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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc417636983][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The AR4 (Process and Adjust Deposits) process is part of the Billing to Deposit end-to-end business process. 

[image: ]The Process Payments business process for Accounts Receivables supports the recording and application of customer payments (i.e., receipts) in the FI$Cal Accounts Receivable module. The payments from customers can be Account Receivables due to the Department or they can be for a non-receivable related transactions, such as fines assessed, services performed, or fees for the sale of publications. In addition, the payments can be entered online in FI$Cal or they will originate from an external system and interfaced into FI$Cal. 
[bookmark: _Toc400710773][bookmark: _Toc417636984][bookmark: _Toc347930420]FI$Cal System and Organizational Roles

	<BP ID PROCESS TITLE>

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Department AR Payment Processor
	Accounting Office

	Department AR Payment Approver
	Accounting Office

	Central AR Batch Processor
	FI$Cal


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc417636985]Process and Adjust Deposits Process Steps Description.
[bookmark: _Toc417636986]Process Customer Deposits (Direct Journal) Subprocess Steps Description
The Process Payments business process for Accounts Receivable supports the recording and application of customer payments in the FI$Cal Accounts Receivable module. Departments will apply customer payments against invoices or code payments to specific accounting classifications for non-receivable related payments. Payments can be entered directly in FI$Cal or they can originate from an external system and be interfaced into FI$Cal. Customer payments recorded in the Accounts Receivable module will be integrated with the Cash Management module for the Bank Reconciliation process.  
1. Enter/Review payment details: The Department AR Payment Processor enters the amounts of the individual payments that make up the system/bank deposit into FI$Cal.  If the payments were interfaced into FI$Cal, the Department AR Payment Processor reviews the payment details for the system/bank deposit. 
2. [bookmark: _Toc413402650][bookmark: _Toc413761023]Payment for a receivable? The Department AR Payment Processor determines if the payment is for a receivable or non-receivable related transaction.
[bookmark: _Toc413402651][bookmark: _Toc413761024]If Yes: Continue to On Page Reference A for Customer Deposit (Payment Predictor) Subprocess Steps Description.
[bookmark: _Toc413402652][bookmark: _Toc413761025]If No: Select Direct Journal option. Go to step 3.
3. Select Direct Journal option: The Department AR Payment Processor flags the payment as Direct Journal payment.
Miscellaneous Receipt is a customer that is not related to an open receivable. Referred to as a Direct Journal Payment in FI$Cal. 
4. Enter/Update payment accounting entries: The Department AR Payment Approver codes the entries for the payment to put the cash into the State Treasury General Ledger account with a specific fund and recognizes any associated revenue or offset account for the receipt.
5. Set Direct Journal Payment to post: After entering the accounting entries, the Department AR Payment Approver can set the Direct Journal payment to post by marking it “Complete.”
6. Budget Check payment: The Budget Check process is run to check the accounting classification on the payment against revenue budgets (if applicable), and update those budgets accordingly.
7. Budget errors? The Department AR Payment Approver checks to see if there are any errors produced by the Budget Check process.
If Yes: Update payment accounting entries. The Department AR Payment Approver corrects the budget checking errors.  The corrected transaction is processed again with the next run of the Budget Check process. Return to Step 4.  
If No: Go to Step 8.
8. GL1 Enter and Process Journal Entry: The customer payment accounting entries are processed by the General Ledger Business process to send accounting entries from the FI$Cal Accounts Receivable module to the FI$Cal General Ledger module.  This step completes the Process Payments business process for non-receivable related payments.
[bookmark: _Toc417636987]Process Customer Deposits (Payment Predictor) Subprocess Steps Description
If the payment is for a receivable related transaction, the Department AR Payment Processor continues with the Enter/Review Invoice ID(s) or Customer ID(s) for the Payment step.  
1. Enter/Review Invoice ID(s) or Customer ID(s) for the payment: The Department AR Payment Processor can enter reference information for the payment, such as a customer number or a receivable number.  The payment can be for one or more invoices or customers in FI$Cal.
2. Apply Payment Predictor? The Department AR Payment Processor determines if the payment will be applied using a Payment Predictor process or a Payment Worksheet.  
Payment Predictor is a System process that uses configured rules to match payments to receivables based on the reference information provided on the payment, such as a customer ID or Invoice ID.  
If Yes: Mark Payment for Payment Predictor processing. Go to Step 3.
If No: Continue to On Page Reference C for Process Customer Deposits (Payment Worksheet) Subprocess Steps.
3. Mark payment for Payment Predictor processing: The Department AR Payment Processor selects the Payment Predictor flag on the payment.
4. Process Payment Predictor/posting: Once Payment Predictor has been flagged, the Central AR Batch Processor in FI$Cal will process the Payment Predictor. The Payment Predictor and AR Update System processes are run to match the payment against receivables and post the payment, respectively.  These processes can be run through batch, and occurs three times a day.
5. Review posting results: After payment has been posted, the Department AR Payment Approver checks the posting results of the Payment Predictor and AR Update processes. 
6. Posting errors?
If Yes: Correct posting errors. Go to Step 7.
If No: Enter and Process Journals. Go to Step 9.
7. Correct posting errors: If the posting resulted in any errors, the Department AR Approver will need to correct the errors and re-process the transaction.
8. Set payment to post: The Department AR Payment Approver re-processes the transaction and sets the payment to post through the process Payment Predictor/Posting. 
9. GL Enter and Process Journals: After the payment is posted, the customer payment accounting entries from the posting are processed by the General Ledger Business process to send accounting entries from the FI$Cal Accounts Receivable module to the FI$Cal General Ledger module. This step completes the Process Payments business process for receivable-related payments posted through the Payment Predictor process.
[bookmark: _Toc417636988]Process Customer Deposits (Payment Worksheet) Subprocess Steps Description
This process provides the ability to apply payments to receivables using a series of online pages. A Payment Worksheet is a set of online pages that allow the user to select receivables, based on the reference information provided, and determine how to apply the payment. 
1. Create/Review Payment Worksheets: The Department AR Payment Processor creates a new worksheet and selects items to include in the worksheet.
The Create Payment Worksheet page enables you to select criteria to locate the deposit(s) you would like to apply to an item (receivable).
2. [bookmark: _Toc392679914][bookmark: _Toc392681636][bookmark: _Toc393715614][bookmark: _Toc394657404][bookmark: _Toc395188283][bookmark: _Toc395188507][bookmark: _Toc395622180][bookmark: _Toc413402656][bookmark: _Toc413761029]Build Payment Worksheet: The Build button is used to build the payment worksheet based on the worksheet criteria entered (or selected).  The Department AR Payment Processor clicks on the Build button to build the worksheet. 
3. [bookmark: _Toc392679915][bookmark: _Toc392681637][bookmark: _Toc393715615][bookmark: _Toc394657405][bookmark: _Toc395188284][bookmark: _Toc395188508][bookmark: _Toc395622181][bookmark: _Toc413402657][bookmark: _Toc413761030]Select/Match receivables for payment: The Department AR Payment Processor selects payments associated to specific items (receivables) in order to close out open customer items.
[bookmark: _Toc392679916][bookmark: _Toc392681638][bookmark: _Toc393715616][bookmark: _Toc394657406][bookmark: _Toc395188285][bookmark: _Toc395188509][bookmark: _Toc395622182][bookmark: _Toc413402658][bookmark: _Toc413761031]The Payment Worksheet Application page is used to match or settle open items related to the customer and item criteria selected. 
4. [bookmark: _Toc392679917][bookmark: _Toc392681639][bookmark: _Toc393715617][bookmark: _Toc394657407][bookmark: _Toc395188286][bookmark: _Toc395188510][bookmark: _Toc395622183][bookmark: _Toc413402659][bookmark: _Toc413761032]Review entry selected before selecting the save button: Carefully review the entries selected before selecting the Save button. 
5. [bookmark: _Toc392679918][bookmark: _Toc392681640][bookmark: _Toc393715618][bookmark: _Toc394657408][bookmark: _Toc395188287][bookmark: _Toc395188511][bookmark: _Toc395622184][bookmark: _Toc413402660][bookmark: _Toc413761033]Save Worksheet: The Department AR Payment Processor saves the worksheet. 
6. [bookmark: _Toc392679919][bookmark: _Toc392681641][bookmark: _Toc393715619][bookmark: _Toc394657409][bookmark: _Toc395188288][bookmark: _Toc395188512][bookmark: _Toc395622185][bookmark: _Toc413402661][bookmark: _Toc413761034]Review receivable payment details: Prior to posting a Payment Worksheet, the Department AR Payment Approver should review the information included within the worksheet.
7. [bookmark: _Toc392679920][bookmark: _Toc392681642][bookmark: _Toc393715620][bookmark: _Toc394657410][bookmark: _Toc395188289][bookmark: _Toc395188513][bookmark: _Toc395622186][bookmark: _Toc413402662][bookmark: _Toc413761035]Set payment to post: The Department AR Payment Approver selects the posting action on the worksheet to enable it for further processing.  Until the payment worksheet is set to post, the worksheet can be modified by the Department AR Payment Approver. 
8. [bookmark: _Toc392679921][bookmark: _Toc392681643][bookmark: _Toc393715621][bookmark: _Toc394657411][bookmark: _Toc395188290][bookmark: _Toc395188514][bookmark: _Toc395622187][bookmark: _Toc413402663][bookmark: _Toc413761036]Process payment posting: After setting it to Post, the Central AR Batch Processor in FI$Cal will process the Payment Worksheet. The AR Update process is run to post the payments in FI$Cal. The process can be run through batch, and occurs three times a day.
9. [bookmark: _Toc392679922][bookmark: _Toc392681644][bookmark: _Toc393715622][bookmark: _Toc394657412][bookmark: _Toc395188291][bookmark: _Toc395188515][bookmark: _Toc395622188][bookmark: _Toc413402664][bookmark: _Toc413761037]Review posting results: The Department AR Approver reviews the posting results of the AR Update process.
10. [bookmark: _Toc392679923][bookmark: _Toc392681645][bookmark: _Toc393715623][bookmark: _Toc394657413][bookmark: _Toc395188292][bookmark: _Toc395188516][bookmark: _Toc395622189][bookmark: _Toc413402665][bookmark: _Toc413761038]Posting errors? The Department AR Approver determines if there are any errors to be corrected.
[bookmark: _Toc413402666][bookmark: _Toc413761039]If Yes: Correct posting errors. Go to Step 11.
If No: Go to Step 12.
11. [bookmark: _Toc392679926][bookmark: _Toc392681648][bookmark: _Toc393715626][bookmark: _Toc394657416][bookmark: _Toc395188295][bookmark: _Toc395188519][bookmark: _Toc395622192][bookmark: _Toc413402667][bookmark: _Toc413761040]Correct posting errors: If the posting resulted in any errors, the Department AR Approver will need to correct the errors and re-process the transaction. The Department AR Payment Approver re-processes the transaction and sets the payment to post.
12. [bookmark: _Toc392679927][bookmark: _Toc392681649][bookmark: _Toc393715627][bookmark: _Toc394657417][bookmark: _Toc395188296][bookmark: _Toc395188520][bookmark: _Toc395622193][bookmark: _Toc413402668][bookmark: _Toc413761041]GL Enter and Process Journals: The customer payment accounting entries from the posting are processed by the General Ledger Business process to send accounting entries from the FI$Cal Accounts Receivable module to the FI$Cal General Ledger module.  This step completes the Process Payments business process for receivable-related payments posted through the Payment Worksheet process
[bookmark: _Toc417636989]Enter ORF Deposits/Recover Open Item Subprocess Steps Description
For salary advances, the payroll check to the employee from SCO will be recorded as a deposit in the Accounts Receivable (AR) module, using the employee's Open Item key. A Regular Voucher is created to issue the salary advance. A payroll check is issued to the employee and delivered to the department accounting office for deposit. Departments record the deposit in AR and Open Item Key for the employee. Any difference is calculated manually outside of FI$Cal and a Regular Voucher is created to issue any difference owed to employee. 
Open Item accounting will be used to facilitate recovery payments for salary advances using Open Item Key ChartField.  
Prior to entering an ORF deposit, the salary advance should have been recorded within the Accounts Payable module in order to establish the Open Item Key salary advance balance for the employee.
1. Receive Advance Salary Recovery Payment: The Department Cashiering Unit receives the Salary Advance Recovery Payment.
2. Deposit Advance Salary Recovery Payment into bank account: The Department Cashiering Unit will deposit the employee’s warrant into the department’s CTS account.
3. Enter/Review Advance Salary Payment/deposit details: After the employee’s warrant has been deposited into the department’s CTS Account, the Department AR Payment Processor needs to record a deposit within the FI$Cal Accounts Receivable module.
4. Select Direct Journal option: The Department AR Payment Processor flags the payment as Direct Journal payment by selecting the Journal Directly checkbox. The Journal Directly checkbox will code the receipt as a Salary Advance payment.  
5. Enter/Update payment accounting entries: After Department AR Payment Processor completes the task; the next step is workflowed to the Department AR Payment Approver to enter the coding for salary advance receipt.
The Department AR Payment Approver codes the Salary Advance Recovery payment and references the Open Item Key for Salary Advance Recovery payment. Instead of reference state bank, the Department AR Payment Approver reference ORF Cash.
6. Set Advance Salary Payment to post: After entering the accounting entries, the Department AR Payment Approver can set the Direct Journal payment to post by marking it “Complete.”
7. Budget Check payment: The Budget Check process is run to check the accounting classification on the payment against the revenue budgets (if applicable), and update those budgets accordingly.
8. Budget Errors?
If Yes: Update payment accounting entries. The Department AR Payment Approver corrects the budget checking errors.  The corrected transaction is processed again with the next run of the Budget Check process. Return to Step 5. 
If No: Go to Step 9. 
9. GL1 Enter and Process Journal: The customer payment accounting entries are processed by the General Ledger Business process to send accounting entries from the FI$Cal Accounts Receivable module to the FI$Cal General Ledger module.  This step completes the Process Payments business process for enter ORF deposits.
[bookmark: _Toc417636990]Process Payroll Deductions Subprocess Steps Description
Departments use existing processes for receiving payroll deduction notifications. Payroll deduction receipts will be recorded in FI$Cal AR to clear out outstanding Payroll receivables.  
1. Receive Notification of Payroll Deduction: The Department AR Payment Processor receives notification of payroll deduction. The notification will be an APO document from Division of Accounting and Reporting (DAR).
2. [bookmark: _Toc392679930][bookmark: _Toc392681652][bookmark: _Toc393715630][bookmark: _Toc394657420][bookmark: _Toc395188299][bookmark: _Toc395188523][bookmark: _Toc395622196][bookmark: _Toc413402670][bookmark: _Toc413761043]Review Payroll AR information: The Department AR Payment Processor reviews the information before processing it. 
3. [bookmark: _Toc392679931][bookmark: _Toc392681653][bookmark: _Toc393715631][bookmark: _Toc394657421][bookmark: _Toc395188300][bookmark: _Toc395188524][bookmark: _Toc395622197][bookmark: _Toc413402671][bookmark: _Toc413761044]Enter/Review payment details: After review payroll AR information, the Department AR Payment Processor will enter payment details. The Department AR Payment Processor will record payment for amount of the payroll deduction. 
4. [bookmark: _Toc395188301][bookmark: _Toc395188525][bookmark: _Toc395622198][bookmark: _Toc413402672][bookmark: _Toc413761045]Off-page Reference C: Refer to AR4 - Process Customer Deposit (Worksheet) Subprocess Steps Description to complete the process for Employee Payroll Deduction payments. 
[bookmark: _Toc395188302][bookmark: _Toc395188526][bookmark: _Toc395622199][bookmark: _Toc413402673][bookmark: _Toc413761046]On payment worksheet, the Department AR Processor needs to reference the Internal Transaction Bank. On Payment tab section for payment worksheet, apply payroll and itemize all the payments. This step completes the Process Payments business process payroll deduction payments process.
[bookmark: _Toc417636991]Direct Journal Deposit Adjustment Subprocess Steps Description
Once payments have been recorded and posted, the Department may have a need to make an adjustment to an existing payment.  The adjustment could involve adjusting an incorrect payment amount, unposting the payment in order to apply it to the correct invoice, or processing a non-sufficient funds (NSF) payment that has been returned by the bank.   
1. Recognize discrepancy between FI$Cal and bank deposit: The Department AR Payment Processor checks for any discrepancy between FI$Cal and bank deposit.
2. [bookmark: _Toc392679935][bookmark: _Toc392681657][bookmark: _Toc393715635][bookmark: _Toc394657425][bookmark: _Toc395188305][bookmark: _Toc395188529][bookmark: _Toc395622202][bookmark: _Toc413402675][bookmark: _Toc413761048]Bank deposit slip amount error? Is it an error on the Bank Deposit slip amount?
[bookmark: _Toc413402676][bookmark: _Toc413761049]If Yes: The Department AR Payment Processor determines if bank deposit slip amount greater than deposit in FI$Cal? Go to Step 3.
[bookmark: _Toc413402677][bookmark: _Toc413761050]If No: The Department AR Payment Processor determines if it is an FI$Cal amount error. Go to Step 6.
3. Bank deposit slip amount greater than deposit in FI$Cal? The Department AR Payment Processor will need to determine if the bank deposit slip amount is greater than the deposit in FI$Cal.
If Yes: The Department AR Payment Processors enters a new deposit with Positive Direct Journal payment. Go to Step 4.
If No: The Department AR Payment Processors will provide the bank with a new bank deposit slip for remaining amount. Go to Step 5.
4. Enter new deposit with Positive Direct Journal payment: The Department AR Payment Approver enters a new deposit with Positive Direct Journal payment. After entering new deposit, go to Step 12.
5. Provide bank with new bank deposit slip for remaining amount: If the bank deposit amount is not greater than deposit in FI$Cal, the Department AR Payment Processor provides the bank with new bank deposit slip for remaining amount. The process ends after you provide the bank with a new deposit slip for remaining amount.
6. FI$Cal amount error? The Department AR Payment Processor determines if it is a FI$Cal amount error. 
If Yes: The Department AR Payment Processor needs to determine if the FI$Cal deposit is greater than bank deposit slip amount. Go to Step 7.
If No: The Department AR Payment Processor needs to determine if it is a FI$Cal Posted Direct Journal Payment Coding error. Go to Step 10.  
7. FI$Cal deposit greater than bank deposit slip amount? The Department AR Payment Processor will need to determine if the FI$Cal deposit is greater than the bank deposit slip amount.
If Yes: Go to Step 8.
If No: Go to Step 9. 
8. Enter new deposit with Negative Direct Journal Payment: If it is determined that FI$Cal deposit is greater than the bank deposit slip, the Department AR Payment Processor enters a new deposit with Negative Direct Journal Payment. After entering new deposit, refer to on-page reference C for next process step. Go to Step 12.
9. Enter new deposit with Positive Direct Journal Payment: If it is determined that FI$Cal deposit is not greater than the bank deposit slip, the Department AR Payment Processor will enter a new deposit with Positive Direct Journal payment. After entering new deposit, refer to on-page reference C for next process. Go to Step 12.
10. FI$Cal posted Direct Journal payment coding error? The Department AR Payment Processor will need to determine if FI$Cal did posted a Direct Journal payment coding error.
If Yes: Go to Step 11.
If No: The process ends.
11. Enter New Zero Dollar Deposit with Offsetting Direct Journal Payments: The Department AR Payment Process enters new Zero Dollar Deposit with Off-setting Direct Journal Payments. After entering new deposit, refer to on-page reference C for next process step. Go to Step 12.
12. Enter/Update payment accounting entries: The Department AR Payment Approver codes the entries for the payment to put the cash into the State Treasury General Ledger account with a specific fund and recognize any associated revenue or offset account for the receipt.
13. Set Direct Journal Payment to post: After entering the accounting entries, the Department AR Payment Approver can set the Direct Journal payment to post by marking it “Complete.”
14. Budget Check payment: The Budget Check process is run to check the accounting classification on the payment against revenue budgets (if applicable), and update those budgets accordingly.
15. Budget errors? The Department AR Payment Approver checks to see if there are any errors produced by the Budget Check process.
If Yes: Update Payment Accounting Entries: Update Payment Accounting Entries. The Department AR Payment Approver corrects the budget checking errors.  The corrected transaction is processed again with the next run of the Budget Check process.  Return to Step 12.
If No: Go to Step 16. 
16. GL Enter and Process Journals: The customer payment accounting entries are processed by the General Ledger Business process to send accounting entries from the FI$Cal Accounts Receivable module to the FI$Cal General Ledger module.  This step completes the Process Payments business process for non-receivable related payments.
[bookmark: _Toc417636992]Receivable Payment Adjustments Subprocess Steps Description
Once payments have been recorded and posted, the Department may have a need to make an adjustment to an existing payment.  A group may be unposted after the AR Update process is complete and encountered no errors. Unposting a payment group creates a new group that is the exact opposite of the original group. The unpost group process creates a new unpost activity and new accounting entries for each payment item that is being unposted.  
1. Payment applied to an incorrect receivable?: The Department AR Payment Processor determines if payment has been applied to an incorrect receivable.
If Yes: Unpost payment to receivable. Go to Step 4.
If No: Continue to Step 2.
2. Receivable with incorrect coding: 
If Yes: The Department AR Payment Processor will enter a Zero Dollar Deposit with Offsetting Direct Journal Payment. Go to Step 3.
If No: The payment will need to be recorded. The Off-Page reference on the flow diagram will bring you to “3.1 Process Customer Deposits (Direct Journal) Subprocess” for steps to record the payment.
3. Enter zero dollar deposit with offsetting Direct Journal payments: The Department AR Payment Processor will enter a zero dollar deposit to offset direct journal payment. 
After Department AR Payment Processor completed entering the zero dollar deposit, the process is workflowed to Department AR Payment Approver for posting. The Off-Page reference on the flow diagram will bring you to “3.6 Direct Journal Deposit Adjustment Subprocess” for steps to post the payment. 
4. Unpost payment to receivable: If the payment was applied to the wrong receivable, the Department AR Payment Processor will need to unpost the original entry and apply it to the correct receivable. The Department AR Payment Processor selects the original payment to unpost. 
The Department AR Processor must provide a reason for requesting the Department AR Approver to unpost a payment. Use the Unpost Reason field to specify the reason for unposting a payment.
5. Set unposted payments to post: The process is workflowed to Department AR Payment Approver to Post the unposted payment (original payment).
6. Post unpost payments: The Central AR Batch Processor in FI$Cal will process the unposted payment (original payment). The AR Update process will process the unposting, creating a set of reversing entries to re-establish the receivable and make the payment available for posting again.
Once a payment is unposted, accounting entries are created which are to reverse the original accounting entries created by the payment group.
7. Apply previous payment to correct receivable: Once Unposted Payment has been Posted, the Department AR Payment Approver can apply the previous payment to original receivable. 
8. AR5 Create Maintenance Worksheet: Refer to “AR5 Create Maintenance Worksheet Subprocess” business documentation to continue. Maintenance worksheet is created to match the credit memo to the original receivable.  
[bookmark: _Toc417636993]Process Non-Sufficient Funds Subprocess Steps Description
If the customer’s check is returned by the bank due to NSF in the customer’s bank account, the Department will need to buy back the check from the bank and set up a new receivable to establish the receivable due from the customer and assess any NSF fees. 
1. Receive notification of NSF payment: The Department AR Payment Processor receives a notification that there is a NSF payment.
2. [bookmark: _Toc394657437][bookmark: _Toc395188312][bookmark: _Toc395188536][bookmark: _Toc395622209][bookmark: _Toc413402680][bookmark: _Toc413761053]Is customer in FI$Cal? 
[bookmark: _Toc413761054]If Yes: The Department AR Payment Processor documents notes for NSF using Customer Conversation. Go to Step 4.
[bookmark: _Toc413761055]If No: Customer’s account need to be set up. Go to Step 3.
3. [bookmark: _Toc395188315][bookmark: _Toc395188539][bookmark: _Toc395622212][bookmark: _Toc413402681][bookmark: _Toc413761056]AR1 Set Up and Maintain Customers: Refer to “AR1 Set Up and Maintain Customers” business process documentation for steps to set up customers in FI$Cal. Once customer is set up, continue to Step 4.
4. [bookmark: _Toc395188316][bookmark: _Toc395188540][bookmark: _Toc395622213][bookmark: _Toc413402682][bookmark: _Toc413761057]Document Notes for the NSF Payment using Customer Conversations: The Department AR Payment Processor will document notes using Customer Conversations to capture the details of NSF transaction. The Department AR Payment Processor can also link the notes to the specific receivable and payment associated with the NSF.
5. [bookmark: _Toc394657441][bookmark: _Toc395188317][bookmark: _Toc395188541][bookmark: _Toc395622214][bookmark: _Toc413402683][bookmark: _Toc413761058]Attach any necessary documents and save conversation: If there are any documents that need to be attached, the Department AR Payment Processor will attach the document to the Customer Conversation. After saved, the NSF payment is workflowed to the Department BI Processor to generate and finalize an invoice. Go to Step 6. 
The Department AR Payment Processor will also need to determine if NSF is for a receivable or misc. payment. Go to Step 8. 
6. [bookmark: _Toc395188318][bookmark: _Toc395188542][bookmark: _Toc395622215][bookmark: _Toc413402684][bookmark: _Toc413761059]AR2 Generate and Adjust Invoice: The Department will need to refer to the Account Receivable – Generate and Adjust Invoice business process documentation to bill the customer. 
7. [bookmark: _Toc395188319][bookmark: _Toc395188543][bookmark: _Toc395622216][bookmark: _Toc413402685][bookmark: _Toc413761060]AR2 Send Invoice to AR (Finalize an Invoice): The Department BI Approver will finalize the invoice. Refer to “AR2 Send Invoice to AR (Finalize an Invoice)” business process documentation to finalize the invoice in FI$Cal. This step ends the billing process. 
8. [bookmark: _Toc393715647][bookmark: _Toc394657442][bookmark: _Toc395188320][bookmark: _Toc395188544][bookmark: _Toc395622217][bookmark: _Toc413402686][bookmark: _Toc413761061]NSF for a Receivable or Misc. Payments? After completing the Customer Conversation, the Department AR Payment Process determines if the NSF payment is for a receivable or Misc. payment. 
[bookmark: _Toc413761062]If Receivable: Process AP2 Enter and Process Vouchers process and record voucher in AP to buyback the NSF check from bank. Go to Step 9.
[bookmark: _Toc413761063]If Misc. Payments: Go to Step 10. 
9. [bookmark: _Toc395188323][bookmark: _Toc395188547][bookmark: _Toc395622220][bookmark: _Toc413402687][bookmark: _Toc413761064]AP2 Enter and Process Vouchers: The NSF payment is workflowed to Accounts Payable department to record NSF. Refer to “AP2 Enter and Process Vouchers” business process documentation to record and buyback the NSF check from bank.
10. Has payment been remitted? If the NSF is not a receivable but is a miscellaneous payment, the Department AR Payment Processor will determine if the miscellaneous payment has been remitted.
If Yes: The NSF payment is workflowed to Account Payable department to generate warrant for refund payment. Go to Step 11.
[bookmark: _Toc413402688][bookmark: _Toc413761065]If No: The NSF payment is workflowed to Account Payable department to agency check. Go to Step 12. 
11. AP2 Enter and Process Vouchers: Refer to “AP2 Enter and Process Vouchers” business process documentation for steps description. The AP department will generate an agency check for refund and issue a buyback.
12. AP2 Enter and Process Vouchers: Refer to AP2 Enter and Process Vouchers” business process documentation for steps description. The AP department will generate a warrant for refund. They will buyback the bad check, journal voucher it, and reclassify the revenue as cash.
[bookmark: _Toc417636994]Recording Overpayment for a Customer Subprocess Steps Description
1. Enter/Review Invoice ID(s) or Customer(s) for the payment: The Department AR Payment Processor can enter reference information for the payment, such as a customer number or a receivable number.  The payment can be for one or more invoices or customers in FI$Cal.
2. Create/Review Payment Worksheet: The Department AR Payment Processor create a new worksheet and select items to include in the worksheet.
3. Build Payment Worksheet: The Build button is used to build the payment worksheet based on the worksheet criteria entered (or selected).  The Department AR Payment Processor clicks on the Build button to build the worksheet. 
The Create Payment Worksheet page enables you to select criteria to locate the deposit(s) you would like to apply to an item (receivable).
4. Code as an overpayment: Select an On-Account Entry Type and enter the difference between overpayment and receivable balance.
Difference between over-payment and receivable balance; this amount should be negative.
5. Create On-Account (Credit) entry for customer: The Department AR Payment Processor creates an On-Account (credit) receivable through the worksheet for the customer.  The On-Account can later be used to offset a future invoice or refunded to the customer.
6. Review/Update accounting entries: The Department AR Payment Processor reviews the accounting entries for the On-Account and updates them if needed.
7. Save Worksheet: Save the worksheet. 
8. Document notes for On-Account/overpayment: The Department AR Payment Processor adds notes in the System for the On-Account item to capture the reason for the On-Account.  Documenting the notes will be helpful during the collection process and for a future payment application.  After documenting the notes, the AR Unit will continue to the Set Payment Worksheet to Post step below.
9. Review receivable payment details: Prior to posting a payment worksheet, the Department AR Payment Approver should review the information included within the worksheet.
10. Set payment to post: The Department AR Payment Approver selects the post action on the worksheet to enable it for further processing.  Until the payment worksheet is set to post, the worksheet can be modified by the AR Unit.
11. Process payment posting: The AR Update process is run to post the payments in the System.  The AR Update process can be run through Batch by the Central AR Batch Processor.
12. Review posting results: Once payment has been posted, the Department AR Payment Approver reviews the posting results of the AR Update process.
13. Posting errors? The Department AR Payment Approver determines if there are any errors to be corrected.
If Yes: Correct posting errors. Go to Step 14.
If No: Go to Step 15. 
14. Correct posting errors: If the posting resulted in any errors, the Department AR Payment Approver will need to correct the errors and re-process the transaction.
15. GL1 Enter and Process Journals: The customer payment accounting entries from the posting are processed by the General Ledger Business process to send accounting entries from the FI$Cal Accounts Receivable module to the FI$Cal General Ledger module.  This step completes the Process Payments business process for receivable-related payments posted through the Payment Worksheet process.
[bookmark: _Toc400710781][bookmark: _Toc417636995]Interfaces and Reports
No known interfaces or reports associated with this process.
[bookmark: _Toc400710782][bookmark: _Toc417636996]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 <Name of Business Process> Process exists as follows:
Pre-requisite Business Process(es):
· AR1 – Create and Maintain Customers
· AR2 – Generate and Adjust Invoices
· AR3 – Enter and Maintain Receivables
· AR5 – Collect Receivables
· ORF – Process Office Revolving Fund Transactions
· AP2 – Enter and Process Vouchers
Succeeding Business Process(es):
· AP3 – Process Payments
· GL1 – Enter and Process Journal Entry


[bookmark: _Toc417636997]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the Process and Adjust Deposits Process include, but may not be limited to, the citations in the following table.

	GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	Policy
	SAM 8000: Cash
	Electronic Deposit Form, Dishonored Checks, Report of Collections

	Policy
	SAM 8200 Income
	Revenue, Overpayments and Underpayments, Billed Accounts Receivable, Accounts Receivable






[bookmark: _Toc417636998][bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc400710786]Appendix
[bookmark: _Toc417636999]Associated Process Flow Diagram(s)
http://share/teams/fiscalscooperations/_layouts/15/WopiFrame2.aspx?sourcedoc=/teams/fiscalscooperations/Wave%201/Billing%20To%20Deposit/AR4/AR4_Process%20and%20Adjust%20Deposits.pdf&action=default
[bookmark: _Toc400710788][bookmark: _Toc417637000]FI$Cal Terms and Definitions
FI$Cal Public Website:  http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc417637001]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: _Toc417637002]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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