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i

[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc417502996][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
[bookmark: _Toc400710773][bookmark: _Toc347930420]The Enter and Maintain Receivables process is part of the Billing to Deposit end-to-end business process. 
The Enter and Maintain Receivables business process covers receivables that are generated from invoices from the AR2-Generate and Adjust Invoices business process, as well as receivables that are established directly in the Accounts Receivable (AR) module. Receivables that are established directly in the AR module will not generate invoices or go through the invoice adjustment process.
[bookmark: _Toc417502997]FI$Cal System and Organizational Roles 
	ENTER AND MAINTAIN RECEIVABLES

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	AR Requestor
	Accounting Office

	AR Item Processor
	Accounting Office

	AR Item Approver
	Accounting Office


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc417502998]Enter and Maintain Receivables Process Steps Description.
The process steps itemized below correspond to the step-numbered process flow diagram(s) that are associated with this business process. See Appendix for online navigation links to the associated process flow(s).
1. Identify need to record receivable:  The AR Requestor identifies a need to record a receivable.
2. Submit request to record receivable:  The  AR Requestor submits details of the receivable that needs to be established, including information such as the customer ID or name, address, amount, and receivable due date.
3. Receive a request to record a receivable:  The AR Item Processor receives a request from the AR Requestor to set up a receivable.  The AR Item Processor reviews the request for accuracy and completeness.
4. Request complete?:  The AR Item Processor determines if the request contains the required information.
If Yes:  Continue and go to Step 6. 
If No:    Go back to Step 2. Make the necessary changes and resubmit.
5. Enter header details:  The AR Item Processor selects and enters information related to the receivable, such as:
i. Business Unit to identify the department or organization recording the receivable.
ii. Customer ID to select the customer that is already set up in FI$Cal. If customer is not established go to the AR1 Set up and Maintain Customer subprocess.
iii. Address to identify a customer location linked to the receivable.  The address can be used for customer statement or dunning letter purposes.  For current employees, the Departmental address will be used rather than the employees’ addresses for the receivables.  For separated employees, their most current address on file will be used for the receivable. 
6. Enter Item details: The AR Item Processor selects and enters information related to the receivable, such as:
i. Entry Type and Entry Reason from a configured list of values, which helps to categorize the receivable for reporting and processing purposes.
ii. Accounting and As of Date associated with the receivable.
iii. Payment Terms or Due Date for the receivable.
iv. Accounting details to classify the receivable.
7. Enter accounting details:  The AR Item Processor will review and/or enter accounting details for the receivable.  Some of the accounting details, such as the GL account, may default from the values selected on the receivable, while others have to be selected by the AR Item Processor.
8. Request to post receivable:  The AR Item Processor makes a request to the AR Approver to post posting receivable.
9. Review request to post receivable:  The AR Item Approver reviews the results of the AR posting process.
10. Posting errors?
If Yes: Return to Step 9. Correct errors for resubmission.
If No:   Continue and go to Step 13. 
11. Set receivable to post:  If there are no errors, a Receivable Item is created, along with accounting entries in the AR module. 
[bookmark: _Toc400710781][bookmark: _Toc417502999]Interfaces and Reports
No known interfaces or reports available at this time.
[bookmark: _Toc400710782][bookmark: _Toc417503000]Interdependent Business Processes and/or Work Activities
Business processes are executed in sequential steps or in parallel with other work activities. When a process is dependent on another to start, end, or continue, an interdependency is created through the interaction of activities within a given end-to-end business process.

Interdependency with the Enter and Maintain Receivables Process exists as follows:

Pre-requisite Business Processes
· AR1 - Set up and Maintain Customers
· AR2 - Generate and Adjust Invoices
Succeeding Business Processes
· AR4 – Process Payments
· AR5 – Collect Receivables
[bookmark: _Toc417503001]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the Enter and Maintain Receivables Process include, but may not be limited to, the citations in the following table.
	GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	
	
	

	State Administrative Manual (SAM)
	Section 8200 (Income)

	This SAM section describes the procedures for Revenue, Billed Accounts Receivable and Accounts Receivable.

	State Administrative Manual (SAM)
	Section 8700 (Miscellaneous Accounting Procedures)
	This SAM section describes the procedures for Accounts Receivable.

	State Administrative Manual (SAM)
	Section 8776 (Accounts Receivable)

	This SAM section describes the procedures for Accounts Receivable.





[bookmark: _Toc417503002][bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc400710786]Appendix
[bookmark: _Toc417503003]Associated Process Flow Diagram(s)
<Add hyperlink here>
[bookmark: _Toc400710788][bookmark: _Toc417503004]FI$Cal Terms and Definitions
FI$Cal Public Website:  http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc417503005]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips:  http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc417503006]Associated UPK(s)
FI$Cal Public Website, FI$Cal Service Center, FI$Cal Training Academy (requires User Login):  http://www.fiscal.ca.gov/access-fiscal/fiscal_training_academy/index.html 
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