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1 Business Process:  Billing

1.1 Business Process Description 

The Commonwealth’s objectives for the billing process are:

· To establish a system that provides accurate and timely billing for amounts owed to the Commonwealth;

· To provide a MARS system that supports decentralized data entry for generating accounts receivables billings;

· To establish a system that provides a means for tracking accounts receivables in a centralized and decentralized environment;

· To provide a system that provides billing capabilities for the Commonwealth’s various types of receivables (i.e., fees, permits, etc.);

· To provide a system capable of monitoring the aging of the accounts receivables, and creating customer billings and statements based on the age of the receivables.

The Billing process records and tracks receivable events in MARS.   Receivable events are amounts that are legally owed to the Commonwealth.  Invoices are sent to customers as a result of the billing process.  The Billing event is triggered by receivable events such as the sale of goods or services on account, vendor refunds that are due, fine assessments for traffic or other violations, etc. 

The following lists shows examples of the types of Billing events that can be recorded and tracked in MARS and their corresponding ledger entries:

      Billing Events                    Accounting

· Sales                              Dr.  Receivable

                                                        Cr.  Revenue

· Vendor Refund               Dr.  Receivable

                                                        Cr.   Expenditure

· Unearned Revenue        Dr.  Receivable

                                                        Cr.   Deferred Revenue

The recording of the Billing event will be primarily performed by agencies in a decentralized environment.  Agencies initiate the data entry, obtain approvals from the agency authority and process the billing.  As a result, an invoice is printed at agency site and sent to the customer.  Optionally, the customer statement is also generated and mailed.  While agencies are responsible to track their own receivables, central office will also be able to monitor at the statewide level via on-line inquiry and reports.

For agencies using their own accounts receivable subsystems, summary receivable information will be sent from the offline system and recorded as an accounting event in MARS.  Invoices are not produced within MARS for these summary receivables.  

1.1.1 Billing Process Flowchart

This flowchart below illustrates the billing process.  The billing process includes a pre-billing event, establishing a customer file, initiating a receivable document, verifying and approving a receivable accounting information, approving and process receivable documents, printing invoices, updating MARS open receivable tables and mailing invoices.
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Figure 1. Billing Process Flowchart

1.2 List of Key Actors

AGENCY:

· Accounts Receivable Processor


· Fiscal Officer / Manager  

1.3 Related Policies – (Reference only)

·  


· 
· 

· 
· 
No Current Policies Exist.
1.4 Procedures

Accounts Receivable Processor

1. Recognize Receivable event. 

Mars has the capability to recognize receivables.  Generally Accepted Accounting Principles dictate that  Accounts Receivable will be recognized when the cash has not been received and the following criteria are met:

· The revenue event is complete, or the claim is legally enforceable to the extent that payment is the only unconsummated act.  (The goods are delivered or the services performed.  The revenue is earned, but not yet received.)

· The claim is measurable.  Measurable means that the dollar amount of the revenue can be reasonably estimated.

· Record receivables before they are recognized if the amounts are due before revenue recognition criteria are met.  For example, a contract may require payment at the beginning, before the goods or services are provided.

Accounts Receivable Processor

2. Prepare Receivable (RE) Document.  The RE document has two views, the Other Attributes View and a Customer Details view.  (See Advanced Receivables User’s Reference for detailed explanation of this document)

A. Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

Enter the Document Id into the Document Id fields.  The Document Id will contain a three-digit agency code number and up to an eleven digit document number.  The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (RE). The system defaults to New.  Select OK

B. A blank RE document will now appear and will be available for entry.

The following fields are required and must be entered on all RE documents:

1. Date of Record, Accounting Period, and Budget FY will be inferred by the system, leave blank.  

2. Enter Billing Code that identifies the billing profile for invoice or statement generation.  See Billing Profile (BPRO) for valid values.

3. Enter the Customer Code of the customer who is billed.  See Customer Information (CUS2) for valid values.

4. Enter Document Total.

5. Enter the Line number (a unique two-digit number)

6. Enter the Fund number.   The MARS fund code is an alpha/numeric field 4 bytes in length.  The STARS fund number will become a MARS code by appending two zeros at the end of the code.  For example, STARS fund 01 will become MARS fund 0100.  See Fund Index (FUND) for valid values. For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.

7. Enter Agency.  The MARS agency code is an alpha/numeric field 3 bytes in length.  In most cases, this will be the STARS Department number.  For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.

8. Enter Appropriation Unit.  

9. Enter Organization Code.   The MARS organization code is an alpha/numeric field 4 bytes in length.  The current STARS Department number will become a MARS organization number by adding a “D” prefix.  For example, STARS department  “551” would become MARS organization “D551”.  For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.

10. Enter Amount.  

In addition to Steps 1-10, to prepare a regular billing that is recorded to a Revenue Source, such as R401 – General Sales to the Public, complete Step 11.

11. Enter Revenue Source.  The current STARS “revenue” minor object codes will become MARS Revenue Source codes.  See Revenue Source Index (RSRC) for valid values.  For further detailed explanation of this code, see MARS Chart of Accounts Plan document.

In addition to Steps 1-10, to prepare a billing for a vendor refund that is due, complete Step 12.

12. Enter Object Code.  The current STARS “expenditure” minor object 

codes will become MARS Object Codes.  See Object Index (OBJT) for valid values. For further detailed explanation of this code, see MARS Chart of Accounts Plan document.

NOTE: When recording a RE document with an object, an override error occurs. This will require an override from someone with the proper authority (Central Finance).

In addition to Steps 1-10, to prepare a billing that is recorded to a balance sheet account, such as Deferred Revenue, complete Step 13.
13.       Enter a BS account.  The balance sheet account will be used to define 

the Current STARS subsidiary ledgers.  See Balance Sheet Account  

Index (BACC) for valid values.

In addition to Steps 1-9, to prepare a billing that is sent to a third party, complete Step 14.

14.      Select third party check box to generate an invoice sent to a third party.

To establish an alternate billing name and address for customers, to use for Third Party Billings, proceed to TPAR:

A blank Third Party Billing (TPAR) screen will appear and will be available for entry.  The following fields are required and must be entered on all TPAR  documents:

A. Enter the third party which assumes payments for customers.

B. Enter the Corporation Name if the Individual Name is not entered.  If the party billed is a company or government, enter the customer name in this field.

C. Enter the Individual Name (Last, First, M. I.) if the Corporation Name is not entered.  You must Tab after the last and first name.

D. Enter the demographic information for the third party (street address, city, state and zip code.  The first five digits of the zip code are required.

E. Select Modify/Add from the Toolbar.


To display a cross-reference between the third party code and the customer code, Go to TPCU.

A blank Third Party/Customer Reference Inquiry (TPCU) will appear and is available for entry.  The following fields are required and must be entered on all Third Party/Customer Reference Inquiry documents.

A. Enter the third party used for a customer’s billing.

B. If known, enter the customer whose bills are sent to the third party.

In addition to Steps 1-10, to prepare a billing that calculates a billing rate, complete Steps 15, 16, and 17.

15.  Enter the rate code.  See Billing Rate (BRTE) for valid values.

16. Enter the quantity.

17. Go to BRTE, and enter the following data.

A. Enter the unit of measure.  This field is inferred from Billing Rate (BRTE) if Rate Code is entered.

B. Enter Fiscal Year

C. Enter Agency. The MARS agency code is an alpha/numeric field 3 bytes in length.  In most cases, this will be the STARS Department number.  For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.

D. Enter billing rate.  This is required.  You must enter the dollar amount charge per unit of measure.  You can enter up to three decimal places.

In addition to Steps 1-10, to prepare a Summary Receivable to enter receivable information from external systems, complete Step 18.  Summary receivables do not produce invoices for billing to customers.  

18.       Enter (S) for Summary in the RE Type field.

In addition to Steps 1-10, to prepare a Type I billing containing only interest lines, complete Step 19.

19.   
Enter (I) for Interest in the RE Type field.  Must contain interest revenue 

source from Revenue Options (ROPT). Note this is only allowed on a modifying RE.

In addition to Steps 1-10, to prepare a Type L billing containing only late fee lines, complete Step 20.

20.   Enter (L) for Late fee in the RE Type field. Must contain the late fee

revenue source from Revenue Options (ROPT).  Note this is only allowed on a modifying RE.   

In addition to Steps 1-10, to enter Text about a Receivable (RE) document, while entering the RE document, complete Steps 21-25.

21.      Check the Text Exists Box.

22. Tab out of the Text Exists Box
23. Select Process/Save from the toolbar
24. Select Edit from the Toolbar 
25. Select additional description from the Edit menu.  The RETX table will appear with the Receivable (RE) document number displayed.
26. 

A. Enter text, which is used to provide additional information about a receivable document.

B. Enter a numeric value in text line if desired, otherwise the system will provide this number.

C. Select Modify from the Toolbar

D. Select Add

To enter Special Instructions or special instructions for a shipping address on the invoice, complete Step 26.
26. Enter Special Instruction Code in the instruction code field, Code must be valid on Special Instructions (SPIS) Table. 

To establish Special Instructions Codes on the Special Instructions Table, complete Step 27.
27. Go to SPIS Table.

A. Enter instruction code.  If adding a new line, enter a unique value; if changing or deleting an existing line, enter the affected value.

B. Enter instructions.

To establish Recurring Receivables at a particular frequency, complete Step 28.  Each line is repeated to provide for multi-line receivables.  See Advanced Receivable Users Reference for detailed explanation of screen.  
28. Go To RERE.  A blank Recurring Receivable (RERE) screen will appear 
and will be available for entry.  The following fields are required and must be entered on all RERE screens.

A. Enter Receivable number used to create RE document.

B. Enter Submitting Agency Code.

C. Enter Billing frequency if something other than the Monthly (M) default is needed.  Valid values are Monthly (M), Quarterly (Q), Yearly (Y), End of Quarter (E), Semi-Annually (S), and Bi-Annually (B).

D. Enter Effective Date.

E. Enter the Expiration Date.

F. System will default to (Blank).  Select (H) if this recurring receivable is excluded from processing.

G. Enter Line Number of the receivable line.

H. Enter Fund number. The MARS fund code is an alpha/numeric field 4 bytes in length.  The STARS fund number will become a MARS code by appending two zeros at the end of the code.  For example, STARS fund 01 will become MARS fund 0100.  See Fund Index (FUND) for valid values. For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.

I. Enter Agency number. The MARS agency code is an alpha/numeric field 3 bytes in length.  In most cases, this will be the STARS Department number.  For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.

J.  Enter Organization number. The MARS organization code is an alpha/numeric field 4 bytes in length.  The current STARS Department number will become a MARS organization number by adding a “D” prefix.  For example, STARS department  “551” would become MARS organization “D551”.

K. Enter Revenue Source number. The current STARS “revenue” minor object codes will become MARS Revenue Source codes.  See Revenue Source Index (RSRC) for valid values.

L. Enter Rate Code of the billing rate per unit of measure if Line Amount is not entered.

M. Enter the Quantity of the number of units of goods if Rate Code is entered.

N. Enter Line Amount billed on Receivable (RE) line if Rate Code is not entered.

3.
Verify information on Receivable (RE) document and route to supervisor for approval. At least one level of approval is necessary before the receivable document is processed in the system.

4.       Approve and process Receivable (RE) document.

To retrieve and act on documents that currently reside on the document listing or to view the status of documents, go to SUSF (Document Listing).  The Document Listing (SUSF) screen will appear:

A. Enter Batch Type Code (if document was entered in a batch)

B. Enter Batch Agency (if document was entered in a batch)

C. Enter Batch Number (if document was entered in a batch)

D. Enter Document ID

E. Enter Status of Document (if known and to narrow the search)

F. Select Document from the listing by highlighting the document 

G. Apply action to document.  

5.
Verify receivable updates:

A. To view the receivable billed amount, closed amount, and outstanding balance information, proceed to Open Receivable Header Inquiry (OREH) table.

1.  Enter Receivable Number

B. To view the accounting distribution, billing rate information and amount by line, proceed to the Open Receivable Line Inquiry (OREL) table.

1. Enter Receivable Number.

2. Enter Line Number.

C. To view all outstanding receivables by customer, proceed to the Customer Inquiry (OREC) table.

1. Enter Customer/client code

2. Enter Receivable Number

3. Enter Line Number

D. To view the outstanding receivable balances by customer and due date, proceed to the Open Receivables by Due Date Inquiry (ORED) table.

1. Enter Customer Code

2. Enter Billing Code

3. Enter Due Date

4. Enter Receivable Number

E. To view the summary of a customer’s current and prior year revenue-related activity, proceed to the Customer Financial History Inquiry (CUSF) table.

1.  Enter Customer Code

F. To view the impact that the receivable document has on the revenue budget, proceed to the Revenue Budget Inquiry (REV2) table.

1. Enter Budget Fiscal Year

2. Enter Fund

3. Enter Agency

4. Enter Organization

5. Enter Revenue Source

G. To view the impact that the receivable document has on the balance sheet, proceed to the Balance Sheet Account Balance (BBAL) table.

1. Enter Fund

2. Enter Balance Sheet Account Code

6.       Print Invoice

The invoice is system generated in the nightly batch cycle when RE Documents are processed or adjusted.

To Print Invoice on Demand:

A. Go to On Demand Invoice (ODIN) table

B. Enter Receivable (RE) Number

C. Select Display/Get specific data

D. Select OK to Print

E. Select Modify/Change Menu Option



To Reprint Invoice: 

A. Go to Printed Receivable (PRRE) table

B. Enter transaction ID of the Receivable (RE) document

C. Enter a “Y” in the Replacement Indicator field

D. An “A” is entered automatically if an adjusted receivable is printed

To Suppress Invoice Print:

A. Go To Open Receivable Options (OREO) table. 

B. Enter Receivable (RE) document number

C. Leave Generate Billing Box Blank

7. Verify printed invoice for correctness of demographic and financial information.

8.  Send Invoice to Customer

ACCOUNTS RECEIVABLE PROCESSOR (con’t) 

RENEWALS

9.  Prepare Renewal Notices


To prepare Renewal Notice Text (RTXT) to define the text that is printed on renewal notices, go to Advantage Go To screen and enter REXT.  See Advanced Receivable User’s Reference for detailed explanation of screen. 

A. A blank Renewal Notice Text (RTXT) screen will appear and will be available for entry.  The following fields are required and must be entered on all RTXT screens.

1. Enter renewal type.

2. Enter text of the actual renewal notice that will be sent to customers.


Renewal Type (RNTP) is used to define the renewal notice types and their frequency.

See Advanced Receivable User’s Reference for detailed explanation of Screen). 

To define renewal notice types and frequency, go to RNTP 

A. A blank Renewal Type (RNTP) screen will appear and will be available for entry.  The following fields are required and must be entered on all RNTP screens.

1. Enter renewal type.  

2. Enter the frequency of the renewal notice.  Valid values are M (monthly), Q (quarterly), Y (yearly), E (end of quarter), S (semi-annually), and B (bi-annually).

3. Enter description.

4. Enter the billing code.  See Billing Profile (BPRO) for valid values.)


Renewal Notice Scheduling (RNEW) is used to specify which customers receive a particular renewal notice, and to schedule the renewal notice generation.  See Advanced Receivable User’s Reference for detailed explanation of Screen.


To prepare the Renewal Notice Scheduling, go to RNEW: 

1. A blank Renewal Notice Scheduling (RNEW) screen will appear and will be available for entry.  The following fields are required and must be entered on all RNEW screens.

A. Enter renewal notice type. See Renewal Type (RNTP) for valid values.

B. Enter customer code.

C. Enter address indicator.

D. Enter generation date.

E. Enter the Expiration Date 

F. Enter the renewal date lag.

10.  Send Renewal Notice to Customer

11. Generate Customer Statement

The customer statement is system generated in the nightly batch cycle.

To generate On Demand Statement:

A. Go To On Demand Statement (ODST) table

B. Enter Customer Number

C. Enter Billing Code

D. Enter Statement Date

E. Select Display/Get specific data

F. 
G. 
H. Select OK To Print

I. Select Modify/Change Menu Option

       To display a Statement:

A. Go to Statement (STMT) table

B. Enter the customer code.

C. Enter the billing code

        To reprint a Statement:

A. Go to Statement (STMT) table

B. Select replacement indicator

 12.    Send Statement to Customer

   To suppress statement generation:

A. Go To Statement Hold (STHD) table

B. Enter customer code

C. Enter the billing code for which the customer’s statement should be suppressed. 

2  Business Process: Receipts

2.1 Receipts Process Description

The Receipt process records money received by the Commonwealth.  Money can be received in the form of check, cash, or EFT/ACH.  Regardless, a receipt transaction can represent one of the following business events:  

· Customer pays the bill – the corresponding receivable is therefore closed;

· Vendor returns refund – a reduction to expenditure is recorded;

· Customer pays for a cash sale – revenue is recorded;

· Customer pays for goods and services not yet performed – deferred revenue is recorded.

The Receipts process will be initiated by the agencies that receive money and completed by the Treasury who deposits the money into the bank.  The timing is critical for this process.  From the time agencies receive the money until Treasury deposits into the bank, the customer receivables will stay open.  In addition, money will not be available for agencies to spend until the Treasury deposits it.  

Online inquiries will provide the ability to track which receivables the customer has paid and which are still outstanding.  The MARS security setup will ensure that agencies only see their own transactions online.

2.1.1 Receipts Process Flowchart 
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This flowchart illustrates the Receipt process.  The Receipts process includes the receiving of cash, checks, as well as electronic deposits.

Figure 2. Receipts Process Flowchart

2.2 Key Actors

 AGENCY:

· Agency Mailroom Personnel

· Agency Accounts Receivable processor

· Field Office Fiscal Clerk

· Fiscal Officer / Manager

TREASURY:

· Treasury Clerk

· Treasury Receipt Process Manager

2.4 Related Policies – (Reference only)

· 
· 
· 
· 
· 
· 
· 
No Current Policies Exist.
2.5  Procedures

Mailroom Personnel

1. Open mail and sort into mail with payments, and mail without payments. 

2. Receive payments from walk-in customer.

3. Route mail and/or payments internally for proper action.

Remittance Recipient

4. Compare check amount with the remittance amount
5. List the amount of checks and/or cash on a pre-list (transmittal letter)

6. Verify the payment amount agrees with the remittance advice. 

7. Create remittance advice, if payment received without one. 

8. Endorse checks

9. Forward checks/cash and pre-list for further processing

Accounts Receivable Processor

10. Receive checks/cash and pre-list (transmittal letter).

11. Verify checks/cash amounts agree with pre-list amount.  The transmittal letter 
12. identifies the type of cash receipt.

13. Complete transmittal form for each CR document and make a copy.

14. Prepare Cash Receipt (CR) document 

To record a cash receipt for an outstanding receivable, in addition to Steps  1-12 above, proceed to Cash Receipt (CR) document using the Reference Invoice View: 

A. Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

Enter the Document Id into the Document Id fields.  The Document Id will contain a three-digit agency code number and up to an eleven digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (CR). The system defaults to New. Select OK

B. Go to CR, Reference Invoice View Panel

The following fields are required and must be entered on the reference invoice view on all Cash Receipts (CR) documents:

1. Date of Record, Accounting Period, and Budget FY will be inferred from the system, leave blank.
2. Enter Bank Account.

3. Enter Document Total.  This is the total of all lines on the document.

4. Enter the RE reference document number.  
5. Enter Amount.  The decimal point is optional, but you must enter two digits for cents.

6. Record CR number and RE number on check.

7. Record preparer’s name on CR (in comments field).

8. Route to appropriate supervisor/manager for approval.

To record an overpayment: 

To record an overpayment of an outstanding Receivable (RE) that was recorded to a Revenue Source, please follow the above Cash Receipt (CR) procedure Steps 1-13, to apply the payment.  
Note:  When the Receivable Document reference is entered into the CR document, the payment will be distributed to the outstanding Receivable balance.   The system will automatically create a new accounting line on Open Receivable Line Inquiry  (OREL) table for the overpayments that are outside of tolerance.
To record an overpayment of a Receivable (RE) that was recorded to an Object Code or Balance Sheet  account, use the following Cash Receipts (CR) procedures:
A. Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

Enter the Document Id into the Document Id fields.  The Document Id will contain a three-digit agency code number and up to an eleven digit document number.  The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (CR).  The system defaults to New. Select OK.

B. Go to CR, Reference Invoice View Panel

The following fields are required and must be entered on the reference invoice view on all Cash Receipts (CR) documents:

1. Date of Record, Accounting Period, and Budget FY will be inferred by the system, leave blank.
2. Enter Bank Account.

3. Enter Document Total.

4. Enter the RE reference document number.

5. Enter Amount of the outstanding RE. 

6. Add new line to CR document to record the overpayment.

A. Select edit from the toolbar.

B. Select “add line after” from the menu.

7. Enter accounting information on the new line to record the overpayment. 

The account for overpayment is BS account 0239.
8. Record CR number and RE number on check.

9. Record preparer’s name on CR (in comments field).

10. Route to appropriate supervisor/manager for approval.

To record a straight cash receipt (no receivable to reference) prepare a Cash Receipt (CR) using the Accounting View:

C. Go to CR, Accounting View.  The following fields are required and must be entered on all Receipt (CR) documents:

1. Date of Record, Accounting Period, and Budget FY will be inferred by the system, leave blank.

2. Enter Bank Account Code.

3. Enter Document Total. The decimal point is optional, but you must enter two digits for cents.

4. Record CR number and RE number on check.

5. Record preparer’s name on CR (in the comments field).

6. Enter Fund.  Separate funds for 5100, 5600, and 5700 by bank account. The MARS fund code is an alpha/numeric field 4 bytes in length.  The STARS fund number will become a MARS code by appending two zeros at the end of the code.  For example, STARS fund 01 will become MARS fund 0100.  See Fund Index (FUND) for valid values. For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.

7.  Enter Agency. Enter Agency number. The MARS agency code is an alpha/numeric field 3 bytes in length.  In most cases, this will be the STARS Department number.  For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.

8. Enter Appropriation Unit.

9. Route to appropriate supervisor/manager for approval.

To record EFT deposits Go To Cash Receipt Electronic Deposits (C1)

D. 
E. Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started 
guide for further explanation of Batch/Document Entry Screen)
Enter the Document Id into the Document Id fields.  The document Id will contain a three-digit agency code number and up to an eleven digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type. The system defaults to New.

Go to Cash Receipt Electronic Deposits (C1) document.

A blank C1 screen will appear.  The following fields are required and must be entered on all C1 documents:

1. Date of Record,  Accounting Period, and Budget FY will be inferred by the system, leave blank.
2. Bank Account Number.

3. Enter Cash Account.

4. Enter Document Total

5. Enter Fund. The MARS fund code is an alpha/numeric field 4 bytes in length.  The STARS fund number will become a MARS code by appending two zeros at the end of the code.  For example, STARS fund 01 will become MARS fund 0100.  See Fund Index (FUND) for valid values. For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.

6. Enter Agency. The MARS agency code is an alpha/numeric field 3 bytes in length.  In most cases, this will be the STARS Department number.  For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.

7. Enter Organization

8. Enter Appropriation Unit

9. Enter Revenue Source, BS Account Code, or Object Code

10. Enter Amount 

11. Enter the RE Reference document ID and document line to apply the payment to the RE document (if applicable).
12. Route to appropriate supervisor/manager for approval.

Fiscal Officer/Manager

14.
Verify/Approve cash receipt (CR or C1) document within agency.

At least one level of agency approval must be applied within the agency to the CR or C1 document.


To retrieve and act on documents that currently reside on the document listing or to view the status of documents, go to SUSF (Document Listing).  The Document Listing (SUSF) screen will appear:

A. Enter Batch Type Code (if document was entered in a batch)

B. Enter Batch Agency (if document was entered in a batch)

C. Enter Batch Number (if document was entered in a batch)

D. Enter Document ID

E. Enter Status of Document (if known and to narrow the search)

F. Select Document from the listing by highlighting the document 

G. Apply action to document.  

Accounts Receivable Processor/ Remittance Recipient

15. 
Process and verify receipt updates.

Accounts Receivable Processor

16. Route CR and C1 through workflow to Treasury and send checks/cash to Treasurer.

1. Agencies enter and complete the CR and/or C1 documents and route to the Treasurer for approval.  

2. Submit 2 copies of transmittal form.

Treasury Official/Personnel

17.  Verify, approve and process the cash receipt.

The Treasurer approves and processes the cash receipt documents. It is at this time that the accounting entries for cash receipts are posted to the system. 

18.  Balance system updates 

1. Compare the system updates 

2. Reconcile the updates 

To view transactions that have occurred and been updated in Treasury from information from the bank, proceed to Treasury Cash Receipt (TRCR) tables:
1. Enter Date Posted

2. Enter Bank Account 

3. Cash Receipt Transaction ID will be displayed

4. Amount of CR will be displayed. 

To view updates when C1 Documents have posted: Go to TEFT.  The following are required fields and must be entered on all Treasury EFT (TEFT) tables:

1.  Enter Bank account code.

2.  Transaction ID will be displayed.

3.  Amount from C1 document total will be displayed.

Accounts Receivable Processor
To verify the effects of the CR document updates concerning header information, customer data or receivable dates:

Go to OREH.  The following fields of the Open Receivable Header Inquiry are required and must be entered on all OREH screens.

1. Enter Receivable (RE) number in this required field. 

To write text that may impact a customer’s credit or financial history: Go to CTXT.  The following fields are required and must be entered on all Customer Text (CTXT) screens:
1.  Enter the customer/client. 

2.  Enter text pertaining to the specified customer.

3.  Enter a three digit numeric value for the text line.  The system provides default numbering.  An increment of two is automatically added to the previous line number.

To verify receipt updates:

To view an alphabetical list of customer names and associated customer codes, proceed to Customer Name Inquiry (CUSN) tables:

1. Enter customer name. 

2.  Enter the customer code associated with the customer name if known.

To verify the effects of the CR document updates concerning accounting distribution, billing rate information and line amounts go to OREL.  The following fields are required and must be entered on all Open Receivable Line Inquiry (OREL) screens:

1.  Enter an open or recently closed receivable in this required field.

2.  Enter the line number from the receivable document 

To view receivables for a customer by document ID and date: Go to OREC.  The following fields are required and must be entered on all Open Receivable by Customer Inquiry (OREC) screens:
1. Enter customer/client for whom the receivables were processed.  

2.  Enter the Receivable Number of an open or recently closed receivable 
     document in this field.

To view cash receipts and non-sufficient funds (NSF) checks processed against a particular receivable, Go to Payment Detail Inquiry (PDET) The following are required fields and must be entered on all Payment Detail Inquiry (PDET) screens:
1. Enter Customer Name

2. Enter Receivable Number

3. Enter Transaction Date

4. Enter Transaction Code and Document Number

To list in Chronological Order all Documents processed for a specific customer: Go to CDOC.  The following fields are required and must be entered on all Customer Document Inquiry (CDOC) screens.

1.   Enter Customer/Client number for whom the document was processed.  

2.   Enter Billing Code that identifies the billing profile for invoice or statement .

3.   Enter the Acceptance date (mm dd yy) when the document is processed to 

      begin browsing information from a particular time frame.

4.   Enter transaction ID and number of the document processed to begin

      browsing information for a particular time frame.

5. Enter the type of document.  Valid values are E (new entry), M (modification), I (interest charge), L (late fee), and N (non-sufficient funds check charge).

To display the last occurrence date and counter of events for a customer’s credit history: Go to CUSC.  The following field is required and must be entered on all Customer Credit History Inquiry (CUSC) screens:

1.   Enter the customer/client number for whom the credit history is maintained.


To obtain a summary of a customer’s current and prior year revenue-related activity: Go to CUSF.  The following field is required and must be entered on all Customer Financial History Inquiry (CUSF) screens.

1.   Enter Customer/client number about whom you wish to inquire.  

To display revenue budget entries, account distribution data, and recognized amounts: Go to Type REV2.  The following fields are required and must be entered on all Revenue Budget Inquiry (REV2) screens:

1.  Enter last two digits of the budget fiscal year.

2. Enter fund.

3. Enter Agency.  

To display balance sheet account balances for individual funds: Go to BBAL.  The following fields are required and must be entered on all Balance Sheet Account Balance (BBAL) screens:

1.   Enter a valid fund code.

2.   Enter a valid balance sheet account code.

Exception Indicator will appear as an asterisk (*) in this field when the net balance is negative.

To determine the availability of cash accounts: Go to CASH.  The following is a required field and must be entered on all CASH screens.

1. Enter the budget fiscal with four alpha-numeric characters.

3 Business Process: Collection 

3.1 Collection Process Description 

The Commonwealth’s objectives for the collection process is:

· To provide a system capable of identifying delinquent accounts;

· To provide a system capable of pursuing delinquent accounts receivables by creating dunning messages and collection letters that are tailored to agencies’ needs;

· To provide a system capable of applying interest and late charges to delinquent accounts;

· To provide a system capable of intercepting payments to customers that have delinquent accounts receivables;

· To provide a system that prepares an accounting transaction to recognize a receivable due to a NSF check;

· To provide a system with the ability to update customer account balances for any collections made;

· To provide the ability to update a customer’s credit file to reflect collection activities;

· To provide the ability to write-off uncollectible accounts.

The collection process comes into play when the receivables become past due.  Based on the number of days past due, different messages will be sent to remind the customer of the amount owed to the Commonwealth.  Agencies will define the content of the dunning messages and collection letters on the dunning message (DUNN) and collection letters (COLT) tables.  The scheduling of the messages and letters is defined on the Collection Control (CCTL) and Billing Profile Collection Cycle (BPCC) tables.  On the appropriate day past due, the respective dunning message is printed on the invoice during the normal invoice print process.  Dunning messages can be printed on-demand to a local printer or by batch.  Collection letters will be printed by batch during the nightly cycle.  The printing and sending of the dunning messages and collection letters will be done at the agency site. 

With proper statutory authority, interest and/or late charges can be applied to the customer’s billing.   The interest and late charge accrual is calculated based on parameters (i.e., interest rate, interest type, late charge amount, etc.), defined in the system-wide Revenue Options (ROPT) or Revenue Options by Agency/Revenue Source (ROAR) tables.  

 The Collection process includes the following activities below:

· Accrue interest and apply late charges

· Arrange alternative payment scheduling

· Write off 

· Intercept

· Hand over to a collection agency

· Handle NSF check processing

Advantage provides the capability to schedule flexible payment arrangements with customers. The flexible payment scheduling can be established in Advantage by using the Payment Scheduling (PSHD) table. 

Advantage provides agencies the ability to write-off a customer’s receivable when it is evident that the collection is highly unlikely.  Agencies that have the statutory authority may write-off  a receivable by  scheduling it for write-off on the Potentially Uncollectible Receivable (PUNR) table.  A Write-off document is automatically generated in the nightly cycle.  When this document is approved and processed, the accounts receivable is written-off.    

In the situation when a customer is also a vendor, past due amounts for the customer could be intercepted against Commonwealth payments to that customer.  The intercept process is being handled by the Disbursement team and will be discussed in the PPD SUA document.   

The recording of a Non-Sufficient Fund (NSF) check will be done on a Non-Sufficient Fund (NF) document.  The Treasury staff who will initiate and post the NF document will handle the NSF checks returned to the Treasury.   Agencies will use a journal voucher document to make any adjustments.  The NSF checks received by the field office will be recorded and processed by the field office.    

Under the Collection process, agencies will have the flexibility to control the following elements through the Revenue Option by Agency and Revenue Source (ROAR) table and the Billing Profile (BPRO) table:

· Interest 

· Late charges

· Past due date lag

· NSF charge

· Tolerance level

3.2  Collection Process Flowchart

[image: image4.wmf]Agency

Initiate receipt

transaction

Customer file

Approve and

route to

Treasury

Treasury tables

Prepare

transmittal list

Open receivables

Deposit money

Treasury

Bank

Update deposit date

Sorted mails

Initiate receipt

transaction

Sorted mail

Approve and route

to Treasury

Verify amount and

approve receipt

transaction

Create Deposit

Ticket

Deposit money

This flowchart below illustrates the Collection Process.  The collection process includes NSF check processing, past due accounts receivable collections, intercept processing, and write-off.

Figure 3. Collection Process Flowchart

3.3 List of Key Actors

AGENCY:

· Agency/Controller

· Agency/Legislature

· Agency Accounts Receivable Processor

· Agency Supervisor

TREASURY:

· Treasury Clerk

Related Policies – (Reference only)
Unhonored Check Processing
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3.5 Procedures

NSF Check processing
Treasury Clerk/ Collection Processor (field office)

1. Receive NSF check from Treasury/bank 
2. Separate NSF checks into Revenue Cabinet Checks and all other agency checks. This step involves receiving notification from Treasury that a NSF check was received. The check shall have the RE and/or CR document number on it. The Treasury Clerk or Collection Processor will use these numbers to research the document on the Document Listing (SUSF) table.






3. Go to Document Listing (SUSF)

A. Enter the RE or CR Document ID number 

4. Match the NSF check with original document.

Treasury Clerk

To Record a NSF check with a RE document # reference, proceed to the Non-Sufficient Funds (NF) document:

5. Prepare the Non-sufficient funds (NF) document.

Go to NF. This will take you to the Batch/Document Entry screen.  See Advantage Desktop Getting Started guide for further explanation for Batch/Document Entry.

Enter the document ID into the Document ID fields. The document will contain a three-digit agency code number and up to an eleven digit document number.

The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (NF).

The following fields are required and must be entered on all Non-Sufficient Funds (NF) documents.

1. Enter the Bank account code. 

2. Enter the Cash account. 

3. Enter the customer Code for the customer with the NSF check(s). A miscellaneous customer code should be entered for cash sale customers that have not been established as customers. 

(Note: Only one customer can be on a NF document)



4. 
5. Enter the RE Reference Document number. 

6. Enter the Amount. 

7. Enter the Line Number (If not entered, the line number is blank, and the cash receipt (CR) is reversed out in sequential receivables line order.

8. Enter the Document total.

9. Verify the NF Document

A. Select Process from the Toolbar

B. Select Edit from the Toolbar

C. Correct any error messages

D. Route to supervisor for approval

Treasury Official/ Personnel
10. Approve and process the NF document

To record a NSF check that contains a Cash Receipt (CR) document reference #, or a NSF check for which no reference document reference is known, proceed to the CR document and prepare a decrease CR:
A.  Go to CR
 Go to Batch/Document Entry Screen (See Advantage Desktop Getting 
    

       Started guide for further explanation of Batch/Document Entry Screen)

       Enter the Document Id into the Document Id fields.  The Document Id will      

       contain a three-digit agency code number and up to an eleven digit   

       document number.  The document number will be automatically assigned by  

       selecting the automatic document numbering box after entering the agency    

       code and document type prefix (CRNF).  The system defaults to New. Select  

       OK.

B. 
C. Enter Date of Record, Accounting Period, and Budget FY

D. Enter Bank Account

E. Enter Cash Account

F. Enter Document Total

G. Enter Line Number

H. Enter Line Amount

I. Enter the account information to clear the NSF checks from Treasury Cash.

Treasury will clear the insufficient checks from the original account, whenever possible.  If time does not allow the original account to be researched and cleared, Treasury may record the insufficient funds checks to a Treasury clearing account on a temporary basis, This account will be cleared by Treasury personnel when the original account information is obtained.




J. Select the decrease button

K. Select Process from the Toolbar

L. Select Edit from the Process menu

M. Route for Approval within agency

Treasury Official/ Personnel
N. Send NSF checks and NSF data form to agencies.  This form will inform the agency that NSF checks were received. It will also inform them of the account that these checks were cleared from.  It will be the agencies’ responsibility to record the entry to record these NSF checks to the proper revenue source accounts via a JVC document.  (See JVC instructions in the general accounting procedures)
Accounts Receivable Processor

O. Prepare JVC to record NSF checks to the proper revenue source codes.
Treasury Official/ Personnel
To record a Non-sufficient funds check for the Revenue Cabinet:

                   1)   
Record NSF checks on a decrease CR. 
A.  Go to CR

B. Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

C. Enter the Document Id into the Document Id fields.  The Document Id will  contain a three-digit agency code number and up to an eleven digit  document number.  The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (CRNF).  The system defaults to New. Select OK.

D. Enter Date of Record, Accounting Period, and Budget FY

E. Enter Bank Account

L. Enter Cash Account

M. Enter Document Total

N. Enter Line Number

O. Enter Line Amount

P. Enter the account information to clear the NSF checks from Treasury Cash.  Note: The Revenue Cabinet clearing account will be used to record the non-sufficient funds checks.  This will be a decrease to cash.
Q. Select the decrease button

R. Select Process from the Toolbar

S. Select Edit from the Process menu

T. Route for Approval within agency

2) Send checks to Revenue Cabinet, where Revenue will research the correct accounting information.

3)  Revenue prepares JVC document to debit individual revenue sources
and clear out the clearing account.  (See JVC instructions in the general   accounting procedures)

Accounts Receivable Processor
To verify the system updates resulting from the processing of non-sufficient funds checks on the 
Non-Sufficient Funds (NF) documents or on the decrease Cash Receipt (CR), proceed to the following:  
To verify Document total amounts, header information or customer information, proceed to Open Receivables Header Inquiry (OREH):

1. Go OREH.  The following fields are required and must be entered on all Open Receivable Header Inquiry screens:

2. Enter Receivable Number for inquiry

3. Select Display from the Toolbar

4. Select Browse Data

To verify line item information on a Receivable, including accounting distribution, or billing rate information, proceed to Open Receivable Line Inquiry (OREL): 

1. Go to OREL.  The following fields are required and must be entered on all Open Receivable Line Inquiry (OREL) screens.

2. Enter Receivable Number.

3. Enter Line Number.

To view the effect of the NSF Documents/Checks on Customer’s Financial History, proceed to the Customer Financial History Inquiry (CUSF) table:

1. Go to CUSF.  The following fields are required and must be entered on all Customer Financial History Inquiry (CUSF) screens.

2. Enter Customer Number

3. Select Display from the Toolbar.

4. Select Browse Data.

To view the NSF checks/ NF Document date of last occurrence and counter of events affecting a customer’s credit history, proceed to Customer Credit History Inquiry (CUSC) table.

1. Go to CUSC.  The following fields are required and must be entered on all Customer 

Credit History Inquiry (CUSC) screens.

2. Enter Customer Number

3. Select Display from the Toolbar.

4. Select Browse Data.

Accounts Receivable Processor 

Verify that the invoice was created by the NF document.  

A. Go to PRRE.  The following fields are required and must be entered on all

Printed Receivable (PRRE) screens.

B. Enter the Transaction ID number for the RE.

C. Select Display from the Toolbar

D. Select Browse Data from the Toolbar

Past Due Processing

Agency/Controller

1.    Specify past due days and messages on the Collection Control Table.  

To define system default dunning message and collection letter generation cycle Go to Collection Control (CCTL) table.  The following fields are required and must be entered on the CCTL table.

A. Enter Fiscal Year

B. Enter Number of Days Past Due

C. Enter Dunning Message Code

D. Enter Collection Letter Code

E. Select Modify from the Toolbar
F. Select Add from the Modify Menu
To establish the set of dunning messages that you can print on invoices or statements to remind customers of delinquent payments, proceed to the Dunning Message (DUNN) table.  The following fields are required on the (DUNN) table: 

1.  Go to Dunning (DUNN) table

1. Enter the Dunning Message Code

2. Enter the Message Text

3. Select Modify from the Toolbar

4. Select Add from the Modify Menu
To Schedule payment with customer for payment agreements, use the Payment Schedule (PSHD) table: 

1. Go to Payment Schedule (PSHD).  The following fields are required and must be entered on all Payment Schedule (PSHD) tables:

2.   Enter the Receivable Number

3.   Enter Due Date

4.   Enter Amount Due

5.   Select Modify from the Toolbar

6.   Select Add from the Modify Menu

Collection Processor/Accounts Receivable Processor



Track correspondence to customers 

To record correspondence to customers’ text information, proceed to Customer Text:

Go to CTXT.  The following fields are required and must be entered on all Customer Text (CTXT) screens:

1.   Enter the Customer Number

2.   Enter the text pertaining to the customer

3.   Select Modify from the Toolbar

4.   Select Add from the Modify Menu

To record a note about a customer, proceed to the Sticky Note feature in Advantage:

1.   Select the Sticky Note from the File Menu.

2.   Enter note text.

Intercept Processing

Accounts Receivable Processor

1. Identify potential intercept customer/vendor.  This step involves the  

identification of those delinquent accounts that  are ready for intercept. 

A. Go to PUNR.  The following fields are required and must be entered on all Potentially Uncollectible Receivable screens:

B. Enter Receivable Number

C. Select Display from the Toolbar

D. Select Browse Data from the Menu

Accounts Receivable Processor

2.    Verify intercept customer/vendor  

A. Go to Potentially Uncollectible Receivable (PUNR).  The following fields are required and must be entered on all Potentially Uncollectible Receivable screens:

B. Verify the customer account number and name is correct.

C. Verify the amount to be intercepted.

Accounts Receivable Processor (Cont’d)

3.  Notify significantly delinquent customers through collection letter that they

are past due and will be intercepted. 

A. Go to Collection Letters (COLT).  The following fields are required and must be entered on all Collection Letter table:

1. Enter the collection letter code

2. Enter the collection letter text

3. Select Modify from the Toolbar

4. Select Add from the Modify Menu

B. Go to Billing Profile Collection Cycle (BPCC).  The following fields are required on the Billing Profile Collection Cycle (BPCC) Table:

1. Enter the billing collection cycle.

2. Specify the number of days past the receivable or statement date 
3. that a dunning message or collection letter is generated.
4. Specify the dunning message code that will be sent at the specified 
5. time.
6. Specify the collection letter code that  will be sent at the specified 

time.

5. Select Modify from the Toolbar.

6. Select Add from the Modify Menu
To view the remittance and other billing profile information that is printed on a customer’s invoice, statement, collection letter or renewal notice, proceed to the Billing Profile table:

1. Go to BPRO  The following field is required and must be entered on all Billing Profile screens:



2.   Enter the Billing Code.

Accounts Receivable Processor 


To schedule the intercept of payments to vendor/customers whose MARS receivables are delinquent, follow the procedures below:




1. Go to Vendor Offset for Receivable (VR) document
This will take you to the Batch/Document Entry screen.  See Advantage Desktop                Getting Started guide for further explanation for Batch/Document Entry.

Enter the Document ID into the Document ID fields. The document will contain a 
three-digit agency code number and up to an eleven digit document number.

The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (VR).  Select Ok
2. Enter the following fields on the (VR) document:
A. Date will be inferred by the system.  Leave blank.
B. Expiration date.  This is the date that you want the claim to expire.
C. Enter Document Action: Enter E for a new document.  Enter M for a modification.
D. Enter Debtor TIN, this the Federal Identification number or the Social Security Number. 
E. Enter Claiming Agency.  This is the agency establishing the debt.
F. Enter Debt Reason.  This code defines the reason for the debt.  This code must be valid on the Claim Reason Code (CRCT) Table. This code must be authorized for the agency by the Finance Cabinet. 
Debtor Information Tab
G. Debtor Name.  This is the name of the debtor that the claim is made against.  If not entered, this will be inferred from the Debtor TIN.
H. 
I. Select Misc. Vendor Indicator (if necessary)
J. 
K. Enter Vendor Address.  This is the vendor’s address.  If not entered, this will be inferred from the Debtor TIN.
Claim Information Tab
L. Enter Contact Code.  This code defines the claiming agency’s contact information (e.g. name, phone number, etc.)
M. Select Notice of Offset.  Enter Y for Yes.  If Y is selected, an Notice of Intent to Offset will be sent to the debtor. Enter N for No.  If N is selected no notice will be sent to the debtor.   
N. Enter Status of the claim.  This code defines the status of the claim.  This code must be valid on the Claim Status Code (CSCT) Table.  
O. Enter Claim Amount.  This is the amount of debt that you want to establish a claim against.
P. Enter Claim Reference
Q. Enter Comments.  Enter applicable comments that you want to associate with this document.
R. 
Receivable Lines Tab
P. Enter Vendor/Customer Address Indicator.  This is the two  character address indicator.
Q. Enter the Receivable Number.  This is the document number of the 
MARS delinquent receivable.
R.  Enter Line Amount.  This is the claim amount.  If this field is left blank,                                              

      the system will establish the claim for the outstanding debt.

1. 
2. 
3. 
4. 
5. 
6. 



Agency/Controller



3. Intercept based on payment type and priority.   This is based on the Claiming 

Agency Reason Code (CACR) table that is maintained by the Finance and Administration Cabinet based on data obtained from the Agency. 

Accounts Supervisor

4. Verify intercept updates on Debtor Vendor (DVND) table.  This table is updated by the VR document.  
A. Enter Agency Code

B. Enter Claim Reason

C. Enter Vendor 
D. TIN
5. Verify intercept updates on Debtor Vendor Detail Receivable (DVNR) table.  This table displays the claim amount, offset amount and balance amount for the listed receivable documents.
A. Enter Agency Code

B. Enter Vendor TIN

C. Enter Claim Reason

6. Verify intercept updates on the Vendor Invoice Receivable Index (DVNX) table.  This table displays the claiming agency, Vendor TIN, Claim Reason and Address indicator. This table provides an alternate for of the DVND table.

A. Enter Receivable Number

B. Select Browse data
7. Verify intercept results on Debtor Vendor Agency Activity (DVAA) table.  This table 
8. displays both the claims established by an agency and any associated payments that have been intercepted.

A. Enter Agency Code

B. Enter Vendor TIN
9. Update/notify agency with intercept results
To view a list of the checks that have been intercepted, go to the Check Intercept Inquiry for Agencies (CINA) table. 

10.  Detail Listing of Receivable Intercept Payments is produced by the Final 
Voucher Selection (ADVS) program when the Advanced Receivables Subsystem is installed.  This report lists the receivable number, vendor code,  receivable amount, intercepted amount, receivable balance, and check amount.
To establish the contact information that will be used in the vendor intercept (offset) process, proceed to the Contact (CNTC) table.

1. Enter Agency Code

2. Enter Contact Code

3. Enter Claim Agency Name

4. Enter Contact Name

5. Enter Contact Address

6. Enter Contact City

7. Enter Contact State

8. Enter Contact Zip

9. Enter Contact Phone

 Write-0ff Processing

A write-off is the removal of an uncollectible accounts receivable from the records 

Advantage provides the ability to write-off a receivable that has been determined to be uncollectible.  An agency must have proper statutory authority before it can write-off accounts receivable.

 Accounts Receivable Processor 

Identify Potential Uncollectible Receivable from the Aging Report.

To manually enter a receivable on the Potentially Uncollectible Receivable (PUNR) table so that it can be written-off:

1. Go to PUNR.  The following fields are required and must be entered on all Potentially Uncollectible Receivable (PUNR) screens. 

2. Enter the Receivable Number of the receivable that is potentially uncollectible.   (Note:  The system automatically loads past due receivables on this table, this step is the manual entry of receivable into the table.)



3.  Enter “S” in the Write-off Indicator

4.   Select Modify from the Toolbar.

5.   Select Add from the Toolbar.  

 Accounts Supervisor 

To verify /approve receivable identified for write-off.  

1.   Go to PUNR.  The following fields are required and must be entered on all

      Potentially Uncollectible Receivable screens.

2. Enter the Receivable Number of the receivable that has been added to the          

Potentially Uncollectible table.



3.   Select Display from the Toolbar

4.   Select Browse Data from the Toolbar. 

5.   Verify the information on the screen.

To schedule a receivable on the PUNR table for write-off:

1. Go to PUNR.  The following fields are required and must be entered on all Potentially Uncollectible Receivable (PUNR) screens. 

2. Enter the Receivable Number of the receivable that is potentially uncollectible.   (Note:  The system automatically loads past due receivables on this table, this step is the manual entry of receivable into the table.)

3. Enter “S” in the Write-off  Indicator

4.   Select Modify from the Toolbar.

5.   Select Add from the Toolbar.  

To Write-Off or cancel Receivable (RE) Documents:

1. Go To WO. The following fields are required and must be entered on all Write-Off screens.

2.  Approve and Process the WO document

Accounts Supervisor 

Verify system updates.

This step involves verifying the updates made by the write-off document. 

1. Go to PUNR.  The following fields are required and must be entered on all Potentially Uncollectible (PUNR) screens.

2. Enter the Receivable Number of the receivable that has been added to the       

Potentially Uncollectible table.



3.   Select Display from the Toolbar

3. Select Browse Data from the Toolbar. 

5.   Verify the information on the screen.

To view the updates for Write-Offs to the Customer’s Financial History, proceed to Customer’s Financial History (CUSF) table:

1. Go to CUSF.  The following fields are required and must be entered on all Customer Financial History Inquiry screens:

2. Enter Customer Number

3. Select Display from the Toolbar.

4. Select Browse Data.

To view the write-off dates of last occurrence and counter of events affecting a customer’s credit history, proceed to Customer Credit History Inquiry (CUSC) table.

Go to CUSC.  The following fields are required and must be entered on all Customer Credit History Inquiry screens:

1.  Enter Customer Number




2.  Select Display from the Toolbar

To view updates for write-offs for header information, customer information and document totals, proceed to the Open Receivables Header Inquiry (table).

1. Go OREH.  The following fields are required and must be entered on all Open Receivable Header Inquiry screens:

2.  Enter Receivable Number for inquiry

3.  Select Display from the Toolbar

4.  Select Browse Data

To view the effects of the write-offs on the line information for receivables including the accounting distribution and billing information, proceed to Open Receivables Line Inquiry (OREL):

1. Go to OREL.  The following fields are required and must be entered on all Open Receivable Line Inquiry screens:

2.  Enter Receivable Number.

3.  Enter Line Number.

4.  Select Browse Data.

Accounts Supervisor 

Notify collection agency about uncollectible accounts. 

Hand over to collection agency

To track the amount sent to and collected by a collection agency through a Master Service Agreement:

1. Go to MSAT.  The following fields are required and must be entered on all 

Master Service Agreement (MSAT) screens:

2.   Enter Agreement number

3.   Enter Vendor number for the collection agency providing the service.

4.   Select Modify from the Toolbar

5.   Select Add from the Modify menu

To stop finance charge accrual and invoice printing or to view the actions taken for a delinquent receivable:

Go to OREO.  The following fields are required and must be entered on all Open Receivables Options (OREO) tables:

1.   Enter the receivable number

2.   Select Display from the Toolbar

3.   Select Browse Data from the Display Menu

CENTRAL FINANCE - 
 System Set-up Procedures
Screen Title:  
Revenue Options (ROPT)
Purpose:  
Revenue Options (ROPT) establishes system-wide Advanced Receivables 


      
options and controls.  This window contains options which affect non-

      
sufficient funds (NSF) processing, finance charge accumulation, short  

      
payment/overpayment processing, interest type and charge, late fee,     

receivable due date lag, and minimum receivable amount.  Note: An agency must have the proper statutory authority to assess interest charges, late fees, and NSF check charges before utilizing MARS Revenue Options (ROPT) table for this purpose.


To establish the Revenue Options (ROPT) table, enter the following fields:



1. Enter the Fiscal Year 

2. Enter the Receivable Due Date Lag

3. Enter the Minimum Amount 

4. Enter the NSF Check Charge = $0.00 

5. Select Finance Accumulation Type = neither

6. Select Interest Type = Not Applicable

7. Enter Interest Rate Percentage

8. Enter Late Charge Amount

9. Enter Short Payment Tolerance Amount

10. Enter Short Payment Tolerance Percentage

11. Enter Overpayment Tolerance Amount

12. Enter Overpayment Tolerance Percentage

13. Select Modify from the Toolbar

14. Select Add from the Menu

Agency/Controller

Screen Title:  
Revenue Options  by Agency and Revenue Source (ROAR)
Purpose:  
Revenue Options by Agency and Revenue Source (ROAR) establishes agency-

specific  Advanced Receivables  options and controls.  This window contains options which affect non- sufficient funds (NSF) processing, finance charge accumulation, short payment/overpayment processing, interest type and charge, and late fee.  Note: An agency must have the proper statutory authority to assess interest charges, late fees, and NSF check charges before utilizing MARS Revenue Options by Agency and Revenue Source (ROAR) table for this purpose.


To establish the Revenue Options by Agency and Revenue Source (ROAR) 

Table, enter the following fields:

1. Enter the Fiscal Year

2. Enter the Agency Code

3. Enter the Revenue Source

4. Enter the NSF Check Charge

5. Select Finance Accumulation Type

6. Select Interest Type

7. Enter Interest Rate Percentage

8. Enter Late Charge Amount

9. Enter Short Payment Tolerance Amount

10. Enter Short Payment Tolerance Percentage

11. Enter Overpayment Tolerance Amount

12. Enter Overpayment Tolerance Percentage

13. Select Modify from the Toolbar

14. Select Add from the Menu

Screen Title:  
Billing Profile  (BPRO)
Purpose:
Billing Profile (BPRO) contains agency specific information relative to remittance and other billing profile information that is printed on a customer invoice, statement collection letter, or renewal notice.  Note: An agency should only use the block of billing codes assigned to their agency when establishing their  Billing Profile information.

To establish the Billing Profile (BPRO) Table, enter the following fields: 
1.  Enter Remit TO data:

A. Enter name.  Name of the department or organization that receives payments or other communications from customers.
B. Enter Division. Division name to receive payments or other communications from the customer

C. Enter Address.  Enter the remittance address, city, state and zip code that receives payments or other communications from the customers. 
2. Enter  Pay TO data

A. Enter Organization Name = Ky State Treasurer should be entered.

Checks and money orders should contain “Pay To Ky State Treasurer”.
B. Enter Contact Name
C. Enter is Contact phone 

 
3. Specify whether the billing profile will be used to send customers invoices, statements or both. Select 
4. Invoices (I), Statements (S) or Both (B).
5. Specify the day of the month if Statements (S) or Both (B) are used.

Valid values are 1-28.

6. Specify the number of days past a receivable’s date that the receivable is due.  This should be entered if the due date is not entered on the RE document.
7. Optional.  Enter the special instruction code for all invoices and statements generated for the Billing Code. See Special Instruction (SPIS) for valid values.
8. Enter Billing Collection Code only to override Collection Letter Code on Collection Control (CCTL).  See Billing Profile Collection Cycle (BPCC) for valid values.
4 Business Process: Customer Maintenance

4.1 Customer Maintenance Description

The Customer Maintenance process includes the following activities:

· Establish a customer record;

· Change a customer record;

· Inactivate a customer;

· Mark a customer in dispute or in legal action;

· Delete a customer;

· Maintain an audit trail

The Commonwealth’s objective for the Customer database is to keep it as up-to-date as possible, with the most accurate information.   The establishment and maintenance of customer records are shared activities between agencies and Central Finance.  Agencies will initiate any new customer and changes to an existing record through the use of the Customer (CU) document.  This document will be routed through workflow to Central Finance.  Central Finance will approve and update the customer records.  Once the document is processed, the workflow will notify the agencies.  

Additionally, the Commonwealth would like to keep the size of the database at an optimal level and delete those customers that no longer conduct business with the Commonwealth.  Customers should be inactivated and/or deleted based on user-defined parameters.  Examples of the parameters would include time limits for placing orders, receiving payments, or any other type of customer activity.  These parameters would be used to mark the customer as inactive, mark the customer to be deleted, automatically inactivate a customer, and automatically delete.

The functionality of tracking customer balances will be available at both an agency level as well as central/statewide level.  For agencies, online inquiry capability will allow them to track customer balances that are only relevant to their own agencies’ business events (i.e., Open Receivables by Customer (OREC) table).  For example, agency A will not see agency B’s detail transactions and balances for the same customer.  On the other hand, Central Finance will see customer balances at statewide level (i.e., Customer Credit History (CUSC) table and Customer Financial History (CUSF) table).  

4.2 Customer Maintenance Flowchart

This flowchart below illustrates the customer maintenance process.  This process includes establishing customer demographic information and pertinent information for billing or receiving payments.  Information is entered and sent to the Document Listing (SUSF) file to await further approval, denial or put on hold until final processing can be accomplished through Workflow.
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Figure 4. Customer Maintenance Flowchart

The customer maintenance function in ADVANTAGE is a good fit to the Commonwealth requirements.  Since the baseline system is designed to work best in a centralized environment, customer inquiry tables are maintained and updated centrally.  For example, the Customer Financial History (CUSF) table provides a total amount billed, total amount collected, total amount owing to the Commonwealth, etc., for the customer at the statewide level.  The Customer Credit History (CUSC) table provides customer credit status resulting from activities across all agencies (i.e., number of NSF checks, number of collection letters sent, etc). 

4.3 Key Actors

· Agency accounts receivable processor

· Finance administrative processor

4.4 Related Policies – (Reference only)

· 
· 
· 
· 
· 
No Current Policies Exist
4.5 Procedures

Accounts Receivable Processor

1.  Determine whether customer exists in the Customer Table.

To view an alphabetical list of customer names and associated customer codes, proceed to Customer Name Inquiry (CUSN) table.

1. Go to CUSN

2. Enter the customer name.

2.  To enter new customer, go to Customer (CU) Document 

Go to CU. There are four Views: General Information Panel, Payable Information Panel, Customer Detail Panel, and EFT Information Panel. 

A. Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

Enter the Document Id into the Document Id fields.  The document Id will contain a three-digit agency code number and up to an eleven digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (CU). The system defaults to New.

A blank Customer (CU document) will appear, and will be ready for entry.

A. Enter the customer code.  This will most likely be the Tax Identification

Number which is usually the Social Security Number (SSN) or the Federal Identification Number (FEIN).  

B. Enter an Individual Name or a Corporation Name.  If Individual, enter last 

name, first name, and middle initial.  Note:  You must use Tab after entering the last and first name.

To complete General Information such as Division Name, Address, City, State, Zip, Phone, select the General Information Panel on the CU documents:

C.  Enter short name (ten digit abbreviated customer name).

D.  Enter address (city, state and first five characters of zip code).

To enter a Miscellaneous Customer:

A. Select the Miscellaneous Customer field on the General Information Panel.  This field can be used to identify miscellaneous one-time or summary customers.



To enter a Foreign or Military customer:

A. Select the Foreign/Military Address checkbox on the General Information Panel.  When this option is entered, the state and zip code edits are relaxed.

B. Enter the Foreign or Military Address.

To enter an Alternate Customer:

A. Enter the Alternate Customer code.  This code must be a valid value on

Alternate Customer Code Inquiry (CUSA) table.   

To complete Payable Information such as Bank Name, Third Party code, select Payable Information Panel.  

A. Enter Contact Name

B. Enter Phone for the Contact

C. Enter Bank Name

D. Enter Bank  Phone

To establish a third party billing code for the customer:

E.   Enter the third party code (This code must be valid on Third Party Billing 
      (TPAR) table.
To complete various Customer Information such as Customer Status, Tax Exempt Status, Date of Birth, Sex, Marital Status, select Customer Detail Panel.  See Advanced Receivables User’s Reference for details of this screen.

A. Select appropriate customer options 

To record a customer’s Electronic Funds Transfer information such as ABA

Number, Account #, Bank address, Checking/Savings account type, or

other EFT data, select the EFT Information Panel.  This will allow you to

enter customer electronic funds transfer.

A. Enter the ABA number/Check Digit of the customer’s bank.

B. Enter the Customer’s Bank Account Number

C. Enter the Customer’s Bank Name

D. Enter Bank Address (including city, state, zip)

E. Enter Type of Account.  System defaults to Checking (C).  Valid values are Checking (C), or Savings (S).

F. EFT Status defaults to Not Eligible for EFT.  If the customer is active, select Active.  If the customer is on Hold, select Hold.  If Prenote Processing has begin, select Prenote Processing Begun.

3. Edit CU document to verify that all required data has been entered.

4. Approve CU document at the agency

5. Route CU document to Central Finance for approval.

To enter text pertaining to a particular customer which may be relevant to the customer’s credit or financial history, proceed to Customer Text (CTXT):



1.   Go to CTXT.  














A blank Customer Text  (CTXT) screen will appear.  The following fields are                            required and must be entered on all Customer Text screens.

A. Enter the customer code.

B. Enter Text.

C. Enter numeric text line.  System defaults in increments of two to the line number.

To verify updates to a Customer record:

To view a summary of a customer’s current and prior year revenue-related activity, proceed to Customer Financial History Inquiry (CUSF) table.
A. Enter the Customer abbreviated name.

To provide alternate view of Customer Information by Alternate Customer, proceed to Alternate Customer Code (CUSA) table.

A. Enter Customer number value (SSN or FEIN).

B. Enter Customer Address Indicator.

.

Accounts Receivable Processor

To modify a customer record, proceed to Customer (CU) document:

1. Go to CU.

2. Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

Enter the Document Id into the Document Id fields.  The document Id will contain a three-digit agency code number and up to an eleven digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (CU).  The system defaults to New. Select OK

A blank Customer (CU document) will appear, and will be ready for entry.

There are four Views: General Information Panel, Payable Information Panel, Customer Detail Panel, and EFT Information Panel. 

A. Enter the customer code. This will most likely be the Tax Identification Number which is usually the Social Security Number (SSN) or the Federal Identification Number (FEIN).

B. Select the Infer data button.

C. Select process from the toolbar

D. Select edit from the menu, this will infer the current information in the customer record.

E. Modify data as necessary.  Note:  To modify the customer EFT information, go to the EFT panel and select infer EFT, then proceed with the changes. 

F. Select Process from Toolbar.

G. Select Edit from the Process Menu, this will change the document type to modification to reflect that the CU has been changed.

H. Route for approval. 

I. Approve CU document within agency

J. Route to Central Finance for approval.

To Inactivate a customer manually, proceed to the CU document:
1. Go to CU. There are four Views: General Information Panel, Payable 

Information Panel, Customer Detail Panel, and EFT Information Panel. 

2. Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

Enter the Document Id into the Document Id fields.  The document Id will contain a three-digit agency code number and up to an eleven digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (CU). The system defaults to New.

A blank Customer (CU document) will appear, and will be ready for entry.

A. Enter the customer code. This will most likely be the Tax Identification Number which is usually the Social Security Number (SSN) or the Federal Identification Number (FEIN).

B. Select the Infer data button.

C. Select process from the toolbar

D. Select edit from the menu, this will infer the current information in the customer record.  

E. Change customer status to inactive. 

F. Select Process from Toolbar.

G. Select Edit from the Process Menu, this will change the document type to modification to reflect that the CU has been changed.

H. Route for approval. 

I. Approve CU document within agency

J. Route to Central Finance for approval.

To Delete a customer, proceed to the CU document:

1. Go to CU. There are four Views: General Information Panel, Payable      

Information Panel, Customer Detail Panel, and EFT Information Panel. 

2. Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

Enter the Document Id into the Document Id fields.  The document Id will contain a three-digit agency code number and up to an eleven digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (CU). The system defaults to New.

A blank Customer (CU document) will appear, and will be ready for entry.

A. Enter the customer code. This will most likely be the Tax Identification Number which is usually the Social Security Number (SSN) or the Federal Identification Number (FEIN).

B. Select the Infer data button.

C. Select process from the toolbar

D. Select edit from the menu, this will infer the current information in the customer record.  

E. Change customer status to delete. 

F. Select Process from the Toolbar.

G. Select Edit from the Process Menu.

H. Route for approval. 

I. Approve CU document within agency

J. Route to Central Finance for approval.

Central Finance

6.    Approve and Process CU document.

7.    Agency Notification is submitted via Workflow.

5 Business Process: Process Deposits

5.1 Deposits Process Description

The Commonwealth’s objectives for the deposit process are:

· To accelerate deposits into the bank, resulting in potentially increased investment income and better cash management/forecasting;

· To record deposits into the system as quickly as possible;

· To provide the ability to receive electronic receipts;

· To provide a system capable of tracking deposit information that will assist in the bank reconciliation process.

The Deposit process begins at the conclusion of the Receipts process.  This process includes the transfer of the electronic, Non-EFT receipts, CR and C1 documents to the Treasurer’s Office.  This process also includes the Treasurers’ Office approval and processing of the CRs and C1s and the depositing of the Commonwealth’ receipts into Farmer’s bank.

The baseline Cash Receipt (CR and C1) documents will be used to record the receipt transactions in MARS.  When money is transferred between bank accounts, the Journal Voucher - Corrections (JVC) will be used to record the transaction in MARS.  

Short payment and overpayment tolerances control the acceptance of payments against receivables for amounts greater than or less than the receivable amount.  If a payment is received within the short or overpayment tolerances, the referenced receivable document is automatically closed.

Summary cash receipts can be entered for multiple small cash receipts.  The summary cash receipt recognizes the revenue and provides summary information about the receipt.  Detailed receipt information can then be maintained outside the system.

5.2 Deposits Process Flowchart

The flowchart below illustrates the deposit process.  The deposit process includes agency creation of the Cash Receipts (CR or C1) Documents, and the transmittal of the monies to Treasury.  Treasury personnel will then verify and approve the Cash Receipts (CR or C1) Document.  The CR updates the Treasury Cash Receipts Table (TRCR) table and the C1 updates the Treasury Electronic Funds Transfer (TEFT) table. 
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Figure 5. Deposit Process Flowchart

5.3 List of Key Actors

Treasury Clerk

Agency Accounts Receivable Processor

Field Office Fiscal Manager

5.4 Related Policies – (Reference only)

· 
· 
· 
No Current Policies Exist.
5.5 Procedures

Accounts Receivable Processor

1. Complete transmittal form 

A manual procedure of creating a listing of deposits to be transmitted to the Treasurer.   

Accounts Receivable Processor

2.   Verify the transmittal form against cash receipt documents.

To record all monies collected, such as cash received against an outstanding receivable, and vendor refunds, go to the Cash Receipt (CR) document:

A blank Batch/Document Entry Screen will appear.  See Advantage Desktop Getting Started for detailed instructions for Batch/Document Entry.

Enter the Document Id into the Document Id fields.  The document Id will contain a three-digit agency code number and up to an eleven digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (CR).

The system defaults to New.  This will take you to a blank CR document.  The following fields are required and must be entered on all Cash Receipts (CR) screens.

A. Enter Bank Account.  All lines recorded on a cash receipt must be deposited to the same bank account.

B. Enter Document total.

C. Enter Amount.  The decimal point is optional, but you must enter two digits for cents.

Accounts Receivable Processor (cont’d)

3. Prepare and Sign the Treasury Transmittal form.  (This is a manual form)

             4.   Send cash/checks, 2 copies of the signed Transmittal form to Treasurer. 

Treasurer
To retrieve and act on CR documents that currently reside on the document listing or to view the status of documents, go to the “Go to” window (also, known as the navigator) and type in SUSF. The Document Listing (SUSF) screen will appear:

5. Enter Document Type (ex. CR )

6. Enter Agency Code (ex. C30)

7. Enter Status of Document that you are looking for in the Status Field.  Treasury will be looking for documents with PEND4 status.

8. Select the Browse button.

9. Select the Document from the listing by double clicking on the highlighted document or by selecting the Open button.  (This will open the document)

10.  Verify the Transmittal form against the CR document amount and cash/checks.

11. When the CR document is ready for approval, select Process from the toolbar.

12. Select Run.  (It is at this time that the CR document is posted to the system).
13. Verify the Transmittal form.

14. Send the Transmittal form back to the agency. 

      15.  Assign the deposit ticket (Treasurer or local office) 

16. Go to Treasury Cash Receipt Table (TRCR) and manually enter the assigned deposit ticket number for each of the CR documents.

17. Enter Posted Date
18. Enter Bank Account Code
19. Select Browse to obtain listing of the CR documents posted for the entered date.
20. Tab over to the Deposit Ticket field
21. Enter the Deposit Ticket number assigned to the CR document 
8. Deposit cash /checks  into state 
22. depository bank.

23. Receive deposit receipt from bank 

24. Verify the cash receipt document against deposit receipt 
This step includes verifying the cash receipt document against deposit receipt, approve and process cash receipt document.
To retrieve and act on C1 documents that currently reside on the document listing or to view the status of documents, go to the “Go to” window (also, known as the navigator) and type in SUSF. The Document Listing (SUSF) screen will appear:

1. Enter Document Type (ex. C1 )

2. Enter Agency Code (ex. C30)

3. Enter Status of Document that you are looking for in the Status Field.  Treasury will be looking for documents with PEND4 status.

4. Select the Browse button.

5. Select the Document from the listing by double clicking on the highlighted document or by selecting the Open button.  (This will open the document)

6.  Receive notification from the bank that the electronic deposit was received.

7. Verify the amount of the electronic deposit against the C1 document.
8. When the C1 document is ready for approval, select Process from the toolbar.

9. Select Run.  (It is at this time that the C1 document is posted to the system).
To enter the deposit date in the Treasury Electronic Funds Transfer (TEFT) table, go 

25. Manually enter the deposit ticket into the Treasury Cash Receipt Table for each of the CR documents.

26. Enter Posted Date

27. Enter Bank Account Code

28. Select Browse to obtain listing of the C1 documents posted for the entered date.

29. Manually enter the deposit date on the Treasury Electronic Funds Transfer (TEFT) Table with bank information.

To display an alternate view of the Treasury Cash Receipt Table (TRCR) and to make an inquiry by deposit ticket, proceed to the Deposit Ticket Inquiry (DEPI) Table, the following fields are required:

A. Go to Deposit Ticket Inquiry (DEPI) Table, the following fields are required and must be entered.

B. Enter Bank Account Code.

C. Enter Deposit Ticket Number.

D. Select Browse.

To update the deposit date for each deposit ticket, proceed to the Deposit Ticket Table (DETK), the following fields are required:

1. Enter Bank Account Code

2. Enter Deposit Ticket Number

3. Enter Deposit Date

4. Select Modify/Add from the toolbar
To display when a CR document is posted by Treasury, proceed to the Treasury Cash Receipt Table (TRCR):

A. Go To TRCR.  The following fields are required and must be entered on all Treasury    

Cash Receipts (TRCR) documents.

B. Enter the posted date.  

C. 
D. 
E. Deposit Ticket Number is assigned by Treasury manually after the Cash Receipts 

(CR) documents are populated in the Treasury Cash Receipt Table (TRCR).

To view the updates when Electronic Funds Transfers have been posted with Farmer’s Bank and Treasury, proceed to Treasury Electronic Funds Transfer (TEFT) table:

A. Go to TEFT.  The following fields are required and must be entered on all Treasury 

EFT (TEFT) documents.

B.  Enter date 

C. Enter the Cash Receipt Electronic Deposit Reference Number. 
D. Select Browse.



Insert Procedures

Field Office Fiscal Manager     


Some Frankfort offices will make daily transfers to the State Treasurer or directly to Farmers Bank  (if proper authorization has been granted for direct deposits).
1. Process receipts and initiate the Cash Receipt (CR) document

2. Prepare deposit tickets for cash receipts

3. Take deposit to the bank

4. Submit CR document to Treasury

5. Treasury receives confirmation of the deposit from the bank.

6. Treasury approves and processes the Cash Receipt

Field offices will make daily deposits to local banks in close proximity to their locations and make electronic transfers to the state depository (Farmers Bank).
6 Business Process: Adjustments 

6.1 Adjustments Process Description

The Commonwealth’s objective for the adjustments process is that only properly authorized adjustments will be made.

The Adjustments process includes all adjustments to a transaction – adjustments to a receivable transaction, adjustments to a receipt transaction, etc.   The approval process should be the same for adjustments as for the original transactions.  The following lists some examples of adjustments:

Receivable: 
· Increase a receivable amount by processing a modifying (RE) Receivable document;

· Decrease a receivable amount by processing a Receivable Credit Memo (RM) document;

· Change the accounting line information that the receivable is applied to.

· Cancel a Receivable (RE) Document.

Receipt:
· Increase/decrease a receipt amount by processing a modifying cash receipt (CR or C1) document;

· Change the referenced receivable for the receipt by processing a modifying cash receipt (CR or C1) document;

· Change the accounting line information that the receipt is applied to.

· Refund revenue overpayments from customers/vendors.
NSF check:

Reverse the NF transaction by processing a Receivable Credit Memo (RM) document and creating a cash receipt transaction.

6.2 Adjustments Process Flowchart 
This flowchart below illustrates the Adjustments Process.  The adjustments process includes increasing/decreasing receivable amounts and cash receipt amounts.  This process also includes adjusting the account information that was recorded on the Receivable (RE) or Cash Receipt (CR) documents. 
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Figure 6. Adjustments Process Flowcharts

6.3 Key Actors

· Agency Accounts Receivable Processor

· Commonwealth Supervisor

6.4 Related Policies (Reference Only):



No Current Policies Exist.

Accounts Receivable Processor

1) Receive information on transaction discrepancy. 

2) Research information if necessary, and make adjustment

To change a customer’s information, proceed to the Customer (CU) document: 

1) Go to CU.

2) Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

Enter the Document Id into the Document Id fields.  The document Id will contain a three-digit agency code number and up to an eleven digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (CU).  The system defaults to New. Select OK

A blank Customer (CU document) will appear, and will be ready for entry.

There are four Views: General Information Panel, Payable Information Panel, Customer Detail Panel, and EFT Information Panel. 

A. Enter the customer code. This will most likely be the Tax Identification Number which is usually the Social Security Number (SSN) or the Federal Identification Number (FEIN).

B. Select the Infer data button.

C. Select process from the toolbar

D. Select edit from the menu, this will infer the current information in the customer record.  

E. Modify data as necessary.  Note:  To modify the customer EFT information, go to the EFT panel and select infer EFT, then proceed with the changes. 

F. Select Process from Toolbar.

G. Select Edit from the Process Menu, this will change the document type to modification to reflect that the CU has been changed.

H. Route for approval. 

I. Approve CU document within agency

J. Route to Central Finance for approval

K. 
Accounts Receivable Processor

To adjust accounting line information on receivable documents, modify by using either a modifying Receivable (RE) document or a Receivable Credit Memo (RM) document.

Modifying receivable documents are used to increase a receivable amount, or to change accounting information.  Receivable Credit Memo (RM) documents are used to credit a customer’s account and decrease the receivable.  

To modify a Receivable (RE) document that has not been processed or approved, go to Document Listing (SUSF). 

1) Enter Document ID to be modified.

2) Select Browse.

3) Highlight document to be modified from the listing.

4) Select Open. A Receivable Document will appear with previously entered information.

5) Enter the line(s) information to be corrected.

6) Route the Receivable (RE) document for Approval.

7) Approve and Process RE Document.

To cancel a Receivable (RE) Document that has not been processed or approved, go to Document Listing (SUSF).  

1) Enter Document ID to be modified.

2) Select Browse.

3) Highlight document to be modified from the listing.

4) Select Open. A Receivable Document will appear with previously 

             entered information.

5) Select Cancellation Button.

6) Route the Receivable (RE) document for Approval

7) Approve and Process the Receivable (RE) Document.

To decrease a receivable amount or to change accounting information for a processed Receivable (RE) document:

1) Go to Receivable Credit Memo (RM).

2) Enter Document ID for Document to be modified.

A blank screen will now appear and be available for entry.  The following   

fields are required and must be entered on all RM documents:

3) Date of Record, Accounting Period, and Budget FY are inferred from system current date.  Leave blank.

4) Enter Document Total.

5) Enter Line Number.

6) Enter dollar amount of the decrease to the original Receivable (RE) line.  The decimal point is optional, but you must enter two decimal places for cents.

7) Enter Adjustment Reason Code

8) Select Process from the Toolbar

9) Select Edit from the Process menu

10) Route the Receivable Credit Memo (RM) document for approval

11) Approve and Process the Receivable Credit Memo (RM) document 

Accounts Receivable Processor

To cancel a RE document that has been processed, use the Receivable Credit Memo (RM) document:

1) Go to Receivable Credit Memo (RM).

2) Enter Document ID of document to be cancelled.

3) Enter the Line Amount to zero out the RE document.

4)  Enter Adjustment Reason Code

5) Select Process from the Toolbar

6) Select Edit from the Process menu

7) Route the Receivable Credit Memo (RM) document for approval

8) Approve and Process the Receivable Credit Memo (RM) document

To increase a RE document that has been processed, a modifying RE must be used:

1) Go To Receivable (RE)

2) Enter Batch ID

3) Enter Document ID of Document to be increased.  This will take you to a batch window.

4) Enter Batch Date

5) Enter Number of Documents in the Batch

6) Enter net amount for the batch.

7) Select Display/New document.  This will take you back to the Batch/Doc. Entry Screen.

8) Select OK, this will take you to the RE screen.  

9) Select Modification Button.

10) Enter line number

11) Change Accounting Line information as necessary.

12) Enter Amount of Line Increase

13) Select Increase Button.

14)  Enter Adjustment Reason Code

15)  Select Process from the Toolbar

16)  Select Edit from the Process menu

17)  Route the Receivable Credit Memo (RM) document for approval

18)  Approve and Process the Receivable Credit Memo (RM) document

To modify a CR or C1 for bank discrepancy, use a modifying CR/C1.

All other corrections to the CR or C1 can be made on the JVM and JVC. Please refer to the General Accounting procedures for details on the JVM and JVC.

To modify a processed Cash Receipt (CR) amount to correct bank account, go to CR. (See Advanced Receivable User’s Reference for detailed explanation of this document).

1) Enter Batch ID. 
2) The Batch Id contains the Doc Type (for example CR), Batch Agency (for example 560) and the Batch Number (The batch number should be a unique six-character id, for example JG0001)

3) 2)
Enter Document ID of the CR Document to be modified.  This will take you to a batch window.
3) Enter  Batch Date

4) Enter number of Documents in the Batch

5) Enter net amount for the batch

6) Select Display/New document.  This will take you back to the Batch/Doc. Entry Screen.

7) Select Ok, this will take you to the CR screen.

8) Select Modification Button.

9) Enter Bank Account

10) Enter Document Total
11) Select the appropriate view (Accounting View, All Attributes View or Reference Invoice View)
12) Enter Line Number

13) Enter Line Amount

14) Select decrease or increase indicator

15) Select Process from the Toolbar

16) Select Edit from the Process menu

17) Select Display

18) Select Top of Batch
19) Edit the batch (Process/Edit) and resolve errors

20) Select Display next document

21) Enter the necessary Accounting information to resolve errors and re-edit the    document (process/edit)
22)  Apply levels 1-3 approvals to the document 
23)  Apply level 4 approval and run the Ca
24) sh Receipt (CR) document

To enter the correct bank account and CR information:

25) Enter Batch ID.  The Batch Id contains the Doc Type (for example CR), Batch Agency (for example 560) and the Batch Number (The batch number should be a unique six-character id, for example JG001)

26) Enter Document ID of the CR Document to be modified.  This will take you to a batch window.

27) Enter Batch Date

28) Enter Number of Documents in the Batch

29) Enter net amount for the batch.

30) Select Display/New document.  This will take you back to the Batch/Doc. Entry Screen.

31) Select OK, this will take you to the CR screen.  

32) Select Modification Button.

33) Enter Bank Account

34) Enter Document Total

35) Select the Accounting View or the All Attributes View

36) Enter Line Number

37) Enter Line Amount

38) Select increase or decrease as applicable 

39) Select Process from the Toolbar

40) Select Edit from the Process menu 

41) Select Display

42) Select Top of Batch

43) Edit the batch (Process/Edit) and resolve errors

44) Select Display next document

45) Enter the necessary Accounting information to resolve errors and re-edit the document (process/edit)

46) Apply levels 1-3 approvals to the document

47) Apply level 4 approval and run the Cash Receipt (CR) document

To modify a Cash Receipt (CR) that has not been processed, go to Document Listing (SUSF):

1) Enter Document ID to be modified.

2) Select Browse.

3) Highlight document to be modified from the listing.

4) Select Open. A Receivable Document will appear with previously entered information.

5) Enter the line(s) information to be corrected.

6) Select Process from the Toolbar

7) Select Edit from the Process menu

8) Route for Approval within agency

9) Route to Treasury for Approval

10) Process the Cash Receipt (CR) Document.

To refund revenue overpayments from customers/vendors, prepare a Vendor Payment Voucher (PI).
1) Go To Vendor Payment Voucher (P1).
2) Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)
3) Enter the Document Id into the Document Id fields.  The document Id will
contain a three-digit agency code number and up to an eleven digit document number. The document number will be automatically assigned by selecting the automatic document numbering box after entering the agency code and document type prefix (P1).  

4) The system defaults to New.  Select OK
5) 
6) 
7) Enter the Document Total.
8) Enter the Vendor Code.  If miscellaneous vendor code is entered, the vendor address and name must also be entered. 
9) Select Other Attributes tab and populate if appropriate.
10) Select Line Details tab and populate if appropriate.
11) Select Reference Document tab.
12) Enter Fund. The MARS fund code is an alpha/numeric field 4 bytes in length.  The STARS fund number will become a MARS code by appending two zeros at the end of the code.  For example, STARS fund 01 will become MARS fund 0100.  See Fund Index (FUND) for valid values. For further detailed explanation of this code, see the MARS Chart of Accounts Plan document.
13) Enter the four digit Appropriation Unit.
14) Enter the four digit Revenue Source Code.  This Code will be “H”- - - for Agencies entering batch totals under Miscellaneous Customer/Vendors.
15) Enter the Amount in dollars and cents.
16) On the Menu Bar, select Process:  Edit.   If there are errors, corrections must be made.  If there are no errors, the screen will display the new P1 with the STATUS fields reading “PEND1”.  The “READY FOR APPROVAL1” message appears in the message area at the bottom of the screen.
17) Route for approval within Agency.
18) Route to Finance for approval.
19) Route to Treasury for checkwriter processing.
To modify a Non-Sufficient Funds Check (NF) Transaction, go to Receivable Credit Memo (RM).  See Advanced Receivables Users Reference for detailed explanation of Batch/Document Entry Screen).

1) Enter Document Total

2) Enter Line Number

3) Enter Line Amount

4) Edit the document 
5) Apply 1st level approval

Commonwealth Supervisors

      6)   Apply approval and process adjustment.  




Accounts Receivable Processor


     7)   Verify adjustment updates on open item tables. 
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