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1. COURSE OUTLINE

IRIS Accounts Receivables (AR) 101 

Objec�ves: 

• The objec7ve of this course is to enable the trainee to fully understand the role of AR

Receivables module in the billing and receipt of Government revenues.

Audience:  IRIS AR Users 

Pre-requisites: 

• Have completed IRIS 101 Naviga7on & Access course

Topics Covered: 

Query and modify exis7ng customers names and sites (External and Internal) 

Create new customer names and site (External/Internal) 

Mul�ple Choice Mini Test 

This is an opportunity for the a?endee to evaluate the skills learned in the course and assess if 

they have achieved the course objec7ves.  

Cer7fica7on  

Next Recommended Course: 

• AR 505
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2. FLOW CHART OF AR CUSTOMER OVERVIEW 

 

 

3. AR CUSTOMERS 

3.1 A BRIEF OVERVIEW (CONT’D) 

You create customers so that you can properly record and account for sales transactions 

as well as all other a�ributes of your selling relationships. Recording a sale transaction 

requires that a customer is stored as a party in Oracle Trading Community Architecture, 

(TCA) with an account as well as an account site. 
 

AR customer has 3 parts to consider when crea7ng a new customer:  Party, Account and Site. 

Customer Party: 

A customer party is either an organization or person, with whom you have a selling 

relationship. 

 
Customer Account: 

The customer account has information about the terms and conditions of doing 

business with the party. 
 

Within the CIG we will use one account per Party in each Opera7ng Unit 

 



IRIS AR 101: A BEGINNER IRIS ACCOUNTS RECEIVABLES COURSE       VER 2.0 
 

INSTRUCTOR: RICARDO ROACH         4 | P a g e  

Customer Site/Address: 

A customer Site address is an account site that is used for billing, shipping, or other 

purposes. 

Within CIG we will use one Bill To and one Ship To site per Customer account under each 

Opera7ng Unit 
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4. MANAGING AR CUSTOMERS 

 

CIG Treasury requires that all names must be precise and verified by ID or le?erhead 

∗ Customers are used to properly record and account for all sales transac7ons.  Recording sales 

transac7ons requires that a customer has an account as well as a site.  

∗ Customer/Person site address is the physical loca7on of a company or person. 

∗ Account Site is the customer/person’s site in the context of an account. 

∗ For the Cayman Islands Government there will be only one site per Opera7ng Unit (Ministry, 

PorEolio or Execu7ve).  This is due to how AR system is set to select par7cular informa7on in 

order to complete code combina7ons for repor7ng purposes.  Please adhere to our direc7on. 

The following are essen7al for the correct recording of sales and receipts transac7ons 

1.1 Query Customer or Person 

1.2 Modify Customer or Person, Site and Site details 

1.3 Create New Customers 

1.4 Create Customer sites address and Site Details 

1.5 Create/update Business Purpose Details 

1.6 Update Receivable and Revenue Default Accoun7ng 

1.7 Entering Payment Terms 

 

 

4.1 QUERY A CUSTOMER OR PERSON 

 

4.1.1 CIG AR User XXX > Navigator > Customer > Customer 

4.1.2 WebPage -  Customer Type: Person or Organiza�on.   

 Note: some person may have been created as Organiza�on.  

4.1.2.1 Enter search criterion of Person or Customer name + % (the wild card)  

 Search is not case sensi7ve (Upper or lower case is ok - just the right context) 

 Correct search criteria:    i.e. JOE%SMITH% (do not leave this op7on blank) 

 Incorrect search criteria:  i.e. %JOE%SMITH% (do not use wildcard (%) before the name) 

 

All exis7ng customer/Person will be listed as per search criterion.   
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If person or customer appears on the list, select it then click on “Details” to con7nue.  You can also re-

query based on the other customer type. 

 

 

 

  

4.2 MODIFY AN EXISTING CUSTOMER OR PERSON 

4.2.1 Query and find exis7ng Customer or person (see 1.1 above) 

4.2.2 Enable customer/person’s name then click on Details  
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4.2.3 AR displays Sites for Execu7ve & Ministry if they are already created. 

 Remove/update Details by clicking on the “Details” bu?on of either OU. 

4.2.4 Site Details:    Update Customer address 

  Account site details:  Ac7ve or Inac7ve. 

  Save/Apply bu?on  (bo?om right of the screen) 

 

4.2.5 Business Purposes tab:  

 Business Purposes MUST have two purposes:   

∗  Bill To   is needed to further complete accoun7ng set up (see below)   

∗  Ship To   Needs to be completed for future PWD billing, if necessary.  

Enable “Bill To” then click on Details to enter accoun7ng set up for Receivables and Revenue   
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4.2.5.1 Business Purposes > Details (con�nued) 

 Account Segments MUST remain as default values as below:  WARNING - DO NOT CHANGE on 

site or on its default Invoice Transac7on)  

 Execu7ve = 12002  

 En7ty/Ministry  = 12003 

Above account segment (12002 Exec /12003 En7ty) defaults to the Receivable GL account to offset the 

revenue GL account during the crea7on of an Invoice Transac7on. (WARNING - DO NOT CHANGE on 

site or on its default invoice Transac7on) 

 

External Customers/Persons: Enter Cost Center segment only 

 

 

All CIG & SAGC Customers  Enter Cost Center and Inter-Org  segments only  

 

DO NOT CHANGE OR MODIFY DEFAULT ACCOUNT SETTING, THEY MUST REMAIN AS PER DEFAULT 

VALUE. 12003  En7ty  

12002  Exec 

Click on the Apply op7on (bo?om leP) to save your work.  
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To select cost center and Inter-Org segments. 

• Click on the LOV  

• Enter Department number or enter en7ty # + % 

• Click on Go 

• Quick select or (select and select) your department’s cost center 

 

To select Inter-Org segment for the CIG or SAGC customer 

• Click on LOV  for the Inter-Org segment 

• You may search by Descrip7on if you do not know under which En7ty the CIG or SAGC customer 

falls under or, you may enter the En7ty number if you already know. 

• Click on Go 

• Quick Select or (select and select) the en7ty number 

 

When you find the full and correct code combina7on under Results for the Receivables and Revenue, 

you must Select and Select to have it default accordingly.   
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Result will show as below. 

 

  

Enter Payment Terms:  30 Days Net, 21 Days net, 7 Days Net or Immediate.
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4.3 CREATE NEW CUSTOMER OR PERSON 

 

Treasury requires that all names must be precise and verified by ID or le9erhead 

Customers are used to properly record and account for sales transac7ons.  Recording sales transac7ons 

requires that a customer has an account as well as a site.   

∗ Customer/Person site address is the physical loca7on of a company or person. 

∗ Account Site is the customer/person site in the context of an account. 

∗ For CIG Government, there will be only one site per Opera7ng Unit (Ministry, PorEolio or 

Execu7ve) 

4.3.1 CIG AR User XXX > Navigator > Customer > Customer 

4.3.2 WebPage : Customer Type:  Person /Organiza�on.   

 Note: some person may have been created as Organiza�on type 

4.3.2.1 Enter search criterion of Person or Customer name + % (Wild card).  

 Correct:i.e. JOE%SMITH% (do not leave blank) 

 Incorrect i.e. %JOE%SMITH% (do not use wildcard (%) before the name 

All exis7ng person or customer will be displayed as per search criterion.  

To create new customer ensure you have selected the correct type 

4.3.3 For external & internal Organiza7ons, Customer type should be 

 Organiza�on 

4.3.4 For Individual, Customer type should be:  

 Person 

4.3.5 Click on “Create” bu?on.   

Below screen will be displayed according to selec7on. 

Organiza7on or Person’s name must be entered in UPPER CASE as per naming conven7on. 
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CIG Treasury requires that all names be precise and verified by ID or a le9erhead invoice. 

 Organiza�on      Person 

  

Account Site Address 

∗ Account Informa7on is Op7onal 

∗ Enter account site address. 

∗ Fields with asterisks (*) are mandatory and needs to be filled out accordingly.   

∗ Enter City and Postal Code 

 

Account Site Details 

Select Opera7ng Unit:  Execu7ve or Ministry/PorEolio

 

Business Purposes 
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∗ Enable and select “Bill To” and “Primary” then click on Save and Add details or click on 

the Apply bu?on 

 

• Click on “Add Another Row” (above) to add “Ship To” only 

• Click on Loca7on to select the Bill to loca7on for the Ship To. 

• Bill To  Click on Details (below) to access Business Purpose Details. 

• Click on Sites (tab)  

• Click on Business Purposes (tab) 

• Enable and select Details to access accoun7ng fields for Receivables and Revenue 

 

Accoun7ng combina7on for Receivables and Revenue will default as per below.  Fill out 

appropriately as follows ensuring that default Account segments 12003 for En7ty and 12002 

for Exec remains as is.  

External Organiza�on and Persons type: Fill out Cost Center only   

Internal CIG & SAGC Organiza�on type Fill out Cost center and Inter-Org segments only. 

∗ Government’s chart of accounts will assist you in knowing which En7ty  (code) to use for 

internal CIG & SAGC customers  

∗ Use the list of values (LOV) hourglass  icon at the end of each field to search for 

and select account numbers/account code combina7on.  

∗ Click on LOV > LOV >    
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∗ Search by:  enter criteria i.e. 232301 

∗ Click on “Go/Search” to find your search 

∗ Click on Select to select result of code combina7on.  
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Enter exact same code combina7on for the Revenue  

Enter Payment Terms:  30 Days Net, 21 Days net, 7 Days Net or Immediate. 
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4.4 INTERNAL CUSTOMERS 

CIG and/or SAGC customers require the cost center and inter-org segments filled in.  Do not 

change the default account segments. 

External Customers or Person does not require an Inter-Org segment. 

Receivables:  14.141401.12003.000000000.0000000.16.0000.0000 

Revenue:  14.141401.12003.000000000.0000000.16.0000.0000 

 

Click the Apply op7on (bo?om right of the screen) 
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4.5 EXTERNAL CUSTOMERS 

External Customers or Person requires Cost Center only.  Do not change the default account 

segments.  

Receivables:  14.141401.12003.000000000.0000000.00.0000.0000 

Revenue:  14.141401.12003.000000000.0000000.00.0000.0000 
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5. EXERCISE 

Create 3 External customers as follows: 

Assump7on: 

You are working with the 

• Department of _______________________  

• Cost Center # ________________________ 

• 3-le?er code ________________________ 

 

1. Customer # 1 _____________ 

a. ABU DABI CORPORATE LAW OFFICE _______(add your ini7als at the end) 

b. Address: 32 Crew Road 

c. PO Box # 7755 KY1-1100 

d. City  George Town 

 

2. Customer # 2 _____________ 

a. CIG – DEPARTMENT OF CULTURE  _________(add your ini7als at the end) 

i. Located under the Ministry of Educa7on (17) 

b. Address: 10725 Bodden Town Road 

c. PO Box # 2570 KY1-2500 

d. City  Bodden Town 

 

3. Customer # 3 _____________ 

a. WiY Wiki, Mr. _______________________  (add your ini7als at the end) 

b. Address: 8500 North West Point 

c. PO Box # 2720 KY1- 3500 

d. City  West Bay West 

 

 


