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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc342477083][bookmark: _Toc346216914][bookmark: _Toc419451443]Business Process Overview
An Invoice is a record of goods sold or services provided to a customer. The Generate and Adjust Invoices is part of the Billing to Deposit end-to-end process and is relate to closely integrated functions within accounts receivables.  


The Generate and Adjust Invoice business process supports the creation of invoices from billable charges and the subsequent adjustment of finalized invoices.  
The following key concepts apply to Generate and Adjust Invoices business process:
· Customers must be established in FI$Cal prior to creating and adjusting invoices. 
· Billable charges may be manually entered or interfaced into the Billing Module for invoice generation. 
· Invoices finalized within the Billing Module become outstanding receivables in the Accounts Receivable Module.
· Billable charges from projects and grants will be integrated with the FI$Cal Billing Module through Customer Contract functionality, allowing project and grant charges to flow into the Billing Module for invoice generation.
· Payments and collection activities for invoices are tracked within the AR module.
· Bill headers contain information that applies to the whole invoice, while bill line information applies to specific items that are being billed.
· Pro forma invoices are a means of verifying billing details being mailed to a customer. This process is important to carry out in order to ensure there are no billing errors, and customers are being properly billed for goods/services.



[bookmark: _Toc400710773][bookmark: _Toc347930420][bookmark: _Toc419451444]FI$Cal System and Organizational Roles
	GENERATE AND ADJUST INVOICES

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	AR Item Approver
	Accounting Office

	Bill Requester
	Division

	Central BI Batch Processor
	FI$Cal

	Department BI Processor
	Accounting Office

	Department BI Approver
	Accounting Office

	Department BI Adjustment Processor
	Accounting Office


[bookmark: _Toc419451445]Generate and Adjust Invoices Process Steps Description.
The Generate Invoices business process covers charges that are entered into the FI$Cal Billing module, as well as charges that are interfaced from external systems and then sent to the FI$Cal Billing module for processing.  The steps below cover each of these scenarios.

The Accounts Receivable and Billing Modules do not have automated workflows for approvals. Outside communications may need to be utilized to notify approvers when invoices are ready for approvals.  

 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).
[bookmark: _Toc401042547][bookmark: _Toc419451446]Enter Billable Charges (Create Invoice)
Charges are entered into the FI$Cal Billing module so they can be processed and finalized as invoices and then sent to the Accounts Receivable module for tracking of the receivable. A need to bill a customer for charges, such as services performed, assessed fees and fines, or goods sold, starts with the Bill Requestor.
1. Submits request to bill charges:  The Bill Requestor submits details of charges that need to be billed, along with customer information and the timing of the billing.
2. Receives billing request: The Department BI Processor receives the request from the Bill Requestor to bill charges, and reviews the request for accuracy and completeness.
3. Request accurate and complete? The Department BI Processor determines if the request contains the required information.
If Yes: Continue to Step 4. 
If No:   Return to step 1. The Department BI Processor notifies the Bill Requestor. The Bill Requestor reviews the feedback from the Department BI Processor, makes the necessary corrections, and resubmits.
4. Enter/Update billing information: Entering bills in FI$Cal is a multiple step process. The Department BI Processor reviews, selects, and enters information into the FI$Cal system. Pre-requisite activities include establishing the customer in FI$Cal and identifying the chartfields required to enter a bill. When initially entering a new bill in FI$Cal the next available invoice number will be assigned to it.  Values entered in the Business Unit and Customer fields will pre-populate some items. This default billing information is obtained from the Department and Customer Information pages within FI$Cal. The Bill Header contains the following format information: bill type, customer, invoice date, payment terms, release date, where the bill is going, and due date. The format of the bill can be updated as necessary. The Line –Info 1 information includes: description, quantity, the price of services and goods sold. 
5. Enter accounting details: The Department BI Processor will review and/or enter accounting details for the invoice.  Some of the accounting details, such as the GL account, may default from the values selected on the invoice, while others have to be selected manually.  All values defaulted on a bill can be overridden by the user provided that the user has proper security access to the page. 
6. Save billing information: Once all of the necessary billing and accounting information has been entered, the Department BI Processor will save the entries.  An Invoice ID will generate once saved. 
7. Review bill summary info/make necessary corrections: The Department BI Processor will review all of the bill information for accuracy prior to generating a Pro forma invoice.
8. Generate Pro forma (Draft) Invoice: The Department BI Processor generates a draft output of the invoice.  This can be done either from the invoice page itself or through a run of system process, depending on the design that is used to develop the invoice layout.
9. Review Pro forma Invoice: The Department BI Processor reviews the draft invoice.
10. Changes needed? The Department BI Processor determines if changes are needed.
If Yes: Return to step 7. The Department BI Processor will make the necessary changes to the process 
If No: Continue to step 11. 
11. Set invoice status to Ready: The Department BI Processor sets the status of the invoice to “Ready” for further processing.  This can be done online on the invoice or through a batch process.
12. Send notification to Department BI Approver: The invoice is now ready for finalization and approval. Continue on to the process: 3.1 Finalize an Invoice (Send Invoices to AR)
[bookmark: _Toc401042548][bookmark: _Toc419451447]Create Recurring Bills Template
A Recurring Bill Template is required, prior to being able to execute a recurring bill.
1. Submit request to bill charges: The Bill Requestor submits details of charges that need to be billed, along with customer information and the timing of the billing.
2. Receive billing request: The Department BI Processor receives the request from the Bill Requestor to bill charges, and reviews the request for accuracy and completeness.
3. Request accurate and complete?
If Yes: Continue to step 4.
If No: Return to step 1.The Department BI Processor notifies the Bill Requestor. The Requestor reviews the feedback from the Department BI Processor, makes the necessary corrections, and resubmits.
4. Indicate frequency of bill: The Department BI Processor will enter the frequency of the bill as Recurring.
5. Enter billing information: In order to create an invoice, the Department BI Processor reviews, selects, and enters information into the System.  Some of the values may default from the Business Unit set up and others may default from the customer set up. This default billing information is obtained from the Department and Customer Information pages within FI$Cal. The Bill Header contains the following format information: bill type, customer, invoice date, payment terms, release date, where the bill is going, and due date. The format of the bill can be updated as necessary. The Line –Info 1 information includes: description, quantity, the price of services and goods sold. 
6. Enter accounting details: The Department BI Processor will review and/or enter accounting details for the invoice.  Some of the accounting details, such as the GL account, may default from the values selected on the invoice, while others have to be selected manually.  All values defaulted on a bill can be overridden by the user provided that the user has proper security access to the page. 
7. Review bill summary information and make necessary corrections: The Department BI Processor will review all of the bill information for accuracy prior to generating a Pro forma invoice.
8. Enter recurring billing schedule: The Department BI Processor enters the schedule for the recurring bills.
9. Review auto-generated bill entries: Validate that all bills scheduled have been generated. Once validated and saved, Invoice ID’s will automatically be assigned to each invoice.  The numbers will be assigned in sequential order.   
10. Set status to Ready: The invoice status of the template invoice to be used to generate invoices is set to “Ready.”  This allows the invoice to be activated and generated.  The Department BI Processor can now execute the process in section 3.3 Create Recurring Bills sub-process.
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The Department BI Processor determines that there is a need for the invoice to be generated on a recurring/repeat schedule. A previously created template is required in order to process a recurring bill.  
11. Create recurring bills: Identify which bills to generate an invoice for by selecting the invoice template previously created to process the correct bill entries.
12. Execute recurring bills:  The Billing Recurring Process (BIRECUR) is run to generate the recurring bills per schedule.  This process can be run online, with the proper security, or included in the Batch schedule.  
13. Verify recurring invoice(s) have generated: The Department BI Processor will verify that the requested bills generated an invoice.
14. Generate Invoice(s) number?
If Yes: Continue to step 15. 
If No:   Return to step 11. The Department BI Processor will return to the Create Recurring bills step to ensure that the correct bills were selected to generate an invoice and reprocess, if necessary. 
15. Generate Pro forma (Draft) Invoice: The Department BI Processor generates a draft output of the invoice.  This can be done either from the invoice page itself or through a run of a system process, depending on the design that is used to develop the invoice layout.
16. Review Pro forma Invoice: The Department BI Processor reviews the draft invoice.
17. Changes needed? The Department BI Processor determines if changes are needed.
If Yes: Return to step 7 in section 3.2 Create Recurring Bills Template process. The Department BI Processor enters changes and the process starts over. 
If No: Continue to step 18.
18. Set invoice to Ready: The Department BI Processor sets the status of the invoice to “Ready” for further processing.  This can be done online on the invoice or through a batch process.
19. Send notification to Department BI Approver: The invoice is now ready for finalization and approval. Continue on to: 3.7 Finalize and Invoice (Send Invoices to AR).
[bookmark: _Toc417483216][bookmark: _Toc419451449]Create Non-Direct Transfer Bill (Enter Billable Charges - FI$Cal Department Billing FI$Cal Department)
1. Enter Non-Direct Transfer Bill information: In order to create an invoice, the Department BI Processor reviews, selects, and enters information into the System.  Some of the values may default from the Business Unit set up and others may default from the customer set up. Entering a bill is the process of entering billing data for generating an invoice to send to customers for services/goods provided. The bill header contains information such as bill type, customer, invoice dated, and payment terms.  Values entered in the Business Unit and Customer field will pre-populate some fields. This default billing information is obtained from the Department and Customer Information pages within FI$Cal.  
2. Enter/Review accounting details:  Department BI Processor will review and/or enter accounting details for the invoice.  Some of the accounting details, such as the GL account, may default from the values selected on the invoice, while others will have to be selected manually.  All values defaulted on a bill can be overridden by the user provided that the user has proper security access to the page.
3. Save billing information: Once all of the necessary billing and accounting information has been entered, the Department BI Processor will save the entries.  An Invoice ID will generate once saved.  
4. Review bill summary Info/make necessary corrections: The Department BI Processor will review all of the bill information for accuracy prior to generating a Pro forma invoice.
5. Generate Pro forma (Draft) Invoice: The Department BI Processor generates a draft output of the invoice.  This can be done either from the invoice page itself or through a run of a system process, depending on the design that is used to develop the invoice layout.
6. Review Pro forma Invoice:  The Department BI Processor reviews the draft invoice.
7. Changes needed?  The Department BI Processor determines if changes are needed.
If Yes:  Return to step 5. 
If No:    Continue to step 9. 
8. Set invoice status to Ready:  The Department BI Processor sets the status of the invoice to “Ready” for further processing.  This can be done online on the invoice or through a batch process.
9. Send notification to Department BI Approver: The invoice is now ready for finalization and approval. Continue on to: 3.7 Finalize an Invoice (Send Invoices to AR). 
[bookmark: _Toc401042552][bookmark: _Toc419451450]Enter Billable Charges - FI$Cal Department Billing Non FI$Cal Department
1. Enter bill Information: In order to create an invoice, the Department BI Processor reviews, selects, and enters information into the System.  Entering a bill is the process of entering billing data for generating an invoice to send to customers for services/goods provided. The bill header contains information such as bill type, customer, invoice dated, and payment terms.  Values entered in the Business Unit and Customer field will pre-populate some fields. This default billing information is obtained from the Department and Customer Information pages within FI$Cal. 
2. Enter accounting details:  Department BI Processor will review and/or enter accounting details for the invoice.  Some of the accounting details, such as the GL account, may default from the values selected on the invoice, while others will have to be selected manually.  All values defaulted on a bill can be overridden by the user provided that the user has proper security access to the page. 
3. Save billing information: Once all of the necessary billing and accounting information has been entered, the Department BI Processor will save the entries.  An Invoice ID will generate once saved. 
4. Review bill summary info/make necessary corrections: The Department BI Processor will review all of the bill information for accuracy prior to generating a Pro forma invoice.
5. Generate Pro forma (Draft) Invoice: The Department BI Processor generates a draft output of the invoice.  This can be done either from the invoice page itself or through a run of a system process, depending on the design that is used to develop the invoice layout.
6. Review Pro forma Invoice: The Department BI Processor reviews the draft invoice.
7. Changes needed?  The Department BI Processor determines if changes are needed.
If Yes:  Return to step 4.The Department BI Processor enters changes and the process starts over. 
If No:   Continue on to step 8. 
8. Set invoice status to Ready:  The Department BI Processor sets the status of the invoice to “Ready” for further processing.  This can be done online on the invoice or through a batch process.
9. Send notification to Department BI Approver: The invoice is now ready for finalization and approval. Continue on to section 3.7 Finalize an Invoice (Send Invoices to AR).
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Process Billable Charges Interface:  Charges that are collected in an external Departmental system are sent to the FI$Cal Billing module in order to generate/finalize the invoice and send the invoice to the FI$Cal Accounts Receivable module for tracking of the receivable.
1. Receives PPSD billing data to be interfaced: The Department BI Processor will review data received from Personnel and Payroll Services Division (PPSD) and prepare the data for the INFAR0004 – Inbound Billable Charges (Retroactive Billing) Interface. 
2. Inbound Billable Charges Interface File received: The FI$Cal Service Center receives the Inbound Billable Charges interface from an external database for processing.
3. Load charges: Billing Charges are loaded into FI$Cal.
4. Charges sent to billing staging tables: Interface data is sent to staging tables for processing.
5. Process billing transactions:  The FI$Cal Billing process (BIIF0001) takes data from the staging tables and creates bill(s) based on configured criteria in the Bill By ID that is used to group charges onto an invoice.
6. Review billable charges:  The Department BI Processor reviews the results of the FI$Cal Billing process and verifies Header and Line information are displayed correctly.
7.  Transactions in Error?  The Department BI Processor determines if any transactions are in error and need to be corrected.
If Yes: Continue to step 8.  
If No:   Continue to step 9. 
8. Correct errors: The Department BI Processor corrects the transactions in error which are then processed by the next run of the FI$Cal Billing BIIF0001 process.
9. Set invoice status to Ready:  The Department BI Processor sets the status of the invoice to “Ready” for further processing.  This can be done online on the invoice or through a batch process.
10. Send notification to Department BI Approver: The invoice is now ready for finalization and approval. Continue on to section 3.7 Finalize an Invoice (Send Invoices to AR).
[bookmark: _Toc401042554][bookmark: _Toc419451452]Finalize an Invoice (Send Invoices to AR)
Once invoices have been set to the Ready status, they are now able to be finalized and approved by the Department BI Approver. Communication between the Department Billing Processor and Department Billing Approver may be required in order to finalize a bill. Use the Finalize and Print page to enter the request parameters. These parameters will be used to define the processing rules and data to be included when the process is run. There are multiple range selections to choose from in printing 
Pro forma invoices. The most common methods include: Bill Cycle, Range ID, Invoice ID, and Customer ID.
1. Run Pre-Process and Finalization of invoices: A series of system processes are run to finalize the invoice and generate an output.  This includes generating Pro forma invoices using Run Control ID. Once generated, they are available within the Report Manager menu. The output can be to a printer so it can be mailed to the customer, or the output can be emailed, as determined by the invoice layout design.
2. Review finalized invoice:  The Department BI Approver reviews the finalized invoice.
3. Approved? 
If Yes: Continue to step 4.
If No: The Invoice has been denied by the Department BI Approver and sent back to the Department BI Processor in process 3.1 Enter billable Charges (Create Invoice), step 4. Necessary correction are made and returns to this process 3.7, Finalize an Invoice (Send Invoices to AR). Start again at the beginning with step number 1. 
4. Distribute/Print invoices to customer: Once approved, the invoice can be sent to the customer.
5. Process billing and accounting entries:  A series of system processes executed by the Central BI Batch Processor are run through Batch process to generate the accounting entries in the FI$Cal Billing module for the invoice.
6. Processing errors?
If Yes: Return to step 5. The Central BI Batch Processor will correct any errors.
If No: Continue and go to step 7. 
7. Process Budget Check:  The Budget Check process is run to check the accounting classification on the invoice against revenue budgets, and update those budgets accordingly.
8. Budget Checking errors:  The Department BI Processor checks to see if there are any errors produced by the Budget Check process.
If Yes: Return to step 7. The Central BI Batch Processor takes steps necessary to correct the budget checking errors.  The correction transaction is processed again with the next run of the budget check. 
If No:  Continue to step 9.
9. Load AR:  If there are no budget check errors, the invoice is processed by a set of system processes to generate a receivable.  Invoice information is sent to the FI$Cal Accounts Receivable module to create a Pending Item (in-progress receivable).
10. Post Receivables:  The Accounts Receivable AR Update process runs to process the Pending Items in order to generate a Receivable Item.
11. AR 3 – Enter and Maintain Receivables:  The processing of the Receivable Item continues in the AR 3 – Enter and Maintain Receivables business process steps.
12. AP 2 – Create and Process Vouchers: The Batch processing of billing accounting entries sends interagency invoices to the AP module where created vouchers will be ready for approval. 
13. GL 1 – Enter and Process Journals:  The invoice accounting entries are processed by the General Ledger Business process to send accounting entries from the FI$Cal Billing module to the FI$Cal General Ledger module. 
[bookmark: _Toc401042555][bookmark: _Toc419451453] Adjust Invoices (Credit Memo/Rebill)
Invoices are periodically adjusted due to errors or updates. After an invoice has been finalized, there may be a need to adjust a previously generated invoice.  This process will involve an additional role, the Department BI Adjustment Processor, who will have the ability to initiate an adjustment on a previously finalized invoice.  This additional role will provide an extra level of control/review in the billing process.
1. Identify a need to adjust an invoice:  The Bill Requestor determines a finalized invoice needs to be corrected.
2. Submit request to bill charges:  The Bill Requestor submits the invoice(s) and the corrections that need to be made to the Department BI Adjustment Processor.
3. Receive request to adjust invoice:  The Department BI Adjustment Processor receives the adjustment request.
4. Review invoice to be adjusted:  The Department BI Adjustment Processor pulls up the invoice to be adjusted in the System to understand the updates that are needed to the invoice.
5. Adjustment type? The Department BI Adjustment Processor determines the type of adjustment that is needed. 
a) Specific Lines: Select bill lines for adjustment:  If only specific lines need to be adjusted on the invoice, the Department BI Adjustment Processor selects this option and then selects the lines that need to be adjusted.  The adjusted lines will display on a new invoice.
b) Full Invoice Credit: Select Credit Only bill adjustment action: If the entire invoice needs to be reversed to generate a credit invoice, the Department BI Adjustment Processor will select this option.  If the entire bill’s accounting entry is incorrect a rebill process is not applicable.
c) Full Credit Invoice and New Adjusted invoice: Select Credit and Rebill adjustment:  If there is a need to show charges from the original invoice with some adjustments, such as either an increase or decrease of previously billed amounts plus any new amounts, the Department BI Adjustment Processor selects this option.  The System will create a new credit invoice and a new system copy of the original invoice, which can then be adjusted as needed. The Department BI Processor will be responsible for initiating the process of crediting the problematic bill and creating the new bill. This process may be carried out if a bill was created by mistake, or if an entire bill needs to get adjusted.  When bills are adjusted, FI$Cal generates a new invoice number for the credit bill and the adjustments rebill. Both of these new invoices are linked to the original invoice number. The credit and rebill process will be carried out to credit the original bill and create a new one (the rebill process). 
6. Select Adjustment Reason: Common reasons for an entire bill being adjusted include billing the wrong amount, addressed to wrong customer, or entire bill’s accounting entry is incorrect. The details of credit bill is not altered, it is the exact reversal of the original bill. Department BI Adjustment Processor selects the appropriate option.
7.  Route to BI Processor to complete adjustments:  After the new invoice(s) are created, the Department BI Adjustment Processor notifies the Department BI Processor to continue the update process. Go to step 4 above in section 3.1, Enter Billable Charges (Create Invoice).
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	TITLE
	PURPOSE OR DESCRIPTION
	TC #
	INTERFACE
IN/OUTBOUND
	REPORT
Y/N

	Invoiced and 
non-invoiced Bills
	To research invoiced and non-invoiced bills within an identified Business Unit
	
	
	Y

	Invoice Register Report
	This report is helpful in identifying which invoices (or customers) have already been finalized within the identified business unit.
	
	
	Y

	Bill Adjustment History
	Review all billing adjustments within a Business Unit by displaying the history of all of the invoices associated with the original invoice including the regular bill and rebill (if one is created).
	
	
	Y

	INFAR004_RetroBilling
	Inbound billable charges. Quarterly retroactive bills.
	
	Inbound
	N


[bookmark: _Toc400710782][bookmark: _Toc419451455]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 Generate and Adjust Invoices Process exists as follows:

Pre-requisite Business Process(es):
· AR 1 – Create and Maintain Customers
Succeeding Business Process(es):
· AR 3 – Enter and Maintain Receivables
· AR 4 – Process and Adjust Deposit
· AR 5 – Collect Receivables

[bookmark: _Toc419451456]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the Generate and Adjust Invoices Process include, but may not be limited to, the citations in the following table.

	[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc400710786]GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	State Administrative Manual (SAM)
	Section 8200 (Income)

	This SAM section describes Revenue, Billed Accounts Receivable, Accounts Receivable

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

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

	This SAM section describes Accounts Receivable




[bookmark: _Toc419451457]Appendix
[bookmark: _Toc419451458]Associated Process Flow Diagram(s)
SCO FI$Cal SharePoint:
<Enter Link Here> 
[bookmark: _Toc400710788][bookmark: _Toc419451459]FI$Cal Terms and Definitions
FI$Cal Public Website:  http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc419451460]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips:  http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc419451461]Associated UPK(s)
FI$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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