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Decision


Decision ‐ shows a decision point, such as yes/no. Each path emerging from the diamond must be labeled with one of the possible answers.


Interface

Interface – Data conversion from one electronic system to another.
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in
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Template
 
Key
)Off‐Page Reference – Directs diagram flow between
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Documents


 (
Input
 
Documents
 
–
 
A
 
paper
 
document
 
(or
 
email)
 
that
 
is
 
used
 
for
 
entering
 
data
 
in
 
the
 
process.
)Output

Output Documents ‐ An electronic document that is created by the process and can be printed (for example
– any kind of report).
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Arrow
)

 (
Swim
 
lanes
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used
 
to
 
indicate
 
which
 
user
 
role
 
has
 
primary
 
responsibility
 
for
 
performing
 
steps
 
in
 
the
 
process.
 
If
 
an
 
activity
 
involves
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by
 
more
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role,
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it
 
in
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swim
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for
 
the
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with
 
primary
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it
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the
 
line
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divides
 
both
 
roles.
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alpha
 
characters
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the
 
above
 
color
 
format
 
(Example:
 
The
 
alpha
 
character
 
‘A’
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the
 
color
 
green
 
in
 
all
 
flow
 
charts)
 
for
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2. Determine appropriate action





3. Next action?








4. Contact customer


send Dunning Letters


in dispute/ collections
7. 
Reclassify receivables
8. 
Match credit/ debit receivables


Credit Balance refunds
10. 
Process Write Offs





11. Payment received?


14. Run Dunning process in FI$Cal
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AR4
 
Process
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Letters
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and
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3. Set worksheet/ item group to post
7. 
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3. Set worksheet/ item group to post


7. Correct posting errors
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1. [bookmark: _bookmark3][bookmark: Process Refunds][bookmark: Process Refunds]Identify/Review
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)C	amounts to be
refunded
2. 
Create Maintenance Worksheet


3. Select receivable to refund
4. 
Document details/reasons for
the refund.
5. 
Attach any documents related to the receivable
6. 
Notify and route to AR Collections
Approver







9. Correct Worksheet



No




8. Approved?
7. 
Review receivable Refund Worksheet and attachments
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AR
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Approver
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i
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4 of 5



 (
Billing
 
to
 
Deposit
AR5
 
Collect
 
Receivables
3.5
 
Process
 
Write
‐
Offs
) (
May
 
28,
 
2015
)


1. [bookmark: _bookmark4][bookmark: Process Write-Offs ][bookmark: Process Write-Offs ]Identify/Review
D	amounts to be
write‐off


2. Create/Update Maintenance Worksheet


3. Select receivable to write‐off


4. Document details/reason for
the write‐off


5. Attach any documents related to the receivable


6. Enter/Review accounting information




 (
Department
 
AR
Col
l
ections
 
Processor
 
(Accounting
 
Off
i
ce)
)Yes



12. Continue with write‐off?





11. Review rationale        for write‐off not	No being approved






10. Approved?


9. Work with Attorney General’s Office and VCGCB
for approval




Yes







8. Amount >
$7500?







Yes







7. Amount >
$500



Yes

A
No
13. 
Route packet	No and form STD 27 to DAR             for discharge


No
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SCO
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)End	No
14. 
Approved?
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Approver
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)20. Enter and
Process	No
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18. Posting errors?



Yes



19. Correct posting errors


16. Approves and set Write‐Off
Worksheet to post


15. Review Receivable Write‐Off	A
Worksheet and
attachments






 (
Central
 
AR
Batch Processor 
(FI$Cal)
)17. FI$Cal process receivable posting
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