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AR 5 – Collect Receivables
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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc417637038][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The AR5 Collect Receivables process is part of the Billing to Deposits end-to-end business process.



The Collect Receivables business process supports the collections of receivables from customers (e.g., Departments, private entities, and employees) in the FI$Cal Accounts Receivable module. The receivables can be result of invoices generated from the FI$Cal Billing module or they can be set up directly in the FI$Cal Accounts Receivables module when the invoice is generated from a specialized system. 
[bookmark: _Toc400710773][bookmark: _Toc417637039][bookmark: _Toc347930420]FI$Cal System and Organizational Roles

	AR 5 COLLECT RECEIVABLES

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Department AR Collections Processor
	Accounting Office

	Department AR Collections Approver
	Accounting Office

	Central AR Batch Processor
	FI$Cal 


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc417637040]Collect Receivables Process Steps Description
[bookmark: _Toc417637041]Manage Open Account Receivables Subprocess Steps Description
1. Review customer’s account using the Collection Workbench: The Department AR Collections Processor will access the Collection Workbench in FI$Cal and review the customer’s account. Consider the Workbench a central workspace to review a complete view of a specific customer. This information can help departments determine next steps for collecting on items specific to customer. Review all appropriate tabs displayed on the Collection Workbench in order to determine next steps (collection activity, dunning letters, payments, etc.).
The Collections Workbench is used to inquire on information on one or more items related to a customer's overall account profile. The Collections Workbench may also be used to review parent-child customer relationships. The collections workbench enables you to review a complete account profile for a selected customer. A view-only list of items, dunning letters and balance details can be reviewed using the tabs within the Collections Workbench. Ongoing customer account maintenance and review can be carried out by reviewing information wit 
The Collections Workbench page is used to review high-level account details for a specific customer. This page can be referenced to review:
· Credit profile
· Payments
· Items associated to the customer
· Customer conversations
· Dunning letters
· Promised payments
· Item (Receivable) aging details
This page allows departments to see the entire balance for a parent customer, as well as individual balances for the children customers in the Collections Workbench.
2. Determine Appropriate Action: The Department AR Collections Processor determines the appropriate action for collecting receivables.
3. Next Action: The Department AR Collections Processor will take the next one of the following actions for collection receivables: 
· Contact Customer
· Generate and Send Dunning Letters
· Flag Receivables as in Dis Dispute/Collections
· Reclassify Receivables 
· Match Credit/Debit Receivables
· Process Receivable Credit Balance Refunds
· Process Write-Offs
4. Contact Customer: The Department AR Collections Processor determines a need to contact the customer to follow up. The Department AR Collection Processor will contact the customer to follow up on the customer account or clarify an existing transaction. The contacting of customer happens outside of FI$Cal. Step 11 to 13 describe the steps to complete Contact Customer. Go to Step 11.  
5. Generate and Send Dunning Letters: If the receivables are overdue, the Department AR Collection Processor will need to send a collection letter to the customer requesting payment.  If the customer does not pay following the initial letter, the Department AR Collection Processor will send another letter, and then another.  The series of collection letters sent to the customer will be generated through FI$Cal using the Dunning letter functionality.  The severity of the dunning letters will be based on the configured aging buckets (e.g. 0 – 30 days, 31 – 60 days, and 61 – 90 days). For Wave 1, Dunning letters are created for extra money and late fees type payment. Step 14 to 16 describe the steps to complete Generate and Send Dunning Letters. Go to Step 14 to begin.  
6. Flag Receivables as in Dispute/Collections: If a customer is disputing an invoice or if the customer’s receivables have been sent to a collection agency, the Department AR Collections Processor can track the information in FI$Cal. The Department AR Collection Processor identifies the receivables that need to be flagged and specifies the dispute reason, date and amount, or the collection agency code and the date the receivable was sent to collection
The Department AR Collection Processor uses the Detail 1 page in FI$Cal to flag dispute or collection information. The Detail 1 page displays item information such as due date, accounting date, terms, item status and item balance amount. The Department AR Collection Processor can identify an item which is being flagged for further review. The act of identifying an item as being in dispute does not actually resolve the disputed receivable. Additional steps must be taken to complete that activity. Go to Step 17. 
7. Reclassify Receivables: If the item was coded to the wrong accounts receivable General Ledger account or if the receivable needs to be moved to another account since its collection may be in doubt, the Department AR Collections Processor can update the General Ledger account on the receivable. Refer to off-page reference A (AR5 Manage Open Account Receivables Reclassify Receivables) for steps and descriptions on processing reclassify receivables.
8. Match Credit/Debit Receivables: If a customer has credit receivables that can be cleared against outstanding receivables, the Department AR Collections Processor can use the FI$Cal Account Receivable Maintenance Worksheet functionality to perform this function. Refer to off-page reference B (AR5 Manage Open Account Receivable Match Credit/Debit Receivables) for steps and descriptions on processing Match Credit/Debit Receivables.
9. Process Receivable Credit Balance Refunds: Refer to off-page reference C (AR5 Process Refunds) for steps and descriptions on processing receivable credit balance refunds.
10.  Process Write-Offs: If all collection efforts have failed, the Department may need to request a write-off of the receivable balance in FI$Cal. The write off will need to go through approvals and result in the receivable getting closed, if approved. Refer to off-page reference D (AR5 Process Write-Offs) for steps and descriptions on processing write-offs.
11.  Payment received? After contacting the customer, the Department AR Collection Processor determines if payment is received.
If Yes: Go to Step 12.
If No: Document Conversation. Go to Step 13.
12.  AR4 Process Customer Deposits: Refer to AR4 Process Customer Deposits to record the payments.
13.  Document Conversation and follow up action in FI$Cal: If payment is not received, the Department AR Collection Processor documents the interaction with the customer or follow-up action in FI$Cal. The Department AR Collection Processor will use the FI$Cal functionality called “Customer Conversations” to track notes or follow-up action, leveraging configured subjects and keywords. The conversation will be linked to customer, customer contact, and a specific transaction, such as a receivable or customer payment. This step completes the Collect Receivables business process for contacting the customer.
Customer conversations can be set up to document interactions you have had with a customer regarding a specific item, or a general account inquiry. The Customer Conversation pages enable you to document a specific review period for a conversation, as well as flag items for supervisory review. Managing conversations comprises of creating conversations, adding follow-up conversations (as necessary), adding associated transaction details, and changing the status of a customer conversation.
14.  Run Dunning process in FI$Cal: The Department AR Collection Processor can run the FI$Cal Customer Statement process (AR_STMTS) to generate the statement from the System or the process can be scheduled to run through Batch.
15.  Review Dunning Letters: The Department AR Collection Processor will review the generated Dunning letter for the customer. The Department AR Collection Processor will remove items that should be excluded from the letter. 	
16.  Finalize and Distribute Letters: The Department AR Collection Processor finalize the letter and distribute the Dunning letter to the customer via standard mail or email. This step completes the process for generating Dunning letters.
17.  Document action/details in Customer Conversations: The Department AR Collection Processor documents a System Conversation to track details of the dispute or the collection process.  The details can be linked to the specific customer, customer contact or the receivable.  This step ends the Collect Receivables business process for marking receivables in dispute or collections.  
[bookmark: _Toc417637042]Manage Open Account Receivables (Reclassify Receivables) Subprocess Steps Description
If the item was coded to the wrong accounts receivable General Ledger account or if the receivable needs to be moved to another account since its collection may be in doubt, the Department AR Collections Processor can update the General Ledger account on the receivable
1. Select Receivables to reclassify: The Department AR Collection Processor identifies in the System the receivables that need to be reclassified to updated account. 
2. Enter/Update accounting entries: The Department AR Collection reviews the existing accounting entries and updates the Accounts Receivable General Ledger account to the updated value. 
3. Select Worksheet/Item Group to Post: The update accounting information is workflow to the Department AR Collection Approver. The Department AR Collection Approver sets the updated transaction to post.  
4. Process receivables posting: Once Department AR Collection Approver sets the transaction post, the AR Update process is run to post the transaction in FI$Cal. The AR Update process can be run through Batch by a Central AR Batch Processor.
5. Review Posting Results: Posting results are available for Department AR Collection Approver for review. The Department AR Collection Approver reviews the posting results to confirm the updated accounting details.
6. Posting errors? 
If Yes: The Department AR Collection Approver corrects the posting errors. Go to Step 7.
If No: Accounting entries will be available in the General Ledger module. Go to Step 8.

7. Correct posting errors: If the posting resulted in any errors, the Department AR Collection Approver will need to correct the errors and re-process the transaction.
8. Process GL Enter and Process Journals: The Enter and Process Journals business process in the General Ledger will send accounting entries from the FI$Cal Accounts Receivable module to the FI$Cal General Ledger module.  This step completes the Collect Receivables business process for matching debit receivables against credit receivables for a customer
[bookmark: _Toc417637043]Manage Open Account Receivables (Match Credit/Debit Receivables) Subprocess Steps Description
When a customer has credit receivables that can be cleared against outstanding receivables, the Department AR Collections Processor can use the FI$Cal Account Receivable Maintenance Worksheet functionality to perform this function.
1. Create Maintenance Worksheet: The Department AR Collections Processor creates a new Maintenance Worksheet, which is a series of online pages, and provides reference information on the worksheet, such as a customer ID or receivable IDs.
The Worksheet Selection page is used to create a new worksheet or add items to an existing maintenance worksheet.
The customer and item reference criteria are entered to determine what items are available for maintenance on the worksheet. Maintenance Worksheets are created at the customer and/or item reference level. Item refers to specific receivables (debit memos or credit memos) in FI$Cal. Typically, when you building a maintenance worksheet, you will review information at the customer level.
If you knew exactly receivable(s) and credit memos you want to conduct maintenance activities on, you may enter them in Item Reference fields. Typically, you would want to review all open receivables and credit memos for a customer. In that case, you would leave Item Reference blank.
2. Select debit and credit receivables for the customer: The Department AR Collection Approver selects the debit and credit receivables on the Maintenance Worksheet to clear against each other.  The Maintenance Worksheet and the associated receivables can also be created and selected through an automated FI$Cal process (Automatic Maintenance – AR_AUTOMNT), which uses configured rules to select the items. 
The Worksheet Application page is used to match or settle open items related to the customer and item criteria selected. When maintenance worksheet is used to match credit memo to a receivable, the DRCR entry reason should be selected in the Reason Column of the Worksheet Application. FI$Cal saves the maintenance worksheet once worksheet is built. Once a maintenance worksheet is complete, it is commonly referred to as a “maintenance group.”
3. Select Worksheet/Item Group to Post: The update accounting information is workflow to the Department AR Collection Approver. The Department AR Collection Approver sets the updated transaction to post.  
4. Process receivables posting: Once Department AR Collection Approver sets the transaction post, the AR Update process is run to post the transaction in FI$Cal. The AR Update process can be run through Batch by a Central AR Batch Processor.
5. Review Posting Results: Posting results are available for Department AR Collection Approver for review. The Department AR Collection Approver reviews the posting results to confirm the updated accounting details.
6. Posting errors? 
If Yes: The Department AR Collection Approver corrects the posting errors. Go to Step 7.
If No: Accounting entries will be available in the General Ledger module. Go to Step 8.
7. Correct posting errors: If the posting resulted in any errors, the Department AR Collection Approver will need to correct the errors and re-process the transaction.
8. Process GL Enter and Process Journals: The Enter and Process Journals business process in the General Ledger will send accounting entries from the FI$Cal Accounts Receivable module to the FI$Cal General Ledger module.  This step completes the Collect Receivables business process for matching debit receivables against credit receivables for a customer
[bookmark: _Toc417637044]Process Refunds Subprocess Steps Description
Customers may have credit balances in FI$Cal, resulting from a duplicate payment or an overpayment, which may need to be refunded back to the customer.  If the customer is not set up in FI$Cal and there is no receivable, but the Department needs to refund the customer, the Department will follow the regular voucher/payment request process (AP2 – Enter and Process Vouchers) to request a refund to the customer.  If the customer is set up in FI$Cal and there is a credit receivable in FI$Cal, the Department can use integration between the FI$Cal Accounts Receivable and Accounts Payable modules to facilitate the creation of the voucher
1. Identify/Review amounts to be refunded: The Department AR Collection Processor identifies the amount to be refunded.
2. Create Maintenance Worksheet: The Department AR Collection Processor creates a new worksheet online to start the refund process.
3. Select receivable to refund: The Department AR Collection Processor selects the receivable(s) that need to be refunded to the customer.
4. Document details/reasons for the refund: The Department AR Collection Processor creates a Conversation in the System to capture the details/reason for the refund. If there are any attachments, the Processor can attach those to the receivable as well for future reference.
5. Attach any documents related to the refund: The Department AR Collections Processor attaches any documents related to the refund.
6. Notify and route to AR Collections Approver: The refund process is workflowed to the Department AR Collections Approver for review.
7. Review receivable Refund Worksheet and attachments: The Department AR Collections Approver, usually a Supervisor, reviews the refund worksheet and any attachments.
8. Approve?
If Yes: The Department AR Collection Approver sets the Worksheet to post. Go to Step 10.
If No: The process is workflowed back to Department AR Collections Processor for corrections. Go to Step 9.
9. Correct Worksheet: The Department AR Collections Processor corrects and sends the Worksheet back to the Department AR Collections Approver
10. Set worksheet to post: The Department AR Collection Approver sets the worksheet to post.
11.  FI$Cal process receivable posting: Once Department AR Collection Approver sets the transaction post, the AR Update process is run to post the transaction in FI$Cal. The AR Update process can be run through Batch by a Central AR Batch Processor.
12.  Posting errors? 
If Yes: Correct Posting errors. Go to Step 13.
If No: Go to Step 14. 
13.  Correct posting errors: If the posting resulted in any errors, the Department AR Collection Approver will need to correct the errors and re-process the transaction.
14.  GL1 Enter and Process Journals: The Enter and Process Journals business process in the General Ledger will send accounting entries from the FI$Cal Accounts Receivable module to the FI$Cal General Ledger module.  This step completes the Collect Receivables business process for matching debit receivables against credit receivables for a customer.
15.  AP2 Enter and Process Voucher: The refund information will be sent to the Accounts Payable module, where it will go through the Enter and Process Voucher business process for reviews and approvals.  The Department will need to provide supporting documentation and any additional information to include on the voucher to the Accounts Payable Unit so that it can be included with the voucher.
The Collection Unit tracks the payment of the refund and confirms that the voucher is paid by reviewing the status of the voucher online in FI$Cal Accounts Receivable.  This step completes the Collect Receivables business process for refunds.
[bookmark: _Toc417637045]Process Write-Offs Subprocess Steps Description
1. Identify/Review amounts to be write-off: The Department AR Collections Processor will identify the amounts that need to be written-off.
2. Create/Update Maintenance Worksheet: The Department AR Collections Processor creates a new worksheet to start the write-off process in FI$Cal.
3. Select receivable to write-off: The Department AR Collections Processor selects the receivables that need to be written off.
4. Document details/reasons for the write-off: The Department AR Collections Processor adds a Conversation to the receivables and selects write-off reason.
5. Attach any supporting documents related to the receivable: The Department AR Collection Processor adds any necessary supporting documentation to Conversation.
6. Enter/Review accounting information: The Department AR Collections Processor reviews the accounting entries that will be created from the write-off and updates them, if necessary.
7. Amount > than $500?
If Yes: Go to Step 8.
If No: Review Receivable Write-Off Worksheet and Attachments. If amount is less than $500, the process is workflow to the Department AR Collection Approver. Go to Step 15.
8. Amount > than $7500? The Department AR Collections Processor review and determine if Write-Off is over $7500
If Yes: If determined amount is greater than $7500, the Department AR Collection Processor will work with the Attorney General’s Office and VCBCB for approval. Go Step 9. 
If No: If amount is not greater $7500 but is over $500, the Department AR Collection Processors prepare discharge packet and route packet to DAR Go to step 13.
9. Work with Attorney General’s Office and VCGCB for approval: The Department AR Collection Approver work with the Attorney General’s Office and VCGCB to get approval to write off amounts that are greater than $7500.
10.  Approved? 
If Yes: If approved, write off is workflow to Department AR Collection Approver for review receivable write off worksheet and attachments. Go to Step 15.
If No: Go to Step 11
11.  Review rationale for write-off not being approved: If the Write-Off is not approved, the Department AR Collection Processor reviews rationale for Write-Off not being approved.
12.  Continue with write-off? Department AR Collections Processor determines if there is a need to proceed with Write-Off. If determined to continue, the Department AR Collections Processor will start the process from the beginning and review the write-off.
If Yes: Restart process. Return to Step 1.
If No: Process ends.

13.  Route packet and form STD 27 to DAR for discharge: If amount is not greater than $7500 but is greater than $500, the Department AR Collections Processor routes the discharge packet to SCO DAR for discharge approval.
14.  Approved? SCO DAR reviews the packet and determines if discharge is approved.
If Yes: The Department AR Collection Approver will get the discharge approval to continue the Write-Off process. Continue to Step 15.
If No: SCO DAR will return the discharge package with a rejection stamp. The Write-Off process ends Process ends.
15.  Review Receivable Write-Off Worksheet and attachments: The worksheet is route to the Department AR Collections Approver for review and approval using the Write-Off Approval workflow.
16. Approves and set Write-Off Worksheet to post: The Department AR Collection Approver approved and set Worksheet to post.
17.  FI$Cal process receivable posting: A scheduled batch process will run and set the worksheet to post.
18.  Posting errors?
If Yes: Correct posting errors: Go to Step 19.
If No: Go to Step 20.
19. Correct posting errors: The Department AR Collections Approver correct and posting errors and set the transaction to post again.
20.  Enter and Process Journals (GL1): The Enter and Process Journals business process in the General Ledger will send accounting entries from the FI$Cal Accounts Receivable module for write-offs to the FI$Cal General Ledger module. This step completes the Collect Receivables business process for write-offs.

[bookmark: _Toc400710781][bookmark: _Toc417637046]Interfaces and Reports 
No known interfaces and reports. 

[bookmark: _Toc400710782][bookmark: _Toc417637047]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 Collect Receivables Process exists as follows:
Pre-requisite Business Process(es):
· AR1 – Setup and Maintain Customers
· AR2 – Generate and Adjust Invoices
· AR3 – Enter and Maintain Receivables
Succeeding Business Process(es):
· AR4 – Process and Adjust Deposits
· AP2 – Enter and Process Vouchers
[bookmark: _Toc417637048]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the Collect Receivables Process include, but may not be limited to, the citations in the following table.
	GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	Policy
	SAM section 8200 Income

	Refunds, Billed Accounts Receivable, Accounts Receivable, 

	Policy
	SAM Section 8700 Miscellaneous Accounting Procedures
	Accounts Receivable, Offsets,






[bookmark: _Toc417637049][bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc400710786]Appendix
[bookmark: _Toc417637050]Associated Process Flow Diagram(s)
SCO FI$Cal SharePoint:  
http://share/teams/fiscalscooperations/_layouts/15/WopiFrame2.aspx?sourcedoc=/teams/fiscalscooperations/Wave%201/Billing%20To%20Deposit/AR5/AR5_Collect%20Receivables.pdf&action=default
[bookmark: _Toc400710788][bookmark: _Toc417637051]FI$Cal Terms and Definitions
FI$Cal Public Website:  http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc417637052]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips:  http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc417637053]Associated UPK(s)
FI$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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