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Course Overview
This course provides a comprehensive review of the Receivables Processing processes.
This course consists of the following modules:

e Module 1: Course Introduction
e Module 2: Enter Receivables

e Module 3: Maintain Receivables
e Module 4: Course Summary

The following audience(s), by INFORMS Security role(s) are required to complete this course
prior to being granted related access to INFORMS:

e Department AR Item Processor

e Department AR Payment Processor
e Department AR Writeoff Approver
e Central AR Writeoff Approver

Participants are required to complete the following End-user Training courses prior to
starting this course:

e ERP 101 — Overview of ERP
e ERP 102 — INFORMS Navigation, Reporting, and Online Help
e FIN 101 - Financials Fundamentals

This course is intended to be delivered through Instructor-led Training.

The total duration of this course, when delivered through Instructor-led Training, is 3.5
hours.



End-User Training Guide —FIN 204: Receivables Processing

Table of Contents
Content

Module 1: Course Introduction
Module 2: Enter Receivables
Lesson 1: How to Create Items
o Lecture 1: How to Create Items Manually Online
o Lecture 2: How to Create Items via Billing
o Lecture 3: Import Items from External Systems Receivables
Lesson 2: Deposits and Cash Applications
o Lecture 1: How to Create Online Deposit and Payment
Application
o Lecture 2: How to Create Direct Journal Payments
o Lecture 3: Inbound Deposits
Module 3: Maintain Receivables
Lesson 1: Review ltems
o Lecture 1: Verify Item Status
o Lecture 2: Correcting Posting Errors
Lesson 2: How to Create Write-Offs
o Lecture 1: Create Write-Offs
o Lecture 2: Approve Write-Offs
Module 4: Course Summary
INFORMS Bank Account Chart

Page

11
12
15
27
29
33
35

43
57
62
63
64
65
68
71
77
82
86



inferms

End-User Training Guide — FIN 204: Receivables Processing wndu

Module 1: Course Introduction
Topics This module covers the following topics:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Key Changes to the Business Process

e The End-to-End Business Process

e Introduction to Demonstrations and Exercises
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Module 1: Course Introduction
Course To get the most benefit from this course, participants should:
Administration o
and Logistics .

Actively participate in class, and ask questions as needed

Please turn off cell phones, and refrain from the use of email and the Internet
Take breaks as scheduled and return to the classroom promptly
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Module 1: Course Introduction
Learning At the conclusion of this course, participants will be able to:

Objectives e Enter Receivables
e Enter Deposits
e Maintain Receivables
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Training
Audience:

Roles and
Responsibilities

Module 1: Course Introduction

The following roles are associated with this course and will play a part in conducting the
related business processes for the County:

e Department AR Item Processor: The Department AR Item Processor is responsible
for creating a receivable item within INFORMS. The Department AR Item Processor is
able to handle payment exceptions. This role may also correct posting errors for
receivable items.

¢ Department AR Payment Processor: The Department AR Payment Processor has the
ability to enter payments and apply payments to receivables.

e Department AR Writeoff Approver: The Department AR Write-off Approver is
responsible for approving write-offs at a department level.

e Central AR Writeoff Approver: The Central AR Write-off Approver is responsible for
approving write-offs at a central level.
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Module 1: Course Introduction

.. Below are the steps to navigate to Accounts Receivables, which will be used for
Navigation . .
navigation in the rest of this course:

1. Login to INFORMS and select Finance/ Supply Chain (FSCM) from the home landing

page below.
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Key Changes to
the Business
Process

Module 1: Course Introduction

The purpose and benefits of the Receivables Processing business process include:

e One (1) A/R system — tracking receivables
e Customers — standardize customers
o One (1) Customer ID per customer
e Eliminate manual A/R entries
o A/R created at time of billing
¢ Deposits will be tracked through A/R
o Open item payments can be applied automatically via payment predictor
o All other payments will be processed via direct journal
e Chart of Accounts must be provided at the time of billing and direct journals
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The End-to-End
Business
Process

inferms

Module 1: Course Introduction
The following diagram displays INFORMS Receivables business processes (Invoice to
Cash). This documentation covers a portion of these business processes, Entering
Receivables and Applying Payments.

INVOICE T0 CASH

Business Process

Customer Processor [i] Rpply Payment Payment Processor
H : « Enter Deposit
: H HE- Processor role
Processor fole responsible for HE: « Payment @ responsible for entering

adding, updating, and viewing  : Predictor
customer general information. » Direct Journal payment information.

Create a Customer
w = Setup
Customer
= Maintain
Customner

: Craate Bills

Bl Processor

2]

Gollection and Aging

AR Collections Processor

5

: . y Pracessor role responsible
i g_realt_e Bill § for creating a bill based on Processor role responsible for
: A . pnjallé_e"an - data from the Bill Request . dAna|yze Past lger;eg;tmgﬁcus}on]eitlnieracélons,
: rint Bi ue == including dunning letters an
: + + Review Bill [ E‘[’;”F'Jr:‘: (udsr:rﬂ(;ainvgul?gsgas? Receivables customer conversations. This role
= Information A the bills, update billing data, » Maintain also updates the status of posted
: » AdjustBill and set bills (including . Receivables il items (ie., note a topic in Dispute
: interfaced billing data) or for Collections).
Enter Receivables AR Item Pracessor
« Create AR Pracessor role responsible
Pending ~ =~ forcreating a receivable
Item item. This user can handle
« Post/ payment exceptions. This
Unpost role may also correct posting
ltem errors for receivable items.

Using Receivable Module in INFORMS enables users to:

e Enter and track receivables.

* Receive and apply payments.
Manage outstanding receivables enabling Miami-Dade County to collect money
quickly.

* Manage payment disputes and deductions.
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Module 1: Course Introduction

Introductionto  Users will take part in three types of hands-on learning throughout this course:
Demonstrations  Instructor Demonstrations, Training Activities, and Training Exercises: The definitions
Activities, and and descriptions of each are below.

Exercises
Instructor Instructor demonstration activities involve a walk-through of tasks and processes in
Demonstrations  INFORMS. The instructor will demonstrate how to perform these activities while users
follow along.
1

Training Activities Users will perform tasks and processes in the INFORMS training environment by using
the Training Activity and Data Sheet provided, and by using this training guide as a
reference.

Training Exercises The Instructor will ask questions related to the lecture content and training activities,
which are used to check users’ knowledge and understanding of course content.
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Module 1:
Course
Introduction
Summary

Module 1: Course Introduction

The following key concepts were covered in this module:

Course Administration and Logistics

Learning Objectives

Roles and Responsibilities

Navigation

Key Changes to the Business Process

The End-to-End Business Process
Introduction to Demonstrations and Exercises

10
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Module 2: Enter Receivables
Lesson 1 This module includes the following lessons:

How to Create Items

inferms

11
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Lesson 1:
Overview

inferms

Lesson 1: How to Create Items

The Accounts Receivable module tracks customer transactions whether it is an invoice, a
pending item for a refund, or Grant draw. This module assists users in tracking receivables for
customer(s).

Below is a high-level overview of the invoice to cash process, which includes the Accounts
Receivable module.

INVOIGE TO CASH

Business Process
Create a Customer :
1 Customer Processor : 4 | hoply Payment Payment Processor
« Setu : : « Enter Deposit
Custgme, Processor role responsible for : : . * Payment @ fésocgﬁg&rlé()flg"r enterin
. intai adding, updating, and viewing : H Predictor ponsib tering
Maintain ) . : H b payment information.
Customer customer general information. : : s Direct Journal
: Create Bills BI Processor I i
: Processor role responsible 2 Collection and Aging AR Collections Processor 5
« Create Bill for oreating a hill hpased on Processor role responsible for
: ®  Finalizeand B data from iqhe Bill Request « Analyze Past generating customer interactions,
: Print Bill Form. This user can qenerate due (=) including dunning letters and
: + « Review Bill - Pro Forma (draft) invgoices of Receivables customer conversations. This role
Information i the bil date billing dat « Maintain also updates the status of posted
« Adjust Bill eoi's, update oiting data, Receivables 4@ items (i.e., note a topic in Dispute
and set bills (including of for Collections)
: interfaced billing data). r ections).
3 | Enter Receivables AR Item Processor
« Create AR Processor role responsible
Pending ~ =~ forcreating a receivable
ltem item. This user can handle
o Post/ payment exceptions. This
Unpost role may also correct posting

Item errors for receivable items.

12
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Lesson 1:
Introduction

inferms

Lesson 1: How to Create Items

Entering and posting receivables was a multi-step process depending on the system(s)
being used by County departments. Moving forward, an account receivable entry must be
established in INFORMS in one of these three ways:

1. Manual online entry
2. Interfaced through INFORMS Billing Module
3. Imported from external systems receivables

INFORMS receivables distinguishes between items (posted receivables) and pending items
(information that has been entered into or created by INFORMS but has not yet been

posted).

INFORMS receivables follows the standard of bundling pending items into groups rather
than handling them individually. In other systems, a group of pending items is sometimes
referred as a batch. To each group of pending items, INFORMS assigns a group ID that
remains with the group even after it is posted. INFORMS processes pending items in
groups. Keep track of the group ID throughout the cycle so that it can be accessed to view
progress or check the status of a pending item.

Once a receivable is in INFORMS, the account entry will then be posted to update the
customer balance and create the accounting entries that transfer to the general ledger.
This process occurs via a nightly batch process called ARUPDATE. The steps surrounding
creation and posting of receivables are highlighted in the business process flow below.

INVOIGE TO GASH

Business Process

Customer Processor [i Apply Payment Payment Processor

: : + Enter Deposit
Progessorrolgrespons_ible_for : : . . Paymem @ fgggéeﬁ:iohrléoflgrenter(ng
adding, updating, and viewing : @ Predictor payment information.

customer general information. : « Direct Journal

1 | Create a Customer
ul « Setup

Customer

+ Maintain

Customer

 Create Bills BI Processor ; i
: P | bl 2 Gollection and Aging AR Collections Processor 5
: « Create Bill for?[c:?::t(i’lq maebirﬁsbpazlsdl og Processor role responsible for
+ Finalizeand §'S data from ?he Bill Request » Analyze Past generating customer interactions,
Print Bill p due == including dunning letters and
+ Review Bill -~ Form. This Lijserfca!" ge."eral$ Receivables Sy customer conversations. This role
Inf_ormat.ion _— 5:: gi‘ljlrsmﬁ p(d:etgjil\“‘r'\%l%zstao \ « Maintain ?Iso up_dates the statgs‘of posted
+ Adjust Bill and set bills (including N » Receivables ‘ gﬁm gbeliégggig)mpm in Dispute

interfaced billing data).

3 | Enter Receivables AR Item Processor

« Create AR Processor role responsible

Pending ~ =~ forcreating a receivable
Item item. This user can handle

« Post/ payment exceptions. This
Unpost role may also correct posting

ltem errors for receivable items.
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Lesson 1: How to Create Items

Key Terms The following key terms are used in this Lesson:
Term Definition
/ﬁ 4 AR Update A batch process used to update customer balances and create

accounting entries.

A bank account identifier represents the bank account in which

Bank Account .
transactions are made

Bill issued by Miami Dade County after having provided goods or

Bill ) . .
services to the customer. Previously known as Invoice.

The billing interface enables automatic creation of a bill using data
Billing Interface from other INFORMS modules, such as INFORMS Project Costing, or
an external system, such as ISD M5.

A term to represent the chart of accounts. Sometimes the term is
ChartField used by the INFORMS team to reference a specific field within the
chart of accounts (i.e., Fund, Account, Dept ID).

Customer ID The Customer ID is a unique identifier associated to a customer

The Deposit ID is the deposit slip number provided on the

D itID
epost departments assigned deposit booklet

A Direct Journal is used to record a non-AR item in INFORMS.

Direct Journal Previously known as Report of Collections (ROC).

INFORMS Integrated Financials Resource Management System

An Item represents a good that is purchased from the supplier.
Unique identifiers may be established in the Item Master table for
an item to reduce redundant data entry during requisition and
purchase order processing.

Item

Payment Predicator is used to process payments automatically
Payment Predictor | against an AR item to offset the accounts receivable balance for the
item and post cash to GL

Is the money owed by customers to another entity in exchange for
goods or services that have been delivered or used, but not yet paid

Receivables
for.

14
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Lecture 1: How
to Create ltems
Manually
Online

Lesson 1: How to Create Items
In this lesson, users will learn how to enter an ad-hoc Item manually.

Navigate to Finance/Supply Chain (FSCM) > Credit to Cash Operations > Receivables >
My Receivables Items>Create Receivable Items

Select the Add a New Value tab

Enter your Group Unit (Business Unit)

Group ID is automated — leave as ‘NEXT’

Select Add

[ My Receivables Design v

=

vk wnN

Group Entry

Eind an Existing Value Add a New Value
& My Receivables Items -

Online Items Q
Create Receivables ltems | Group ID | NEXT Q

Review Pending Items

Custmer e List

Maintenance Worksheet

@ My Customers & Contacts v

Receivables Update Find an Existing Value Add a New Value

15
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Lesson 1: How to Create Items

The Group Control Tab can be used to enter the group type, origin ID, number of items, and

monetary information for the items. This page also displays status and posting action for the

pending items group as well as balance status of the accounting entries.

Manually Note: Asterisked fields are required.

Online YT — Receivables w2 e

&) My Recervables ltems
Growp Control Pending ltem 1 Panang kem 2 Panding liem 3 Accounteg Errns Group Action

Onioe Items

Lecture 1: How
to Create Items

Create Receivables emns.

ADH Q| ahoc

My Reporang & Anatysis

Save Nooty Add Update Display

1. Accounting Date — Defaults with current date. Determines the fiscal year and accounting
period to which the pending item is posted.

. Group Type — Select A — Ad-hoc.

. Origin ID — Select ADHOC.

. Control - Enter total dollar amount.

. Count — Enter total number of pending items

. Posting Status — Indicates if the Group has been posted customer accounts via the
Receivables Update process. If successful, the status will change to Complete.

7. Accounting Entries — Indicates if the accounting entries are balanced.

o Uk WN

16
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Lesson 1: How to Create Items

(3 Cresit ta Cach Opsresons Receivables
Lecture 1: How
W Wiy Ressteatiar demg -
to Create Items R
' ) proun Unit 1p GrousiD  NEXT
Manually ———
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Online e, -
) ., *agatg Date |oegegnan =5 Of Date = tequsnon 4| =
D Copy Line
______ [+ wetn: (=}
unt Q
W B Q @
-] F
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&
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----- v a B O v
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|I| . . i alle
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OR POIL oL
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=2abad Last Mo [+ P
at oet s B ) (:
Bave Moty Lz Updrte Dicpiay

8. Acctg Date and As of Date — Defaults in with the date from the previous page (Group

Control). Accept Defaults.
9. Item ID — Enter the Invoice #. If the user does not have an invoice, it is recommended that

the user create a set of sequential tracking numbers for the Item ID Field. These should be

unique within each customer and business unit.
e When ARUPDATE process runs overnight it checks the Item ID, Line, and Customer Number
for a business unit. If all three are identical to the original item posted, the user will receive

an item duplicate error for that line.

17
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Lecture 1: How
to Create ltems
Manually
Online

inferms

Lesson 1: How to Create Items

{3 Creait to Cach OparsSione Receivables

) Wy Resatapiac deme

reats Roopivabinc Beme

tom ID 12325 Lime copy Line

itam CreaBloniUpdate Detalis

Crestsd Om  DEOEZE0 311FM Lact Modifed On  DEZER020 3:14PM

Craated By MDD AR DPT ITEM PROSE Moamed By MD AR OPT ITEM PRCSS

Updete Dicpiay

[Lema] [ werre aca

10. Select the 'Pending Item 1' tab. Enter the following under 'Pending Item Entry':
a. Item ID: Enter the item number

Business Unit: Enter your Business Unit (BU)

Customer: Select a Customer

Amount: Enter the dollar amount for the item

Entry Type: Select DR for a debit memo

®Poo o

Credit Memo

Debit Memo

Invoice

Overdue Charge

Credit Memo — Performance Bonds
Debit Memo — Performance Bonds
Credit Memo — Mortgages

Debit Memo - Mortgages

(o]

CR_BD

DR_BD

CR_MG

DR_MG
NOTE: The Entry Type Values will appear in the drop-down list depending on your respective
Business Unit.

18
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Lesson 1: How to Create Items
f. Entry Reason (Optional): Select an entry reason

Manually MAINT Maintenance Invoice (only if ENTRY_TYPE = IN)
Online OTHER Other Invoice (only if ENTRY_TYPE = IN)

REV1 REV1 (only if ENTRY_TYPE = IN)

SALES Sales Invoice (only if ENTRY_TYPE = IN)

VC Services (only if ENTRY_TYPE = IN)

DV Advertising Credit (only if ENTRY_TYPE = CR)

ERROR Mistake on Customer Invoice (only if ENTRY_TYPE = CR)
MAINT Maintenance/Service Credit (only if ENTRY_TYPE = CR)
REBAT Customer Rebate (only if ENTRY_TYPE = CR)

MAINT Maintenance/Service Debit (only if ENTRY_TYPE = DR)
MISC Miscellaneous (only if ENTRY_TYPE = DR)

(7]

=2
o
7
>
X
X
(1]
(@]
D
<
Q
or
(0]
)
=
<
=
(0]
>
-
0]
=
>
oQ
o
o
>
o
(%]
o
=
<
o
=
—
oQ
Q
oQ
0]
<

REBIL Rebill (only if ENTRY_TYPE = DR)

g. AR Distribution: Enter AR for Accounts Receivable

Accounts Receivable

Due From Other Funds

Due From Other Governments
*BONDS Non-Cash Performance Bonds
)Y [e]:91cy.(c|3 Mortgage Receivable

NOTES REC Notes Receivable

NOTE: The *Bonds and *Mortgage AR Distribution values are automatically updated depending on
the Entry Type and Entry Reason selected.

e To add additional rows to the Group Control, go to the Pending Item 1 tab and select the ‘Plus’
button under the ‘Pending Item Entry’ section. Repeat step 5 to add item details for each row

added.

11. Select Save.

19
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Lesson 1: How to Create Items

Lecture 1: How  Use the Pending Item 1 page to enter basic identifying information regarding each item. This

to Create ltems Page will display a row for each item in the group.

M danua I |y e e e Receivables

Online St 2| [ | [ v || v | e ][ oo

Create Reopivabuc demg

Pending itsm Entry Q v

Eave Mottty 223 Upaste Dispiay

e Accounting Date: This should be the same date as the accounting date on the Group Entry
page.

e Item ID: Enter a number for the item such as the invoice number. Each row will be given a
sequence number.

e As of Date: Typically the same as the accounting date. A different date can be used for aging
or the invoice date to determine payment terms.

e Customer: A customer is established under one SetID, MDC. The customer IDs can be used
within multiple Business Units.

¢ Entry Type and Reason: Entry types and reasons define how the accounting entries are
created, how they are carried with the pending item through posting, and how they are
considered when history is generated. These fields are also identifiers for open items,
determine how items are aged, and determine if accounting entries are included on
customer correspondence and drafts.

20
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Lecture 1: How
to Create ltems
Manually
Online

inferms

Lesson 1: How to Create Items

The Pending Item 2 page is used to submit credit management information regarding

collection and dispute status for the items. The user should choose either dispute or
collection with the corresponding reason code.

Receivables

Grovp Conto Bwrdng ftem 1 Percnglend || Accoung frives | GrovpAcion

21
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Lesson 1: How to Create Items
The Pending Item 3 page allows users to enter detailed information for certain items such

Lecture 1: How industry-specific data.

to Create Items

Manually [ — e
Online @ WRicoatiestoms -
Group Congnal Pending I1em 1 Pending Ilem 2 Pending ltem 3 Accounting Entries Group Action
Onling liems Group Unit 1D Group 0 NEXT
Create Receivables Mems ) L
Pending Item Entry Q 11w Wiew Al
Reviwy Pending lhems
Hem 1D 12345 Line + =
Cuslomar em Lixt Business Unit 1D Cusiomer (0000000000003 SubCusti
Armount Cumency Lt SubCu
Mairtgnance Werksheel Amount 10000 umency  USD SubCust?
Update Worksheet Consolidated Invoice User Amounts
Finaize Workshes! unit || a 1
Invodes 2
Update Accounting Entries
» My Payment Processing v
User Date User Text 4
e My Collections v , ‘ .- .
=) My Reporing & Analysis ¥ 2 2
[ 1 9 L
5 10
| Save Kotity A Update/Display
G C P Pending Iber Fending ltem 3 E G A
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Lesson 1: How to Create Items

Lecture 1: How Once item information has been entered, you can either:
to Create Items
Manually
Online

a) Select the Accounting Entries tab to create an accounting entry for each item in this
group. Select the yellow Lighting Bolt (Create entries icon) to generate an account entry
in the distribution lines table.

OR

b) Select the Group Action tab. Under Accounting Entry Actions, select the 'Create
Entries' button.

oo Recosties oRa

Wy e P
e lom Pomtog e B el Fevtvg W I Aton
we b

e - e by

e
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Lecture 1: How
to Create ltems
Manually
Online

Lesson 1: How to Create Items

inferms

1. Update the accounting entries on the 'Type' user row, enter the following values:

a. Amount — Enter a negative dollar amount

Fund — Select the Fund chart field

Department — Select the Department chart field
Account - Select the Account chart field

Grant — Select the Grant chart field

® oo

O Raceivabion
Grous Contrl Pendnglies 1 || Pepding hem 2 PesdegPeml | AccountisgEniries || Gioce fcicn

o B

Accourting Entries a

o atomar 0030001000015 SubCuat SubCust?
10300 wmeney  USD

stribution Lines
m Q
CrantFieids Gurency Detais Acitionsl Cataly Joural Bipterenc lefommation e Crewtion\pdate Detads | |Iv

Line GL Unit “Type Amount Fund Oept “Account Gramt

MIDADE Uses w 100 00 G307 O D0M20e00 Q) [s2s1s0se0d Q| NOGRAWIQL a

oz MODADE R 00,00

Save Retur o Search Natify Add Updiate Display

Actvity

OREEz

2. Select Save

e Mandatory fields include Type, Account, Fund, Grant and Department. The user will
need to enter the corresponding negative amount for each distribution line.
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Lesson 1: How to Create Items

Lecture 1: How 1. select the 'Group Action' tab.
to Create Iltems 2. Under 'Posting Action', select 'Batch Standard' and select 'OK".
Manually 3. Select Save

Online 5
Group Control Pending Iltem 1 Pending tem 2 Pending ltem 3 Accounting Entries Group Action
Group Unit 1D Group ID 6661
Entered  08/26/2020 Status Do Not Post Cash Drawer Receipt
Group Actions Posting Action Accounting Entry Actions
Balance Action: | Batch Standard e oK Create Entries
Delete Group Delete Entries
Save | Return to Search Notify Add Update/Display
Group Conirol Pending lfem 1 | Pending tem 2 | Pending ltem 3 | Accounting Enfries | Group Action

The Group Action page allows the user to do three types of activities with this group:
Group Action, Account Entry Actions, and Posting Action. Under Group Action, the user
can balance or delete the group. The Accounting Entry Actions allow users to create and
delete entries. Under Posting Action, the user will choose:

e Batch Standard: Job will be posted when a standard scheduled batch job runs.

Be sure to select OK and Save to save any changes made.

25
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Lesson 1: How to Create Items

Lecture 1: How e Inthe Billing Module, once a bill is set to ready (RDY) status, a posting process called

to Create Items “Single Action” will finalize the bill and create an open item in Accounts Receivable.
Manually e The Receivables Update (ARUPDATE) process is the posting process in INFORMS.
Online Receivables are run through a posting process, which updates customer balances and

creates accounting entries automatically. INFORMS Receivables distinguishes between
the receivables that comprise a customer's balance and pending items. During the
Receivable Update process, the INFORMS uses pending items to update the customer
balances, either by creating new items or by adding item activity lines to the existing
item.

e INFORMS will run the Receivables Update process automatically nightly.

26
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Lecture 2: How
to Create Items
via Billing

Lesson 1: How to Create Items

inferms

Navigate to: Finance/Supply Chain (FSCM) > Credit to Cash Operations > Receivables >
My Receivables Items> Review Pending Items

1. Enter BU.

2. Enter Origin ID = PS_BI

[l My Receivables Design
i My Customers & Contacts
# | My Receivables Hems

Ondine |tems

All Items

Receivables

=4 Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

w Search Criteria

Finalize Waorksheet
Update Accounting Entries
1y My Payment Processing

& My Accounting

Fosting Status

Case Sensitive
-

: Stear

Basic Sear

Create Receivables ltems GroupUnit | = Q,
Review Pending Hems | Group ID | begins with a,
Custemer Item List UserID | begins with a
Maintenance Worksheet Assigned Operator ID | begins with a
Receivabdes Update Group Type | begins with
Update Worksheet | Origin ID | begins with

Entered Date | =
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Lesson 1: How to Create Items

Lecture 2: How e The Group Control Tab shows the total amount and count for the group. In the Group
to Create Items Status section, users are able to see the posting status (complete) as well as the accounting

via Billing status (balanced).

Custome tem Lst Group Type B Bty Currency

Mairtenance Worksheet

Upatate Worksheet

Finaize Workshost

X ! 06222020
Ugsate Accountng Eranes 7500 1 052272020
P 000 ° 06242020
+ My Paymest Processng v 11500 ' Assign 10140279
User  T0140279
¥¢ My Codections
<) My Regonng & Anatysis v Group Status
atus  Edmed Acc
Yos
Compeate
Return to Sesrch Previousinlist | Nextinlst | Noesy Preoustsb  Nextiab

e Within the Pending Item 1 tab, each item within the group are displayed.

5 My Roceivadies Rems. ~
Qroup Convat Panaing item 2 Pangng [tem 3

Creata Racenites 2ems

roup Unit 10 Growp D 6851
Review Pending Rems.
Pending ftam Entry Q
Customer tem Lt
Acctg Dato 08222020 ASOfDste 08222000 Soquenco '
Martenance Worksheet Posted
) 1000030029 Line
Ugpdate Worksheat 0 - 000000000000039  Universay
Fratzs Wokshest ot 375,00 uso
Emury Type DR N MAINT ARDISt AR Entry Event
Upcate Accountng Enres Revatoe Fig
My Payment Processing v m Torms  NET . 06222020 Due Days
: Oisc €
VM Gotecions Aways ABow Discount
< My Resoring & Anatysss
PO Ret B0L
o o Document Line ltem
ontract uc ase N
sei

1 05242020 310PM
MO_AR_CTL_BTCH_PRCSR

On 08222020 603PM
10140279

Previous in Uist Next in List Noaty Previous b Next tab
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Lecture 3:
Import Items
from External
Systems
Receivables

Lesson 1: How to Create Items

There are multiple ways to inquire on items received via external systems. Users can use the
All Items Page, described in Lecture 2 above, by entering the user’s business unit and the date
of the interface as the entered date. A second method is the Customer Item List. This page
allows users to inquire on a customer within the user’s business unit.

1. Navigate to: Finance/Supply Chain (FSCM) > Credit to Cash Operations > Receivables > My
Receivables Items > Customer Item List

1] My Recewvables Design v

B Advanced Search

5 My Cust & Contacts v 2 | | 3 R

43 My Customers & Contact setiD || Q Unit Q |‘;J;(C,T¢. Q Level  No Relatorship v

@ My Receivables ltems A Status ~ Open v Search
S Row Selection Item Action
Create Recenvables fems Range GO Select All Deselect All Select Action v GO

Revew Pending tems

Customer Item List I Search Result Totals

Mantenance Warksheet

Refresh

. SetID: MDC
. Enter Business Unit

. Enter Customer ID

v b~ W N

. Select Search
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Lecture 3:
Import Items
from External
Systems
Receivables

) My Receivables ltems

Greate Recaivables ltems

Review Pending tems

Customer item List

Maintenance Worksheet

Update Worksheet

Finalize Worksheet

Update Accounting Entries.

Lesson 1: How to Create Items

ltemList | | Advanced Search

Receivables

inferms

e All pending items for the customer within the business unit is displayed. Users are able to
select or drill down the item number and the detail for that item will be displayed within a

pop-up.

New Window | Help | Personalize Page

[y My Payment Processing

¢ My Collections

=) My Reporting & Analysis

witlp Q)

sao e

Customer |nnmouanunwu:9 Q| University of Miami

-

Add Conversation

Row Selection

e

View/Update Gonversations

Account Overview

Item Action

*Level | MoRelationship ~

Display Currency

B - =T

‘Select Action. v

L]

Item List
5 Q 1202 v
[ Detail 1 H Detail2 ” Detail 3 H Detail 4 H Detail 5 ” Detail § ‘u;
= Select Item Line Activities Unit Customer ID Status Terms Ty L, Due e L
1 o 12345 11D 000000000000039  Open NET IN 06/24/2020 12 10000 US
2 o 1000000029 11D 000000000000039  Open NET DR MAINT 062212020 14 37500 US
Search Result Totals
Debits 2 Debit Amount 475.00 Currency  USD
Credits Credit Amount Currency  USD
Total 2 Total Amount 475.00 Currency  USD
Selected Currency

Selecting an item will display a pop-up window with detail for the particular item.
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Summary

=N

4

Lesson 1: Lesson Summary
Having completed the How to Create Items lesson, users should be able to:

e C(Create Items

inferms
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Lesson 1: Lesson Summary

Lesson 2: At the conclusion of this lesson, users will be able to:

Overview e Create Online Deposit and Payment Application

e Create Direct Journal Payments
e Inbound Deposits

inferms
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Lesson 2: Deposits and Cash Applications

Create Online Deposit and Payment Application

Lesson 2:
Introduction

INVOIGE TO CASH

Business Process

inferms

[_1 Create a Customer

Customer Processor

4 | npply Payment

Payment Processor

\ : -
* Sety B + Enter Deposit
& Cuskp,me, Processor role responsible for H « Payment @ fé:;gﬁ:ﬁ;léofﬁ entering
. intai adding, updating, and viewing : Predictor . .
Maintain ; : : h payment information.
Customer customer general information. : s Direct Journal
: Create Bills " .
: E' P'"“ESS”{ N 2 Collection and Aging AR Collections Processor | B
: « Create Bill forrogfjast?rz rzebirﬁ%g%lﬂ or? Processor role responsible for
H . Fina\izelland - data from 1ghe Bill Request « Analyze Past geqetrjatin%custon}er interacsions,
: Print Bil - due ——= including dunning letters an
: « Review Bill < F,%"E'Om': (udsr:;{;aigv%?gia;? Receivables customer conversations. This role
: Information A the bills, update billing data « Maintain also updates the status of posted
: ¢ Adjust Bill  updd Ing data, N Receivables ‘ items (i.e., note a topic in Dispute
H and set bills (including or for Collections)
: interfaced billing data). .
3 | Enter Receivables AR Item Processor
« Create AR Processor role responsible
Pending ~ =~  forcreating a receivable
ltem item. This user can handle
o Post/ payment exceptions. This
Unpost role may also correct posting
Item errors for receivable items.
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Lesson 2: Deposits and Cash Applications
Key Terms The following key terms are used in this Lesson:

A bank account identifier represents the bank account in which
transactions are made

Va

= Bank Account

Bill issued by Miami Dade County after having provided goods or

Bill ) . .
services to the customer. Previously known as Invoice.

A collection of one or more types of codes used to classify financial

Chart of Accounts .
and budgetary transactions

Customer ID The Customer ID is a unique identifier associated to a customer

The Deposit ID is the deposit slip number provided on the

Deposit ID departments assigned deposit booklet

A Direct Journal is used to record a non-AR item in INFORMS.

Direct Journal Previously known as Report of Collections (ROC)

INFORMS Integrated Financials Resource Management System

An Item represents a good that is purchased from the supplier.
Unique identifiers may be established in the Item Master table for
an item to reduce redundant data entry during requisition and
purchase order processing.

Item

Payment Predicator is used to process payments automatically
Payment Predictor | against an AR item to offset the accounts receivable balance for the
item and post cash to GL

The INFORMS page where nearly all accounts receivable actions are
Worksheets done, such as creating items and maintaining items, payments, and
credits/debits. Each of the actions has a separate worksheet.
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Lecture 1:
How to Create
Online Deposit
and Payment
Application

Lesson 2: Deposits and Cash Applications

inferms

To create a regular deposit, navigate to: Finance/Supply Chain (FSCM) > Credit to Cash
Operations > Receivables > My Payment Processing > Regular Deposit

1. Select Add a new value

2. Select the Business Unit
3. Enter the Deposit ID (Proper Deposit ID as listed in the chart below)

NOTE: Deposit ID is a unique identifier. This field should be properly formatted for the
corresponding deposit as listed in the chart below.

Deposit ID
ACH Deposits

Deposit ID Format
ACH-Date

Bank Adjustment Credit | Credit Memo-Date
Memo
Bank Adjustment Debit Debit Memo-Date
Memo

Cash/Checks via Deposit

Slips

Credit Card Deposits

Insufficient Funds (NSF)

Lock box ID
Wire Deposits

Enter the deposit slip numbers
without the leading zeros.

Last 4 digits of Merchant ID
number & Date of Deposit

NSF-Return date
Date and Lock Box Number

WIRE-Date

Example
ACH-04052021
CM-04052021

DM-04052021

930630501

XXXX-04052021

NSF-04052021
04052021-555
WIRE-04052021

1] My Receivables Design

{3 My Customers & Contacts

& My Receivables Items

L. My Payment Processing
Madify Accounting Entries

Express Payment

Regular Deposit

Eind an Existing Value || Keyword Search || Add a New Value

Deposit Unit | a,
Deposit ID NEXT Q

Regular Deposit

Payment Application

Add

Find an Existing Value | Keyword Search | Add a New Value

Receivables
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Lesson 2: Deposits and Cash Applications

Lecture 1: The Totals tab should be used to enter information for a new deposit or delete a deposit.
How to Create Once a deposit has been completed, this page will be unavailable.

Online Deposit 1. Enter the Accounting Date if different than the default
and Payment 2. Select the Bank Code
3. Select the Bank Account

Application
Types of Deposit INFORMS Previously used FAMIS
Bank Code Bank Codes

CASH/CHECK w001 BANK 108

ACH w001 BANK 108

AMEX W002 BANK 106

VISA/MC/DISC Wwo003 BANK 107

VISA/MC/DISC-ONLINE w004 BANK 105

E-CHECKS W004 BANK 105

AMEX - ONLINE WO005 BANK 125

***Refer to the Appendix for remaining INFORMS Bank Code ***

4. Select the Deposit Type

5. Enter a Control Total Amount

6. Enter the Count Total

7. Enter Contact information (Name, Phone Number, Location)

@ cmtktoca opartons | Receivables

[ My Recevables Design ~ Totals | Payments

@} My Customers & Contacts v

o My Receivables ltems w

' My Payment Processing = “Bank Account Y

Modify Accounting Entries

Express Payment

Regular Deposit

Payment Application

Create Direct Joumnal Entry Contact Person

—

Lockbax Processing

Receivables Update
W Save || Netity i Refresh s Aod | ] UpdateDsplay

All Deposits. Totals | Payments
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How to Create
Online Deposit
and Payment
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Lesson 2: Deposits and Cash Applications

Use the Payments tab to supply further information regarding the deposit. Ensure that the
Journal Directly (if payment must be applied via direct journal) or Payment Predictor (if payment
should be applied via payment predictor) option is checked to ensure that the deposit is available

for processing.

NOTE: If the payment should be applied manually via a worksheet, do not check off any box.

vk wnNeE

. Enter the Payment ID (i.e. check number)
Dollar Amount

Enter Currency Code - USD

Payment Description

. Customer ID

Select the Detail Reference Link, above the reference information section.

’“mllg
LRI

£ Credit to Cash Operations

] My Receivables Design

@ My Customers & Contacis

%5 My Receivables ltems

"L My Payment Processing
Modify Accounting Entries
Express Payment
Regular Deposit
Payment Application
Create Direct Journal Eniry
Lockbox Processing
Receivables Update
All Deposits

& My Accounting

0

Receivables

Find | View A Frst 4 1of1 (4 Last

Unit AD Deposit 1D NEXT Date z Balance Mot Balanced
Payment Information
Payment Seq *Payment ID *Accounting Date 02222020 |
| Amount |0 | Currency ADP
Rate Type CRANT Payment Description

[ Payment Predictor

Payment Method

Customer Information

|Cus|omer o Q |

Remit From
Mame
Corporate

SubCusti

MICRID

Dt oes
Reference Information
Queal Code Reference

1

il Save | =] Notify || «F Refresh

Tosais | Payments

Exchange Rate

Journal I Directly [l Range of Refers
Attachments (J)
d t 1of1 a
Business Unit 2 + =
Remit SefiD
Corporate SetiD
SubCust2
Personalize | Find | ViewAll | (31| [f§  Firs (4 tef1 (b Last
0 Refes
Q, 4l | (=]
» Add || Update/Display

0.00857419

e Make sure the deposit is balanced before saving. Deposits can be modified and deleted
before accounting entries are successfully budget checked and shown as Complete.
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Lesson 2: Deposits and Cash Applications

. Enter the Item ID (i.e. Invoice number)

Lecture 1: 6
7. Line Number
8
9

How to Create
Online Deposit
and Payment
Application

. Select OK
. Select Save

Detail Reference Information

Unit 1D DepesitID 1245073 Fayment 1D

Detail Reference Information Personalize | Find | Viewall | (] ] Fist 4 fof1 b Last

|| Detail References || ditional Information | [F53

Hem ID Line Unit Customer Fay Amt Currency DiscAmt  Status  Type

) ™ Y Y E—"Y — 0 e &=

o] [Ccanmel | [Refresn_|
« I

e Select the Plus sign on the Payment Section to add additional payments within the deposit.

e The Payment Predictor process is used for payments referencing an item. The Payment
Processor will create and update payments application worksheets manually for payments
that the payment predictor process did not automatically match to AR items.
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How to Create
Online Deposit
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Lesson 2: Deposits and Cash Applications

inferms

The Payment Application Worksheet page allows users to select information through the
selection and sorting features. The user can also view details by choosing View Detail. Be sure
to review all payment application worksheets. Worksheets that are incorrect or no longer
required should be deleted. Prior to posting, worksheets should be balanced. Proceed to
create and review accounting entries for each payment if the worksheet is required.

There are three steps to Payment Worksheets:

1. Build the worksheet
2. Apply the payment to items
3. Posting payments

Navigate to: Finance/Supply Chain (FSCM) > Credit to Cash Operations > Receivables >My
Payment Processing > Payment Application

1. Enter the 'Deposit Unit'
2. Select the 'Search' button.
3. Select a Deposit ID from the Search results.

@ My Receivables Design
[ My Customers & Contacts
& My Receivables ltems
. My Payment Processing
Modify Accounting Entries
Express Payment

Regular Deposit

Receivables
Create Payment Worksheet

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an existing payment

¥ Search Criteria

DepositUnit | = ~ AD

DepositID | begins with
Payment Sequence | = ~

Payment ID | begins with ~ Q

Payment Application

| Payment Status | = ~ -

Create Direct Journal Entry
Lockbox Processing
Receivables Update
All Deposits

(E My Accounting

¥'e My Collections

=4 My Reporting & Analysis

[l Receivables WorkCenter

UserID

m Assigned Operator ID

Payment Predictor Method

begins with +

begins with v

o p

begins with ~

Accounting Date | = ~

[l

o Case Sensitive

e

~

Basic Search & Save Search Criteria

Search Results

View All

Payment

Payment Payment Payment Payment
Sequence ID Amount User ID

Deposit .
Unit Deposit ID Currency Status

on o1 500 usD dent AD_MD_AR_DPT_PAYMENT_PRCSR

39



End-User Training Guide — FIN 204: Receivables Processing

Lecture 1:

How to Create
Online Deposit
and Payment
Application

inferms

Lesson 2: Deposits and Cash Applications

Build.

5. Under Worksheet Action, Select Build.

4. Use this page to enter information regarding customer, item reference, and item inclusion
criteria to build a worksheet. Once the necessary information has been entered, Select

[l My Receivabies Design

I My Customers & Contacts

5 My Receivables ams
My Payment Processing
Moddfy Accounting Entries

Express Payment

Payment Worksheet Selection

DepositUnit  AD
Deposit ID 3680120010

Deposit Status  None Applied

Customer Criteria

Customer Criteria Customer Reference

Receivables WorkCenter

Customer Hems ~
Regular Deposit Customer ID
Name
Payment Application Remit SetlD
Corporate SetiD
(Create Direct Journal Entry orporate 5
MICR ID
Lockbox Frocessing
Receivables Update
Reference Criteria
All Deposits
Reference Criteria
IE| | tem Reference
(@ My Accounting o Spedfic Value
v Q
Restrict to
3 w A 5
ve My Collections Al Customers ¥ qual Code Refersnce
= . Match Rule
My Reporting & Analysis Exact Match v Q| |ADOOD0002

Item Inclusion Options
& All tems

Exclude Collection ltems

Worksheet Action

Deduction ltems Only
0 Exclude Deduction ltems

Receivables

PaymentID 01 Payment Predictor

Payment Amount  500.00 USD
Payment Status  Identified

GRANT0000000080 Q Business Unit |AD Q

US DEPARTMENT OF HOMELAND SECURITY

MDC Remit From ID - GRANT0000000080

MDC Corporate ID GRANT0000000080
Q Link MICR

To Reference

Items in Dispute Only

O Exclude Dispute ltems

Clear Created at ftems 0

‘Workshest Selection

Save Return to Search

Previous in List

sheet Application Worksheat Action

Next in List Notify Refresh

sion Options
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6. On the Payment Worksheet Application page, under the Item Action section, select the
Entry Type = Pay an Item. Use this step to apply an exact payment to a receivable.

How to Create Verify/select the item ID referenced in the Deposit is checked and has an open item
amount equal to the payment amount.

7. Select the 'Save' button.

. 8. Choose Worksheet Action to navigate to the Payment Worksheet Action page. This allows

Application the user to choose a posting action for the worksheet or delete/review the worksheet.

Lecture 1:

Online Deposit
and Payment

Qeceivabies

Payment Worksheet Application

§ Q v 0 Go
e Row Sarting
w |$ SonAn | em v Go
m List
mQ
Oall1 || Detsi2 || Deeai3 || Owaid | Ostads || Dwads
View Dotail E.‘;’"‘ sol Pay Amt Cur Itsm 1D m Unit Customer  Type Reason [ 'A’;‘“ Service Purchase 1D Tax Status
5000 USD ADO00001 Q Q W Q  |GRANT0000Q Q Q Not Appicable + -
Add with Detail  Raveous 4 e Lotter of Crodit I0
Ba
Amount 5000 Remsaing 500.00 Uneatred 000
000 ¥count 000 Earmed 000

0.00 Write Off 000

o P——
@ Retum 10 Search Predous in List Nextin List Refresn

9. In the Payment Worksheet Action, Select the Create/Review Entries button to enter the
accounting entries related to the payment.

)
S

< pdate Worksheet

Payment Worksheet Action

Deposit Unit  AD Deposit ID 3680120010 PaymentIiD 01

Entered Date  07/22/2020 Status Do Not Post

Worksheet Action Posting Action Accounting Entry Action
Delete Worksheet j Create/Review Entries

Delete Payment Group

Worksheet Selection Worksheet Application Worksheet Action

Save Return to Search Previous in List Next in List Notify
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10. Select the 'Create/Review Entries' button and view the accounting entries.

Lecture 1. 11. Select the 'Return to Previous Panel' button. The Worksheet Action Page will be displayed.

How to Create

and Paylllent Payment Control Accounting Entries
A p p I i Ca t i O n DepositUnit PR Deposit 1D 9351400003 PaymentID  CHECK4S2
Accounting Entries Q v
fom 1D 12884 * 1 EnwyType PY Reascn
Bus. Ust PR Customer  PRO000D00DSS1 SubCustt SubCust?
Amount 71603 Currency  USD
Accountmg Entries  Complete Return To Previous Pansl
Distribation Lines
5 Q 1204V b b
ChartFields Cuprency Detats Addtiopal Detalls Jounal Reference Informaton [lem CrestionvUpdste Detads  |I»
Line GL Unit “Type Amount Account Grant Fund Dept PCBusUnit  Project
100 MDADE AR T16.00 1130900000  NO-GRANT 64001 PR25030000
102 MDADE Casn 71600 1101000001 NO-GRANT 959 ND93010200
Lines 4 DR 143200 Comency USD CR 14200  Comency  USD Net 0000
| Save Return to Search Notity

12. Select the Posting Action as "Batch Standard" on the Worksheet Action page.
13. Select the 'Save' button.

a0 _an_oeT_meM_prcsr EEsTsT wim B O B @
Qxcounting Entries &l
Payment Worksheet Action
Deposit Unit PR Deposit 1D 5381400003 Payment ID CHECKAR
Entered Date  0GM7/2020 Status Do Nof Post
Worksheat Action Posting Action Accounting Entry Action
Detets Worksheet |a oi: | Balch Standard v OK CresteRiview Entiies
[Disliate Payment Growp
orkshost Seiacton Workahest Acon
Return 1o Sesrch Natify
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Lecture 2: To create a regular deposit, navigate to: Finance/Supply Chain (FSCM) > Credit to Cash

Operations > Receivables > My Payment Processing > Regular Deposit

How to Create

Direct Journal ;
Payments 3'

Select Add a new value
Select the Business Unit
Enter the Deposit ID (Bank Deposit Slip Number)

l..] My Receivables Design
’l: v ! < Regular Deposit

B M r: n

& My Receivables Items ~

Deposit Unit | Q
Deposit ID/NEXT Q

“ My Payment Processing ~

ST—

Express Payment

Find an Existing Value | Keyword Search | Add a New Value

Regular Deposit

Payment Application

Receivables

The Totals tab should be used to enter information for a new deposit or delete a deposit.
Once a deposit has been completed, this page will be unavailable.

4.

5.
6.
7

8.
9.

Enter the Accounting Date if different than the default
Select the Bank Code

Select the Bank Account

Select the Deposit Type

a. 1-—Cash and Check Deposit

b. 2 — Credit Card Deposit

c. 3— Wire Transfer

d. 4 — Automated Clearing House

Enter a Control Total Amount

Enter the Count Total

10. Enter Contact information (Name, Phone Number, Location)

< My Recenables Design v Totals || Payment
3 My Customers & Contacts “ DepasitiC
W My Recevables liems w

My Payment Processing

Modify Accounting Enties

Express Payment

Regular Deposit

Payment Apglication

Create Direct Journal Entry

Lockbox Processing |:|

Receivables Update

All Deposits
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Lesson 2: Deposits and Cash Applications

Lecture 2: Use the Payments tab to supply further information regarding the deposit. Ensure that the

Journal Directly option is checked to ensure that the deposit is available for processing.
How to Create

Direct Journal
Payments

11. Enter the *Payment ID (i.e. check number)
o The Payment ID is to reference the payment
12. Dollar Amount
13. Enter Currency Code — USD
14. Payment Description

2 My Receivables Design v Toais
Unit AD Deposit 1D NEXT Date CaZYZO20 Balance biot Balanced
iR My Customers & Contacts v
Payment Information Find est 4 1of1 b La
w5 My Receivables ltems v Fayment 5eq I-Fa,mnmm I *Accounting Date 20 |® =
Amount |0.000 | Currency 3
» My Payment Processing - Rate Type -1 Paymant Doscription
I Payment Predictar Exchange Rate B
Moaty Accounting Entries FaymentMethod W) O Journal Directly CJRange of References
Atzachmants {3
Express Payment [ Find First 4 f1of1 p Last
Customer 10 Q Business Unit 1 [ =
Regular Deposit
Remit From Remit SefiD
am
Payment Application e
Corporate Corporate SeiD
Create Ditect Journal Entry Subbustt SubCustz
MICR D)
LockBox Processing
Detail Referencas
Recaivables Update s Ece—— Personsaze | Fing |Viewad | (21] [ Fint o toft » Lem
Cual Code Reference To Referance
All Deposits m 1 a a, +] =
& My Accounting ¥ il Save | =1 Notity | [ Refresh 4 Add || 2] UpdatelDisgiay
Totals | Payments
O Credit to Cash Operations. Receivables n E n r
ja—
joson | Help | Personales Page

My Payment Processing

Modity Accounting Entries

ats
Regular Deposit . ent 1D £ Ace "
Ame
Create Direct Jounal Entry : 2
s
Al Deposits 3
P £ Moty v

16. Select Save

NOTE: If you are ready to process the deposit and enter the ChartFields/Accounting then after
saving select the Apply Payment Hyperlink. This will immediately take you to the
Receivables/Accounting Entries Tab.
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e Once the deposit is entered, users will need to navigate to the accounting entries page to
enter the accounting distribution.

Navigate to: Finance/Supply Chain (FSCM) > Credit to Cash Operations > Receivables > My
Payment Processing > Create Direct Journal Entry

k] My Recaivables Design

I My Customers & Contacts

& My Receivables Hems
My Payment Processing
Mody Accounting Entres
Express Payment
Regutar Deposit
Payment Application
Create Direct Journal Entry
Lockbox Processing
Receivables Update

All Deposits

Receivables

Create Accounting Entries

Enter any Information you have and dick Search Leave falds blank for a kst of all values
Find an Existing Value

v Search Criteria

| Q
Deposit ID  pagins with v Qa
Payment Sequence = v
Payment ID |~ begins with v
User 1D bagins with v
Assigned Operator ID - begins with v

Case Sensitive

i

1 s'ml Clear | Basic Searct

1. Select the desired deposit. Information from the deposit will auto-populate.
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2. Update the accounting entries, enter the following values:
a. Line Amount — Enter a negative dollar amount
How to Create b. Fund —Select the Fund ChartField

Lecture 2:

Direct Journal c. Department — Select the Department ChartField
Payments d. Account - Select the Account ChartFleId
e. Grant —Select the Grant ChartField

3. Select the Lighting Bolt to create the offsetting cash entries

(3 Cresit 10 Cash Operations Receivables n “ a)
Paymant Processin iew Window | Melp | Personaice Page
= e Accounting Entries. | Degoss Conrel
Vet hcoumteg Entres
o Deposit 1D 206810 Ash.06.28 1
Feeguiar Depsail Currency Detars
Create Divect Journal Entry Amaount 20000 USD E
i Depasits
a
LY
ChantFields Gymency Detai Bwget downal Reference Informaton istritstion Craation / Update Detals | e
U Dltribution "L Unit Spead Typa LineAmount  Gusrency Funa Dept “Account Grant PC Bus Unit  Project
| 1 1 MDsDE  Q Speed Type 20000 USD G001 @ [iswoeoss @ asizooeenz @ | [mocmmwa [
Tat
1 vo0 uso 0000 uso W 00 00

NOTE: Ensure that the deposit is balanced and that your Net is equal to 0.00 before saving.
Deposits can be modified and deleted before accounting entries are successfully budget
checked and shown as Complete.

4. Select the Complete box and select Save.

— T e
Receivables u a
r— ] 2 o8
e Accounting En Depesd Sond
Wity Aocounbrg Enies
I 10 epost 1D 24810 ywan CASH62020 seq 1
Fiegutr Depost ol
-
Create Divect Jounal Extry Amoant 30008 USD
Al Depoas
a
amn ot CRk
=
Charfleids | Cyroncy Getain Eusomt | gowmal Rasrence infsrm st irisvion, Craston ! Update Cis
|_| gll’::‘h:m LU Speed Type Line Ama Cumency Fund Dep Accom & P Bus Unit  Projec

Speed Type 00 01 IEH10100 00

Sped Trpe ) b0

Sped Trpe 0 il

o Sped Trpe 0000 001 sone0n
‘ . v w0 e

. Totsl Debies 00 00
I Save | Fesern 1o Search Moty Aefresn

46



End-User Training Guide —FIN 204: Receivables Processing

Lecture 2:

How to Create
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Payments

Lesson 2: Deposits and Cash Applications
5. Select the Budget Check icon. =

inferms

Accounting Entries Deposit Control
Unit ID DepositIlD 246810 Payment CASH-06-23-20
Currency Details
g
Amount 200.00 USD
Complete Entry Event Q
Budget Status
Distribution Lines
B Q 1-20f4 ~
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details 103
Distribution . o
SeeusHce) GL Unit Speed Type Line Amount  Currency Fund Dept Account Grant
1 1 MDADE Speed Type -200.00 USD G1001 ID01010000 4412000002 NO-GRANT
2 2 MDADE Speed Type 200.00 USD 99999 ND99010000 1101000001 NO-GRANT

6. Once the Budget Check Icon is selected notice how Budget Status states Valid.

Accounting Entries Deposit Control
Unit 1D DepositiD 246810 Payment CASH-06-29-20
Currency Details
Amount 200.00 USD
Complete Entry Event Q
Budget Status  Valid
Distribution Lines
B Q
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details {13
Distribution . a
Sequence GL Unit Line Amount Currency Fund Dept Account Grant
1 1 MDADE -200.00 USD G1001 1D01010000 4412000002 NO-GRANT
2 2 MDADE 200.00 USD 99999 ND99010000 1101000001 NO-GRANT

NOTE: The Journal Generator process will send the entries to GL. AR users will not be
running the journal generator. This will be an automated batch process in production.
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Lesson 2: Deposits and Cash Applications

To modify or review an accounting entry, navigate to the Modify Accounting Entries.

Navigate to: Finance/Supply Chain (FSCM) > Credit to Cash Operations > Receivables> My
Payment Processing > Modify Accounting Entries

[ My Receivables Design
@5 My Customers & Contacts
& My Receivables Items

= My Payment Processing

Receivables

Modify Accounting Entries

Modify Accounting Entries

Express Payment

Regular Deposit

Payment Application

Create Direct Journal Entry

Lockbox Processing

Receivables Update

All Deposits

Enter any information you have and click Search. Leave fields blank for a list of all values.

v Find an Existing Value
~ w Search Criteria
DepositUnit = + | Q
DepositID | begins with v Q

Payment Sequence
Payment ID
User ID

| Assigned Operator ID

Case Sensitive

| Search Clear

s v

begins with v

begins with v

begins with v

Basic Search @ Save Search Critena

1. Enter the Deposit Unit and the Deposit ID.

~ Search Criteria

Modify Accounting Entries

Find an Existing Value

Deposit Unit

= ~

Deposit ID

begins with ~

Payment Sequence

Payment ID

User ID

|

"I Assigned Operator ID

I Case Sensitive

I Search Clear

= ~

begins with ~

begins with ~

begins with ~

Basic Search & Save Sea

Receivables

Enter any information you have and click Search. Leave fields blank for a list of all values

rch Criteria
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Lesson 2: Deposits and Cash Applications

Lecture 2: 2. To begin editing, uncheck the Complete box.
NOTE: A direct deposit journal entry can be modified only before it has been budget
How to Create checked.

Direct Journal 3. Select Save.

Payments —
Credt 33 Cand Operasons Recatvablas 4
o (AT : ey
= Devctly Joumalled Paymacts | Cucca
Mttty ecoutioy Enties
" o = Sata-
Faguin: Dagesss B
raste Oirect Joueml Erty Aanaiiad
Linan
" Q
ChurtFisks | | CyrencyDemin || fusget | | jmumal Relerence nrmason
Disttateen Forege o
frm— Glime  DebitAmown Crosit Ameur Line Ameurt P Fund Code  Dapt Becoant Grast B
|:| o = aemt ——
WA - —_—- ot
o = seoee
o o et o0

——
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Lesson 2: Deposits and Cash Applications

1. In the Currency Details Section, select the Delete Icon E . This will delete the generated
accounting lines and open the ChartFields for editing.

—_—
Receivables Q]
(ARG :
Wy Payract Precessrg = =
scering Sren =
o oy =
-
- v
Chrtfils | Cwey Ouinn || Buoget | e Metewros tmaton | | Qaiviion Caon (Uptee Outans |
(emerac] oL Unt Sowed Type Une Amownt  Curvency Fune Oopt Accoun Orart PCDow Ut Progest
D ey
2 2 wouDE towra Tyye 20000 Uso ) R0
Soww | Menemiosearch | mosty | Meven

2. Update the accounting entries:
a. Fund - Select the Fund chart field
b. Department — Select the Department chart field
c. Account - Select the Account chart field
d. Grant — Select the Grant chart field

3. Select the Lighting Bolt to create the offsetting cash entries. Select the Complete box and
select Save.

Accourtng Entries Decost Comtrod
0 4 1 CASH-O05-29-20
o0 ue0 []=
u Q
Stats

ibestion
n Q

Chantfias Cyrrency Detaty Dasget Journal Refersnce informaton Qutntason Crastion | Upsate Detists i

“‘, o G Unit Spesd Type Lie Amount  Currescy Fung Dept “Recount Grant PCBus Usit  Project

1 MOADE Q Speed Type 20000 USO G0 Q 1001010000 Q 4412000002 Q NO-GRANG, Q
s 1 Total Debits 000 umency USO Total Credes 20000 Cumency USD  Ne 20000
Retum 10 Search Notsty Refresh

4. Once saved select the Budget Check Icon =
Valid.

and notice how Budget Status states
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Lesson 2: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Instructions  Please refer to Activity 1 on the FIN 204 Training Activity and Data Sheet.

This activity will be performed individually; you must complete it on your classroom
workstation using the INFORMS training environment. Your Instructor will tell you how to log
into INFORMS.

You will perform the activity by following the FIN 204 Training Activity and Data Sheet and by
using the training materials as reference tools.

Instructor(s) are available if you have questions.
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Lesson 2: Training Exercise 1

Debrief 1. What should be entered as the deposit ID value?

2. How is the payment related to an open item?
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Lesson 2: Lesson Summary
Lesson Having completed the Deposits and Cash Application lesson, Users should be able to:

Summary e Enter a Deposit for a Customer

4
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Lesson 2: Training Activity 2

Demonstration The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Instructions Please refer to Activity 2 on the FIN 204 Training Activity and Data Sheet.

This activity will be performed individually; you must complete it on your classroom
workstation using the INFORMS training environment. Your Instructor will tell you how to log
into INFORMS.

You will perform the activity by following the FIN 204 Training Activity and Data Sheet and by
using the training materials as reference tools.

Instructor(s) are available if you have questions.

54



inferms

End-User Training Guide —FIN 204: Receivables Processing wneda

Lesson 2: Training Exercise 2

Debrief 1. How do you identify that a payment is a Report of Collection (ROC)?

2. What additional step is required when entering a deposit that should be directly
journaled?
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Lesson
Summary

4

Lesson 2: Lesson Summary
Having completed the Deposit and Cash Application, users should be able to:

e Enter a Direct Journal Payment
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Lesson 2: Deposits and Cash Applications
Lecture 3: Navigate back to the All Deposit page
Inbound Finance/Supply Chain (FSCM) > Credit to Cash Operations > Receivables > My Payments

. H > .
Deposits Processing > All Deposits

[.] My Receivables Design -~
Receivables Definition

Receivables Business Unit Enter any infarmation you have and click Search. Leave fields blank for a list of all values

Bank Accounts Find an Existing Value Add a New Value
View AR Open Periods ~ Search Criteria
Payment Predictor Rules Business Unit = Q
[ My Customers & Contacts ~
51 My Receivables ltems ~ e Ciear | Basic Search [ Save Sear
Wy Payment Processing ~

Modify Accounting Entries

Express Payment D
Regular Deposit

Payment Application

Create Direct Journal Entry

Lockbox Processing

Receivables Update

Al Deposits

1. Deposit Unit — Enter your Business Unit
2. Entered Date — Date of the Deposit
3. Select Search

e This will display all the deposits made on that particular day within the user’s business unit.

All Deposits

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

¥ Search Criteria

Deposit Unit = Q

Deposit ID | begins with ~ Q
User ID begins with ~

Assigned Operator ID begins with ~

Deposit Balance = ~ ~

@ Posting Status = ~ -
| Entered Date = ~

Payment Type = ~ Regular Payments Only A

(O case Sensitive

| Search | Clear Basic Search & Save Search Criteria
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Lesson 2: Deposits and Cash Applications

All Deposits

Unit

Accounting Date

Bank Code

Bank Account

MD_AR_DPT_PAYMENT_PRCSR BH1TST % InQ B @

QomME

(2]
06/29/2020

WELLS WellsFarga

WWDD] sessvemmessassssmmmnsssesmcssssfg R

Deposit Type  Cash and C
Rate Type CRRNT
Format Currency USD
Payment Type Payment
Totals and Counts
Control Total Amount 100.00 Count
Entered Total Amount 100.00 Count
Difference Amount 0.00 Count
Posted Total Amount 0.00 Count
Journalled Total Amount 0.00 Count
Return to Search Previous in List Next in List Notify

= o e a4 -

Deposit ID

Deposit Balance

Cash Control
Control Currency
Exchange Rate

Deposit Status
Control Data

Received
Entered
Posted
Assigned

User

123456789
Balanced

usD

Parfially Applied

0672912020

0672972020

MD_AR_DPT_PAYMENT_PRCSR
MD_AR_DPT_PAYMENT_PRCSR

inferms

Select a deposit to view the deposit details, for example Total Amount Deposited and Total
Count of Payments.
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Demonstration

Instructions

Lesson 2: Training Activity 3

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Please refer to Activity 2 on the FIN 204 Training Activity and Data Sheet.

This activity will be performed individually; you must complete it on your classroom
workstation using the INFORMS training environment. Your Instructor will tell you how
to log into INFORMS.

You will perform the activity by following the FIN 204 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if you have questions.
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Lesson 2: Training Exercise 3

Debrief 1. Adirect journal payment is used to replace the report of collection (ROC) process.
True/False

2. Will the chart of accounts be required for direct journal payments to post into the
general ledger? Yes/No
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Lesson 2: Lesson Summary
Having completed the Deposits and Cash Applications lesson, users should be able to:

e Create Online Deposit and Payment Application
e Create Direct Journal Payments
e Create Inbound Deposits
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Module 3: Maintain Receivables
Lessons This module includes the following lessons:

How to Review Items
How to Create Write-Offs
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Lesson 1: How to Review Items

Key Terms The following key terms are used in this Lesson:
Term Definition
{ 4 AR Update A batch process used to update customer balances and create

accounting entries.

A bank account identifier represents the bank account in which

Bank Account .
transactions are made

Bill issued by Miami Dade County after having provided goods or

Bill ) . .
services to the customer. Previously known as Invoice.

The billing interface enables automatic creation of a bill using data
Billing Interface from other INFORMS modules, such as INFORMS Project Costing, or
an external system, such as ISD M5.

INFORMS data element that has a validated listed of values. Known

Chart Fields . .
as Financial Structure
Customer ID The Customer ID is a unique identifier associated to a customer
. The Deposit ID is the deposit slip number provided on the
Deposit ID P P P P

departments assigned deposit booklet

A Direct Journal is used to record a non-AR item in INFORMS.

Di
irect Journal Previously known as Report of Collections (ROC)

INFORMS Integrated Financials Resource Management System

Is the money owed by customers to another entity in exchange for
Item goods or services that have been delivered or used, but not yet paid
for

Payment Predicator is used to process payments automatically
Payment Predictor | against an AR item to offset the accounts receivable balance for the
item and post cash to GL

Is the money owed by customers to another entity in exchange for
Receivables goods or services that have been delivered or used, but not yet paid
for.
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Lesson 1: How to Review Items
Lecture 1: To verify that the group has been posted, navigate to the Group Control page.

Verify Item Navigate to: Finance/Supply Chain (FSCM) > Credit to Cash Operations > Receivables >My
Status Receivables Items> Review Pending Items

M0 _AR_DPT_ITEM _PRCSR EFS5ITS

1

5 by Receivabies fems B
All lkems
Creaie Semwealies e Erma ity inarmaton you R b choi Saareh Ladve Saiss bl for B a2 of ol valuss
Review Pending lhemy Fngl an Exrvbng Vales:
D RS=ae e Lt = Search Crileria

[ e Group et |z ¥ | 1] a
o - v | o
Lkochne Vibrisheet Group 1D | b with 2ed Q

User ID | bayrs weh 7 Q

Fingkos Workahent

e . rawh T
” . ing Envies sugned Operator 1D | bagirs wh Q

Group Typs | bagrawch ¥

s kily Paymant Processing
Orign D | bagrswih T
i My Colectiors "
n Enered Date | = L "
by Reporing & Aralyis W

Posting States | = L T

Cand Senisiten

Search Claar | Sasic Search B Sava Searsh Crawra

1. Enter your Group Unit (Business Unit)
2. Enter a Group ID

e On the Group Control page, the Posting Status will display Complete.

1 Credit to Cash Operations Receivables
- L o - Group Control Pending hem 1 Pending Rem 2 Peanding ftem 3
Online llems Group Unit 1D GroupID 652
Create Receivables Rems
Accounting Date 06242020 Approved By MD_AR_DPT_ITEM_PRCSR
Review Pending lems Group Type A Adhos Ibem Currency
Custnenes Berm List Control Format  USD
Origin 1D ADH Adhoc
Maintenance Worksheet
Totals Control Data
Update Warksheet
Control 100.0 “Count 1 Received 06242020
Finalize Worksheel Entered 10000 Count i Entored 062472020
Difference 000  Count 0 Posted 06242020
Upeiste Aczouniing Eniriey Pasted 10000 Count 1 Assign  MD_AR_DPT_ITEM_PRCSR
liser MO_AR_DPT_ITEM_PRCSR
= My Payment Processing W
%
v'e My Cabections N Growp Status
= My Reporting & Analysis v Edin Status  Edited Accounting Entries  Balanced
Balanced _Yes ting Action Do Nat Post
Posting Status  Complete
Retum to Search Notify Previous tab Next tab
Group Contral | Panding ltem 1 | Pending fem 2 | Pending Hom 3
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Lesson 1: How to Review Items

If the posting status contains an error, choose Error Info to view more information regarding the
error. Explain will provide further details.

To correct the error, choose the component that needs to be corrected.

Navigate to: Finance/Supply Chain (FSCM) > Credit to Cash Operations > Receivables > My

Receivables Items > O

nline Items

iz My Receivables Design
Bl My Customers & Contacts s

% My Receivables ltems ~

Online Items |

Create Receivables Items

Review Pending ltems

Customer Item List

Maintenance Worksheet

Receivables Update

Finalize Worksheet

Update Accounting Entries

=l My Payment Processing ~
& My Accounting ~
e My Collections ~

Receivables
Online Items
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

~ Search Criteria

@

Update Worksheet "

Group ID

begins with

| Business Unit

= o~ |

Customer ID

Item ID

Item Line

Sequence

Assigned Operator ID

AR Update Error Code

Case Sensitive

Search || Clear

begins with ~

begins with ~

begins with Q

begins with

Basic Search

0

ave Search Critena

1. Enter the Group unit and Business unit. Both are equal to the user’s Business Unit.

2. Select Search.

3. Select an item in Error to correct.

&) My Recervables mems
Group Controt
Oniing Hems
Create Rocenables ltem:
Revew Pencng Items
Customer Item List

Mantanan

Norsnaat
Upaste Worksheet Control Totals
Finaize Workshast

curtng Entres [

My Payment Processing

Update

¢ My Collections

My Reporing & Analysts

swve | Re

Pending Item 1 Pendng ltem 2
L
05212020 i
d Q Bing
g BILL Q .
351421
35121

tarm 10 Search Notfy

Receivables
Pendsing ftem 3 Accounting Entres Group Action
) 2035
cy
usp Q
ntrol €
t 1 co 05212020 =
t ;
] As D_CONVE Q
o
s Balanced
Do Not Post

e In the Group Control Tab, users will notice the posting status is equal to Error.
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Lesson 1: How to Review Items

Lecture 2: 4. Select Pending Item 1 Tab
e Users will notice the Error Code is equal to the corresponding Error.

Correcting
. _————————————————————————————
Posting Errors Recamaties
] y ‘ T | geecoew || meedmgmmt || Pessgtens || Fecmamed || acsirg e || s smen
. ‘ ~ I o st G 10 3508
Trwee Pececanes e
Peeutng Hem £y QI 4 4 AR b b e
Fwews Perorg Tere
it oo BB oo R B e e
—m S B s ' L cemm ]
[P—— - — S
Warien vt | PR a Cuntomer | PROOON0INT Q. Teww
Upcm Workotes:
Frsian W sran Arcars e Cureecy W0
Upcwe dccoursrg Crtoes ey By v f— a anoe [ a
ate Type B Rt iy
L W Payre Poceiang
= n Frctuange Rate Vooooceos ™ View dusiogs Prsms
VS lreom ey~ —
e | e | e coueo
T TR a i st ]
e At e Bune Cos Oaye
Dtse Anet ¥ s Dww | 71 Mevars Advw Dns et
PO Rt roe | #0L
Oror Mo Cocammenn L e
- we Cane e
o

5. Select the Error Info Button and a popup box will be displayed. Explaining the item’s error.

52891 i inati in GL Busi

for the General Ledger Business Unit. Medify Cr

o]
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Lesson 1: Lesson Summary
Having completed the How to Maintain Receivables lesson, users should be able to:

e How to Verify Item Status
e How to Correct Posting Errors
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Lesson 2:
Overview

Lesson 2: How to Create Write-Offs
At the conclusion of this lesson, users will be able to:

e Create Write-Offs
e Approve Write-Offs

inferms
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Lesson 2:
Introduction

Lesson 2: How to Create Write-Offs

INVOIGE TO GASH

Business Process

inferms

Greate a Customer
:L + Setup
Customer
« Maintain
Customer

Customer Processor : |4 l Apply Payment

Processor role responsible for
adding, updating, and viewing
customer general information.

: Create Bills
« Create Bill
¢ Finalize and 'S
Print Bill

* Review Bill -

Information
o Adjustill A

Bl Processor 2

« Enter Deposit
« Payment
Predictor
' Direct Journal

&

Payment Processor

Processor role
respansible for entering
payment information.

Processor role responsible
for creating a bill based on
data from the Bill Request
Form. This user can generate
Pro Forma (draft) invoices of
the bills, update billing data,
and set bills (including
interfaced billing data).

Collection and Rging

« Analyze Past

ue
Receivables

« Maintain
& \ Receivables ¥l

AR Collections Processor 5

Processor role responsible for
generating customer interactions,
including dunning letters and
customer conversations. This role
also updates the status of posted
items (i.e., note a topic in Dispute
or for Collections).

Enter Receivables

== « Create AR

Pending
Item

« Post/
Unpost
Item

AR ltem Processor

Processor role responsible
for creating a receivable
item. This user can handle
payment exceptions. This
role may also correct posting
errors for receivable items.
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Lesson 2: How to Create Write-Offs

The following key terms are used in this Lesson:

Term

AR Update

Definition

A batch process used to update customer balances and create

accounting entries.

Bank Account

A bank account identifier represents the bank account in which
transactions are made

Bill

Bill issued by Miami Dade County after having provided goods or
services to the customer. Previously known as Invoice.

Billing Interface

The billing interface enables automatic creation of a bill using data
from other INFORMS modules, such as INFORMS Project Costing, or
an external system, such as ISD M5.

A term to represent the chart of accounts. Sometimes the term is

ChartField used by the INFORMS team to reference a specific field within the
chart of accounts (i.e., Fund, Account, Dept ID).

Customer ID The Customer ID is a unique identifier associated to a customer
The Deposit ID is the deposit slip number provided on the

Deposit ID P P P P

departments assigned deposit booklet

Direct Journal

A Direct Journal is used to record a non-AR item in INFORMS.
Previously known as Report of Collections (ROC)

INFORMS Integrated Financials Resource Management System
An Item represents a good that is purchased from the supplier.
ltem Unique identifiers may be established in the Item Master table for

an item to reduce redundant data entry during requisition and
purchase order processing.

Payment Predictor

Payment Predicator is used to process payments automatically
against an AR item to offset the accounts receivable balance for the
item and post cash to GL

Receivables

Is the money owed by customers to another entity in exchange for
goods or services that have been delivered or used, but not yet paid
for.

70




End-User Training Guide —FIN 204: Receivables Processing l.’}:l _6 In !S.

Lesson 2: How to Create Write-Offs

Lecture 1: This lesson will review How to Create Write-Offs.

Create Write- Miami-Dade County I/O 3-9, provides departmental responsibilities over the administration of

Offs customer accounts receivable and the actions required to adjust uncollectible accounts
receivable.

A department shall declare an account “past due” if not paid within thirty (30) days of the due
date. If not paid within ninety (90) days of the due date, the account shall be considered
“delinquent.” In all cases, the exercise of due diligence in collecting an account requires prompt
notification of the account’s “past due” status to the obligee and request for payment. Every
effort shall be made to collect a debt prior to it falling into the “delinquent” category.

INVOIGE TO GASH

Create a Customer : 14
1 n, Customer Processor : Rvpiy Payment Payment Processor
« Setu : : * Enter Deposit
Custgmer Processor role responsible for 3 + Payment fg:ss;’z&g}ﬁ entering
. intai adding, updating, and viewing : Predictor » y
Maintain < . : . payment information
Customer customer general information. 3 '+ Direct Journal ’
¢ Create Bills BI Processor i i i
: b | bl 2 Gollection and Aging AR Collections Processor 5
: « Create Bill fc:rug(::asl?r[n maebi[ﬁsbgosl::;oﬁ Processor role responsible for
¢ Finalizeand [ data from Ehe Bill Request » Analyze Past generating customer interactions,
Print Bill Form. This user can qeneme due == including dunning letters and
* Review Bill - Pro Fﬁrma (draft) invgoices of Receivables customer conversations. This role
+ Maintain also updates the status of posted

Information g the bills, update billing data,

* AdjustBill and set bills (including Receivables i, g:e;r:j ((:i.neliégtoigiz)topic in Dispute
interfaced billing data). )
3 | Enter Receivables AR Item Processor

« Create AR Processor role responsible
Pending ~ =~ forcreating areceivable
ltem item. This user can handle

« Post/ payment exceptions. This
Unpost role may also correct posting
ltem errors for receivable items.
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Lecture 1:

Create Write-
Offs

Lesson 2: How to Create Write-Offs

The Application Worksheet page allows users to select information through the selection and
sorting features. The user can also view details by choosing View Detail. Be sure to review all
application worksheets. Worksheets that are incorrect or no longer required should be deleted.

There are three steps to Worksheets:

1. Build the worksheet
2. Apply Item and Write-Off Reason.
3.Create and review Accounting Entries

Navigate to: Finance/Supply Chain (FSCM) > Credit to Cash Operations > Receivables > My
Receivables Items >Maintenance Worksheet

1. Select on Add a new value tab
2. Select Business Unit
3. Select Add

o Receais oaC

& My Recaivables Rems
Create Worksheet

Create Recawables ltems

£ind an Exising Value Add 2 New Value
Revew Pending Items

Customes ftlem List |,‘ Ksheet 11D Q I
Maintenance Worksheet 1D | NEXT

Update Worksheet

Finaze Workshest

Update Accounting Entres

My Payment Processing . E*’ Aal oo

¢ My Colectons

“* My Reporting 8 Analysis
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Lesson 2: How to Create Write-Offs

Lecture 1- 4. Enter the Customer ID, Business Unit, Item Inclusion Options — Verify ‘All Items’ is selected.
’ 5. Worksheet Action — Select Build Button

Create erte_ MD_AR_DFT_ITEM_PRCIR EFIRITET
Offs Rezenemies mn -
o, Workehael Babvotian || Werianaat Mistoras
ni 1o Woricheel ID NEXT
Custborsas Critedla
Cuciom .
Customer Rsterence Q e
Malsienance Warkinaet i
| -
Bucinsss Unit | Q
Hama  Univ
Fam® JefiD MOC Remit From 0
. E Corparsls B0 UDC Corporste I ROOCOOC00D00018
Wi B Ll NSCH
L ymanl S50
abe Troe Q Avalg Date (DTRETRG  E]
Fo Wy Collactio
Wy Repsitng & Argiea ~ N
: Reforance Criledia
*Ralminccs Catlaris
# | liem Referance
R T Q ol
W
sl Soe Referasse Io Rafenense
suates Bul
W
Q Q + -
..... ar Eil
q,
O Desugtion amc Cey Ot i Dispute Only
a [=-2133 L O Exsluge Dedaoth m O Essless Dicavie Heme
Worksheet Actio
Bums (=TT 68 [t Daf of s W
S
bave i Ll Rafrach agd Ledete Dleglay
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Lecture 1:

Create Write-
Offs

inferms

Lesson 2: How to Create Write-Offs
6. Item Action — Select Write-off a Debt

MD_AR_DPT_(TEM PRCSR EFSS2TST w imB QL P @
Receivables
i Receivables Items " "
Wy Worksheet Application
Creaiz Recaivables liems Unit D Worksheet 1D B45T Currency USD  AccountingDate OTI0&/2020 Reason Code Q
Reviaw Pending fiems
Item Action Row Selection Display Control
Customar fem Ligt Entry Type | WrimcfADsst Choscs | SakectRangs w Display | A fmms v 8o *
Mairtsnance Worksheet Reason | BANK a Range Go
Updaie Workshest
Absolute Value Sort
Finalize Worksheet
Item List
Updade Acoounting Eniries m Q
My Payment Processing v Detail 1 Detail2 || Detail3 || Detaild Detail 5 || Detailg
¢ My Cosections View Detail Wor Sal ltem Balance  Cumrency Htem ID Lima Type Reason Unit Customer Service Purch
M Raporiing & Aralysis ’ |:| B 1 0 10000, | USD 12345 a Q|| 000000000000038
=) z 37500 | USD 1000000029 wo G [k Q) D 000000000000038
Add Item -
Bakance
D cr Adj Met WO Ref
11, 100 000 L) e oo
ihest Selection \Workshest Agpication fachment;
Save Feturn to Search Motify Refresh

7. Reason — Select the corresponding reason

BANK Bankrupt

CLOS Business Closed

LOCT Can Not Locate Customer

DECS Deceased

8. Select the item to debit

9. Select Save

10. Choose Worksheet Action Link to navigate to the Payment Worksheet Action page. This
allows the user to choose a posting action for the worksheet or delete/review the worksheet.
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Lecture 1:

Create
Write-Offs

posting action.

Lesson 2: How to Create Write-Offs

Accounting entry edits can be made prior to posting when reviewing the accounting
entry. After the errors are corrected, the Payment Processor can select the Batch Standard

11. Accounting Entry Action — Select Create/Review Entries

<

| My Receivables Items
Create Receivables ltems
Review Pending ltems
Customer ltem List
Maintenance Worksheet
Update Worksheet
Finalize Worksheet
Update Accounting Entries

[ My Payment Processing

¢ My Collections

=) My Reporiing & Analysis

MD_AR_DPT_ITEM_PRCSR EFS92TST ok

Receivables

Status Do Not Post

Worksheet Action
Unit D WorksheetID 6657
Worksheet Action
Delete Worksheet Action:
Delete Maintenance Group

Worksheet Selection

o

Save Return to Search Notify
v

v

Posting Action

Submit to Workflow v 0K

Worksheet Application

Accounting Date  07/08/2020

Accounting Entry Action

Create/Review Entries

Worksheet Action

inferms

New

12. Review the Accounting Entries. Select Return to Previous Panel Button

€ My Receivables items
Create Recovates tems
Review Pending tems
Customer ltem Lst
Maintenance Workshest
Update Worksheet
Fnace Worksheet
Update Acceuntng Ennes
My Payment Frocessing

v'¢ My Colactions

S My Reporting & Analysis

Q
Receivables
Yéorksheet Control Accounting Entres

eoup Usit 1D Group 1D 6857

Accounting Entries Q
Itom 10 1000000229 Line Eatry Type WO
Bus.Unt 10 Customer  000000000000039 SubCustt
Amount 37500 wrency  USD
Accounting Entries  Compiete

L

Distributhon Lines
il = a
ChartFsids Curency Detafs Adotaa Detats
Line GL Unit “Type Amouen
2 MDADE User 3500
00 MDADE AR AT5.00
Lines 2 R 37500 wrency usoD

Save | RetumtoSearch | Notfy

Joumal Referancs information

Retum To Previous Panel

“Account Grant Fund

2244000000 Q  NO-GRANT G007

1131002000 NO-GRANT Gs007
cR 37500 sroncy  USD

Hem Cresbonipdans Detats

et

PC Bus
Dept Ut
1003020000
1DA3020000
0000
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Lesson 2: How to Create Write-Offs
13. Under Posting action, Select “Submit to Workflow”

Lecture 1:
14. Select Okay Button

Create Write-

MD_AR_DPT_ITEM_PRCSR EFSSZTST o

Offs st canh Ot i Recevables

. " Worksheet Action
Creste Recevables items Unit 1D Worksheet ID 6657 Accounting Date  07/08/2020
Review Pending items Status Do Not Post
Customer llem List Worksheet Action Posting Action Accounting Entry Action
Maintenance Worksheet Delete Worksheet Action: | Submit to Worklion v 0K Create/Review Entries

Delete Maintenance Group
Update Worksheet

Finalize Worksheet

ksheat Application Worksheet Action
Update Accounting Endries
My Payment Processing v I@
| _Jsvo Retun to Search | Notity
v'¢ My Collections v
“\ My Reporting & Analysis v

® To see items in approval, select the Approvals Tile on the home page. This will display the
user’s worklist.
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Lesson 2: How to Create Write-Offs

Lecture 2: 1. Select Approvals Tile on the Home Page.

Approve Write- |Time ows AIFL e
Offs Approvae || empiovee soir-service | [ Manager seir-service
.00
me ol
L] i
1 Coming Soon
Finance ! Supply Chain (T SCM) | | Human Rescurces (HCM) earning (€LM) &
L C
b 3 ° o
D) =
e s 7
Coming Soon Coming Soon
Scorecernd ‘Anatyscs (OBIA) Hypenon
.
il s%e 20
ilil 5 O
Coming Soon Coming Soon Coming Soon
FC-ww Security Reguest Form
1=, °
L b=
sous
Coming Soon

2. Select the write-off item to approve.

MD_AR_DPT_WRITEOFF_APRVR EH91TST % I QB @

Pending Approvals o)

View By | Type v v
@& m 1
Al Trow
[5  maintenance Wrie-off 1 Maintenance Write-off ID /6857 MD_AR_DPT_ITEM_PRCSR Routed N
37500 USD A\ Medium Priority 0710812020

3. Verify the information, Enter Approver Comments
4. Select Approve

owain Approval Header Detail

Maintenance WriteOfl 10 6857 m
M0 USD

Deny
£ n Frocess

Fushback

More

Sumenary
u ] Worksbeol 1D 86587

te TR0 - 1200 Al

Fegquesier MO_AR_DPT_ITEM_FRCSR
Lire Dutadte

Businass Lnit Customes D e iy damount

] 0000000K0000GE IDOR0NZE 37500 USD

Approves Comments
COMPANY BANSRUPTCY VERFIED

Apprcxsl Chan »
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Lesson 2: How to Create Write-Offs
) 5. Verify Comments
Lecture 2: 6. Select Submit

Approve Write-
Offs

Approve

‘You are about fo approve this request.

Approver Comments
COMPANY BANKRUPTCY VERIFIED

< Pending Approvals

Approval Header Detail

Maintenance WriteOff ID 6657
375.00 USD

@ rpproved on 07/0812020

Summary
Unit 1D Worksheet ID 6657
Currency USD Accounting Date 07/08/20

Reason Code Routed Date  07/08/20 - 12:00 AM

Total Write-off 375.00 USD Requester MD_AR_DPT_ITEM_PRCSR
Line Details
Business Unit Customer ID Item 1D Amount
D 000000000000038 1000000028 375.00USD >
Approval Chain >
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Demonstration

Instructions

Lesson 2: Training Activity 2

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Please refer to Activity 5 on the FIN 204 Training Activity and Data Sheet.

This activity will be performed individually; you must complete it on your classroom
workstation using the INFORMS training environment. Your Instructor will tell you how
to log into INFORMS.

You will perform the activity by following the FIN 204 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if you have questions.
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Debrief

Lesson 2: Training Exercise

Can a user write off any pending item after 30 days?
1.

inferms

Is there an approval process for write offs?
2.
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End-User Training Guide —FIN 204: Receivables Processing wndu

Lesson 2: Lesson Summary
Having completed the How to Create Write-Offs lesson, users should be able to:

e Create Write-Offs
e Approve Write-Offs
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Objectives
Achieved

.

4

Module 4: Course Summary
Congratulations on the completion of the FIN 204 course! Users now should be able to:

1. Enter Receivables
2. Enter Deposits
3. Maintain Receivables
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Additional
Training and Job
Aids

Module 4: Course Summary
The following resources are also available:
User Productivity Kits

e Create Item Manually Online
e Enter Deposit

e Direct Journal Payment

e Create Write-Offs

o Approve Write-Offs

Job Aids
e N/A

For additional Information, be sure to visit:

e Miamidade.gov/informs

inferms
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Key Terms

tnferms

Module 4: Course Summary

The following key terms are used in this course:

Term

AR Update

Definition

A batch process used to update customer balances and create
accounting entries.

Bank Account

A bank account identifier represents the bank account in which
transactions are made

Bill

Bill issued by Miami Dade County after having provided goods or
services to the customer. Previously known as Invoice.

Billing Interface

The billing interface enables automatic creation of a bill using data
from other INFORMS modules, such as INFORMS Project Costing, or
an external system, such as ISD M5.

Chart of Accounts

A collection of one or more types of codes used to classify financial
and budgetary transactions

ChartField A term to represent the chart of accounts. Sometimes the term is
used by the INFORMS team to reference a specific field within the
chart of accounts (i.e., Fund, Account, Dept ID).

Customer ID The Customer ID is a unique identifier associated to a customer

Deposit ID The Deposit ID is the deposit slip number provided on the

departments assigned deposit booklet

Direct Journal

A Direct Journal is used to record a non-AR item in INFORMS.
Previously known as Report of Collections (ROC)

INFORMS

Integrated Financials Resource Management System

Item

An Item represents a good that is purchased from the supplier.
Unique identifiers may be established in the Item Master table for
an item to reduce redundant data entry during requisition and
purchase order processing.

Payment Predictor

Payment Predicator is used to process payments automatically
against an AR item to offset the accounts receivable balance for the
item and post cash to GL
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Term

Receivables

inferms
Module 4: Course Summary

Definition

Is the money owed by customers to another entity in exchange for
goods or services that have been delivered or used, but not yet paid
for.

Worksheets

The INFORMS page where nearly all accounts receivable actions are
done, such as creating items and maintaining items, payments, and
credits/debits. Each of the actions has a separate worksheet.
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Module 4: Course Summary

inferms

SetID (| Bank INFORMS | Last 4 Description Short Desc INFORMS | INFORMS FAMIS
Code BANK Bank Fund Account G/L
Account Account
#

MDC BANKU BUO1 7300 SERIES 2016A SER 2016A D3023 1105000002 105
RESERVE ACCOUNT

MDC BNKAM BOA1l 700.2 BAPCC BAPCC G3057 1105000008 105

MDC BNKAM BOA2 700.3 LEASE 2018 ESCOW  LEAS ESCRO Co077 1105000001 105

MDC BNKAM BOA4 700.4 BAPCC/MIAMIDADE BAPCC/MIAM  G3057 1105000007 105
COUNTY FLORIDA

MDC BNKAM BOAS5 700.5 BANC OF AMERICA BANCOFAM  G3057 1105000005 105
PUBLIC CAPITAL

MDC BNKAM BOA6 700.6 BANC OF AMERICA BANCOFAM  G3057 1105000006 105
PUBLIC CAPITAL

MDC BNKAM BOA7 700.7 BANC OF AMERICA BANCOFAM  G3057 1105000010 105
PUBLIC CAPITAL

MDC CITYN CNO1 1071 COMMISSION ON COMMISSION  S1015 1049000000 049
ETHICS & PUBLIC

MDC CITYN CNO02 7309 METROPOLITAN D METROPOLIT  S1030 1068000000 068
COUNTY/AFFAIRS

MDC CITYN CNO3 1139 NORTH MIAMI NORTH EWO009 1103000000 103
MUNISPORT MIAM
ESCROW A

MDC SUNTR STO1 1111 CAPITAL RESERVE CAPITAL RE CO006 1097000000 097
FUND AGREEMENT

MDC TDBNK TDO1 7014 ESCROW AGENT ESCROW AGE TF159 1103000000 103
FOR TD EQUIPME

MDC WELLS w001 6688 MDC GENERAL GOA 99999 1101000001 108
OPERATING ACCT

MDC  WELLS WO002 5960 AMERICAN EXPRESS AMEX 99999 1101000006 106
ACCOUNT

MDC  WELLS WO003 4288 MERCHANT CC VISA CREDITCARD 99999 1101000007 107
& MC

MDC  WELLS WO004 5892 INTERNET INTERNETM 99999 1101000005 105
MERCHANT

MDC WELLS WO005 3336 AMEX WEB MDC BOCC 99999 1101000014 125
ACCOUNT

MDC  WELLS WO006 8160 S.DADE CULTURAL  CULTURALC 99999 1101000016 130
CENTER

MDC  WELLS WO007 8108 MD TRANSIT- DHMSV 99999 1101000019 135
DHMSV PMTS PMTS

MDC  WELLS WO008 2257 TAX COLL DELINQ TAX SALE 99999 1101000011 122
TAX CERT SALE

MDC  WELLS WO009 0624 TAX COLL PERS PROP 99999 1101000013 124
PERSONAL PROP
WEB PYT
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SetID || Bank INFORMS | Last 4 Description Short Desc INFORMS || INFORMS FAMIS
Code BANK Bank Fund Account G/L
Account Account
#

MDC WELLS w010 2768 TAX COLL REAL EST. REALESTWEB 99999 1101000012 123
WEB PAYMENT

MDC WELLS Wo011 8296 C&R ALTERNATIVE - CRALT DIS G1001 1080000000 080
DISBURSEMENT

MDC  WELLS WO012 9821 C&R ALTERNATIVE - CR ALT DEP G1001 1080000000 080
DEPOSITORY

MDC WELLS Wo013 4547 C&R BOND CRBONDDP  G1001 1037000000 037
ESCROW -
DEPOSITORY

MDC WELLS WO014 4550 C&R BOND CR BOND PY G1001 1037000000 037
ESCROW -
DISBURSEMENT

MDC WELLS WO015 8115 CORRECTIONS - CR DEPOSIT G1001 1039000000 039
DEPOSITORY

MDC WELLS WO016 8128 CORRECTIONS - CR DISBURS G1001 1039000000 039
DISBURSEMENT

MDC WELLS WO017 8089 MDPD TRUST PD TR DEP TF213 1173000000 173
ACCOUNT
DEPOSITORY

MDC WELLS WO018 8076 MDPD TRUST PD TR DISB TF213 1172000000 172
ACCOUNT
DISBURSMENT

MDC WELLS WO019 9842 SPECIAL SERVICES SSC ACCT 99999 1101000015 126
ACCOUNT

MDC  WELLS WO020 3726 MIAMI-DADE MDC PAYROL 99999 1101000008 113
PAYROLL ACCOUNT

MDC WELLS WO021 1103 MIAMI-DADE PAY EMERG 99999 1101000009 114
PAYROLL
EMERGENCY

MDC  WELLS WO023 5720 FRINGE BENEFITS FRINGE BEN TAO017 1103000000 103
MGMT CO

MDC WELLS WO023 5720 FRINGE BENEFITS FRINGE BEN TAO017 2251000000 103
MGMT CO

MDC WELLS WO024 0056 MDC HEALTH PLAN  HEALTHPLAN 1S014 1103000000 103
ACCOUNT

MDC WELLS WO024 0056 MDC HEALTH PLAN  HEALTHPLAN 1S014 2218000000 103
ACCOUNT

MDC  WELLS WO025 8162 MDC RISK MDCRISKM 99999 1101000017 136
MANAGEMENT
WORKERS CO

MDC WELLS WO026 9952 MIAMI-DADE PD GENERAL G1001 1065000000 065
POLICE GENERAL

MDC  WELLS WO027 8063 MDPD COURT COURT FEES  TF213 1177000000 177

SERVICE FEES
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SetID || Bank INFORMS | Last 4 Description Short Desc INFORMS | INFORMS FAMIS
Code BANK Bank Fund Account G/L
Account Account
#

MDC WELLS WO029 8736 COMMUNITY CASHD SC005 1067000000 067
ACTION AND
HUMAN SER

MDC WELLS WO030 9103 OFFICE OF THE OIG G1001 1047000000 047
INSPECTOR GENERA
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