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REVENUE COST JOURNAL ADJUSTMENT INSTRUCTIONS  FOR USERS

Overview

The Revenue Cost Journal (RCJ) is the major repository of Invoice and Revenue data for ACES. The RCJ is a separate collection of tables that are populated with the Revenue and Cost data, from ACES, on a daily basis. This data is used to report the sales and service revenue to corporate systems/groups. This is accomplished by extracting the necessary RCJ data into MS Excel spreadsheets, checking the completeness and correctness of the data, and making any necessary adjustments to the RCJ data. This document defines the process and steps to making these adjustments. 

Flow of RCJ Extracts

After ACES invoicing and revenue recognition, the RCJ is updated in an overnight run to extract ACES data into the RCJ database. In the event that the user needs the RCJ extract to run at a time other than the normal nightly run, then it is necessary to run the acesrun verb from  ACES.

From within the ACES system, execute the verb SCH2 and the verb SERREVRCJ to generate the sales revenue and service revenue extracts from RCJ. These extract files are then  transferred to a PC Folder and loaded to an Excel spreadsheet. The spreadsheets are reviewed for data correctness. If there are errors or missing data, the ACES processing is reviewed and/or corrected.

NOTE: If you save the output files with a .xls extension, you can double-click on the file in the FTP software to bring the file up in the Excel spreadsheet.

If there is not sufficient time to process the corrections or additional data in ACES, then the RCJ Adjustment software should be used. This software can only be used to insert data, as adjustments, into the RCJ database.  Existing RCJ data cannot be updated or deleted using RCJ Adjustments.

After the adjustments are made, the sales and service revenue extracts are run again via the ACES verbs. These extracts should be transferred to Excel spreadsheets and again reviewed for correctness. If incorrect, then repeat the process given above. If data is correct, the spreadsheets should be submitted to the corporate customer. 

ADJUSTMENT INSTRUCTIONS

General Form Information 

General Form Syntax

NOTE: To get the intended colors, you must have you color settings set to True Color. To set this go to Start -> Settings -> Control Panel -> Display -> Settings.

· All gray fields are required.

· All white fields can have data entered by typing or from a list.

· All fields with the form background color are display only.

· All fields with the heading ending with three dots (…) contain a scrolling list. See instructions on Selecting From a List below.

· The gray bar at the bottom of the form contains to following information:

· Information and error messages. Generally error messages are displayed in an alert that must be acknowledged.

· The count of the current record for queries that return more than one record.

· An indicator as to whether the item that currently has the cursor in it has a List of Values associated with it.

· The upper right corner of the RCJ ADJUSTMENTS form has an indicator of whether the form is in INSERT or QUERY mode.

· The scroll bar at the right of the form can be used to step through multiple records. You must step through ALL of the currently selected records (using the up and down arrows above and below the scrollbar, or the <  > buttons at the bottom of the form) before the scroll bar will work.

Selecting From a List

To activate a list of selections for a field, you may either double click in the field or put the cursor in the field and press the LIST button at the top of the form. If the field is empty, a list of everything will be displayed. To reduce the number of results in the list, type in a partial beginning of the string or use the wildcard character (%). For example, if you want to find a Customer Short Name of “BIG XYZ CORPORATION” you could use any of the following to reduce the list: BIG, %CORPORATION, %XYZ%.

If enough characters of the desired string are entered to make the selection unique, the field will be populated without selecting from the list.

Logging Onto the RCJ Forms

1. Activate the initial RCJ Form by double-clicking on the RCJ Adjustments shortcut. The following form will be displayed.
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2. Choose Test Database or Production Database. If these were pre-defined using the rcj_prod.txt and rcj_test.txt files created in the Installation Instructions, the User/Database will be displayed at the bottom of the form. Also, the User and Database name will be populated in the Database Logon form. Otherwise you will need to specify all of the Database logon information.
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3. Type in the User, Password, and Database name.

4. Click on the Connect button. NOTE: You can also press the Enter key 3 or 4 times (depending on whether you specify a Database name or not) to activate the Connect button.

5. Choose the desired RCJ Adjustments button. Each of these buttons is described below.
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Setting up Users Privileges per Entity

Before a user can select a Customer from the RCJ Adjustments form, and thereby make an Adjustment, the user must first have Adjustment privileges granted per Entity. In addition, an RCJ Open Period must be set in order to make adjustments. Only users that have these privileges set using the USER PRIVILEGES Per ENTITY form can make Adjustments and set RCJ Open Periods.

To Activate the Form

1. Activate RCJ Adjustments and log into the database as a user that has privileges to set up privileges.

2. Click the User Privileges button. The  USER PRIVILEGES Per ENTITY form will be activated.
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3. If there are already Privilege records in the database, they will automatically be displayed. If you want to display only the privileges for a specific user perform the following steps:

1. Click on the Query button.

2. Double-click in the Username field. This will activate a list of user names. Choose the desired user name by double-clicking on it.

3. Click on the Execute button.

To Create a new Privilege

1. If there are no empty records in the form, either click on the Insert button or clear the form by clicking on the Clear All button.

2. In an empty record, double click on the Username field to display a list of Users. Select the desired User.

3. Double click on the Entity Code field to display a list of Entities. Select the desired Entity.

4. Check the box for Adjustment Privilege to give the specified User permissions to set User Privileges Per Entity.

5. Check the box for Close RCJ Open Period Privilege to give the specified User permissions to Set or Close an Open RCJ period.

NOTE: If neither box is checked, then the user will only be able to Query and View data for the specified Entity.

6. If a mistake is made, click on Clear Rec and start at Step 1.

7. Continue the above steps for all of the desired Users and Entities.

8. Click the Save button.

To Modify a Privilege

1. Click on the Query button.

2. Double click on the Username field and select a User.

3. Click on the Execute button.

4. Make modifications to the Privilege check boxes.

5. Click the Save button.

Setting up RCJ Open Periods per Entity

Before a user can make an Adjustment for an Entity, the Entity must have an RCJ Open Period set.

To Activate the Form

1. Activate RCJ Adjustments and log into the database as a user that has privileges to set up privileges.

2. Click the RCJ Open Periods button. The  RCJ OPEN PERIODS form will be activated. If there are already Open Period records in the database, they will automatically be displayed. NOTE: Only Entities to which you have privileges for (set in the User Privileges form) will be available for selection or query.
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To set the initial RCJ Open Period

1. Double click on the Entity Code field and select an Entity.

2. You will be asked whether to set the RCJ Open Period to the Previous or Current Fiscal Period. The Current Fiscal Period is displayed at the top of the form. You would generally choose the Current Fiscal Period unless you are still closing the books for the Previous Fiscal Period. Whichever Period is chosen, only Invoices that were Revenue Recognized during that period can be adjusted.

To close an open RCJ Period

1. Locate the Entity to close the Period for and click on the CLOSE button. The Open Period will be set to the Current Fiscal Period.

Making RCJ Adjustments

RCJ Adjustments can be used to create new RCJ records or to change existing records.

Activating RCJ Adjustment Form

1. Bring up RCJ Adjustment Form by clicking on the desktop Adjustment icon.

2. At the Login screen select Test or Production Database.

3. Enter the database password.

4. At the Main Menu screen select the first button, RCJ Adjustments
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5. At the RCJ Adjustments screen there are two modes--Insert or Query. The system defaults to Insert mode. This mode allows the user to insert new records into the RCJ database. In order to adjust records already in the database, the Query mode needs to be turned on.  

· When the Query button is activated, the Query button text will change to Execute and the Clear All button text will change to Cancel.

· There is also an indicator of the Form Status in the upper right corner of the form that will indicate INSERT or QUERY  mode.
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Querying EXISTING RCJ data (Query mode):

1. Click on the Query button. The Query button will change to Execute.

2. Enter information into any of the white fields. Typically you will minimally enter an Invoice, Sales Order, or Contract Number. Each one of these fields has a list associated with it. A specific Invoice Line Item can be queried using one of the following methods:

· Using a list, the specific Invoice Line Item can be selected.

· To pull up a list of selections in a field, double click on that field or select the List button at the top of the form.  See the section on selecting from a list for further information.

· The list will contain information about the Invoice including:

· Invoice Number

· Invoice Line Item Number

· Sales Order Number

· Sales Order Line Item Number

· Contract Number

· Model Summary

· Source (ACES or ADJUSTMENT)

· Currencies

· Line of Business Information

· Revenue Recognition Date

· Order Type 

·  Use the horizontal scrollbar to see all of the information.

· Specify enough information to retrieve a single record. This would require, for example, the Sales Order Number and the Sales Order Line Item Number.

· Specify information that will retrieve multiple records and then use the <  > buttons to locate the desired record.

3. Click on the Execute button and all fields will be populated.

4. Enter the Adjustment Amounts by following the instructions under Making an Adjustment.

Entering NEW RCJ data (Insert Mode)

5. Make sure that the form is in INSERT mode. Check the Form Status on the upper right corner of the form.

6. Type in the Invoice Number if necessary.

7. Type in part or all of the Customer Site Short Name and do one of the following:

· Double-click on the field

· Click on the List button

· Press the Enter key

· Press the Tab key

If you enter a non-unique partial name you will need to select the desired name from the list by double-clicking on the name. If you enter enough of the name to make it unique, the name will be populated without a selection.

8. Type data into any of the remaining white fields.

9. Enter the Adjustment Amounts by following the instructions under Making an adjustment.

Making an Adjustment:

1. Click on the Adjust button.

2. Select an Account from the list by double-clicking the selection.

For all Accounts EXCEPT Asset Cost and FIFO Extended Cost:
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3. Enter the Account Amount. If it is to reduce an amount, a negative must be entered. You can enter an amount and have the three remaining currency amounts automatically calculated or you can enter all of the amounts manually.

· If an error is made or for any reason the user wants to clear the Adjustment Amounts, put the cursor in the Account Amounts field that contains the amounts to be removed and click on the Clear Record button.

Automatic Calculation
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Enter the Amount for the Transaction, Entity, Operating, or Localops currency.

2. Click on the corresponding Currency button. The other three Currency Amounts will be automatically calculated.
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Manual Entry
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Click on the MANUAL button.

2. Enter any or all of the Adjustment Amounts for Transaction, Entity, Operating, and Localops.
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For the Asset Cost and FIFO Extended Cost Accounts:
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Automatic Calculation

1. Choose the Book (STDCOST/CONSUSD, XFER/USGAAP, or LOCAL) to enter the amount for.


2. Enter both of the Adjustment Amounts for the Books indicated.

3. Click on the AUTO-CALCULATE button.


Manual Entry

1. Click on the MANUAL button.

2. Enter any or all of the Adjustment Amounts for Stdcost, Xfer, ICP, Consusd, Usgaap, and Local. It may be necessary to use the horizontal scroll bar under the Account Amounts fields.


4. Repeat Step 3 for as many Accounts as you wish to adjust.

5. Click the Save button. You will be asked whether you want to automatically reverse the Adjustment. If you answer YES, an additional Adjustment will be created for the next RCJ Period that will negate any Adjustment Amounts that you entered.

Repeat steps above for further adjustments.  

Reversing Adjustments

To reverse an Adjustment there must first be an existing Adjustment record populated in the form. The following restrictions also apply:

· The Adjustment record cannot have already been reversed.

· The Adjustment record cannot be flagged for Auto-Reversal.

1. Query an existing Adjustment using the steps described in Querying EXISTING RCJ data (Query mode) in this Section above. In addition you may add a qualifier by activating the list in the Source field (See section on Selecting From a List) and selecting ADJUST%.


2. When the desired record is queried, click on the Reverse button. A verification prompt will be presented to be sure that you really want to make the reversal.

Running RCJ Reports

You can run the Schedule 2 and Service Revenue reports directly from the RCJ Adjustments forms. The reports can also be run from the ACES application using the verbs SCH2 and SERREVRCJ.

NOTE: You must have SQL*Plus installed on your computer to run the reports. If this is not already installed, contact your Database Administrator and get the Oracle Client Software CD to install SQL*Plus from.

There are two basic modes for specifying the Date range for extracting report data:

· Revenue Recognition Period

· Invoice Date Range

WARNING: It is important to understand that a report by Invoice Date will report Revenue and Costs that have not yet been Revenue Recognized.

Activating RCJ Reports Form

1. Bring up RCJ Adjustment Form by clicking on the desktop Adjustment icon.

2. At the Login screen select Test or Production Database.

3. Enter the database password.

4. At the Main Menu screen select the Reports button.
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Qualifying the data to be extracted to the report

5. Type in the qualifiers to control the Dates and Entity for the report.

The reports can be run by supplying the following combinations of input:

1) Revenue Recognition Period and Year

· Type the Period and Year into the REV REC DATE/ MO and YEAR fields.

2) Revenue Recognition Period and Year and Entity Code

· Type the Period and Year into the REV REC DATE/ MO and YEAR fields.

3) FROM and TO Invoice Date

4) FROM and TO Invoice Date and Entity Code

5) Entity Code

6. If the Schedule 2 Report is being run, you must supply the Country Code (which is a 4 digit number).

7. Type in an output file name with no directory path or extension. The default extension is .XLS, which allows the file to be directly load in Microsoft Excel. If you don’t supply an output file name, the default file name for the Schedule 2 Report is Sched2.xls , Sales Report is Sal_*.xls and the default file name for the Service Revenue Report is Svc_*.xls.
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