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Payment Adjustment Transactions1.0

Supplemental Job Aid

Date: 07/13/14 
[bookmark: _GoBack]
Target Audience: AR Processors 

Purpose: This Supplemental Job Aid provides Role and Role the instructions for processors and approvers

Payment Adjustment Transactions:

	Scenario
	Type of Adjustment Description
	Example
	User Roles
	UPK Reference(s) If Applicable

	Deposit in FI$Cal less than Actual Deposit Amount
	Record additional (positive) deposit for the difference (miscellaneous receipt payment)
	Physically deposit $100 and deposit slip is $100 at the bank, but record $90 within FI$Cal. Record extra deposit in FI$Cal for $10
	AR Payment Processor
AR Payment Approver
	AR201

	Deposit in FI$Cal greater than Actual Deposit Amount
	Record additional (negative) deposit for the difference (miscellaneous receipt payment)
	Physically deposit $100 at the bank and deposit slip is $100, but record $110 within FI$Cal. Record extra deposit in FI$Cal for -$10
	AR Payment Processor
AR Payment Approver
	AR201

	Bank Deposit Slip Amount less than total payment amount (FI$Cal Deposit is Correct)
	Department provides bank with new deposit slip for the remaining amount. No entry in FI$Cal.
	Note $90 in bank deposit slip, but actual deposit is $100. Bank records $90 as a deposit. Deposit in FI$Cal is recorded as $100. Provide bank with a $10 deposit slip (generated outside of FI$Cal in Wave 1) to sync up the bank to FI$Cal.
	N/A
	N/A

	Bank Deposit Slip Amount greater than total payment amount (FI$Cal Deposit is Correct)
	Create a deposit in FI$Cal for the extra amount recorded in the bank. Record a voucher in FI$Cal to repay the bank for the overage.
	Note $110 in bank deposit slip, but actual deposit is $100. Bank records $110 as a deposit. Deposit in FI$Cal is recorded as $100. Record additional deposit in FI$Cal for $10 and then an AP Voucher with an agency check to the bank to clear out the $10 in FI$Cal and the bank (payment will be general cash and a department fund on the $10 deposit and the $10 agency check; offsetting accounting is the same on both).
	AR Receipts:
AR Payment Processor
AR Payment Approver

AP Voucher:
AP Processor
AP Approvers
	Deposit: AR201

AP Voucher: AP102

	Miscellaneous Receipt Payment Applied to Wrong Coding (After Remittance).
	Create a zero dollar deposit with two miscellaneous receipt payments. First payment negates the incorrect coding of the receipt. The second payment reclassifies the coding to the correct accounting string. 
	Miscellaneous Receipt Payment is coded to an incorrect string when it really should be coded to different string. Create a zero dollar deposit in FI$Cal with the first payment negating the incorrect string and the second payment reclassifying the payment to the correct string. Send correction request to SCO/DAR for the payment adjustment.
	AR Payment Processor
AR Payment Approver
	AR201

	Customer Payment Applied to Wrong Receivable in FI$Cal (After Remittance)
	Unpost original payment and repost to correct receivable
	Customer Payment applied to invoice 123 accidentally in FI$Cal when it really should be applied to Invoice 456. Unpost the payment to Invoice 123 and reapply it to Invoice 456. If coding is different between the invoices, a correction request to SCO/DAR should be submitted for the coding difference for the receivable payment
	AR Payment Processor
AR Payment Approver
	AR201

	Receivable Coded to Wrong Revenue Account and Identified prior to Payment Application and Correction to Revenue is Needed. Receivable originated from the Billing Module
	Create a credit bill and apply the credit to the original receivable through a Maintenance Worksheet. Create rebill with updated coding. 
	Bill is coded to wrong revenue and fund. Create credit bill and rebill in Billing (credit bill has original bill's coding; rebill has correct coding). Create a Maintenance Worksheet in AR to apply the original bill to the credit bill for closure.
	Bill Adjustments:
BI Adjustment Processor
BI Processor
BI Approver

Maintenance Worksheets:
AR Collections Processor
AR Collections Approver
	Billing Adjustment: BI301

Maintenance Worksheet: AR202

	Receivable Coded to Wrong Revenue Account and Identified prior to Payment Application and Correction to Revenue is Needed. Receivable originated from the Accounts Receivable Module
	Create a credit memo and apply the credit to the original receivable through a Maintenance Worksheet. Recreate the receivable with updated coding. 
	Receivable created in AR has wrong coding. Create credit memo in AR and apply the credit memo to the receivable through a Maintenance Worksheet. Create a new receivable in AR with the correct coding.
	AR Adjustments:
AR Item Processor
AR Item Approver

Maintenance Worksheets:
AR Collections Processor
AR Collections Approver
	AR Adjustment: AR103

Maintenance Worksheet: AR202

	Receivable Coded to Wrong Revenue Account and Identified after Payment Application and Correction to Revenue is Needed.
	Unpost payment to the receivable. Create credit bill/memo and apply the credit to the original receivable through a Maintenance Worksheet. Recreate the receivable/create rebill with updated coding. Apply unposted payment to the receivable with the correct coding.
	Receivable payment applied to Receivable ID 789 when Receivable ID 789 has incorrect coding. Unpost the payment to Receivable ID 789 and create a credit bill/memo transaction to apply it against the original receivable. Create a new bill/receivable with the correct coding and apply the receipt to the new bill/receivable  
	Bill Adjustments:
BI Adjustment Processor
BI Processor
BI Approver

AR Adjustments:
AR Item Processor
AR Item Approver

Maintenance Worksheets:
AR Collections Processor
AR Collections Approver

Receipt Reapplication
AR Payment Processor
AR Payment Approver
	Billing Adjustment: BI301

Receivable Adjustment: AR103

Maintenance Worksheet: AR202

Receipt Reapplication: AR201

	STO processes Bank Deposit slip for less than the amount on the deposit slip
	STO creates an Agency Trust Adjustment (ATA) to increase the amount owed the department
	STO error: bank deposit slip is $100, FI$Cal records $100, but STO keys the deposit as $80 in their deposit system (this is the amount that will be posted to department's CTS bank statement). STO will create an ATA to increase this deposit by $20 that will post as an adjustment to the department CTS bank statement.
	N/A
	N/A

	STO processes Bank Deposit slip for more than the amount on the deposit slip
	STO creates an Agency Trust Adjustment (ATA) to decrease the amount owed the department
	STO error: bank deposit slip is $100, FI$Cal records $100, but STO keys the deposit as $130 in their deposit system (this is the amount that will be posted to department's CTS bank statement). STO will create an ATA to decrease this deposit by $30 that will post as an adjustment to the department CTS bank statement.
	N/A
	N/A
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