
FRS account number in the previous field, or you can select the arrow below “Detail Code” to search for
the appropriate code.

Searching for a Detail Code

Selecting the search arrow will bring up a list of available detail codes based on your assigned
department.

Find|[BK%

Thbdetc_Desc ... Thracct_Account_a&
1415 RECEIVABLE

BK C5U Bookstore Textbook Purchas

pa v
BKOZ C N 0260341410 RECEIVABLE,
BKOZ C BE bookstore-books by 0260341415 RECEIVABLE
BKO4 T BK bookstore-merchandise by 0260341415 RECEIVABLE,
BKOS C BK bookstore-supplies Ny 0260341415 RECEIVABLE,
BKODE C  BK C5SU Bookstore Supply Purchases ¥ 0260341410 RECEIVABLE,
A e e | 3

| Eind Cancel

Various pieces of information about the detail codes are displayed to assist in selecting the appropriate
code:

e Detail Code The four digit detail code

e Type C = Charge, P = Payment

e Category Code A three digit code used to identify the department the code belongs to
e Description The default description for the detail code
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e Active Indicator Y = Detail code is active

e Account A The account that will be debited (if a positive transaction). The first 10 digits
represent the FRS account and sub/control code, the remaining text is a
description of the account.

e AccountB The account that will be credited (if a positive transaction). The first 10 digits
represent the FRS account and sub/control code, the remaining text is a
description of the account.

Description

The description will default to the detail code description. This may be overwritten by the user. Whatever
text is entered here will appear on the customer’s statement.

Amount

Enter the amount of the transaction. Negative values may be entered. This field may be left blank if you
wish to enter a quantity of units and rate for each unit (see below).

Term

Enter the term code that corresponds to the term the transaction is for. The term code is structured as
follows:

o Positions 1-4 = the calendar year

e Position 5

o 1=Spring
o 6=Summer
o 9=Fall

e Position 6 =0 (zero)
The search arrow below “Term” may be selected to display a list of valid term codes.

Document

Enter an alpha/numeric document number that identifies this transaction. This “number” will appear as
the invoice number if you print an invoice for this transaction. This “number” will also appear on the
customer’s statement if this is a commercial transaction (the control code for the associated receivable
account is 1415).

All transactions will be assigned a document number. If you don’t have a designated document number,
you may select the search arrow below “Document” to have the system generate a document number for
you, or you can leave the document number blank and the system will generate document numbers when
you save the batch.

Receipt

Not used

Original Charge

Currently not used. At this time, CSU has an experimental site exemption from several financial aid rules.
In the event this exemption is revoked, this box must be marked for transactions that are eligible to be
covered by financial aid.

PO Number

Enter the customer’s Purchase Order Number. This PO Number will print on the invoice.
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Total Amount
Display only — total of all transactions entered.

Text

Text for a transaction may only be entered after the transaction has been saved. Left click the “Paper”
icon to display the text entry form.

& Oracle Developer Forms Runtime - Web: Open > TWARBUS - twabdtl

File Edit Options Block Item Record Query Tools Help
RYE NAEE 5% REBS G & KHE ¢ S @ X
'(E Billir Jata Entry Form T 5T =
® Charge CPpayment  Detail Code: * Amount: Term: 200610 ™ Document: Effective Date: 13-APR-z006 [
ID: Description:
'z_g Additional Text TWABDTL 7.0 (BAMTEST)
Detail Code: |BK02 ‘CSU Bookstore Texthook Purchas Transaction Number: 3
Additional Text Print
This is an example of some text that can be associated with v |
a transaction. Mote that these fields do not automatically 4
wrap when you reach the end of a line. v
If the print box is not checked, the associated line of text O
will not print on the invaice. O
O
[ [
[ [
[ 0
[ m!
[ m!
[ [
[ =
| = &
=
Transaction comments |
Record: 1/ |1 . | <08C>

Enter up to 60 characters of text associated with this transaction. This form does not word-wrap — you will
need to manually move to the next line once you reach 60 characters. If the print box next to the line is
checked, the text will print on the invoice. If it is not checked, it will not print on the invoice. Left click the
“Return” button to save the text entry and return to the transaction entry from.

Tax Code

Enter the code for the sales tax authority if this transaction is taxable. Up to 5 may be entered. Current
codes are:

e C —Colorado Sales Tax

e L —Larimer County Sales Tax

e F —Fort Collins Sales Tax

Description
Will automatically fill in when the tax code is entered.

Rate

The sales tax rate for the associated sales tax authority will be displayed automatically when the tax code
is entered.
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Sales Tax
The total amount of sales tax for this transaction line is automatically calculated and displayed here.

Rate

The total combined sales tax rate for this transaction is displayed.

Total

The total of the transaction amount plus the associated sales tax.

Rate

If desired, you may enter a per-unit rate.

Units

The number of items purchased at the associated rate. Completing these two fields (Rate and Units) will
automatically calculate the Amount.

Effective Date

Date this transaction is to become effective on the customer’s account. This is also the date the
transaction becomes eligible to be fed to the General Ledger system.

Search for a Customer

When entering transactions (from the TWABDTL form), you can search for a customer if you do not know
what their CSU ID number is. Left click on the search arrow under “ID”.

& Oracle Developer Forms Runtime - Web: Open > TWARBUS - twabdtl

File Edit Options Block Item Record Query Tools Help
’2_9 illing 7d ) x
® Charge “'payment  Detail Code: E Amount: | Term: |zuus1u E Document: Effective Date: |15-APR-2006 @
D: Description:
Batch Number [JBECKERO41220060001 F Description [Test Batch of Transactions Batch Status |IM_PROGRESS
Charges/Payments Original
Name Account Detail Code Description Amount Term Document Receipt Charge
[*] hd] hd
SeaaEeT S ‘Jerry Alan Becker |ZE\EIBEIEIEI697 R |Pro1 |Parkmg Fines/Parking Perm ‘ $95.00 ‘zuusw |Twnuuuz1 W [
[g23m06579 [Susan Marie Becker [ze03410541 7 [eKOL  [bookstore-books [ $145.00 [z00610 | [67483KLD W O
[523808579 |Susan Marie Becker [z603410541 7 [BKOZ  [CSU Bookstore Textbook Pr [ $25.00 200610 [67483KLD [w] i
523806570 |Susan Marie Becker [z503450542 = [BKOS  [baokstore-supplies [ $32.88 (200610 | [67483KLD W O
I \ | | \ \ | [
\ | | \ \ | [ O
\ | | \ \ | [l o
| \ | | \ \ | [ o=
PO Number Total Amount $297.88 Text [ |
Tax Code Description Rate
l_ [E Sales Tax [ Rate Effective Date
’_ 4 Rate [ Units (DD-MON-YYYY)
,7 [=] ’7,7 Tntal,T
(=0 0
(I SN I =
|
Record: 515 | | | | <08G= J
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This will take you to the TWACUST form where you can search for a person or entity based on their name
or a portion of their name. Wildcards may be used in your search criteria (“%” to represent any number
of characters or “_” to represent one character). Use of wildcards may significantly increase the amount
of time it takes for a search to complete.

& Oracle Developer Forms Runtime - Web: Open > TWARBUS - twabdtl - twacust

File Edit Options Block Item Record Query Tools Help
DB CRAEBEE W W
v TWACL N
Last Name/fCompany: First Name: ID:
Kirk James
D Name Street Source address Infa
[pzos00248  [kirkendall, James Edward (3505 Mavajo St [BANMER (]
[s20500248  [Kirkendall, James Edward (3505 Mavajo St [TwareUS
[s2zs20082  [Kirkham, James E [137 w Broadmoor Dr 20:  [BAMMER |
(822809688 [Kirkley, James Rabert [ [BANNER Denver
[ez2g00688  [Kirkley, James Robert [ [TwarpUS co 80211
824511773 Kirkpatrick, James K 1615 Sw 10th St BANMER o
825077534 [Kirkland, James R 2526 W Orlando Drive 11 [BANMER o SN [Feesroany
825077534 Kirkland, James R 2526 W Orlando Drive 1 TWARBLIS B Bhana |
[s25597536  [Kirk, James Tiberius [123 Beamn Me Up Scotty  [BANMER F 3
(825597536 [Kirk, James Tiberius [123 peam Me Up Scotty  [TwaRBUS Email Address |
Birth Date [07 | [z3 | (1950
-
Change Address ‘ I Mew Person ‘ [ Mew Organization
Record: 1110 | | <08G= J

Company names will only appear in the “Last Name/Company” field — “First Name” is not used for
entities. For persons, you may search on “Last Name/Company”, “First Name”, or a combination of the
two.

To execute your search, enter the desired search criteria in “Last Name/Company” and/or “First Name”
and perform a next block.

Examples:

e A search with “Kirk” in the “Last Name/Company” field will return all customers whose last name
begins with “Kirk” — such as Kirk, Kirkwood, Kirksey, Kirkpatrick, etc.

e A search with “Kirk” in the Last Name/Company” field and “James” in the “First Name” field will
return all customers whose last name begins with “Kirk” and whose first name begins with
“‘James” — such as Kirkendall, James; Kirkley, James; Kirk, James; Kirkland, Jameson; etc.

o A search with “_cott” in the “Last Name/Company” field and “M%” in the “First Name” field will
return all customers whose last name begins with any character in the first position and “cott”
after the first position and whose first name begins with the letter “M” — such as Scott,
Montgomery; Scott, Michelle; Acott, Matt; etc.

e A search with “%Arizona%"” in the “Last Name/Company” field will return all customers with
“Arizona” in the company name — such as “Arizona, University of’, “Arizona State University”, etc.

Display Fields

The display fields will help you decide which of the returned customers is the particular customer you are
searching for. Information displayed includes:
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ID
The CSU ID number for the customer.

Name

The customer’'s name. Person names are displayed Last Name, First Name Middle Name. Non-persons
are displayed as they appear on the customer’s record. If the name is too long to be displayed in the
space allotted, you can left click on the name and use the arrow keys to scroll to view the hidden portion
of the name.

Street

The first line of the customer’s street address. If the street address is too long to be displayed in the
space allotted, you can left click on the address and use the arrow keys to scroll to view the hidden
portion of the address.

Source

The system this record was found in. “Banner” will be displayed if the customer record was found in the
ARIES system. “TWARBUS” will be displayed if the customer record was found in the TWARBUS
temporary tables.

Additional information is displayed for the currently selected customer:

Address Info

These fields include the 2™ line of the street address, the City, State, and Zip Code of the customer’s
address.

SSN

The last four digits of the customer’s Social Security Number (if a person), or Federal ID Number (if a
company).

Phone
The customer’s telephone number.

Email Address
The customer’s e-mail address.

Birth Date
The customer’s date of birth.

Action Buttons

If the desired customer is displayed, you may double-click on their ID to “pull” it back to the transaction
form and continue entering transaction data. If the customer has a new address, or this is a new
customer, you can select one of the action buttons located at the bottom of the form.

Change Address

Select this action button to change the selected customer’s address or telephone number. See “Change
Address” below.

New Person
Select this action button to create a new customer that is a person. See “Create a New Person” below.
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New Organization

Select this action button to create a new customer that is a company. See “Create a New Organization”
below.

Change Address

If the customer has moved, or there is an error in their address record, use the TWADDR form to change
their address. Note: TWARBUS cannot be used to change student or employee addresses.

& Oracle Developer Forms Runtime - Web: Open > TWARBUS - twabdtl - twacust - twaaddr [:HEHX|
File Edit Options Block Item Record Query Tools Help
BB BAEBE w8 EIEY

‘o B 7.2 (BANTI

ID [g25507536 Last Name [kirk First Name [1ames T Middle Name [Tberiis

Street Linel [123 Beam Me Up Seatty

Street Line2 [There's No Intlignt Life Here!

City [Fort Callins
State Code |CO

Zin 80525
Mation
Fhone Mumber Ext
Update Address [ Update Phone Number [
Record: 111 | | <08G= J

Updateable Fields

Street Line 1
Enter or change the first line of the customer’s street address.

Street Line 2

Enter or change the 2™ line of the customer’s street address.
City

Enter or change the customer’s city.

State Code

Enter or change the customer’s state. This field is checked against a table of valid state codes. You can
display the list of valid codes by pressing CTRL-L.

Zip
Enter or change the customer’s zip code.
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Nation

Enter or change the customer’s nation code. This field is checked against a table of valid nation codes.
You can display a list of the valid codes by pressing CTRL-L. Leave blank for United States addresses.

Phone Number
Enter or change the customer’s telephone number (including area code).

Ext
Enter or change the customer’s telephone extension if applicable.

Display Only Fields

Update Address
This box will be automatically checked if a change is made to the customer’s address information.

Update Phone Number
This box will be automatically checked if a change is made to the customer’s telephone information.

Create a New Person

If this customer is a person and you cannot find an existing record for them, use the TWANPER form to
create a new person customer record.

Note: These customer records are part of an integrated system and are shared by Accounts
Receivable, Admissions, the Registrar’s Office, Financial Aid and others. Duplicate customer
records are extremely difficult to resolve. Please make every effort to ensure your “new”
customer does not already exist.

File Edit Options Block Item Record Query Tools Help

BORIBEEE W BEE &S

ER 7.0 (BANTEST) .- =
Last Name |Mudd * First Name |Harry * Middle Name |[Stickinthe
Street Linel [45875 Intergalactic Way
Strest Line2 |
City [Twinkie Town *
State |ca  * Zip [90214 *
Mation

Birthday mmddyyyy (09 [11 [2001 [ Not available
Fhone Mumber [egg  [5551212 *Ext Telephone Type|cell Bhons -
Ssn |555667777

Sex O Female ® Male © Undetermined

Email Address [harry, mudd@startrek.mil

D Generate 1D

4

Recard: 11 | ] | =0sc= J
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Fields

Last Name
Required — Enter the customer’s last name.

First Name
Required — Enter the customer’s first name.

Middle Name
Enter the customer’s middle name.

Street Line 1
Required — Enter the first line of the customer’s street address.

Street Line 2
Enter the 2™ line of the customer’s street address.

City
Required — Enter the customer’s city.

State

Required — Enter the customer’s state. This field is checked against a table of valid state codes. You can
display the list of valid codes by pressing CTRL-L.

Zip
Required — Enter the customer’s zip code.

Nation

Enter the customer’s nation code. This field is checked against a table of valid nation codes. You can
display a list of the valid codes by pressing CTRL-L. Leave blank for United States addresses.

Birthday

Enter the customer’s birth date in Month, Day, four-digit Year format. If the customer’s birth date is
unknown, check the “Not Available” box.

Phone Number

Required — Enter the customer’s telephone number, including are code. The area code will default to
“970”.

Telephone Type

Use the drop-down arrow to select the type of telephone number entered. Options are “Home Phone”,
Work Phone”, and “Cell Phone”.

SSN
Not required but highly desired. Enter the customer’s social security number.

Sex
Not required but highly desired. Enter the customer’s gender. If unknown, select “Undetermined”.
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Email Address
Enter the customer’s e-mail address.

Action Button

Generate ID

Once all of the customer’s information is entered, select the “Generate ID” button. The system will use
the ARIES common matching algorithms to determine if the customer already exists. If a positive match
is found, the existing ID number will be returned. If no match is found, an ID number will be created and
the person’s record will be immediately added to the ARIES database. If there is a possible match, a new
ID number will be created and the customer’s record will be held in TWARBUS until it has been manually
reviewed by Accounts Receivable Operations.

Create a New Organization

If this customer is a company and you cannot find an existing record for them, use the TWANENT form to
create a new entity customer record.

Note: These customer records are part of an integrated system and are shared by Accounts
Receivable, Admissions, the Registrar’s Office, Financial Aid and others. Duplicate customer
records are extremely difficult to resolve. Please make every effort to ensure your “new”
customer does not already exist.

File Edit Cptions Block Item Record Query Tools Help

BOE BEAEE B EBEE Sk @

58 MAIN_WINDX MANENT (BANTEST) © T -

Name [starfleet Acadermy

Street Linel [100 Outer Space Dr

Street Line2 |

city [ouder *

State [CO " zip [gomnz  *
Mation [

FTID [841122334
Phone Mumber (303 [5551212  Ext

d Generate 1D

4

Record: 11 | . | <osC= J

Fields

Name
Required — Enter the customer’s name.
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Street Line 1
Required — Enter the first line of the customer’s street address.

Street Line 2
Enter the 2™ line of the customer's street address.

City

Required — Enter the customer’s city.

State

Required — Enter the customer’s state. This field is checked against a table of valid state codes. You can
display the list of valid codes by pressing CTRL-L.

Zip
Required — Enter the customer’s zip code.

Nation

Enter the customer’s nation code. This field is checked against a table of valid nation codes. You can
display a list of the valid codes by pressing CTRL-L. Leave blank for United States addresses.

FTID
Not required but highly desired. Enter the customer’s Federal tax ID number.

Phone Number

Required — Enter the customer’s telephone number, including are code. The area code will default to
“970".

Action Button

Generate ID

Once all of the customer’s information is entered, select the “Generate ID” button. A new ID number will
be created and the customer’s record will be held in TWARBUS until it has been manually reviewed by
Accounts Receivable Operations.

Transaction Approval Process

Payment Transactions

In general, payment transactions are not allowed in TWARBUS - they must be submitted to ARO for
processing. In the few instances where entry of payment transactions is authorized, they must be
approved by the responsible signature authority.

The department authorized to enter payment transactions must provide fund responsible person
information to ARO. Payment transactions will not be processed by ARIES until they have been
approved by the fund responsible person.

Approval Form

The form used to approve payment transactions is TWAAPPR. The fund responsible person will go
directly to the TWAAPPR form after logging in to ARIES.
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& Oracle Developer Forms Runtime - Web: Open > TWAAPPR

File Edit Options Block Item Record Query Tools Help

BEEE W E

‘PR (BANTEST)

BT e &[T

Batches
User ID User Name Batch Number Create Date Total Amount  Status
[1cLARK [Jerry Becker - Accounts Receivable O [JCLARKO32320080002 [23-MaR-2006 $75.00 [PMT-SUBMITTEL =
bros] [rerry Becker - Accounts Receivable 0 [JFOX032320060002 [23-Mar-2006 $165.00  [PMT-SUBMITTEL

Rl

{CTRL + E to open the text editor.)

W Comments
Reject
Transactions
Term Code Detail Code  Entry Date Description Amount Invoice Number Tax
200610 ARLC [27-MaR-2006 [Late Charge [ £10.00 [ =]
200610 BKOL [31-MaR-2006 |bookstore-tiooks [ $155.00 [
[ [ [
[ [ [ [ i
\ [ \ [ i
[ [ [ [ %
[ [ [ [
[ [ [ [
[ [ [ [
— —— | | | C_ =
Recard: 2i2 | ] | | =0sc= l J

Display Fields

The top half of the TWAAPPR form lists all of the batches awaiting approval of the fund responsible
person.

User ID

ID of the ARIES user who created the payment batch.

User Name
Name of the user who created the payment batch.

Batch Number
ID of the batch containing payment transactions.

Create Date
Date the batch was created.

Total Amount
Total amount of the transactions in the batch.

Status

Status of the batch awaiting approval.

The bottom half of the TWAAPPR form lists all of the transactions in the selected batch.
Term Code

Term the transaction applies to.

Detail Code
Detail code of the transaction.

Entry Date
Date the transaction was entered.

Description
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Description for the transaction that will appear on the statement.

Amount
Amount of the transaction.

Invoice Number
Document number identifying the transaction.

Tax
Amount of sales tax associated with the transaction.

Updateable Field

Comments

The approver can enter comments related to the selected batch. Use CTRL-E to open a text editor if
desired. These comments will be e-mailed to the person who created the batch if the approver rejects the
batch.

Action Buttons

Approve
Select the “Approve” button to allow the selected batch to be processed by ARIES. A batch cannot be

changed once it has been approved.

Reject
Select the “Reject” button to prevent the batch from being processed and return it to the creator for

correction.

Invoices > $50,000

Transactions to the same customer within a batch totaling $50,000 or more must be approved by ARO
before it will be processed by ARIES. If you enter a large dollar invoice, be prepared to provide additional
information to ARO.

Reports

Invoices
To generate invoices, select the desired batch and then left click on the “Invoice” button.
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& Oracle Developer Forms Runtime - Web: Open > TWARBUS
File Edit Options Block Item Record Query Tools Help
NEBEBEBRE BRI BEE IS kS

W T .0 (BANTEST,

@1 X

Yiew Batches N
Batch ID Description Status Originator Create Date Total Trans

End Date ‘

Show Batches

Transmitted IN_PROGRESS JBECKER 30-APR-2006 1
N IN_PROGRESS JBECKER 30-APR-2006 4
AR ¥Yiew
IN_PROGRESS JBECKER 30-APR-Z006 1
User ‘ ‘JBECKERZUUGEMZSUUUI ‘PMT'SUBMI'I_I'ED |JBECKER |ZB'AF‘R'ZUUE 4
Start Date ‘

\
\ \ | |
\ \ | |
\ i \ | |
\ | \ | |
\ 2 \ | |
In Progress [/ ‘ ‘ ‘ | |
\ \ \ | |

Submitted Batches v

Approved Batches [ |

Rejected Batches [

[ Tran Log

‘ q Invoice
N

[Transactions | | New Batch | [ Duplicate Batch | [ SubmitBatch | | ImportFile | Import Path

1

r

| | J

] P R A D A

Recard: 2i4 | ] | =0sc=

A new web browser window will open with your invoices in Adobe® Acrobat®. From here, you can select
invoices to print or save them to a file. See your department network support personnel for instructions
on how to use Adobe® Acrobat®.

&1 http:Happldevl.is.colostate.edu:9091/reports/rwserviet/getjobid246?server=rep_BANTEST - Micro... : : X
File Edit GoTo Faworites Help -

\ \ A @ vy >. B
€] © HRG Pseacn Yoraoe: @ - LFHLE B
Address ‘@htq::jfappldevl‘is.cn\nstate.edu:QDQ1frepnrt3frwservIet,v‘getjnh\d246?server:rep_BANTE5T V‘Gn Liks ™ & -

Esavea(:opy' = % % ﬁSEarch I} Select E Qv _:J (o] v @ | 3. = = ZS'E”‘ ¥

] Col

o
A\

£

| Pages .
&l

University

Fort Collins, CO 80523

Invoice Date: 04/30/2006 Federal ID NO: 84-5000-545
Invoice Numher: JBECKER200604300001 {CSU Contact:
[Phone Number:
g Becker, William Henry
| L | 3133 Yellowstone Cir Customer Number. 520414792
1| Fort Collins, CO 80525 PO Number: 1234
o
2 Item ID Date Description Qty Amount Extension
% #mEEks  04/30/06  Student Parking Permits 95.00
E #EEERE (04/30/06  Late Payment Charge 35.00
o w=kEE®  (04/30/06  Late Registration Charge 18 5.00 90.00
£
£
£
S
B v
= we [bobl| @ © L[ = A

Urknawn Zone

Downloaded (0B) :
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Transaction Log

To print a report of the transactions in a batch, select the desired batch and then left click on the “Tran
Log” button.

& Oracle Developer Forms Runtime - Web: Open > TWARBUS

File Edit Options Block Item Record Query Tools Help

¥iew Batches .
Batch ID Description Status Qriginator Create Date Total Trans|
Transmitted ‘INJROGRESS |JBECI-(ER |3D-ADR-2DD6
AR Yiew

User | [1BECKER200604280001

Start Date ’7 ‘

End Date‘

\

‘ ‘INiPROGRESS |JBECKER |3D-AF‘R-ZDDE\
[ [n_PROGRESS |eECKER [30-apR-z008 1
\

\

[pMT-suemMITTED  [BECKER [28-PR-2008

T

Show Batches

In Progress [#

Submitted Batches [

Approved Batches [

i
(. Tran Log
o

\ \ \
\ \ \
\ | \
Rejected Batches [ ‘ ‘ ‘
| | |
\ \ \
\ \ \

T

[ Transactions | | MNewBatch | [ puplicate Batch | | _SubmitBatch | [ ImportFile | ImportPath

O e A e | »

2
o
o
(7]
i
N

Record: 2i4 |

A new web browser window will open with the batch transaction log in Adobe® Acrobat®. From here, you
can select pages to print or save the report to a file. See your department network support personnel for
instructions on how to use Adobe® Acrobat®.

34



TWARBUS User’s Guide

ARIES Accounts Receivable

. - N N = I
http:/lappldevl.is.colostate.edu:9091/reportsirwserviet/getjobid2 47?server=rep_BANTEST - Micr E|[Z|
File Edit GoTo Favorites Help o
y . - — 0 ] 5y 0 ;
€ © HEG Psean Joraaiee & R- =LK B
Address ‘@ http: f/appldevl. is.colostate.edu 909 L reports frwserviet/getjobid247 ?server =rep_BANTEST b | Go |Links ™ @~
Blsseacorr ) 55 @ @hsewen || & [Thseect g | & - 3|2 © [0 | & DY) B 0y 2 Lo
- SARSROLD COLORADO STATE UNIVERSITY Page 1 »
® . SARS BATCH UPDATE SYSTEM 30/ . A
A 7 N ~ 04/30/2006 08:56 AM
E, FINAL PAYMENT BATCH Batch Transaction Log by Customer Name : 3
REPORT
| -
Batch ID: JEECKERI00604300001 Date transmitted to SARS: 04/30/2006 Date Created: 04/30/2006 Dept: 1 Originator: JBECEER
Credit; $0.00 Debit: §258.00 Net: $238.00 Count: 4
Tran  Acct Sub
Customer Name Cust ID Invoice ID SARS Description Code  MNumber Code Eff Date Amount  Term
Becker, Susan 23806579 53588800 Late Payment Charge ARLC 130030 0611 04/30/2006 38.00 200610
Becker. William 820414792 12343678 Student Parking Permits PKO1 260800 0381 04302008 95.00 200610
Becker, William 820414792 12343678 Late Payment Charge ARLC 130030 0611  04/30/2006 35.00 200610
Becker, William 820414792 12345678 Late Registration Charge ARLE 130030 0612  04/30/2006 90.00 200610
NOTE: Sales taxes are grouped by Customer ID, then Invoice ID D
|_ **+* END OF REPORT *** Approval Signanrs Approver's Printed Name Date
ju3
=
T
£
=
P
s
ji3
t
e
£
£
=3
G
v
= 1of 1 | ]
Downloaded (OB) : Urknown Zone

System Maintenance
(BFS-BSS Use Only)

TWARBUS Users - TWAUMAP
TWARBUS users are maintained using TWAUMAP. Users must exist in ARIES before they can be
updated using this form.
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& Oracle Developer Forms Runtime - Web: Open > TWAUMAP

File Edit Options Block Item Record Query Tools Help
EEER T REE I EI | @1 X
10 P [(BANTEST) - X (=t
ID:[524000613 =] [Becker Jerry Alan
Userid Activity Date
"JBECKER 15-APR-2006
Res Person AR Person 3rd Party Tran Collection Tran
I 74 I 74
Approval Person Type
SD Approval ¥ AR Approval
Recard: 11 | ] | =0sc= l J
Fields
User ID
The ARIES User ID for the person being granted access to TWARBUS
Res Person

Check this box if the user is a fund responsible person. This person will be able to approve payment
transactions for the users listed in the “Cashier Assignments” section of the TGAUPRF form.

AR Person
Check this box if the user works in ARO and is authorized to approve transactions > $50,000.

3" Party Tran
Check this box if the user is authorized to enter transactions for Third Party Sponsor accounts.

Collection Tran
Check this box if the user is authorized to enter transactions for accounts assigned to the state collections
agency.

SD Approval
Check this box if the user is authorized to approve new person customers.

AR Approval
Check this box if the user is authorized to approve new entity customers.

TWARBUS Users - TGAUPRF
TWARBUS users must also be set-up on TGAUPRF.
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& Oracle Developer Forms Runtime - Web: Open > TGAUPRF
File Edit Options Block Item Record Query Tools Help

EBERE W FIEYEEEEEEREE 1@ 1

UserID: [IBECKER [ [perry Becker - Accounts Receivable Operations

User Name: ‘Jerry Becker - Accounts Receivable Qperations [ Restricted User ¥ Supervisor

User Permissions

C[Eie Category Description Type Description Activity Date
-
[ \ =
[ \
[ \
L] \ -

Cashier Assignments

Cashier Cashier Name Activity Date
-
|BGRUBE ‘Br\an Grube - Assistant Treasurer ‘23-MAR-2006 =
|CSHANAHA ‘Charlotte Shanahan - Accounts Receivable Operation ‘23-MAR-2006
[reLank [3ash clark [09-mar-zo0s =
[rFax [3anet Fox - Acvounts Receivable Operations [oa-mar-z008
[kBanI=TE [kathy Banister - Accounts Receivable Operations [22-FER-2006 - |l
S
Entar a name associated with the USERID | J
Recard: 11 | ] | | =0sc=

Fields

User Name
Name of the TWARBUS user being set-up.

Restricted User
Check this box to restrict the user to the detail category codes listed below. Leaving unchecked will allow
the user to enter transactions for any detail category code.

Supervisor
Check this box if this is a fund responsible person and “cashiers” are assigned to this person.

Code
Enter the detail category code this person is authorized to enter transactions for. Note: all TWARBUS
users should be given access to category “TAX” so sales tax may be entered.

Category Description
Description of the category code entered.

Type
Enter “C” to authorize charge transactions, “P” to authorize payment transactions, or “B” to authorize
both types of transactions. “B” should be entered — ARIES considers a negative charge to be a payment.

Description
Description of the “Type” code entered.

Activity Date
Date the corresponding entry was made.

Cashier
ARIES user ID of the person this user is authorized to approve payment transactions for.

Cashier Name
Name of the person this user will approve transactions for.

Activity Date
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Date the corresponding entry was made.

Sales Tax Codes
Sales tax codes are maintained using form TWATAXM.

& Oracle Developer Forms Runtime - Web: Open > TWATAXM

File Edit Options Block Item Record Query Tools Help
FREIEEEEEEIER I FIEYEIEIEIE: 1@ 1 X
’5_9 MAIN_WINDOYY TWATAXM 7.0 (BANTEST) ¢ X (|
Sales Tax Code Description Detail Code Rate Start Date End Date
=

[F [Larimer caunty [Taxa [.00s [07-MaR-2005 [

E |cmm—adn W ‘.ng ‘D?-MAR-ZDDE |

F |Fnrt Callins W ‘.EIS ‘D?-MAR-ZDDE |

L L \ |

L L \ |

L [ \ |

[ [

[ [

[ [

[ [

[ [ \ |

[ [ \ |

L L \ |

[ [ \ |

(I L \ |

Y

Recard: 1/3 [ .. | =osC>

Fields

Sales Tax Code
Enter a code for the type of sales tax being entered.

Description
Enter a description for the type of sales tax being entered.

Detail Code
Enter the detail code for the type of sales tax being entered.

Rate
Enter the rate for the type of sales tax being entered.

Start Date
Enter the date the sales tax and associated rate become effective.

End Date
Enter the date the sales tax and associated rate cease to be effective.
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