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Debtor Account set up: Section 1 How to request a new debtor account, this process is used to
create a debtor account that does not exist in Onefinance. Once the new debtor has been set-up you
can issue invoices for goods or services supplied by the School. Note: Non-student customers only.

Invoices: Section 2 How to submit a request for invoice to an LSE commercial customer to charge
for goods or services provided by the School to be raised or approved.

Credit Notes: Section 3 How to submit a credit note to an LSE commercial customer who has been
invoiced where there needs to be an amendment, reduction or cancellation of the charges made for
goods or services provided by the School to be raised or approved.

Refunds: Section 4 How to submit a request for a refund to be made to a commercial customer or
student for a payment to be returned.
e Commercial customers — for all income streams where payment relates to an invoice issued,
excluding sponsored tuition fees
e Students - for tuition and accommodation fees
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1 New Debtor Account Set Up

1. Login to OneFinance
2. Click on Home page

e (1) My ﬁ} My Payables Data Entn, My Sales Data Entry
- ' _L vy vy Pay. = Diata Entry }E] vy < Data |

3. Click on the Forms tile 4. Select the form Request New Debtor
Account

-

Request New Debtor Account (UU...
Request Mew Debror Account (UK

>

5. Click on

6. If you are submitting a new request please select Create new form, if you have previously
created a new form but did not submit you can select continue with current draft.

Warning X

gg= new form.

Action

Continue with current draft

Continue with current draft

Create new form
| I—

7. Complete new debtor account information ALL fields marked with * are mandatory.
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Request Mew Debtor Account (UUKAR) Subwenit for appraval

- Debtor Details

Debtor Mame ¢
Mesw Debtor Enterprise

Debtor Description
Mew Debtor Enterprise

Comment

~ Address Details

Address Line 1 ¢
Houghtan Strest

| Address Line 2

CityTawn ©
London

County/State *

| Address Line 3 |
Londen |

Post Code
WC2A 2AE

-~ Contact Details

Full Name |

hly Main Contact

Email *
contaci@lse.acuk

|Mnhlln |

Fhone *
0207 955 0000

NA

Fax |

Moics

-~ Account Options

Reverse Charge WAT ©
Mo -

The business number (VAT Regisiration No.) will be automatically searched for duplicates wiven entered.

Business Number (VAT Reglstration Ma.) ‘

123456

Standard Industrial Classification *

85310 (General secondary education) -

Questions relating to VAT treatment should be directed to the Financial Reporting and
Compliance team via the Finance Division enquiry form.

Standard Industry Classification: This code ensures the School is capturing a customer’'s
business origin. Click on the drop down arrow in search box highlighted below then select
advanced to display the full list of codes. In the search box type the description of the business,
i.e.: Education. Once you have located the correct category please click the selection code.
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Standard Industrial Classification

¥ & 1-110f734 records.

Selection Code Shor Description Description Status
m Griowing of cere Growing, of cereals (excepl rice], leguminows orops an.. Aclive
01120 Griowing of rice Growing, of rice ALLive
01130 Griowing of wage Growing, of wegelables and melans, rools and tubsers ALLive
1120 Griowing of Suga Growing, of sugar cane ALLive
130 Griowing of woba Growing, of lobacco ALLive
01160 Griowing of libr Growing, of libre orops ALLive
01190 Griowing ol olhe Growing, of ather non-perennial crogs ALLive
1210 Griowing of grag Growing, of grapes ALLive
1220 Griowing of rop Growing, of ropicall and subiropical Iruis ALLive
01230 Griowing of citr Growing, of cilrus ruils ALLive
01220 Griowing of parme Growing, of gpome [ruils and sLone [ruils ALLive

10.1f you wish to attach any documents, supporting details or information relevant to the
customer, please use the Attachments option at the end of the form to upload. Any
attachments will be reviewed by FICC as part of the new customer account set up review.

~ Attachments

~ Attachmentltems

Attachments

11.0nce you have completed the required fields please click

12.1f you do not have all the details needed to complete the form and have already started the
request, you can save the entry stored and return at a later date by clicking on the red arrow
in the to left hand corner.
P
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13.0nce the form is complete, you can submit your request to FICC by clicking in the top right
hand corner on the Submit for approval button
>ubmit Tor approva

You will then receive the following message to confirm your request has been successfully
submitted.

Form Submitted

Thank you for your submission.

You can review and track the forms you have filled out by clicking Forms on your home page.

DONE

You can track your request by navigating back to forms and select response, you will see an
audit of forms you have submitted to the Finance Division. Note: You will also receive an
automatic email when the new debtor has been made active in Onefinance.

w . ReguestNew Debtor Account (UUKAR) - 22-Jul-2013 15:10:46

Wersion Assignmient Description

_— I
b Financials Reguest Mew Debtor [UUJKAR) - 20-Jun-2019 17:36:10

Yersion Submitted Approved
1 10-Jul-201759 13:48:17 10-Jul-20158 13:40:01
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14.Your request will be reviewed by Fees, Income and Credit Control and one of the following
actions will follow

Your request will be approved and you will be notified the account is ready for use

e Your request will be rejected if there is an existing customer account with the same
details and you will be advised of the account number to use

e Your request will be rejected if the form is incomplete, once these have been corrected
the form can be re-submitted for approval
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2 Request a Sales Invoice

1. Log into OneFinance

2. In the Home page click on the Accounts Receivable or My Sales Data Entry, this view may
differ based on your security access.

62 _
E. Home Q) My pgl Accounts Receivable

@ My Payables Data Entry |E| My Sales Data Entry

4. Select Add to create a Sales Invoice

sales Invoice

5. Complete the fields needed to create your invoice, please ensure all fields are correctly
entered and the details accurately display the data which will appear on the invoice issued to
the customer.
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Document Details Cancel E

Invgice Ne. ARIOOOT 78 Date * 24-Jul-2019 Periad 9 WAT Entry % Exclusive -

Ledger # R1 - Debtor Ma. * -

Gross Amgunt 0.00

Met Amount 0.00

VAT 0,00

Marrative

PO Mumber Trading Area # -

For attention of:

Accounting Entries Load Profile
+ & > Norecordsfound. B e
Ledger Account Mumber Description WAT Code Gross imaount Met Amaunt WAT Marrative PO Mumber

If you have been provided with a Purchase Order number please ensure you enter this into the
PO field, it is not possible to amend the invoice once it has been posted.

If you would like your invoice to include a specific contact name, please enter this information in
the ‘For attention of’ field.

* Document Detsils Dacument Details
Total 1.000.00
Exclusi o.oo . o :
_— oog | 'meicebo. ARIDDD178 Date * 24-Jul-2019 Periad 9 VATEnty ¥ Exclusive | ~
“ariance 1.000.00
Ledger # R1 - Debtor Mo. % 00177 - test test
QUT OF BALAMCE
Gross Amount 1,000.00
Met Amnount 0.00
VAT 0.00
Marrative Test Test Test
PO Mumber 12345 Trading Area % AD -
For attentign of: IMr Test

Accounting Entries

To balance the invoice you need to click on * the select GL or PJ under the account number

you should enter the entity, activity, cost centre and nominal account.
Accounting Entries Load Profile
+ O > MNaorewords found. [=
Ledper Arrouer Mewier Diecriphon VAT Code (GOS8 A N Mot Aawvga e WAT Marsative B Mumber

Once you have complete the Accounting entry your invoice should now balance
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* Document Detsils Document Details

Canee!

+ £ > Norecordsfound S e

Toral 1.000.00
Exclusive 1.000.00
AT n.on

BALANCED

Ledger Account Mumber Descripticn VAT Code Gross Amount MNet Amount VAT Marrative F

GL 10.0.0000.1000.3... Conference Attendance - Home E 1,000.00 1,000.00

Once all fields have been completed, click on Save in the top right hand corner

If all boxes have been completed successfully, the document details, transmission content will be
marked as Balanced.

Salee Invoice - ARI

submit far Approval

o I

* Document Details

You will then be able to Submit for approval to FICC by clicking red
button Submit for approval.

00777 | test test

If any of the check boxes remain red it indicates there is a problem ot e
with the data entry, you should then amend the details until the error i e
has been resolved and the check boxes turn to green,

Attachments

0 attachments

A pop up message will ask you to confirm you wish to submit

¥ Address
Approve and Post

y .
Transmission Content

Workflow rule AR Invoices will be posted has overridden Iyc:n..lr decision from Nat Transmitted

Submit for Approval to Approve and Post. This will complete the current task Total 1.000.00
Create Doc File, The next task is: Notify Success

Assign To *
TEST.ARQFFICER

" Schedules

2
9 v 0 schedules .00

Ok

Cancel

TIP: Once submitted, you can return to the record and see the invoice as issued, e.g. to check
the company’s details. To do this, select the icon and choose View other transmission
methods

Enterprise search

‘ @ \iew other transmission methods

{%} ‘ F Add vaT veriance
n Ur

. X Delete docurnent
Sales .o oo, — Tl
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3

Request a Credit Note

1.

2.

3.

Log in to OneFinance

In the Home page click on the Accounts Receivable tile

62 -
E. Home @ my )@ Accounts Receivable

@ My Payables Data Entry »gl My Sales Data Entry

Click on the Data Entry tile

Data Entry

Select Add to create a Sales Credit Note

a3les Credit Mote

Click on select document to credit

Cancel Select document to credit =

Select the ledger and account number that you wish to cancel or apply a credit note too, all
credit notes must be applied to an original invoice; it is not permitted to create a generic credit
note.

Cancel Select document to credit = Ledger Mame ¥ AR1O (AR - LSE) -

Account -

Page 11 | Back To Contents Page




COMPLETED

2 622.80
7. Select the Allocated 262280 frgnsaction
Outstanding 0.00

Select

8. You will be presented with a box
which displays the original invoice
value. You need to enter the New
document amount.

Following changes will he made

D Allgcate created document to original document japply)

Qriginal document amount

262280

26228

‘ Mew document anount # ‘

Currency
British Pounds Sterling [GEP)

| Ok || Cancel|

9. Once value has been entered click OK

10.You will return to the data entry screen and all fields will now have an entry and the document
will be balanced:
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Submit for Approwval

e I

LY '
Document Details

Sales Credit Note - ARCOCOO130

Document Details

Total 2.622.80
Exclusive 262280
. CR Mote Mo. Date
AT oo ARCOO0D
Ledger R Debtor Ma.
Gross Amount 2,622.80
'H‘ Applied Trensactions
Applied n.aan Met Amount 2,622.80
Remaining 2.622.20
waT 0,00
% Attachments Marrative - 180672019 for 83 night...
0 attachments
Reason
9 Address PO Mumber
5201 CORPORATE DRINE
SUITE 200

IMOIARAROLIS 46278 Accounting Entries

Trensmission Content p » 1-1af1 record.
Mot Tranzmitted
Total 262280

BALAMCED

T
il

Ledger Arccount Number

You are now ready to submit for approval.

11. Submit for approval to FICC by clicking in the top right hand corner

A pop up message will ask you to confirm you wish to submit

24-lul-2019 Period q

|

1[TEST Bankside House] ...

Trading Area

Description

Approve and Post

Workflow rule AR Invoices will be posted has overridden lyc:ur decision from
Submit for Approval to Approve and Post. This will complete the current task
Create Doc File, The next task is: Notify Success

Assign To *

TEST.AROFFICER QO -

Ok Cancel
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4  Request a Refund

1. Log into OneFinance

2. Inthe Home page

[ E| Accounts Receivable

3. Click on the Forms tile

created is opened

A list of the requisitions you have previously

4. Select the form LSE Request Refund
N
-

LSE Request Refund
L5E Request Refund

Fill out

5. Click on Fill Out

ensure all fields are completed

6. Choose ‘| am a staff member requesting a refund’

7. Complete ALL fields with information needed, there are several sections to complete, please

8. Enter the details that relate to the person or organisation who is to receive the refund, note
mandatory fields must be completed.

Additional notes relevant to the refund request should be entered where applicable or helpful.
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~ Payee Details

Forename *

Surname *

Crganisation Mame *

LSE Student or LSE Account Number *

~ Refund Request Details

Reason for the refund request *

Other (Specify Details) ‘

Amount requested in Pounds
sterling GEP *

0.00

Criginal Payment Source *

-

Click to confirm that you have the budget holder/controllers permission to submit this request

Additional Notes

9. Once the form is complete, you can submit your request to FICC by clicking in the top right

hand corner on the Submit for approval button
Submit for approval

10.You will then receive the following message to confirm your request

Form Submitted

Thank you for your submission.

You can review and track the forms you have filled out by clicking Forms on your home page.

DONE

11.FICC will process the refund back to source

12.You can track your request by navigating back to forms and select response, you will see an
audit of forms you have submitted to the Finance Division. Note: You will also receive an
automatic email when the refund has been processed.
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