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[bookmark: _GoBack]Dishonored Check Processing for Remitted Payments in AR 1.0

Supplemental Job Aid

Date: 07/11/2014 

Target Audience: Department AR Payment Processor, Department Billing Processor, Department Billing Approver.

Purpose: As departments receive payments for invoices and miscellaneous receipts, the department deposits these payments into a bank account and records a deposit in FI$Cal. In some cases, these receipts may be dishonored check payments and the department should receive a notification from the bank indicating the receipt of a dishonored check payment. From an Accounts Payable perspective, the department should record an AP Voucher and an agency check to buyback the dishonored check payment (Training Course AP 102 covers the creation of vouchers). This Supplemental Job Aid provides details on how to record a Customer Conversation and an invoice for a dishonored check payment from a customer within the Accounts Receivable and Billing modules. If a customer record does not exist for the entity, the department should create a customer record prior to creating a Customer Conversation and an invoice for the dishonored check payment.

In this scenario, we need to process a dishonored check payment that has been remitted to Cash in State Treasury.

Dishonored Check Processing for Remitted Payments in AR:


Part 1: Record a Customer Conversation for the Receipt of the Dishonored Check

NOTE: Steps 1-8 are completed by an end user with the role of Department AR Payment Processor.

Step 1: Navigate to: Customers  Conversations  Update Conversations

Access the Update Conversations page and click the Add a New Value tab.
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Step 2: In the Add a New Value tab, enter or select values for the following fields. If selecting a value, click on the Lookup icon next to the field and select a valid value.

· SetID: Department's Business Unit
· Business Unit: Department's Business Unit
· Customer: Customer ID representing the entity that submitted the dishonored check payment

Click the Add button.
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Step 3: Enter or select values for the following fields to identify the Customer Conversation to be related to a dishonored check payment. If selecting a value, click on the Lookup icon next to the field and select a valid value.

· Status: “New”
· Description (User Defined Text that should represent a dishonored check receipt)
· Subject: “NSF Payment”
· Subject Topic: Valid Value, if applicable
· Keyword 1: Valid Value, if applicable
· Contact ID: Valid Value, if applicable
· Comments: User Defined Text indicating dishonored check receipt details  
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Step 4: Click on the References tab at the top of the page.
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Step 5: Enter or select values for the following fields. If selecting a value, click on the Lookup icon next to the field and select a valid value.

· Qualifier: “PY” (Indicates that the Reference is a Payment)
· Reference ID: Payment ID that represents the dishonored check payment
· Reference Business Unit: Department's Business Unit
· Customer ID/Deposit ID: Deposit ID that has the dishonored check payment 

Click the Save button. 
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Step 6:  If the department would like to attach a copy of the notification of the dishonored check payment to the Customer Conversation, then click on the Attachments tab at the top of the page. If no attachment is needed, then skip to the next section, Create an Invoice for the Dishonored Check Payment.
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Step 7: Enter a Description for the file and then click the Attach button and navigate to the location of the Dishonored Check Notification document on your workstation. Select the file, click the Open button, and then the Upload button to attach it to the Customer Conversation. 
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Step 8: Once the document is uploaded to the Customer Conversation, click on the Save button.
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Part 2: Create an Invoice for the Dishonored Check Payment

NOTE: Steps 1-13 are completed by an end user with the role of Department BI Processor.

Step 1: Navigate to: Billing  Maintain Bills  Standard Billing

Access the Bill Entry page and click the Add a New Value tab.
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Step 2: Enter or select values for the following fields. If selecting a value, click on the Lookup icon next to the field and select a valid value.  

· Business Unit
· Invoice: Keep this value as “NEXT”
· Bill Type Identifier
· Bill Source (if applicable)
· Customer: Customer ID that submitted the dishonored check payment  
· Invoice Date
· Accounting Date

NOTE: If the customer receipt was applied and posted to an open receivable prior to the dishonored check notification, then the Invoice Date should equal the As Of Date of the receivable (since this date is used as the basis for the aging of the receivable). Otherwise, the Invoice Date is determined by the department. 
Click the Add button.
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Step 3: Enter or select values for the following fields (an example is indicated in the screen shot below). If selecting a value, click on the Lookup icon next to the field and select a valid value.
· Invoice Form (indicates the invoice template for the invoice)
· From Date (indicates the From Date for when goods/services were provided to the customer, if applicable)
· To Date (indicates the To Date for when goods/services were provided to the customer, if applicable)
· Pay Terms: Valid value used to calculate the due date of the invoice
· Remit to: “STATE”
· Bank Account: Department CTS Bank Account 
· Sales: “DEFAULT”
· Bill Inquiry Phone (indicates the phone number that should be called by the customer if there are any billing questions)
· Credit: “ANALYST” 
· Collector: Valid value indicating the Collections Unit of the department
· Biller: Valid value indicating the Billing Unit of the department 
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Step 4: Select the Line - Info 1 tab on the top of the page to enter bill line information.
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Step 5: If the dishonored check was:
a. applied and posted to a receivable:
· bill lines should be created for the original receivable 
· an additional bill line for any dishonored check fees
b. a miscellaneous receipt
· bill lines should be created for the goods/services provided from the miscellaneous receipt payment 
· an additional bill line for any dishonored check fees
c. a receivable payment that was not yet applied and posted to the receivable:
· only one bill line should be created for the dishonored check fees since the receivable is still open within the Accounts Receivable module

In this example, a bill line is being created for the original charges (whether it was from a posted receivable payment or a miscellaneous receipt) and a bill line is being created for the dishonored check fees. Enter or select values for the following fields. If selecting a value, click on the Lookup icon next to the field and select a valid value.
· Description: User Defined Text for Bill Line Charge  
· Quantity
· Unit of Measure: “EA”
· Unit Price
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Step 6: Click the Accounting hyperlink on the bottom of the Line - Info 1 page to provide accounting information for the bill line.
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Step 7: Enter or select values for the bill line accounting. If selecting a value, click on the Lookup icon next to the field and select a valid value. If necessary, scroll to the right within the Distribution Lines section to populate ChartField values. In this case, the accounting should be equal to the accounting associated with the miscellaneous receipt or the original receivable’s coding (if the dishonored check was applied and posted to a receivable).

· Reference (if applicable)
· Fund
· ENY
· Account
· Alt Acct
· Program (if applicable)
· Rptg Structure (if applicable)
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Step 8: Click on the Line - Info 1 tab at the top of the page.
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Step 9: Within the Bill Line section, click on the Add a New Row (+) button to add a new bill line. This new bill line will represent the additional charge for the dishonored check fee. On the new bill line, enter or select values for the following fields. If selecting a value, click on the Lookup icon next to the field and select a valid value.
· Description: User-defined text indicating a Dishonored Check Charge
· Quantity: “1”
· Unit of Measure: “EA”
· Unit Price
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Step 10: Click the Accounting hyperlink on the bottom of the Line - Info 1 page.
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Step 11: Enter or select values for the dishonored check bill line accounting. If selecting a value, click on the Lookup icon next to the field and select a valid value. If necessary, scroll to the right within the Distribution Lines section to populate ChartField values.

· Reference (if applicable)
· Fund
· ENY
· Account
· Alt Acct
· Program (if applicable)
· Rptg Structure
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Step 12: Click the Save button. Then select the Header - Info 1 tab at the top of the page.
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Step 13: Change the Invoice Status field to “RDY.” Click on the Save button at the bottom of the page. Once done, the Department BI Processor should inform the Department BI Approver that this invoice is available for review and finalization. Note that the Invoice ID is generated for the invoice.  
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Part 3: Finalize an Invoice
NOTE: Steps 1-15 are completed by an end user with the role of Department BI Approver
Step 1: Navigate to: Billing Generate Invoices  Non-Consolidated  Finalize and Print Invoices
Click on the Add a New Value tab.
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Step 2: Enter a Run Control ID value. This value is a user-defined value and cannot have any spaces between words (spaces can be replaced by underscores). 
Click the Add button.
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Step 3: Within the Finalize and Print tab, the user may determine the criteria for choosing invoices to finalize including Bill Type, Customer ID, and Invoice ID. In this case, select the Invoice ID option and enter or select the following fields:
· Invoice Date Option: Processing date
· Range Selection:  Invoice ID
· From: Business Unit 
· To: Business Unit 
· From Invoice number: (Invoice ID of the Dishonored Check Invoice) 
· To Invoice number: (Invoice ID of the Dishonored Check Invoice)

Click the Save button.
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Step 4: Click the Bills to be Processed icon (next to the Run button) to verify that the invoice(s) are available for finalization and generation of the PDF file.
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Step 5: After verifying that the invoice is available for processing and meets the process criteria, click on the Return button.
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Step 6: Click on the Save button and then click on Run button.
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Step 7: Select the checkbox next to the BIIVC000 process and click the OK button. 
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Step 8: Click the Process Monitor hyperlink to view the status of the BIIVC000 process.
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Step 9: Click the Refresh button until the BIIVC000 process has a Run Status of “Success” and a Distribution Status of “Posted” (it may take a few minutes until the Statuses become Success and Posted). Click on the Go back to Finalize and Print hyperlink at the bottom of the page.
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Step 10: Click the Run button. 
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Step 11: If the Invoice Form on the bill was:
a. “SERVHDR,” select the checkbox next to the Process Name of “ZZ_INVR1.” 
b. “SERVLINE,” select the checkbox next to the Process Name of “ZZ_INVR2.” 

In this example, the Invoice Form was “SERVLINE,” so the checkbox next to the Process Name of “ZZ_INVR2” is selected.

Click the OK button. 
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Step 12: Click the Process Monitor hyperlink.
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Step 13: Click the Refresh button until the process with the Process Name of “ZZ_INVR2” has a Run Status of “Success” and a Distribution Status of “Posted.”
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Step 14: To access the PDF copy of the invoice, navigate to: Reporting Tools  Report Manager

Click on the Administration tab.
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Step 15: Click on the ZZ_BI_PRNXP2.pdf hyperlink since the Invoice Form was “SERVLINE” for the bill. If the Invoice Form was “SERVHDR” for the bill, then the ZZ_BI_PRNXPD1.pdf hyperlink would be available for selection. 
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You have successfully created and finalized a bill for a dishonored check payment.
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image36.png
INVOICE

Invoice Number: /ADMIN-00000107
Invoice Date: 07/01/2014
Due Date: 07/31/2014
Customer ID; 00100005
State Controller
Connie Miranda
400 Capitol Mall
Sacramento CA 95814
Service Period: 06/01/2014 - 06/30/2014
Line Description Quantity Rate Amount
1 NSF Charge 1.00 25.00 25.00
2 NSF invoice payment 1.00 50,000.00 50,000.00

Amount Due (USD): $50,025.00
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