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Topic Objectives

Upon completion of this topic, the learner will be able to execute the following tasks:

· Show knowledge of how to make adjustments to customer transactions
· Adjust or write off invoices, credit memos, debit memos, or payments
· Review AR235 Application Adjustment Report

· Adding Comments
· Review Inquiry screens

On Account Application, Adjusting, and Writing Off Customer Transactions - Overview
This course will address the steps necessary to enter adjustments to customer accounts, write offs to customer accounts, and to enter comments explaining the entry.
Adjustments and write offs can be made by authorized users, as often as needed, to reflect any changes that have occurred since the time the invoice was created or to correct invoices that are in error.
Note: Please review the Policy & Procedures Decision Document (O. Allowance for Bad Debts) for the appropriate policy decisions surrounding the procedure to un-recognize revenue after 60 days.

On Account Application, Adjustments, and Writing Off Customer Transaction Work Flow 
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Processing Miscellaneous Adjustments
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Select customer’s account to process adjustments and write-offs.  
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 Review the AR235 Application Adjustment Report.
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 Check for Errors.
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 Add a comment (Comments – AR17.1) to the invoice explaining the adjustment or write-off.  
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 Review Inquiry Screens AR37.4.
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Review Inquiry Screens AR37.6.
Select Customer and Adjust or W/O Transaction (AR33.1)
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 Select customer’s account (AR33.1) to determine if action is to be taken.  
Writing Off Invoices or Debits (always appears on lower grid): 
1. In the Search Box, type AR33.1, and press enter.

The On Account Application (AR33.1) form appears.
2. In the Company field, type DS-Company.

3. In the Customer field, type DS-Customer.

4. Click the Inquire action button.

On the Status Bar, Inquiry Complete.
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NOTE: All adjustments from this form are processed immediately. You do not have a separate option to release or process adjustments.  Transactions that have not been approved by Treasury will not appear on this form.

5. In the FC field next to DS-Trans Number, type W.

6. In the Adj Reason field on the same line, type DS-Reason.

7. In the second Amount field on that line, type DS-Amount.

NOTE: The second amount will be the dollar amount that is to be written off.

8. Click the Change action button.

On the Status Bar, Change Complete–Continue appears. The open invoice amount is reduced by the amount written off.

9. Click the (*) button.

The Application Adjustments (AR35.1) form appears.

10. In the Appl Seq field, select the appropriate seq number.
NOTE:  Always select the last sequence that appears on the look up screen.  
11. Click the Inquire button

Status bar reads Inquire Complete.  The reason code, adjustment amount, accounting unit, and account # populates below.
INSTRUCTIONS: If you don’t know the original revenue source,  right click on the invoice number or debit memo, selected drill around from the drop down menu. Click the (+) sign next to the distribution folder appearing in the box.   On the first amount that is a negative number, Click the (+) and click the distribution icon. On the right side of screen the GL Account  will appear.  Write down the accounting unit and account #.  Click the close button on the drill around screen.

If a DM has an invoice number beginning with RM, then it has been added as a bill service charge in AR82.1.  You will need to apply the write off adjustment to the account you charged the bill service charge on AR82.1.
12. In the FC field, type C.   

13. In the GL Account fields, type in the DS-Accounting Unit and DS-Account #.   

NOTE: The write-off needs to be applied to the same account that it was originally distributed to.  This number was looked up and written down in step #11 Instructions.  
14. In the Description field, type DS-Description.

15. Click the Change action button.

On the Status Bar, Change Complete–Continue appears. 

16. Click the Back key, and the system returns to AR33.1.

On the Status Bar, Change Complete–Continue appears. The open invoice amount is reduced by the amount written off.

17. Click the Change action button.
Writing Off Payments or Credits (always appears in the top grid):
1. In the Search Box, type AR33.1, and press enter.

The On Account Application (AR33.1) form appears.
2. In the Company field, type DS-Company.

3. In the Customer field, type DS-Customer.

4. Click the Inquire action button.

On the Status Bar, Inquiry Complete appears.
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NOTE: All adjustments from this form are processed immediately. You do not have a separate option to release or process adjustments.  Transactions that have not been approved by Treasury will not appear on this form.

5. In the Adj Reason field on the same line with the payment number (DS-Payment number) or credit, type DS-Reason.

NOTE:  If a credit memo is to be written off, the original account it was applied to needs to be written down.  Right click in the box of the Seq field on the line you are writing off and drill around.  Click the (+) sign next to Distributions, and then click the (+) sign next to the first positive dollar amount of the credit memo.  Click Distribution, and write down GL account number appearing on the right side of the form.                                      





OR

           If a payment is being written off, determine what type of payment was recorded:

a.   If it is an intergovernmental, please use the reason code for IG write offs (agency number + IG).  
NOTE:     Only steps #6 – 8 and 12 – 19 below need to be followed.  It is not necessary to go into AR33.7 to change the account distribution. 
b.   If it is a payment that the customer needs to be refunded, please use the reason code for write off’s (agency number + AJ).   The account associated to this reason code can be found by looking it up on AR15.1.   
NOTE:  Make sure the account number associated with the reason code is used when reimbursing for the payment on the AP side.  
6. In the Amount field on that line, type DS-Amount.

7. Click the Change action button.

On the Status Bar, Change Complete–Continue appears. The open payment amount is reduced by the amount written off.

8. Click the W button.

 The Write Off (AR33.6) form will appear.

9. Click on the More button.  

The Adjustment Account (AR33.7) form appears.
10. In the GL Account fields, type in the DS-Accounting Unit and DS-Account #.   

NOTE: The write-off needs to be applied to the same account that it was originally distributed to.  See the accounting unit and account # that was written down from step #5 NOTE.  

11. Click the OK action button.

On the Status Bar, WindowChanged- Update Form to Save. The AR33.6 screen appears
12. In the FC field type A.

13. In the Reason Code field, type WOAJ.
14. In the Adjustment Amount, type DS-Adjustment Amount.
15. In the Description field, type DS-Description.
16. Click the Change action button.
Change Complete – Continue appears. 

17. Click the Back key.

     The system returns to On Account Application (AR33.1) form appears. 
18.   Click the Change Key.
19.      Click the Inquire action Button. 
Applying Credit Memos or Payments to Invoices (always appears on the top grid):
18. In the Search Box, type AR33.1, and press enter.

The On Account Application (AR33.1) form appears.
18. In the Company field, type DS-Company.

19. In the Customer field, type DS-Customer.

19. Click the Inquire Form Action button.

On the Status Bar, Inquiry Complete appears.

[image: image17.png]


NOTE: All adjustments from this form are processed immediately. You do not have a separate option to release or process adjustments.  Transactions that have not been approved by Treasury will not appear on this form.

NOTE: the Seq field value for the (up to 3) payment numbers appearing in the top section.

NOTE: If more than three payments or credits are on the customers account, you need to go up to >> special function and select CRDPAYADV.  Then if you need to go back and view the prior three transactions, click CRDPAYREV.
20. In the FC field next to the invoice where the payment is to be applied, type A.

21. In the Seq field in lower grid, the Seq Number  from the upper grid that applies to the appropriate trans number.
22. Click the Change Form Action button.

On the Status Bar, Change Complete-Continues appears. The open payment amount disappears. The open invoice amount is reduced by the payment amount.
Review Adjustments Reports
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 Review the Application Adjustment Report (AR235).
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To Run Adjustments Report
20. In the Search Box, type AR235, and press Enter.

The Customer Aging Report (AR235) form appears.
21. In the Job Name field, type DS-Job Name.

22. In the Job Description field, type DS-Job Description.

23. In the Company field, type DS-Company.

24. Optional, In the Adjustment Post Date (1) field, type DS-Adjustment Post Date (1).

25. Optional, In the Adjustment Post Date (2) field, type DS-Adjustment Post Date (2).

26. Optional, In the Reason Type field, type DS-Reason Type.

27. In the Process Level field, type DS-Process Level.

NOTE:  Make sure that the operator field is blank before clicking add.  

28. Click the Add action button.

On the Status Bar, Job Added appears.
29. Click the Submit button.

The Submit Job -- Web Page Dialog box appears.
30. In the dialog box, click the Submit button.

On the Status Bar, Job Has Been Submitted appears Click submit, within this box.
31. Click the Print Mgr button.

The Print Manager appears.
32. Double click your Job Name to open the report.

The report opens in the default report format for the user ID, which may be either Text or PDF.
33. Review the information listed on the report.

Check for Errors
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 1. Check for Errors on AR235 and make corrections on AR33.1 



NOTE: this will need to be done prior to daily close.
Adding Comments to an Invoice
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Add a comment to the invoice explaining the amount written off or adjusted.

[image: image19.wmf]To Add Comments to an Invoice
34. In the Search Box, type AR17.1, and press enter.

The Comments (AR17.1) form appears.
35. In the Company field, type DS-Company.

36. In the Customer field, type DS-Customer.

37. In the Comment Type field, type DS-Comment type.

38. In the first Transaction field, type DS-Transaction.

39. In the second Transaction field, type DS-Invoice.

40. Click the Inquire action button.

On the Status Bar, Inquiry Complete appears.

41. In the FC field on the first blank line, type DS-FC.

42. In the Beg Date field, type DS-Beg Date.

43. Click the Change action button.

On the Status Bar, Change Complete–Continue appears and two weeks from the Beginning Date is automatically defaulted. 
44. Click the Cmt button.

The Attachments–Web Page Dialog box opens.

45. In the dialog box, click the + sign next to Comment.

AR Comments window appears.
46. Click the + sign next to AR Comments.

Add Comment window appears.
47. Click Add Comment.

The Comment form appears.
48. In the Title field, type DS-Title.

49. In the Text field, type DS-Text.

50. Below the Comment form, click the Add link.

51. Click the Inquire button

Review Inquiry Screens AR37.4
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Use AR inquiry screens to view adjustments online.
To View  a Credit Adjustment
52. In the Search Box, type AR37.4, and press enter.

The Customer Activity (AR37.4) form appears.
53. In the Company field, type DS-Company.

54. In the Customer field, type DS-Customer.

55. In the Credit field, type DS-Credit.

NOTE: This is the credit memo number.
56. Click the Inquire action button.

On the Status Bar, Inquiry complete appears.
Review Inquiry Screens AR37.6
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Use AR inquiry screens to view adjustments online.

To Review a Transaction Adjustment
                               1.  In the Search Box, type AR37.6, and press enter.

The Customer Activity (AR37.4) form appears.
57. In the Company field, type DS-Company.

58. In the Customer field, type DS-Customer.

59. In the Transaction field, type DS-Transaction.

60. In the Second Transaction field, use drop down menu to Select the type of transactions you want to view.
61. Click the Inquire action button.

On the Status Bar, Inquiry complete appears.

Exercise 1: Review Questions
Answer the following review questions.

1. When writing off an invoice or a debit memo, do you have to enter an adjustment reason code?

                                      

    Yes

2. When making your adjustment on AR33.1, can you adjust a partial amount of a transaction?

  Yes
Topic Recap

At the end of this course, the learner will be able to:

· Show knowledge of how to make adjustments to customer transactions

· Adjust or write off invoices, credit memos, debit memos, or payments

· Review AR235 Application Adjustment Report

· Adding Comments

· Review Inquiry screens

Adjustments and Writing Off Customer Transaction Work Flow 
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Data Sheet Values

AR33.1
	Field

	Value

	Company
	10

	Customer
	100017

	Transaction Number
	AR2320 128DM

	Reason Code
	WOAJ

	Amount
	40.00


AR35.1

	Field

	Value

	Accounting Unit
	46520000

	Account #
	407085

	Description
	Write Off


AR33.1   
	Field

	Value

	Company
	10

	Customer
	100017

	Credit Memo
	AR2320 126CM

	Reason Code
	WOAJ

	Amount
	25.00


AR33.7

	Field

	Value

	Accounting Unit
	46520000

	Adjustment Amount
	407085


AR33.6

	Field

	Value

	Reason Code
	WOAJ

	Adjustment Amount
	 25.00

	Description
	Write Off


AR33.1
	Field

	Value

	Company
	10

	Customer
	100017


AR235
	Field

	Value

	Job Name
	AR235-AA

	Job Description
	Adjustment Application Report

	Company
	10

	Adjustment Post Date (1)
	T

	Adjustment Post Date (2)
	T

	Reason Type
	WOAJ

	Process Level
	02300


AR17.1
	Field

	Value

	Company
	10

	Customer
	100017

	Comment Type 
	T

	Transaction
	D

	Transaction
	AR2320128DM

	FC
	A

	Beg Date
	T

	Title
	Invoice Adjustment

	Text
	Customer called and all fees are waived.


AR37.4
	Field

	Value

	Company
	10

	Customer
	100017

	Credit
	AR2320126CM


AR37.6
	Field

	Value

	Company
	10

	Customer
	100017

	Transaction
	AR2320129DM
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BPP Day 3: Accounts Receivable Collections
Process: Past Due Notices: DOT F&C Invoices 


BPP Day 3: Accounts Receivable Collections
Process: Past Due Notices: DOT F&C Invoices 


Error Exists


A


Merge


End


Notes:
(*) Could be done by AR or AP staff, but should be done by same person.
Ofi #1: Replace Masterpiece AR system with the new ERP system.
Ofi #2: Ability to back out the whole batch when needed, and re-interface it using the same invoice numbers.
Ofi #3: Ability to automatically deduct outstanding receivables from related vendor payments.
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BPP Day 3: Accounts Receivable Collections
Process: Past Due Notices: DOT F&C Invoices 


Notes:
(*) First-time setup only
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Notes: 
(*) First-time setup only.
OFI #1: The Lawson system automatically produces the collections letter. 
OFI #2: Since history available online, there is no need to keep a paper copy of the letter on file.
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BPP Day 3: Accounts Receivable Collections
Process: Past Due Notices—Liquor  
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Notes:
(*) First-time setup only.
OFI #1: Have the system automatically produce the collections letter.
OFI #2: Ability for the various bureaus to view their customer balances, so they know which customers are paying on time.


BPP Day 3: Accounts Receivable Collections
Process: Past Due Notices—Safety  
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Notes:
OFI #1: Integrated Accounts Receivable and General Ledger system means there will no longer be a need to reconcile payments posted against Accounts Receivable accounts to payments posted in IFS.
OFI #2: Greater number of reports and inquiry screens which can be accessed directly by interested parties with appropriate security.
OFI #3: Elimination of external general ledger systems results in fewer balances to reconcile against Accounts Receivable system.


BPP Day 3: Accounts Receivable Collections
Process: AR Reports & Analysis—DOT, Safety, DES, Lottery
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BPP Day 3: Accounts Receivable Collections
Process: Bad Check Processing--DOT, Safety, DES, Lottery 
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Notes:
(*) First-time setup only.
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BPP Day 3: Accounts Receivable Collections
Process: Payment Processing—Liquor Page 2 


From Page 1
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Notes:
(*) Can be done daily or more often as needed.
OFI #1: Standard A/R system utilized across all State agencies.
OFI #2: Paperless processing: Since Treasury can see what batches have been created at any time, there is no need to notify Treasury or create an A-17 document for each deposit.
OFI #3: Payment is automatically posted to both A/R and G/L without dual entry.



BPP Day 3: Accounts Receivable Collections
Process: Payment Processing—Lottery 
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Notes:
(*) Can be done daily or more often as needed.
OFI #1: There should be no further need to pull a copy of the invoice in order to apply cash
OFI #2: Ability to review applications on-line eliminates the need to store photocopies of invoices and related checks.
OFI #3: Replace Excel spreadsheet with an integrated Accounts Receivable and General Ledger system.
OFI #4: Single point of data entry posts the payment both to Accounts Receivable and the General Ledger.
Paperless processing: Since Treasury can see what batches have been created at any time, there is no need to notify Treasury or create an A-17 document for each deposit.


BPP Day 3: Accounts Receivable Collections
Process: Payment Processing—DES 
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Notes:
Ofi#1: Eliminate triple entry of cash into BIS, IFS, and Excel.
Ofi #2: There should be no further need to pull a copy of the invoice in order to apply cash.
Ofi #3: Single interface point for each type of cash receipt posts to both the Accounts Receivable and the General Ledger systems.
Ofi #4: Treasury has ability to run a Cash Receipt Deposit Listing (CB210) and a Cash Batch Report (AR220) at any time to see what deposits to expect, eliminating the need for and reliance on the paper A-17 document.


BPP Day 3: Accounts Receivable Collections
Process: Payment Processing—Liquor 
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Notes:
(*) Can be done daily or more often as needed.
OFI #1: Have all departments and bureaus use a common AR system. 
OFI #2: Eliminate mainframe to be replaced by Lawson.
OFI #3: Single point of data entry posts the payment both to Accounts Receivable and the General Ledger.
OFI #4: Paperless processing: Since Treasury can see what batches have been created at any time, there is no need to notify Treasury or create an A-17 document for each deposit.
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Notes:
(*) Can be done daily or more often as needed.
OFI #1: There should be no further need to pull a copy of the invoice in order to apply cash.
OFI #2: Ability to review applications on-line eliminates the need to store photocopies of invoices and related checks.
OFI #3: Single point of data entry posts the payment both to Accounts Receivable and the General Ledger.
OFI #4: Paperless processing: Since Treasury can see what batches have been created at any time, there is no need to notify Treasury or create an A-17 document for each deposit. 
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BPP Day 3: Accounts Receivable Collections
Process: Past Due Notices: DOT F&C Invoices 


BPP Day 3: Accounts Receivable Collections
Process: Past Due Notices: DOT F&C Invoices 
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Merge
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Notes:
(*) Could be done by AR or AP staff, but should be done by same person.
Ofi #1: Replace Masterpiece AR system with the new ERP system.
Ofi #2: Ability to back out the whole batch when needed, and re-interface it using the same invoice numbers.
Ofi #3: Ability to automatically deduct outstanding receivables from related vendor payments.
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Notes:
(*) First-time setup only
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Notes: 
(*) First-time setup only.
OFI #1: The Lawson system automatically produces the collections letter. 
OFI #2: Since history available online, there is no need to keep a paper copy of the letter on file.


Select Customers and Invoices for Dunning Letters
(AR140)


Print Dunning Letters
(AR141) 


> 15 days
Past due


Flag Account for No Further Services
(AR10)


Review Dunning History
(AR72)


A


A


LIQ


BPP Day 3: Accounts Receivable Collections
Process: Past Due Notices—Liquor  


Legend


NO


Define Dunning Text 
(AR18.1)
(*)


Define Cycle Codes
(AR04.1)
(*)


Flag Customers for Dunning Letters
(AR10.1)
(*)


LIQ


LIQ


LIQ


YES


LIQ


LIQ


LIQ


LIQ


LIQ


Liquor AR dept


#2


Add Comments to Customer
(AR17)


LIQ


1


2


3


4


6


8


9


10


11


Adjust selection
(AR74)


LIQ


5


Close Dunning Cycle
(AR145)


LIQ


7


Notes:
(*) First-time setup only.
OFI #1: Have the system automatically produce the collections letter.
OFI #2: Ability for the various bureaus to view their customer balances, so they know which customers are paying on time.
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Notes:
OFI #1: Integrated Accounts Receivable and General Ledger system means there will no longer be a need to reconcile payments posted against Accounts Receivable accounts to payments posted in IFS.
OFI #2: Greater number of reports and inquiry screens which can be accessed directly by interested parties with appropriate security.
OFI #3: Elimination of external general ledger systems results in fewer balances to reconcile against Accounts Receivable system.
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Process: Bad Check Processing--DOT, Safety, DES, Lottery 
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Notes:
(*) First-time setup only.
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Notes:
(*) Can be done daily or more often as needed.
OFI #1: Standard A/R system utilized across all State agencies.
OFI #2: Paperless processing: Since Treasury can see what batches have been created at any time, there is no need to notify Treasury or create an A-17 document for each deposit.
OFI #3: Payment is automatically posted to both A/R and G/L without dual entry.
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Notes:
(*) Can be done daily or more often as needed.
OFI #1: There should be no further need to pull a copy of the invoice in order to apply cash
OFI #2: Ability to review applications on-line eliminates the need to store photocopies of invoices and related checks.
OFI #3: Replace Excel spreadsheet with an integrated Accounts Receivable and General Ledger system.
OFI #4: Single point of data entry posts the payment both to Accounts Receivable and the General Ledger.
Paperless processing: Since Treasury can see what batches have been created at any time, there is no need to notify Treasury or create an A-17 document for each deposit.
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Notes:
Ofi#1: Eliminate triple entry of cash into BIS, IFS, and Excel.
Ofi #2: There should be no further need to pull a copy of the invoice in order to apply cash.
Ofi #3: Single interface point for each type of cash receipt posts to both the Accounts Receivable and the General Ledger systems.
Ofi #4: Treasury has ability to run a Cash Receipt Deposit Listing (CB210) and a Cash Batch Report (AR220) at any time to see what deposits to expect, eliminating the need for and reliance on the paper A-17 document.


BPP Day 3: Accounts Receivable Collections
Process: Payment Processing—Liquor 


Legend


Interface Payments – Not Released 
(AR580)


Files transferred to Lawson


Edit Payment (AR30.1)


AutoApply Cash AR130


Unapplied Payments?


Enter and Apply Cash 
(AR33)


Cash Batch Listing 
(AR220)


General Ledger Interface
1.TPF003


B


Application  
Closing 
AR190


C


OIT


Interface actual bank deposit info
(CB543)


Deposit appears at the bank


Distribution Detail 
Interfaced to GL 
AR195


Reconcile actual deposit amount and Over/Short
(CB10)


Research Material Amounts


Error on Cash Sales?


Journal Entry
(1.TPF006)


Error on AR Payment?


See Cash Receipts Liquor 2 in this document


Split


Release Batch (AR24.1)


B


AR Pmts


Non-AR Pmts


YES


NO


YES


NO


YES


NO


YES


NO


Liquor A/R Dept


OIT


Liquor OIT


Treasury


TR


#2


Payments Entered into BIS via current processes


#3


#4


TR


1


2


3


4


5


7


8


9


10


11


12


6


13


14


15


16


17


18


19


20


21


Notes:
(*) Can be done daily or more often as needed.
OFI #1: Have all departments and bureaus use a common AR system. 
OFI #2: Eliminate mainframe to be replaced by Lawson.
OFI #3: Single point of data entry posts the payment both to Accounts Receivable and the General Ledger.
OFI #4: Paperless processing: Since Treasury can see what batches have been created at any time, there is no need to notify Treasury or create an A-17 document for each deposit.
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Notes:
(*) Can be done daily or more often as needed.
OFI #1: There should be no further need to pull a copy of the invoice in order to apply cash.
OFI #2: Ability to review applications on-line eliminates the need to store photocopies of invoices and related checks.
OFI #3: Single point of data entry posts the payment both to Accounts Receivable and the General Ledger.
OFI #4: Paperless processing: Since Treasury can see what batches have been created at any time, there is no need to notify Treasury or create an A-17 document for each deposit. 
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