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Why TWARBUS?

TWARBUS was designed by Accounts Receivable Operations (ARO) and developed by Information Systems (IS) at Colorado State University (CSU) to give campus
departments the ability to enter billing transactions into the ARIES/Banner system. TWARBUS was designed as an integrated part of the ARIES system; as such,
the name TWARBUS follows the ARIES/Banner 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 campus departments 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/Banner.

Enter Billing Transactions
Billing transactions entered into TWARBUS are processed nightly, beginning at approximately 6:00 p.m., through an IS/AROS production
schedule. The process posts the transactions to the student/customer accounts, along with payments received by the Cashier’s Office,
registration transactions, financial aid transactions, refunds, biographic updates, as well as any other applicable transactions. Detail codes are
set up using KFS account number and object code strings (as well as subaccounts and sub-object codes when applicable) in order to post
transactions via TWARBUS. When the transaction is loaded into TWARBUS, the overnight process will record the accounting transaction to the
Kuali Financial System (KFS), recording revenue and booking a receivable.

Monthly Statements/eBilling Notifications
Statements are compiled in an overnight process on the 15" of each month, unless the 15™ falls on a weekend or holiday, in which case the
statements are compiled on the following business day. Statements and eBilling notifications are printed/emailed on the following business day,
with paper statements being sent to Mail Services for delivery the next business day following that day.

Payment Due Dates
Payment due dates are the 10" of each month, unless the 10 falls on a weekend or holiday, in which case the due date would be the following
business day. Payment of all University charges is to be received in the Cashier’s Office by 4:00 p.m. on the due date to avoid payment
deferral/late payment charges (postmarks do not apply). If additional time to pay is needed, the University will apply a 1.5% payment
deferral/late payment charge to the account each month until the balance is paid in full. The University will not register a student, confer a
degree or provide official transcripts to any student or former student who has a balance owed to the University. CSU and ARO may deny
customers from receiving future University services if timely payment is not received

Approve Billing Transactions
Certain types of transactions must be approved by the department’s responsible signature authority and/or ARO before they will be posted to
ARIES/Banner. These include transactions to a single customer totaling $50,000 or more, as well as all payment transactions. Emails are
generated to both ARO and the department user when the batch amount is greater than $50,000.
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Contact Information
Accounts Receivable Operations
6024 Campus Delivery

Fort Collins, CO 80523-6024
(970) 491-2697
AROperations@colostate.edu

If you are experiencing error, try to notate any details about what happened at the time the error occurred (such as what data was being entered and in which
fields, what web browser was being used, what keyboard functions were being used, etc.), as this information is helpful for programming staff to locate and
correct application problems. Screen prints are very useful to programming staff as well.
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User Responsibilities

Financial Procedure Statements

It is your responsibility to read and understand the following Financial Procedure Statements:
FP1 2-17 Accounts Receivable
FPI 2-5 Payments to Students

System Security

ARIES/Banner 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 private, and locking your computer if the system is open and you are not present at your computer. If you
suspect your user ID and/or password has been compromised, please contact BFS Financial System Services at (970) 491-2099.

Customer Information

New Customers
ARIES/Banner is an integrated system with modules for Accounts Receivable, Admissions, Financial Aid, and Registration. Duplicate customer
records are extremely difficult to resolve and department users must make every effort to obtain enough customer information to prevent
duplicate records. Keep in mind that you are extending credit to the customer on behalf of the University. If the customer does not wish to
provide the required information to receive this credit, they must pay in advance or at the time of service in negotiable funds (cash, check, or
credit card (if available)). The following information is REQUIRED for before extending credit: full legal name, including middle name or initial, or
business name, mailing address, email address, cell, home and business phone numbers, date of birth, social security number or Employer
Identification Number (EIN), and an alternate contact. The department can ask for additional information as deemed necessary for collections,
such as a driver’s license number.

Existing Customers
It is the responsibility of the user/department to update the system with current contact information for non-student customers. If dealing with
students and student accounts, users must understand and abide by the Family Educational Rights and Privacy Act (FERPA). See the FERPA —
Student Privacy website 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
are not authorized to extend credit to that customer. The customer is required to pay the outstanding balance before additional University
services are provided. You will not be able to enter transactions for customers that have been assigned to an external collection agency. For
guestions regarding these accounts, please contact ARQ’s internal collections department, Special Assets (phone: 491-7058, email:
bfs special assets@mail.colostate.edu) or ARO.
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Transactions

Authenticity
Ensure all 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 2-5 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 system generated
email the day after the batch is transmitted. This email will provide the total transactions that were submitted and the grand total amount of
those transactions.
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 collectability. Supporting documentation for transactions must be retained for 3 years after the account balance
has been paid in full. Before disposing of records, if you are unsure if there is a balance remaining on an account or a list of accounts, please
contact ARO.
Collectability
The following is a list of items to consider when extending credit to a customer:
. 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. In the past 7 years, has this customer had non-discharged debts resulting from a bankruptcy order?
7. 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?
9. Did you request a deposit? Requesting a deposit is recommended for large dollar extensions of credit.
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Using Aries/Banner
Google Chrome or Firefox are the recommended web browers for use with Banner 9.

Access ARIES/Banner through the Administrative Applications and Resources (AAR) Portal https://aar.is.colostate.edu/. The ARIES Administrative Pages link is

under the Application Systems menu on the right side of the screen. Click on this and then enter your eName and Password to login.

’ ® & https://aar.is‘colostate.edu v eee

Administrative Applications and Resources

» System Updates

Welcome to AAR

AAR is designed to provide links to the administrative applications supported by the Information Systems Department.

All available applications are accessed using the region on the right side of the page (side menu). Click the pointer next to
each section to reveal additional choices. The categories at the top of the page are to provide access to additional
resources.

The "Help Request or Feedback” link under the Support submenu can be used to communicate questions, suggestions or
issues regarding the administrative applications supported by Information Systems in addition to any general Information
Systems related questions, suggestions or issues. The Help Desk is monitored from 7:00 - 16:30 Mon-Fri by phone at
970-491-1375 or email at is support - scheduling@mail.colostate.edu. We welcome your comments.

You may access the AAR page from the CSU A-Z Web Directory. To create AAR as a Favorite (Bookmark) for access from on
campus, use this page.

When accessing the AAR web page from off campus, please use the URL https://secure.colostate.edu and select the AAR
menu item.
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The TWARBUS Main Screen

To get to the TWARBUS main screen, type “TWARBUS” in the white box.

= Q Colorado State University - Production (BANPROD) n Barbara J Gustison @ Sign Out
T A,

TWARBUS|

Batch Search Form
(TWARBUS)

!

‘3?’&,3 .Mn‘.

IO r—" - —— ' V=" to—— - -

Ellucian: |

a
aBo Keyboard Shortcuts

Ellucian
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Please note — if this is your first time logging in for the day, you will get a TOADEST form that opens before heading to TWARBUS. Just click on the X in the top

left corner to close.

= Q % Colorado State University - Production (BANPROD)

| xX Account Printer Selection TOADEST 9.3 (BANPROD)

[ER DESTINATIONS

o Barbara J Gustison & Sign Out ?

ADD

Insert [ Delete

¥ TooLs

Fa Copy Y Filter

Invoices | =) Student Summary

Receipts [ | ]

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.

X Batch Details TWARBUS 9.0 (BANPROD)

ADD [ RETRIEVE

SLRELATED ¥ ToOLS

|™ BATCH DETAILS

Insert (@ Delete ¥ Copy . Filter

1 | View Batches ]| Transmitted ]| AR View ]| AR Trans ]

Start Date | B

User EndDate | ®|
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Show Batches
In Progress [ | Pending Batches
[ | Submitied Batches [ ] Ermor Batches
[ ] Approved Baiches [ ] AR Submitted
[ | Rejected Baiches
| | Tran Log H Invoice |
: Batch ID Description Status Originator Create Date Total Transactions Credit Amount Debit Amount Net Amount
| Record 1 of 1
] | Transactions ‘| New Batch ‘| Duplicate Batch ‘| Submit Batch ‘| Delete Batch ‘| Import File ‘ Import Path |EJ [
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Display Control Buttons & Fields

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

x Batch Details TWARBUS 9.0 (BANPROD) ADD B RETRIEVE

T BATCH DETAILS

| View Batches || Transmitted || AR View || AR Trans |

User End Date | =|

StartDate [

7 Show Batches

In Progress [ ] Pending Batches
[ ] Submitted Batches [ ] Error Batches
[ ] Approved Batches [] AR Submitted

[ ] Rejected Batches

] | TranLog || nvoice |
: Batch ID Description Statusz Originator Create Date Total Transactions Credit Amount Debit Amount
1 | Transactions | | New Batch | | Duplicate Batch | | Submit Batch | | Delete Batch | | Import File | Import Path |E| [

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.

AR View and AR Trans

S RELATED  ¥¥ ToOLS

Insert [@ Delete ¥ Copy ., Filter

Net Amount

Record 1 of 1

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.

TWARBUS User Guide — Updated Feb 2019
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End Date
Enter an end date for the search process. Batches created before this date will be displayed.

Show Batches:

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”

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

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

AR Submitted
This is for Accounts Receivable Operations staff only to view any batch that has been submitted
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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.

B RETRIEVE  ZureLaten 3 Tools

b 4 Batch Details TWARBUS 9.0 (BANPROD) ADD

|™ BATCH DETAILS Insert [@ Delete ¥ Copy ., Filter

1 | View Batches | | Transmitted | | AR View | | AR Trans |

user [ End Date |j|
N — )
Show Batches
In Progress [ ] Pending Batches
[ ] Submitted Batches [ ] Error Batches
[ ] Approved Batches [] AR Submitted

[ ] Rejected Batches

Description Statusz Originator Create Date Total Transactions Credit Amount Debit Amount Net Amount
3 —
1 [ Transactions || NewBatch || Duplicate Batch || SubmitBatch || Delete Batch || ImportFile | importPath |E| [

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

account balances.
e Approved — This batch has been approved by the appropriate approving authority. Transactions in these batches have no effect on customer account

balances. You cannot open a batch once it has been approved.
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e 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
This is the ARIES user ID of the person that created this batch.

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

Total Transactions
This is a count of the number of transactions contained in each batch.

Credit Amount
This is the total amount of transactions in each batch that will reduce customer balances (and reduce receivables).

Debit Amount
This is the total amount of transactions in each batch that will increase customer balances (and increase receivables).

Net Amount
This is the total of debit and credit transactions in each batch netted together.

13| Page
TWARBUS User Guide — Updated Feb 2019



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

x Batch Details TWARBUS 9.0 (BANPROD) B rETREVE ghreateD ¥ Tools

|™ BATCH DETAILS Insert [@ Delete ¥ Copy ., Filter

1 | View Batches | | Transmitted | | AR View | | AR Trans |

user [ End Date |j|
N — )
Show Batches
In Progress [ ] Pending Batches
[ ] Submitted Batches [ ] Error Batches
[ ] Approved Batches [] AR Submitted

[ | Rejected Batches

| Tran Log | | Invoice |

Description Statusz Originator Create Date Total Transactions Credit Amount Debit Amount Net Amount

Record 1 of 1

. — B R
| Transactions | | New Batch | | Duplicate Baich | | Submit Batch | | Delete Batch | | Import File | Import Path |E| [ I

Transactions

Select this button to view or edit the transactions in the selected batch. Click Go and then click on the down arrow on the bottom left to see the transactions.
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.

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 submits the batch which 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”.

Delete Batch
Select this button to delete the currently selected batch.
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Import File
Select this button to import transactions from a text file. You must first import your file using the Import Path icon.

/

»
| Transactions | | New Batch | | Duplicate Batch | | Submit Batch | | Delete Batch | | Import File [lmportPath (| | |

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.
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Create a New Batch
To create a new batch, left click on the “New Batch” action button at the bottom of the TWARBUS form.

X Batch Details TWARBUS 9.0 (BANPROD)

ADD [ RETRIEVE ELATED ¥ ToOLS

|™ BATCH DETAILS

BB insert [ Delete "mCopy ¥ Filter

1| ViewBatches || Transmitted || AR View || Aerans |

User
Start Date [ B

EndDate | ]

Show Batches
In Progress [_| Pending Baiches
[ ] Submitted Batches [ ] Error Batches
[ ] Approved Baich [ ] AR Submitted
[ ] Rejecied B
I | Tran Log ]| Invoice ]
: Batch ID Status Originator Create Date Total Transactions Credit Amount Debit Amount Net Amount
| ﬁ Record 1 of 1
1| Transactions l[ New Batch ][ Duplicate Baich || Submit Batch || Delete Batch || ImportFile | importPath | EJ [
. { J . . L .
This will take you to the TWABDTL form where transactions can be entered.
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Main Key Block

Q % Colorado State University - Upgrade (BANUPGD) ) sanctEFox & Sign Out

?

X Biling Mass Data Entry TWABDTL 9.0 (BANUPGD) Bad B REREE 2 RELATED

% 10015

(o) Charge () Payment Detail Code: | .. [ e |

Amount; | | Term: 201590 |-
Document: | | Effective Date: |08/10/2013 [:]
ID: [ \ Description:

Get Started: Fill out the fields above and press Go.

This section reflects the default fields. If you are processing a lot of transactions using a majority of the same fields, you can enter the information in these fields
so that you do not have to type them in each time.

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 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.
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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.

Click on the green link that says GO to get to the next page.

= Q % Colorado State University - Test (BANTEST) ) Barbara J Gustison @ Sign Out ?

X Billing Mass Data Entry TWABDTL 9.0 (BANTEST)

(®) Cnarge (O) Payment

Detail Code: |ARDC

Amount: [ 1[]0.[]0] Term: [201390 I |
Document: [ ] Effective Date: |:[]9,r13,f2|]18 |§|
D: | |
Description: [ ]

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.
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If you entered any information in the Main Key Block default fields, they will show in the top section.

Colorado State University - Test (BANTEST)

Q Barbara J Gustison

& Sign Out ?

% Billing Mass Data Entry TWABDTL 9.0 (BANTEST)

(®) Charge (_) Payment

Document: [

ADD

Detail Code: |ARDC | Amount: 100,00 | Term: |201890 |

| Effective Date: [p9/18/2018 [m] o

] Description: [

I
T BILLING MASS DATA ENTRY

Batch Number | BGUSTISO201509180001 |:|

Description

Batch Status

T CHARGES/PAYMENTS

Seq* D *

Account

PO Number

Tax Code

Sales Tax
Rate

Total

Sub Key Block
Batch Number

Detail Code

Rate

Units

Effective Date

Description
Total Amount
Text
Descripfion
(DD-MON-YYYY)

Amount * Term Document

CRN

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

e UserlID
e Date the batch was created
e Four digit one-up number

TWARBUS User Guide — Updated Feb 2019

B rETRIEVE

S& RELATED

¥ TooLS

W
Insert [ Delete Fm Copy V. Filter
Insert [@ Delete ¥ Copy | . Filter
Receipt Original Charge *
N
Record 1 of 1
Rate
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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 and disappears when the batch is
transmitted.

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
account balances.

e Rejected — This batch has been reviewed by the approving 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.

20| Page
TWARBUS User Guide — Updated Feb 2019



Click Next Section (down arrow on the bottom left of the form) to get to the next section, Charges/Payments Block.

= Qq % Colorado Stgte University - Upgrade (BANUPGD) ) JanetE Fox @ Sign Out ?

app B RETRIEVE 2% RELATED £t TooLs

Billing Mass Data Entry TWABDTL 3.0 (BANUPGD)
| Term: (201890 "= [ swrtover 1§

(®) Charge () Payment I | Amount: [
iocument: [ ll Effective Date: |08/10/2018 |ﬂ\ ID: [ I Description: [

| v

EY Insert Delcte M Copy | T Filter

BILLING MASS DATA ENTRY

Batch Number JFOX2018081 Batch Status

Description

-M Insert @) Delete Wy Copy ¥ Filter
. o Name Account Detail Code Description Amount * Term Document Receipt Original Charge *
1.000 N (|
Record 1 of 1
Total Amount
PO Mumber Text |E|
Tax Code Description Rate

0 Rate [ ] v [ ]
0 s [ ]
$0.00 Effective Date | B | (DD-MON-YYYY)

Sales Tax
Rate

Tota

D
Enter the customer’s CSU ID number.

If you do not know the customer’s CSU ID number, click the three dots to the right of the ID field to bring up the search screen (TWACUST). See “Searching for a
Customer” below.

¥ CHARGESIPAYMENTS msert @@ Delete "mCopy W, Fiter

Seq* D * Hame Account Detail Code Description Amount * Term Document Receipt Original Charge *
w[ () ~ .
0 Record 1 of 1
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Name
The customer’s name will automatically be filled in once the ID field is completed and you hit TAB.

Account

If you know the detail code, the account field does not need to be entered; it will automatically fill in when the detail code is selected from the drop down menu.
Accounts Receivable Operations (ARO) recommends skipping the account field and tabbing to the detail code field. Each user will only see their approved detail
codes. A detail code will need to be created prior to being able to enter a new charge or payment. If you need to create a new detail code, use the Detail Code
Request Form located on the Accounts Receivable website. If you have questions, please contact ARO.

If you would like to enter the account numbers: for charge transactions, enter the KFS account number and object code that will record the revenue; for
payment transactions, enter the KFS account number and object code that will record the expense. Please note, if using subaccounts and/or sub-object codes,
these will also be entered here. You must use a valid and active KFS account number and object code.

It is possible that the account number entered will correspond to multiple detail codes. If this happens, when you tab over to the detail code field you will
receive a pop up and be asked to select the appropriate detail code from a provided list.

Detail Code Validation (TSADETC/TFADETC) »
'y Inzert

LA =Ly

" CHARGES/PAYMENTS

Seq ™ D= Name Account Criteria | | I Receipt
1.000 829651516  Barbara J Gustison 13005704392 N
Detail Code Type DCAT Code Desc Active | Payment Ac
ARPE C AR Pay Plan Enrollment Charge Y 13005701:
PO Number |—| ARSC c AR Sponsor Billing Service Charge Y 13005701:
Tax Code Rate

| )
| )
| )

Sales Tax 0 L4 >
Rate 0 Record 1 of 2
Total $0.00
=S
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Detail Code
Enter the ARIES detail code for the transaction. If you do not know the detail code, you can enter the KFS account number in the previous field, or you can click
on the search function, which is the three dots to the right of the detail code field, to search for the appropriate code.

Searching for a Detail Code
After clicking on the three dots to the right of the detail code field, a list of available detail codes will be displayed based on your assigned department. 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

o 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

e Active Indicator Y = Detail code is active

e AccountA The account that will be debited (if a positive transaction). The first 10 digits represents the KFS account and object 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 represents the KFS account and object code, the

remaining text is a description of the account.
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= Q % Colorado State University - Upgrade (BANUPGD) ) Janet EFox @ Sign Out ?

x Billing Mass Data Entry TWABDTL 9.0 (BANUPGD) soD B RETRIEVE ]

(®) Cnarge () Payment Detail Code: [ | | Amount: [ | Term: [201390 | | m
Document: [ | Effective Date: |08/10/2018 |E | ID: [ |  Description: [ | ¥
BILLING MASS DATA ENTRY Insert [ Delete  Wig Copy T Filier

Baich Number | JFOx201808100007 Batch Siatus
Description
' CHARGES/PAYMENTS Insert [ Delete Wg Copy | ¥ Filter

Dot ocic Dlocorinsioe Lonone t Document Receipt Original Charge *

Seq* D= Name Account Term
1.000 829942828 Brian Anthony Jack petailcoaeivaiidationl(TSADETCIRADETS) 201890 N D

Record 1 of 1

Criteia [ Q| ]
PO Number [ﬁ Detail Code | Type DCAT Code  Desc Active  Payment Ac
Tax Code ADAP Cc AD Professional Application Fee Y ACCOLA Rate

[:El ADAU c AD Undergraduate Application Fee Y 130030

[:I:| ADDF C AD New Student Enroliment Forfeit Y 130091

3 AHO1 c AH Cancel Spon Bill Svs Chg Y 130080

[:I:l AP05 C AP Department Key Charge Y 133486

APKA1 C AP9 AP 460 Course Fee Y 257170

APKA1 C AP9 AP 460 Course Fee Y 257170

Sales Tax 0 APK1 C  APY AP 460 Course Fee Y 257170 EEH

Rate 0 APK2 C AP9 APCC 121 Course Fee Y 257940

Total $0.00 o - o [ v oyt
M4 Totazp § | Per Page Record 1 of 8258

Cancel “

e Use the Criteria search field at the top to narrow your search by entering what you know. For example, if you know your detail code begins with ARL,
enter that in the search field.

e Use the page over arrows to scroll through the list of detail codes.

e Use the down arrow next to “Per Page” to change the number of detail codes that are displayed on the screen at one time.

24 |Page
TWARBUS User Guide — Updated Feb 2019



Double click the appropriate detail code or select the appropriate detail code and select “OK” to return back to the TWABDTL form. Your detail code should now
be displayed.

= % Colorado State University - Upgrade (BANUPGD) ) JanetEFox @ Sign Out ?
Billing Mass Data Entry TWABDTL 9.0 (BANUPGD) apD B RETRIEVE
(® Charge () Payment Detail Code: [ | «.| Amount: [ ] Term: [201390
ocument: [ ] Effective Date: | 08/10/2018 |§] ID: [ } Description: ] W
BILLING MASS DATA ENTRY Insert (@ Delete ¥ Copy | T Filter
Batch Number  JFOx201808100001 Eatch Status
Description
CHARGES/PAYMENTS Insert (@ Delste ¥ Copy Y Filter
eq* D= Name Account Detail Code Description Amount * Term Document Receipt Original Charge *
1.000 829942828 Brian Anthony Jack 1234567123412345123...  ADAP | | 201890 N |
Record 1 of 1
Total Amount
PO Number :] Text |§J
Tax Code Description Rate
Sales Tax 0 Rate [ | e [ ]
Rate 0 omis [ |
Total 50.00 Effective Date  [08/10/2018 | BB | (DD-MON-YYYY)
Description

The description will default to the detail code description that was entered when the detail code was created. This may be overwritten by the user. Whatever
text is entered here is what will appear on the customer’s statement.
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Amount
Enter the amount of the transaction. Negative values may be entered if you are trying to reverse a charge or payment. (Be sure that you are using the same
detail code that was used when you initially posted the charge/payment.) 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:

e Positions 1-4 = the calendar year
e Position 5
o 1=Spring
o 6=Summer
o 7 =Senior Vet Med
o 9=Fall
e Position 6 = 0 (zero)
e Example: Fall 2018 is Term 201890; Spring 2019 is Term 201910

This will automatically default to the current term. Click on the three dots to the right of the Term field to display a list of valid term codes.

¥ CHARGESIPAYMENTS B8 nsert B Dekete "mcopy . Fiter

Seq * D * Name Account Detail Code Description Amount * Term Receipt Original Charge *
1.000 820500248 James Edward Kirkendall 13003004402 611 ARLC Late Payment Charge 201890 ... | N [l

Record 1 of 1

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 do not have a designated document number, you can click on the three dots to the right of the
Document field 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
This field is not used. An “N” will automatically populate.

Original Charge
This field is currently not used.
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PO Number
Enter the customer’s Purchase Order Number. This PO Number will print on the invoice. This field is optional.

To enter another line item, use the down arrow on the keyboard, or us the Insert button located at the top of the section. You can also use the Delete or Copy
buttons to delete a line or copy the previous line. If copying a line, the Seq number will need to be changed to the next number in sequence.

Total Amount
Display only — this automatically calculates the total of all transactions entered.

T CHARGES/PAYMENTS \ l insert [ Delete ¥ copy Y. Fiter
Seq* D * Name Account Detail Code Description Amount * Term Document Receipt 'On‘ginar Charge *
1.000 820500248 James Edward Kirkendall 13003004402 611... ARLC Late Payment Charge $10.00 201890 N D

Record 1 of 1

Total Amount

ponumer [ C—)

Text
Text for a transaction may only be entered after the transaction has been saved. (Save is located on the very bottom right of the screen). Click the “Paper” icon
to the right of the Text field to display the text entry form.

~ CHARGES/PAYMENTS B2 nsert G Delete  "m Copy | Y. Fiter

Seq* o * Name Account Detail Code Description Amount * Term Docume Receipt Original Charge *
1.000 : 820500248 James Edward Kirkendall 13003004402 611... ARLC Late Payment Charge $10.00 201890 N O
1.000 |820500248 |..-| James Edward Kirkendall 13003004402 611 ARLC Late Payment Charge M |

Record 2 of 2
Total Amount

PO Mumber Text
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After clicking the Paper icon, the below screen will be displayed.

X Data Entry TWABDTL 9.0 (BANTEST)

ADD BB RETREVE S

Start Over

@) charge () Payment  Detail Code: |

[..] Amount |

| Term: (201890 [-)

Document: [

| Effective Date: [10/01/2018 B o

| Description: | |
~ ADDITIONAL TEXT

B3 nzert @@ Delete ¥ Copy | Y, Fiter
Detail Code  [ARLC Late Payment Charge Transaction Number 2

¥ ADDITIONAL TEXT - DETAILS

nsert (@ Delete  ¥m Copy WY Fiter
| Retum |

Additional Text

| Soil Lab Testing

Print *

| want additional text to be entered here. Once | reach 60

characters | need to insert a new line. Be sure to check or

uncheck the box to the right if you do or do not want it to
print on the invoice.

ecord 1 of 5

Enter up to 60 characters of text associated with this transaction. This form does not word-wrap — you will need to click the insert button to 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.
Click the “Return” button to save the text entry and return to the transaction entry from.
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Tax Code
Enter the code for the sales tax authority if this transaction is taxable. Up to 5 may be entered. Click on the three dots to the right of the Tax Code field to
display the tax codes that are available. Current codes are:

e (C—Colorado Sales Tax

e | —Larimer County Sales Tax
e F—Fort Collins Sales Tax

¥ CHARGES/PAYMENTS

nsert @ Delete "m Copy Y. Fitter
Seq* o * Name Account Detail Code Description Amount * Term Document Receipt Original Charge *
1.000 820500248 James Edward Kirkendall 1 e — — e e s 201890 N |:|
2.000 820500248 James Edward Kirkendall 13 TWBSTAX LOV X 201890 TW275809 N D
Record 2 of 2
Criteria [ Q |
PO Number Sales Tax Code Description Rate
T Code C Colorado 0.029 Rate
l:l:l L Larimer County 0.0055
[:I:l T Fort Collins 0.0385
T
Sales Tax CRN
Rate o)
Total §10.00
Record 1 of 3
[ ok |
Description

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

The sales tax rate for the associated sales tax authority will be automatically display when the tax code is entered.

¥ CHARGES/PAYMENTS

Insert : Delete T Copy ?, Fitter

TWARBUS User Guide — Updated Feb 2019

Seq * D= Name Account Detail Code Description Amaount * Document Receipt Original Charge *
1.000 820500248 James Edward Kirkendall 13003004402 . ARLC Late Payment Charge $10.00 2 N U
2.000 820500248  James Edward Kirkendall 22050004378 . SLOY Soil Testing Lab $25.00 2018 TW275803 N O
Record 2 of 2
Total Amount §35.00
PO Number | Tedt Y (®)
Tax Code Description Rate \
] Colorado 0.028
L =) Larimer County 0.0035
T =) Fort Collins 0.0385
Sales Tax Rate ) CRN |
> Rate Units |
Total Effective Date [ 10/01/2018 B | (DD-MON-YYYY)
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 is displayed.
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.
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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.

To get to the next line item, you can use the down arrow on your keyboard or click Insert.

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

| Transactions || Mew Batch || Duplicate Batch || SubmitBatch || Delete Batch I[ Import File | Import Path @ | | | I

Import File Format
The file to be imported must be defined as follows. Fields highlighted yellow are required. Leave blank spaces for positions you are not using.

Field | Type | Length | Position | Required |Descripion |
o [

Term Code Num 10-15 Term associated with this transaction. If left blank, a term will
be calculated based on effective date.

Detail Code Char 16-19 Yes The detail code for this transaction. Either the detail code or the
KFS account number/object code must be entered.

KFS Account Char 10 20-29 Not Used NOT USED. Enter valid detail code to charge to the appropriate
Number/Object account number/object code.
Code
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m—m

Amount 32-42 Zero fill to the left, include the decimal point. Negative values
must have ‘-‘ sign in position 32. Positive charge increases the
balance the customer owes, positive payment decreases the
balance the customer owes.

Effective Date “ 43-50 NOT USED. Effective Date will always be date file was loaded.
Description Char 30 51-80 Defaults to detail code’s description if left blank. This
description will appear on the customer’s statement.
“ 81-88 “ Appears on the statement if a commercial transaction.

Invoice Number | char | 8 || 9198 | No__ | ifused mustbe unique to the customer.
ReceiptNumber || Char || 6 || 99104 || No  WNotwsed |

Crossref ID 105-114 “ Used for 3" Party transactions.
135146 || No__|
147158 || No |

Tax Indicator Alpha 5 159-163 Code for each tax authority applied to this transaction. C =
Colorado, L = Larimer County, F = Fort Collins.

PO Number Alpha 164-183 “ Purchase order number.
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Searching for a Customer

When entering transactions (from the TWABDTL form), you can search for a customer if you do not know their CSU ID number. Click on the three dots to the
right of the ID field.

™ CHARGESIPAYMENTS (3 nsert E0eete Tmcopy Y, Fiter
Seq* ID* Name Account Detail Code Description Amount * Term Document Receipt Original Charge *
1.000 N ]
' Record 1 of 1

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.

X TWACUST 9.0 (BANTEST) ADD B RETREVE  SLRELATED  $§TOOLS
Last Name/Company: | | First Name: | “
ID: [ | *This form will automatically convert the Last Name/Company to Banner Compressed Name to perform the
search.

Get Started: Complete the fields above and click Go. To search by name, press TAB from an D field, enter your search criteria, and then press ENTER.

e Company names will only appear in the “Last Name/Company” field.
e “First Name” is not used for entities.
e 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”. If you only know a portion of the name, enter what you
know and then click Go. This will bring up anyone that meets the criteria you have entered. You can then double click on the correct person to return their ID
and go back to the TWABDTL form.

oo

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.
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= Q % Colorado State University - Upgrade (BANUPGD) ) JanetEFox @ Sign Out ?

X TWACUST 9.0 (BANUPGD) a0D BB RETRIEVE  gnrelaten ¥ TooLs
Last Name/Company: [Kirk | First Name: [.James | I [ | “This form will automatically convert the Last Name/Company to Banner Compressed Name to perform the search. m
TWACUST Insert [ Delete Wg Copy | ¥ Filter
: Change Address | | New Person | | New Organization |
D Name Street Collect Source
20500248 | Kirkendall, James Edward 3505 Navajo St BANNER
322529952 Kirkham, James E 137 W Broadmoor Dr 202 BANNER
522809688 Kirkley, James R BANNER
325077534 Kirkland, James R 2526 W Ordando Drive 11 BANNER
329530941 Kirkpatrick, James BANNER
329897468 Kirkpatrick, James 100 Ricardo Rd BANNER
529909613 Kirkpatrick, James Bryce 3742 Carmrington Rd BANNER
331287794 Kirk, James Lawrence BANNER

Record 1 of &
Address Info

Street | ] ZipCode 80211
City |Denver State [CO
SN [===3375 Email Address [
Phone () | Birth Year 1950
Examples:

e Asearch 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 Asearch 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; Kirkely, James; Kirk, James; Kirkland, Jameson; etc.

e Asearch 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 Asearch 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.

34|Page
TWARBUS User Guide — Updated Feb 2019



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:

D
This is the CSU ID number for the customer.

Name

This is 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
This is 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
This is 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

This is the last four digits of the customer’s Social Security Number (if a person), or the Tax Identification/EIN Number (if a company).

Phone
This is the customer’s telephone number.

Email Address
This is the customer’s e-mail address.

Birth Date
This is the customer’s date of birth.
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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.

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

TWACUST 9.0 (BANTEST) ADD B RETREVE 2%

Last Name/Company: |Kirk First Name: |James
1D: [ ] *This form will automatically convert the Last Name/Company to Banner Compressed Mame to perform the search.
¥ TWACUST B3 nsert B Delete ¥ Copy | V. Fiter
| Change Address | | New Person | | New Organization |

] Name Street Collect Source

820500248] | Kirkendall, James Edward 3505 Navajo St BANNER

822529982 Kirkham, James E 137 W Broadmoor Dr 202 BANNER

822809688 Kirkley, James R BANNER

825077534 Kirkland, James R 2526 W Orlando Drive 11 BANNER

829530941 Kirkpatrick, James BANMNER

829897468 Kirkpatrick, James 100 Ricardo Rd BANMNER

829909613 Kirkpatrick, James Bryce 3742 Carrington Rd BANMNER

831287794 Kirk, James Lawrence BANNER

Record 1 of 8
Address Info

Street | | Zip Code (80211
City [Denver ] State |CO
SSN [*2401 Email Address |

Phone () Birth Year [1950
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Change Address

If the customer has moved, or there is an error in their address record, use the TWAADDR form to change their address. Note: TWARBUS cannot be used to
change student or employee addresses. Students will need to update their address in RAMweb and employees will need to contact their department HR Liaison.

Q % Colorado State University - Upgrade (BANUPGD) ) JanetEFox @ SignOut ?

MAIN_WINDOW TWAADDR 9.0 (BANUPGD) ADD B RETRIEVE ggRELATED % TOOLS
¢ (820500248 | LastName: KIRKENDALL ~First Name: JAMES Middle Name: EDWARD
MAIN_WINDOW Insert (@ Delete P Copy | . Filter

Street Line1 * | EETATEVENES. StreetLine2 |

ciy [pemver | State Code [co |
Zp [go211 Nation | |
Phone Number [ ” ] Ext [ ] Update Address

Update Phone Number

Record 1 of 1

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.

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.
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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.
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Create a New Person

If this customer is a person and you cannot find an existing record for them, click the New Person button to open the TWANPER form to create a new person

customer record.

Note: These customer records are part of an integrated system and are shared by ARO, 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. If there
is already a student record that exists, that should always be used.

X TWACUST 9.0 (BANTEST)

ADD

B RETREVE

Last Name/Company: [Kirk ] First Name: [James

l

ID: [ ] *This form will automatically convert the Last Name/Company to Banner Compressed Name to perform the search.
" TWACUST
[
| Change Address I[ New Person I New Organization |
(] Name Street

Address Info

Street | ]
cy | |

55N

Phone [ ]

TWARBUS User Guide — Updated Feb 2019

Zip Code

State

Email Address

Birth Year

07

Collect

Start Over

insert B Delete

Source

Pa Copy | T, Fiter

Record 1 of 1

39|Page



TWANPER:

= | Q % Colorado State University - Upgrade (BANUPGD)

X MAIN_WINDOW TWANPER 9.0 (BANUPGD)

) JanctEFox @ Signout 2

auRELATED ¥k ToOLS

ADD [ RETRIEVE

MAIN_WINDOW

E5insert G Delete Wy Copy = ¥, Filter

apitalize only the beginning lefter of the first and last names, as well as words within addresses. DO NOT use all CAPS or all lowercase.

Last Name* || |

Street Line1 * | |

Streetline2 | |
ciy* | |
State* Cl
[ ]
Nation [:l

pindaymmadyyy | | [ [

[ | Not Available

m | | ]

B[

Telephone Type [Nene | - ]

Phone Number *

Per state regulation, SSN is required when extending credit on behalf of the state. Please enter SSN without spaces or dashes.

Sex () Mele () Female (8) Undetermined

Email Address

Record 1 of 1

Fields

All fields with an * must be completed.

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.

TWARBUS User Guide — Updated Feb 2019
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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, and 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

Enter the customer’s social security number. Although this field does not have an asterisk *, this field is required by ARO if you are extending credit (not
collecting payment up front or at the time of service).

Sex
Not required but highly desired. Enter the customer’s gender. If unknown, select “Undetermined”.

Email Address
Enter the customer’s e-mail address.
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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 ARO.

Create a New Organization

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

Note: These customer records are part of an integrated system and are shared by ARO, 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.

X TWACUST 9.0 (BANTEST) ADD B RETREVE iR £ To0LS
Last Name/Company: [Kirk | FirstName: |James |
ID: [ | *This form will automatically convert the Last Name/Company to Banner Compressed Name to perform the search.

" TWACUST msert @& Deiete "m Copy | . Fiter

| Change Address | | New Person I[ New Organization |

i) Hame Street Collect Source

Record 1 of 1
Address Info
Street | | ZipCode | |
cy | | State | |
s | | Email Address |
Phone | | Birth Year | |
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TWANENT:

= Q n'b Colorado State University - Upgrade (BANUPGD) [ JanetEFox M SignOut  ?
MAIN_WINDOW TWANENT (BANUPGD) a0 B REREE Sprearen £k Tools
MAIN_WINDOW B insert @ Delete FgCopy Y Fifter
Name* | | Nation |:]
St Line1 | o[

StreetLine? | | Phone Number* (970 | | |
N — o [

State * |:] Id ' Generate ID |

Record 1 of 1

Fields

Name
Required — Enter the customer’s 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.
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FTID
Enter the customer’s Federal Tax Identification number, EIN or social security number. Although this field does not have an asterisk *, this field is required by
ARO if you are extending credit (not collecting payment up front or at the time of service).

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 ARO.

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 has been authorized, they must be approved by the responsible signature authority.

The department authorized to enter payment transactions must provide ARO with the information of the person responsible for the account and the payment
transactions. Payment transactions will not be processed by ARIES until they have been thoroughly reviewed and then approved by the responsible person.

Approval Form
The form used by the responsible person to approve payment transactions is TWAAPPR.

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

User ID - This is the ID of the ARIES user who created the payment batch.
User Name - This is the name of the user who created the payment batch.
Batch Number - This is the ID of the batch containing payment transactions.
Create Date - This is the date the batch was created.

Total Amount - This is the total amount of the transactions in the batch.
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Status - This is the status of the batch. If the batch is waiting for approval, it will display “PMT-PENDING”; if the batch has been approved, it will display “PMT-
APPROVED” and the transaction will appear on the form twice.

The bottom half of the TWAAPPR form lists all of the transactions in the selected batch.
Term Code - This is the term the transaction applies to.

Detail Code - This is the detail code of the transaction.

Entry Date - This is the date the transaction was entered.

Description - This is the description for the transaction that will appear on the statement.
Amount - This is the amount of the transaction.

Invoice Number - This is the document number identifying the transaction.

Tax - This is the amount of sales tax associated with the transaction.
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=] % Colorado State University - Upgrade (BANUPGD)

X MAIN_WINDOW TWAAPPR (BANUPGD)

Q Janet E Fox

ADD

B RETRIEVE

&w RELATED

& Sign Out ?

£ To0LS

BATCHES

Approve |[ Reject |

Iser ID User Name Batch Number
JSOWENS Fox, Janet - BFS Accounts Receivable DSOWENS201805110001
JSOWENS Fox, Janet - BFS Accounts Receivable DSOWENS201805300001
SLLUCIAN Fox, Janet - BFS Accounts Receivable ELLUCIAN201805030002
SLLUCIAN Fox, Janet - BFS Accounts Receivable ELLUCIAN201805030006
SLLUCIAN Fox, Janet - BFS Accounts Receivable ELLUCIAN201806080001
SLLUCIAN Fox, Janet - BFS Accounts Receivable ELLUCIAN201806080004
SLLUCIAN Fox, Janet - BFS Accounts Receivable ELLUCIAN201806080005
SLLUCIAN Fox, Janet - BFS Accounts Receivable ELLUCIAN201806220002
IFOX Fox, Janet - BFS Accounts Receivable JFOX201802220003
IFOX] Fox, Janet - BFS Accounts Receivable JFOX201805140001
4 (T)of5 - M Per Page

Comments |
TRANSACTIONS
‘erm Code Detail Code Entry Date Description
01860 ARLC 05/14/2018 Late Charge
201860 ARLC 05/14/2018 Late Charge
201860 ARLC 05/14/2018 Late Charge
01860 PACK 05/14/2018 Late Charge
201860 PACM 05/14/2018 Late Charge
Updateable Field

Create Date
051172018
05/30/2018
05/03/2018
05/03/2018
06/08/2018
06/08/2018
06/08/2018
06/22/2018
02/22/2018
05/14/2018

Amount

Total Amount

$10.00
$10.00
$10.00
$10.00
$10.00

Invoice Number

Insert [ Delete

$100.00
$1,050.00
$15.00
$3,200.00
$50,000.00
$50,000.00
$50,000.00
$50,000.00
$15.00
$50.00

B8 Insert @ Delete "m

Status

PMT-APPROVED
PMT-APPROVED
PMT-APPROVED
PMT-APPROVED
PMT-APPROVED
PMT-APPROVED
PMT-APPROVED
PMT-APPROVED
PMT-APPROVED
PMT-APPROVED

P Copy T Filter

Record 10 of 47

Tax

Record 6 of 6

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.
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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 for review and approval.

Invoices
To generate an invoice, from the main TWARBUS form select the desired batch and then left click on the “Invoice” button.

X Batch Details TWARBUS 9.0 (BANTEST) ADD @ RETREVE

™ BATCH DETAILS B nsert @ Deletz Tmcopy Y Fiter

| View Batches || Transmitted || AR View || AR Trans |

User End Date | N]
StartDate | B

Show Batches
In Progress D Pending Batches
D Submitted Batches D Error Batches
D Approved Batches D AR Submitted

[ ] Rejected ByaE

| Tran Log [ Invaice |

Batch 1D Description Status Originator Create Date Total Transactions Credit Amount Debit Amount Het Amount
JBURKMANZ01809190001 OUTSIDE CUSTOMERS IN_PROGRESS JBURKMAN 09119/2018 9 0 2692.93 2892.93
PMELDRUMZ201603050001 IN_PROGRESS PMELDRUM 09/05/2018 9 0 26176.51 26176.51
WSKSWHITE2016030030 IN_PROGRESS KSWHITE 09/25/2018 44 0 0 0
| | IN_PROGRESS ZIMMERER 09/26/2018 1 0 ] ]
IN_PROGRESS JFOX 09/05/2018 1 7344 86 0 -1344 86

Record 4 of 5

| Transactions || New Batch || Duplicate Batch | | Submit Batch || Delete Batch | | Import File | Import Path |E| [ |

A new web browse tab 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 if you need instructions on how to use Adobe® Acrobat®.
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(‘
] COLORADO STATE
N N/ UNIVERSITY

Invoice Date: 08/10/2018

Fort Collins, CO 80523
[W266551 Federal ID NO: 84-6000-545

Invoice Number:

CSU Contact: Janet Fox

Phone Number: (970) 491-6663

g Brian Anthony Jack

L 6384 S Monaco Ct Customer Number: 829942828
Centennial, CO 80111-4658

D PO Number:

T

)
Date Description Qty Amount Extension
08/10/2018 Professional Application Fee 10.00

Soils Lab Test invoice
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Transaction (Tran) Log

To print a report of the transactions in a batch, select the desired batch and then click on the “Tran Log” button. (The Tran Log can be printed and provided with
the backup documentation to the responsible person for approval of the batch.)

X Batch Details TWARBUS 9.0 (BANTEST) ADD B RETREVE

¥ BATCH DETAILS msert [ Delete TmCopy V. Fiter

| View Batches | | Transmitted | | AR View | | AR Trans |

User End Date | m]
StartDate | B

Show Batches

In Progress D Pending Batches
D Submitted Batchze D Error Batches
[ ] Appare®Batches [ ] AR Submitted

?"| Rejected Batches

Invoice |

Batch ID Description Status Originator Create Date Total Transactions Credit Amount Debit Amount Het Amount
JBURKMAN201809190001 OUTSIDE CUSTOMERS IN_PROGRESS JBURKMAN 09M19/2018 9 0 2692.93 2892.93
PMELDRUMZ201809050001 IN_PROGRESS PMELDRUM 09/05/2018 9 0 26178.51 26178.51
VWSKSWHITE2018090030 IN_PROGRESS KSWHITE 09/25/2018 44 0 0 0
| IMMERER201609260001 | IN_PROGRESS ZIMMERER 09/26/2018 1 0 ] 5
IN_PROGRESS JFOX 09/05/2018 1 7344 86 0 -1344.86
Record 4 of &

| Transactions || New Batch || Duplicate Batch || Submit Batch || Delete Batch | | Import File | Import Path |E| [

A new web browser tab 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 if you need instructions on how to use Adobe® Acrobat®.
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Rept: TWJTLOG COLORADO STATE UNIVERSITY Date: 08/10/2018
Vers: 08.07.18 TWARBUS BATCH UPDATE SYSTEM ;“'"E:_ 12:?? PM

, Batch Transaction Log in Entry Order age-1o
Final Batch Report
Batch 1D: JFOX201808100001 Date transmitted to 08/10/2018 Date Created: 08/10/2018 Criginator: JFOX
Credit: 50.00 Debit: $10.00 Net: $10.00 Count: 1

Invoice Detail

Customer Name D Number CREN Sequence Descnption Code Acct Number Eff. Date Amount Term
Jack, Brian 825942828 TW266551 1.000 Professional ADAP  1234567123412345123 08/10/2018 10.00 201850

*** END OF REPORT *** , ,

Approval Signature Approver's Printed Name Date
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