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& /| All activity demonstrations will be displayed with an icon. Demonstrations will detail which
elements to input, but agency data should always be used when processing in AZ360.
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AR - Billing and Collections

The Accounts Receivable (AR) processes in AZ360, the statewide financial management system, covers:
e Billing customers for goods or services rendered.
e Processing collection activities.
e Recording the receipt of money owed.

The focus of the manual is the management of receivables owed to the State of Arizona. Revenue is
recognized at the time goods and services are provided by creating a receivable. AZ360 records revenue
and receivable information using a Receivable (RE) transaction. Alternatively, there are options to bill for
unearned revenue. The manual will provide an overview of the AR business area including a review of
the AR lifecycle, the setup of customers and customer accounts, and the event types and inquiry pages
that are available to AR users.

Manual Objectives

e Examine the AR area of AZ360.

e Review the configuration of AR tables.

e Create an RE transaction for various business scenarios.
e Perform RE transaction maintenance.

e Review the Billing process.

e Review the Collections process.

e Create a Referral to Collection Agency (CL) transaction.

Accounts Receivable (AR) Basics

Section Objectives
This section introduces the following processes:

e Review the AR lifecycle.
e Examine the Customer Setup process.
e Identify AR Event Types.

e Identify AR Inquiry Pages.

Internal Use Only ADOA — GAO 10/10/2023 AR — Billing and Collections 4
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AR Lifecycle

The AR lifecycle, as shown in the flowchart below, generally begins with billing a customer of the State
of Arizona. An RE transaction is an accounting event created in AZ360 to trigger the billing for goods or
services provided or in anticipation of the receipt of money. AR generates invoices, statements, or both,
to bill customers. When a payment is received, a Cash Receipt (CR) transaction records the collection of
money. If no payment is received, finance charges may apply. RE transactions can be modified, reduced,
referred to collections, or written off.

Figure 1: AR Lifecycle

|
Need to bill a
customer?
1
I 1
.
|
|
Receivable (Re)

|
Billing Actions:

- Invoice

- Statement
|
Payment
> Received?

|
Cash Receipt (CR)
|
|
|
1

Collection Actions:

Dept Approval
Treasurer Approval

Paid in Full?
Deemed :
— I N

T

- Past Due Notices
- Payment Intercept
- Payment Plans
- Collection Agency

|
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Customers are individuals or business entities that purchase goods or services from the State of Arizona.
Customer accounts are determined by the combination of a Vendor Customer code and a Billing Profile

code. Customer records are created and added to the Vendor/Customer (VCUST) table by using Vendor

Customer Creation (VCC) based transactions. Once a Customer record is created, a Customer account is

created by using the Customer Account Options (CACT) table.

" " A
The CACT is used to establish and maintain billing options for customers. On Billing Profile +

the CACT, users can view which billing profile codes have been assigned to
each customer code. One customer code may have more than one customer
account. That is because multiple billing profile codes can be assigned and
each combination represents a unique customer account.

Customer Account Options

Searct

Repartment Unit Customer

AD500002858

Billing Profile

Customer & Billing Profile & Ui Billing Type Address 1D

ARS00002858 AMANDA FINLAYSON CaBQT ADA ALL Both AD001

ARS00002858 AMANDA FINLAYSON RERQT ADA ALL Both A0001

Customer accounts can also be assigned to multiple departments in AZ360 by creating a customer
account record for each department that needs to use it. Records on the CACT are created through a
direct table update in the CACT table.

Below is an example of how to look up a vendor account record on the CACT.

Review the CACT Table p

Scenario
Look up customer accounts by department and billing profile by using the CACT table.

Log in to the AZ360 Home Page. Navigate to the CACT table.

Internal Use Only ADOA — GAO 10/10/2023 AR — Billing and Collections 6
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1. Click the Expand caret next to the « | cact
Global Search field.

All

2. Select the Page Code option. @

3. Inthe Global Search field, enter E Transaction
CACT.

ET Inquiry

LB Reference

Page Code v
4. Inthe drop down menu that -~ CACT Q

generates, select CACT Customer
Account Options. The Customer
Account Options table will
generate.

CACT Customer Account Options

Explore the CACT table.

1. Inthe Department field, enter the user’s department 3-digit code.

2. In the Billing Profile field, select the billing profile from the pick list for the billing profile(s)
being researched.

3. Click Search.

Search &
—

Repartment Unit Customer

ADA B

Billing Prafile

CBBOT

4. The grid on the CACT lists all of the customer accounts that have been created for the billing
profile and department combination.

Internal Use Only ADOA — GAO 10/10/2023 AR — Billing and Collections 7
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Grid Actions i L)

1-20 of 2,784 Records View per Page - @ 50 00 <« < Pagelofido > >

a

Customer Unit

Address D

ROBERT PROVO
200002610 KATHY FOWKES CBBOT ADA ALL Both A0001
200002611 KRISTA FORSTER GBROT ADA ALL Both A0001
20000261.2 CLAYTON JERNIGAN CRBOT ADA ALL Both A0001 :
500002642 HANNAH CHRISTENSEN CRROT ADA ALL Both A0001
500002643 COLLEEN ROCK CRBOT ADA ALL Both A0001 :
200002766 GARY LENTO CBBOT ADA ALL Both A0001
200002767 TIMOTHY SAVAGE GBROT ADA ALL Both A0001
200002768 AUSTIN RICHARDSON CRROT ADA ALL Both A0001 :

5. On the blue Vendor line, click the 3-dot menu.

6. Select View.

® View

Grid Actions
Rel; i
1-10f 1 Records View per Page - @ s 100
Customer = MNamse Billing Prefile = Unit Billing Type Ad

AARON FAVREAU

B Apsoonosasr

7. Observe the information in the General Information section for the record.

Customer Account Options ©

v General Information

Customer Address ID B Prafile
AD500002609 AD001 CBBOT

RQBERT PROVOQ COBRABQTH
Department Unit Rilling.kegatian
ADA ALL Customer Only
Minimum Billing Amount Cellestion Cycle Electrenic.File Typs
$0.00 - -

File. Brefix Bankruptey Suppress Billing
- No No

Suppress Past Due Billing Suppress Auto Fin Charge Dispute

No No No

» Change Management

Bill Parent

Customer Relations Acti

8. Click Home icon to return to the home page.

Internal Use Only ADOA — GAO
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Event types are codes used by the system that represent a business process. Event types define data
elements that must be entered on the accounting line, drive updates to vendor/customer account
information tables, and drive the creation of posting lines. This topic identifies the event types used in

AR.

Table 1 lists the permitted event types used on AR transactions. The possible event types vary by
transaction code, and most transaction codes have a default event type that is used unless otherwise

specified.

Table 1: AR Transaction Event Types
Transaction Code Transaction Name  Event Type

RE Receivable ARO1 (default)
AR10
AR31
AR50
AR52
LN34
LS15
LS16
TR20
CARE Cost Accounting ARC3 (default)
Receivable
AR10
AR31

Function

Bill Earned Revenue

Bill Unearned Revenue

Bill Vendor Refund- Non Budgetary
Bill to Asset

Bill to Liability

Bill Loan Principal Repayment

Bill Capital Lease Principal Payment
Bill Capital Lease Interest Payment
Bill for Return of Unused Travel Advance
Bill Earned Revenue — Cost
Reimbursement

Bill Unearned Revenue

Bill Vendor Refund — Non Budgetary

AR transactions update a number of inquiry tables. This topic reviews the tables and query pages that

are used to research receivables and track customer status.

Customer Account Information (CUSTA) Table

Each customer account (with the exception of a miscellaneous customer account) tracks receivables,
payments, and other financial information. The Customer Account Information (CUSTA) table is updated
by RE, CR, Referral to Collection Agency (CL), CL Adjustment (CLADJ), and Internal Exchange Transaction
(IET) based transactions. Records are distinguished on CUSTA using the specific field values on the

transaction.

Internal Use Only ADOA — GAO 10/10/2023
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2 o

Current Balance
Unliquidated Amaunt

50.00

wrimen Oft Amouen

Earned Linusdsted iss
Unesmed Unlipuidated Reg

Befund Uniiquidsned Rec

Depesit Uniiquidaed Ree

Customer Account Information © Back

Hame Billag Prefie

Name & Billing Profie &

Ousstanding Balance &

Payment within Tolerance Amount

Ebmed Unligssanned Res

Earned Collected

Unearned Ligdaied Res

Uneamed Callected

Befund Liquidsted Rec Refund Cailerted

Deposit Liguidated Rec Deposit Conestea I

CUSTA tracks the outstanding balance owed by the customer in the Current Balance section of the table.
Several fields are calculated to provide an overall perspective of the account.

The following fields on CUSTA are calculated to present the overall status of the customer account:

Unliquidated Amount — The total amount of unpaid bills.

Liquidated Amount — The total billed amount that is paid.

Collected Amount — The total amount that is paid whether billed or not (not including
advances and pre-payments).

Outstanding Balance — The total amount owed for the customer account. Calculated as
the total amount billed less all amounts collected that were billed (including advances
and pre-payments).

Unreserved Credit Balance — The total unreserved credit balance on the customer
account caused by overpayments.

Reserved Credit Balance — The total credit balance on the customer account that is
designated for a special purpose.

Customer %

AD500002609

Name < Billing Profile & Department Unit Qutstanding Balance

ROBERT PROVO

Current Balance

Unliquidated Amount
$0.00

Written Off Amount
$0.00

Eamed Liquidated Rec
$13,830.50

Uneamed Unliquidated Rec
$0.00

Refund Unliquidated Rec
$0.00

Deposit Unliquidated Ree
$0.00

Credit History

Liquidated Amount
$13,830.50

Collected Amount Payment within Tolerance Amount
$13,830.50 $0.00

Unreserved Gredit Balance Reserved Credit Balance Earned Unliquidated Rec
$0.00 $0.00 $0.00

Earned Collected
$13,830.50

Uneamned Liquidated Rec Unearned Collected

$0.00 $0.00

Refund Liquidated Rec Refund Collected
$0.00 $0.00

Deposit Liguidated Rec Deposit Collected
$0.00 $0.00

Internal Use Only ADOA — GAO
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Customer Information (CUSTS) Table

The Customer Information (CUSTS) table is updated by the same AR transactions that update the CUSTA
table. The difference is that the CUSTS table shows a customer’s activity summarized across all billing
profiles. The fields on CUSTS are the same as those in CUSTA.

2 © o

Customer Information € vk

HOBERT PROVO

Gurent Balance
Uniiauidated Amount

$0.00

Wiriten Oft Amount

5000

Eaned Linuidaied s
$1383050

Uneamed Unliguidsied Rec
000

Binfund Unliquidsied us
$0.00

Bepasit Unliguidated Rec
50.00

Liswidated Ameunt
$13830.50

Uneeserved Credis Balance
000

Eaned Collesied
$1383050

Unearmed Ligudated Res
$0.00

Bifund Liguidated Res
80,00

Deposit Linidated Rec
50.00

Comecied Anvaunt Bayment wittin Telerseice Amosnt
1383050 000

Reserved Credi Baiance Esmed Unligusdsied Rec

3000 00

Uneamed Callected
3000

Bafund Collrsied
000

Deposit Collested
5000

Receivable History and Reference (RDET) Query
The Receivable History and Reference Query (RDET) displays all transaction activity related to an RE

based transaction.

2@ BEd - RoET

Filters

Transastion Gode

Gustomer
AD500002609

b Show More

Grid Actions

1-19.0f 19 Records

Receivable History and Reference Query

Transastion Rept
ADA

Name

veperise. @)

Q A x 2 0 Qo

€ Back
&
Transaction IR
- I
o] @

00 Page 1 of

d Dept

Teansaction IR

502609M0119

RE ADA 502609M0218
RE ADA 502609M0219
RE ADA 502609M0318

Custemer

ADS500002609

AD500002609

AD500002609

AD500002609

Hame

ROBERT PROVO

ROBERT PROVO

ROBERT PROVO

ROBERT PROVO

Total Qutstanding

$0.00

Unit = Taxpayer ID Number

$0.00 ADA ALL
50.00 ADA ALL
$0.00 ADA ALL

When a CR references an RE, it updates the RDET.

Internal Use Only ADOA — GAO
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Receivable History and Reference Query © pack
Code: RE | Ti DRept: ADA | IR: 502609M0119
Receivable History and Reference
)]
Grid Actions i ] &
1-2 0f 2 Rece 00 Page 1of 1
Accepted & Reference Transaction Billed = Liquidated Sentto Collection = Written Off &
1211772018 RE ADA 502609M0119 1 $718.86 $0.00 $0.00 $0.00

$718.86

Internal Use Only ADOA — GAO 10/10/2023
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Create a Receivable (RE) Transaction

Section Objectives
The following processes are introduced in this section:

e Examine RE transaction tabs and data entry.

e Create an RE transaction.

e Examine the requirements to bill a vendor for a refund.

e Create an RE transaction from a template.

e Create an RE transaction for a one-time customer.

e Examine the Summary RE transaction process.

e Create a Recurring RE transaction using the Future Transaction Triggering feature.

e Research RE transactions on inquiry tables.

Section Overview

An RE based transaction is used to bill external customers for goods or services. The RE is an accounting
transaction that triggers the billing process and tracks receivable events in order to recognize that
money earned now will be received in the future. This topic examines some of the uses for the RE based
transaction and the process of creating an RE to meet certain needs. Additionally, cost accounting
functionality and the reimbursement process in AZ360 can be used to automatically generate Cost
Accounting Receivable (CARE) transactions. For more information on CARE transactions, see the
“Establish a Funding Profile Hierarchy (FPRFLST)” section of the AZ360 Manual — Cost Accounting
available at https://gao.az.gov/resources/training/gao-training-resources.

Transactions in AZ360 are made of various tabs. An RE transaction contains four tabs:

= Header — Stores values that apply to the entire transaction.

= Vendor — Stores vendor and customer account information, AR Dept, AR Unit, and billing
and collection details. RE based transactions support one vendor line.

= Accounting — Used to record Chart of Accounts (COA) elements. Multiple accounting
lines are allowed and each line contains an event type.

=  Posting — Represents the postings (credits and debits) for each accounting line.

Internal Use Only ADOA — GAO 10/10/2023 AR — Billing and Collections 13
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Figure 2: RE Transaction Tab Hierarchy

Header

Vendor
Line 1

Accounting  Accounting
Line 1 Line 2

Posting Posting
Line Line

Posting Posting
Line Line

RE Header Tab
The Header tab stores values that apply to the entire RE based transaction. None of the fields on the
Header section are required.

— E William Halstead
g D & « QA & *x 2 0 @
[d . R . - : :
Receivable (RE) vy | Dan B | i3 @ validate G submit Save & Close :
B
ADA | Mnit: - | 1P: 230000000067 | Version: 1
e
7] Header Vendor (1) Accounting Posting Summary
Legal Name Line Amount
- 7 g " " N

-3
B

Created By: *©4°04 | Created On: 04/17/2023 | Modified By: 104704 | Medified On: 04/17/2023

> General Information
> Open/Closed Details
> Additional Amounts
> Additional Dates I

> Extended Description
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Header — General Information Section
The General Information section contains descriptive fields along with date information common to
most transaction headers. It also shows the total amount of the transaction and dispute information.

The following fields are included on the General Information tab:

= Record Date — The date the receivable event occurred. Defaults to the current system
date. This date is the invoice date; it is used to calculate the due date for billing and
collection activities.

= Budget FY, Fiscal Year, Period — Indicates the accounting period of the event. Defaults to
the budget fiscal year, fiscal year, and period of the Record Date field. These fields are
normally left blank except for cross-fiscal-year processing.

= Transaction Description — Free-form text field used to identify the purpose of the
transaction. The text entered does not print on invoices or statements.

= Reclassification Date — On this date, the Future Transaction Triggering (FDT) feature will
create a modification of the transaction to adjust the original accounting and load it to
the Financial Transaction Catalog for processing. Reclassification will change billed
unearned revenue to billed earned revenue.

= Reclassification Held Checkbox — Checking this box will generate the transaction in Held
status when reclassifying unearned revenue to earned revenue.

= Transaction Dispute Status — Used to indicate that the customer has disputed the bill.
The default value is Not Applicable.

The Actual Amount field on the General Information tab does not allow data entry. This field displays
the total dollar amount of the RE based transaction.

- General Information
Transaction Name Record Date Budget FY
MM/DD/YYYY [
Fisgal Year Peried Transaction.Rescrintion Actual Ameunt
30.00
Transaction Dispute. Status Accounting Profile
Not Applicable e E!
Reclassification.Rate
MM/DD/YYYY =) Reclassification Held

Header — Open/Closed Details Section

The Open/Closed Details section contains the Closed Amount, Closed Date, and Outstanding Amount
fields. The Closed Amount field is the dollar amount that has been received (which is recorded on a CR
based transaction that references the RE). The difference between the Closed Amount field and the
Actual Amount field in the General Information section, is the Outstanding Amount of the RE based
transaction.

< Open/Closed Details

Closed Amount Closed Date Outstanding Ameunt
$0.00 - $0.00
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Header — Additional Amounts Section

The Additional Amounts section displays a summary of activity that has been processed against the RE
based transaction. CR, CL, CLADJ, and IET based transactions are reflected here. Amounts on this page
also break out fees included in the RE.

v Additional Amounts

Sent.te Gellsction. Amaunt Liquidated Ameunt Written-off Ameunt
$0.00 $0.00 $0.00

Collected Amount Payment within.Telerance. Amount Interest.Amount
$0.00 $0.00 $0.00

Late Fes.Ameunt Admin Fes.Ameunt Other.Fee Amaunt
$0.00 $0.00 $0.00

Header — Additional Dates Section

The Additional Dates section displays the dates the RE based transaction is modified by the Finance
Charge Offline Process (automatic offline process). These dates will not be updated when the user
manually applies finance charges through an RE modification.

v Additional Dates

Last Automatic Interest Fee Date Last Automatic Late Fee Date Last Autematic Admin Fee Date

Last Autematic. Qther. Fee Rate

Header — Extended Description Section

The Extended Description section contains the Extended Description field. This field is similar to the
Transaction Description field in the General Information section except that it has a larger character
limit. Entries made in this field do not appear on the invoice.

RE Vendor Tab
The following fields are required on the blue Vendor Line:

= Customer — The customer being billed. Enter a valid vendor/customer code or select a
code from the pick list.

= Billing Profile — The billing profile code associated with the customer account. Enter a
value or select a value from the pick list.

= AR Dept —The department used for validating the billing profile and customer account.
This field is auto populated based on the Transaction Dept field’s value.

= AR Unit —The unit used for validating the billing profile and customer account. This
should match the AR Unit on the billing profile. This field is auto populated based on the
option set for the AR Dept’s field value on the Department (DEPT) table, but may need
to be changed. For instance, the default value is for AR Unit is ALL, but the Billing Profile
only allows for a specific unit within the department.

= Receivable Type — Select Regular (default) or Summary.
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@ BB re
Receivable (RE) ¢ |swrl | 5 = T T

Department: ADA | Unit: - | Teansaction.IR: 230000000067 | Marsion: 1

Header Vendor (1) Accounting Posting Summary

Legal Name Line Amount

Vendor Line Vendor Legal Name RBilling Prafile Address. Code AR Dept AR Mnit RecsivableType Atachments

_ . . . . . .P'APQMN —

Vendor — General Information Section
The General Information section contains the following fields that are inferred from the blue Vendor
line:

= The Legal Name, Address Code, Address Line, City, State, Zip, Country fields in this
section auto populate based on the Customer code selected on the blue Vendor line,
unless the vendor/customer type is Miscellaneous.

= Customer Contact ID — This field is auto populated based on the vendor/customer code,
unless the Vendor/Customer code is Miscellaneous.

1-1 of 1 Records \f\e.’.pevpage—@ 5 100 © < Pagelsfl 5 >

Vendor Line Vendor Billing Profile AR Dept AR Unit ivable Type

el i . Gl .ADA .ALL . oo -

General Information Billing / Collection Control Billing / Collection Status Employee Information

Legal Name Alias/DBA Address Code

TRINITY CARE SERVICES LLC A0003 E)

Address Line 1 Address Line 2 City
5605 WEST GLENDALE AVE GLENDALE
State Zin Country
Az B 85301 UsA B
Arizona United States
Customer Contact ID Customer Contact Name Customer Contact Customer Contact Phone
Phone Ext,
0003 & MARVINA THOMAS
6028773931
Cusomter Contact Email
Traveler ID Miscellaneous Account
- No
E)

Vendor — Billing / Collection Control Section

The Billing / Collection Control section contains the dates and information used for billing and
collections. Some values established for invoice billing and collection processing on the Billing Profile
(BPRO) and CACT tables can be overridden on this tab.

The following fields are available on the Billing / Collection Status section:

= Due Date — The date that payment is due for the receivable. When billing with invoices,
the due date will be calculated by using the Receivable Due Date Lag and Payment Plan
Print Date Lag values on the BPRO or System Options (SOPT) tables. Alternatively, a date
may be manually entered. When billing with statements, the due date cannot be
entered on the RE based transaction; the Due Date field will be populated by the
Statement process when the respective statement is generated.
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= |nvoice Print Date — The date the invoice will be printed.

= Billing Location — The location where the receivable is to be sent. Required if the billing
type is Invoices, Statements, or Both. Valid values are: Customer Only (Default), Third
Party Only, Third Party with Customer Copy, Parent Address Only, or Parent Address
with Customer Copy.

= Collection Cycle — This value overwrites the collection cycle entered on the CACT/BPRO
tables.

= |nvoice Instructions — When billing with invoices, the billing instructions from the billing
profile code will default on the RE based transaction. To add, change, or remove the
invoice instructions that are inferred from the billing profile, users can click the pick list
on the Invoice Instructions field to select the appropriate billing instruction code. This
field is not applicable when statement billing is used.

= Legal Action — Indicates the receivable has been referred for legal action. Automatic
finance charges will not be applied to RE transactions that have this option selected.

=  Bankruptcy — Used to suppress further billing and collections against a customer. This
field is inferred from the CACT table. If the user updates this option manually on the RE
based transaction, the system will not override the selection.

= Suppress Invoice Billing — Used to suppress the printing of an invoice.

= Suppress Past Due Invoice Billing — Used to suppress the printing of past due
notifications.

=  Suppress Auto Finance Charge — Stops finance charges from being applied to the RE
based transaction by the automatic finance charge process.

The Due Date and Invoice Print Date fields will default to the current system date by default but can be
manually updated if needed.

By o ] &
1-1 of 1Records View per Page - @ 50 100 '3 Pagelof1

Vendor Line Vender Billing Profile AR Pept AR Unit Receivable Type

e 8 . & -ADA .ALL .REQUIN -

General Information Billing / Collection Control Billing / Collection Status Employee Information

Due Date Invoice Print Date Billing Location

MM/DD/YYYY = MM/DD/YYYY E) - Select - v

Gollection Gycle invoice Instruction Suppress Invoice Billing

Vendor — Billing / Collection Status Section
The Billing / Collection Status section contains the following types of fields:

= Status fields — Indicates if the receivable has been referred for write-off or a collection
agency.

=  Payment Plan — Indicates that the receivable is associated with a payment plan on the
Payment Plan (PSCHD) table.
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] Ei &
1-10f 1 Records View per Page @ 50 100 < < Pagelofl >
Vendor Line Vendor Billing Profile AR Dent AR Unit Receivable Type Attachments

—_— B . B . - .ALL . il -

General Information Billing / Collection Control Billing / Collection Status Employee Information

Payment Plan Intercept Status Collection Status
No Not Applicable Not Applicable

Write-off Status Written-off Amount
Not Applicable $0.00

Vendor — Employee Information Section
The Employee Information section is used for recording the payroll information for an employee and
contains the following fields:

=  Employee ID — Utilize the pick list to pull a valid value from the Vendor/Customer field
on the VCUST table.

= Employee Status — Status of the employee, value is inferred from VCUST if left blank.

=  Payroll AR Number — Optional field to record additional information related to the
employee or receivable.

= AR Date — Optional field to record additional information related to the employee or
receivable.

=  Pay Period End Date — Optional field to record the pay period end date associated with
the employee or receivable.

1 of 1 Records viewpes Page- (@)

Vendar Line Vendor Billing Profile AR Dept AR Unit Receivable Type Attachments

- = ! o . - - .r ..‘IL‘ -p‘"}‘.I “

General Informatior Billi Collection Control Billing / Collection Statu Employee Information

EmployaaID Employes Status Payroll AR Number
- Salect -

AR Date Pay Period End Date

RE Accounting Tab

The Accounting tab records the COA information used when posting the transaction to the ledgers and
performs updates to the applicable budgets. One RE based transaction can contain one or more
Accounting Lines. A user must insert a new Accounting Line before entering information into the
Accounting tab. To insert a new Accounting Line, select the “+” icon in the tab level actions section. A
blue Accounting line then generates.

The blue Accounting Line contains COA elements that define the budget structure or account that will
be updated by the receivable line. The COA data entry requirements are defined by the event type
entered on the accounting line. Users must enter the required COA elements if an accounting template
or function is not used.

= Department — Required

=  Function — Conditionally required depending on department configuration.

®*  Fund - Required

=  Sub Fund — Conditionally required depending on department configuration.

=  Object — Conditionally required for event types posting to expenditure (e.g., vendor
refund).

= Revenue — Conditionally required for event types posting to revenue.
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=  Appropriation Unit — Conditionally required for event types posting to revenue or
expenditure.
= Unit — Required

ol ¥ QA ax 20 QU
Receivable (RE) oraft = EE I EE EE

Depariment: ADA | Unit: - | Transaction ID: 230000000067 | Version: 1

Legal Name Line Amount

[}
B
[}
B
&
B

Accounting Line Department Funetion Fund Sub Fund Budget FY Appe Unit Unit Revenue Object Attachment

Accounting — General Information Section
The General Information section contains descriptive fields and date information. The following fields
are available on the General Information tab:

= Event Type — Used to determine which posting codes will be inferred and bring in data
entry rules for transaction referencing, customer codes, vendor codes, and all defined
COA elements. The default value for an RE based transaction is ARO1 (Billed Earned
Revenue). Other event type codes are used to accommodate different business
functions. Event types can be manually entered or selected from the pick list if the
default value is not correct. This is a required field.

= Line Type — Defines the purpose of the current line (e.g., principal, interest, or fees). The
default Line Type’s value is A — Principal. To track manually calculated sales tax amounts,
use the H — Tax line type. The line type can be manually entered or selected from the
pick list if the default value is not correct. This is a required field.

= Accounting Template — Used to infer accounting elements if necessary.

= Line Description — Allows the user to record a description for the accounting line. This
field may appear on the invoice as a description for the transaction line. If a billing rate
is used, but no line description is provided, the billing rate will provide the description
on the invoice. If no billing rate is used and no line description is provided, then the line
type name will appear as the transaction line description on the invoice.

= Line Amount or Billing Rate and Quantity — Enter the dollar amount of the current line or
use a billing rate and quantity to calculate this amount. If a billing rate is used and no
line description is used, then the billing rate name will appear on the invoice for the
transaction line. The Line Amount field is required.

Additional accounting lines may be entered into this section using the tab level actions “+” icon or
created from existing lines using the Copy and Paste features.
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1-1 011 Records
Assaunting Ling
| - 1
General Information

EventType
ARODT

Accounting Template

Reason

Billing Rate

Reclassification Date

MM/DD/YYYY £

Date of Service

MM/DD/YYYY )

Sales Order Number

Ei
Viewperpage- @) o 10 « Pagetofl >
Department Function Fund Sub Fund BudgetFY  Apprinit Wit Revenve Obiect Attachments
= . - . - . = l . - . - . = . =
Open/Closed Details Reference CcoA Additional Information Extended Description

Line Type
A

Line Description

Fiscal Year

Quantity

Reclassification Held

No

Assessment ID

Period

Line Type Name

Line Amount
$0.00

Tax Percentage
Unit of Measure
Dispute

Not Applicable v

Purchase Order Number

Accounting — Reference Section
The Reference section is used to specify a reference to a transaction (that is in Final phase) using the
Referenced Transaction Code, Referenced Transaction Dept, and Referenced Transaction ID fields. The
reference section must also specify the line being referenced and shows the reference type.

1-1 011 Records
Asseunting Ling
| - 1
General Information

Referenced Transaction Code
Referenced Vendor Line
Reference Type

Partial

Schedule Line

Tripip

+ v ©

Department

veuserie @ 0

Sub Fund

[x]
100 € ¢ Pagelolt >
BudgelFY  Apprinit unit Revenue Objest Attachments

B |

B |

Open/Closed Details

Reference

coA

Additional Information

Referenced Transaction Dept

Referenced Commedity Line

DebtID

Extended Description

m

Referenced Transaction ID

Referenced Accounting Line

Schedule Number

Accounting — COA Section
The COA section contains decentralized COA elements that help to further identify the receivable and
apply it to particular a field (e.g., Location, Activity, BSA, Reporting, Task, and Program).
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+ By O o] )
1-1of 1 Records View per Page - @ 50 100 < < Pagelof1 > »
Asseunting hine Pspariment Funetion Fund Suk.Fund Budgst FY ARREMnit Ynit Revenue Obisst
General Information Open/Closed Details Reference COA Additional Information Extended Description
Maijer Pragram Program Phase
Program.Period Task Sub Task
Reporting Sub.Reporting Dept. Object
Dept Revenue Sub Unit Task Order
Activity Sub.Activity Locatien
Sub Location BSA
= &

RE Posting Tab

The Posting tab displays the accounting impact of the RE based transaction. No data can be entered into
the Posting tab; Posting lines are generated from the rest of the transaction data. Each Accounting Line
entered into the Accounting tab has its own Posting Line(s). The Posting tab will only display the posting
lines for one accounting line at a time.

= &) m-
&
& ; ) o
Receivable (RE) nal ]
Depart A | Unit - | Transaction ID: 230000000064 | Version: 1
. I 10l 1: Approve action eompleted.
(O} Summary Header ccounting (2) Posting (1)
. Lagal Nams Ling Amount
N ERETT . 5
a
Line ¢ Debit Posting Code Credit Posting Code Posting Amount Line Function < Posting Pair Il &

Billed E Rec:

(§500.00) Standard

After the transaction is validated, users can click the Posting tab to review the posting information. To
view all posting details, click the Expand caret on the blue Posting line and then the Show More caret.

Line & Debit Posting

1 Billed E Rec

Code Credit Posting

External BER

Code

Posting Amount Line Function & Posting PairID %

Standard

General Information COA

Commeodity

Journal Posting
Posted

4~ show Less

Debt ID

Budget Posting
Posted

Run Time/Date Record Date Fiscal Year Period Budget FY.
04/07/2023 05:32 PM 04/07/2023 2023 10 2023

Bank Account Line Amount Closed Amount Event Category
BKO1 (§500.00) ($300.00) REV

Event Type Ascounting Line Description

ARDT

Fixed Asset Number

(§500.00)

Component Number
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RE transactions can be created using the Financial Transaction Catalog, from a Quicklink on the user’s
homepage or from the Global Search field. Scenarios detailed in this manual utilize the Global Search

field method.

Below is an example of how to create a RE.

Create an RE Transaction 'dzl

Scenario
An agency receives a request to create an RE transaction to record $500 worth of services that the

department provided to customer Joan Brett. The RE will record the amount as Bill Earned Revenue in
order to collect the $500 from the customer.

Log in to the AZ360 Home Page. Create an RE transaction.

1. Click the Expand caret next to the 8- | rE
Global Search field.
@

3. Inthe Global Search field, enter RE. E Transaction

2. Select the Page Code option.

[Q.r Inquiry
@ Reference

Page Code v

4. Inthe drop down menu that e - e Q

generates, select RE Receivable. | = Receivable |

The RE FinanCiaI TransaCtion page REAP Reimbursement Expense Adjustment Parameter

will generate.

RECYCLE  Reimbursement Request Recycling
L]

5. Click Create. & Back (] Create .

6. Inthe Transaction Dept field, select the user’s department 3-digit code from the pick list.
7. Select Auto Numbering check box.

8. Click Continue.
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Create Transaction @u“.

* Transaction Code * Transaction Dept Transaction Unit

* Transaction ID

' AutoNumbering

9. Anew RE transaction will generate and opens to the Header tab. Note that the transaction
is in Draft, the Version number is 1, the Function is New and the Status is Held.

— ———
. - e Function
Receivable (RE) v [o= & ] New
Status
Held
Header Vendor (1) Accounting

Complete the Header tab of the transaction.

1. Inthe General Information section, in the Transaction Description field, enter the purpose
of the transaction. In this scenario enter, Bill Earned Revenue.

v General Information

Transaction Name Record Date: Budget FY
MM/DD/YYYY [
Fiscal Year Period I Transaction Reseription I Astual Amount
$0.00

Transaction Dispute Status

Not Applicable ~

> Show More

2. Click the Vendor tab.

Complete the Vendor tab of the transaction.

1. Inthe Vendor field, enter the code for the customer. In this scenario, enter the customer
code AD000010188 for customer Joan Brett.

2. Inthe Billing Profile field, enter the Billing Profile number for the customer. In this scenario,

enter DPBOT.
] &
View per Page - @ 50 100 & ¢ Pageroft >
Vendor Line Vendor Billing.Prefile. AR Dspt ARMnit Ressivable.Typs Attachmsnts
AD000010188 B . DPBOT £} . .Regmar -
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3. Click Save. The AR Dept, AR Unit, Customer Contact ID, and Address Code fields will auto
populate.

By O o] &

1-1 of 1 Records View per Page - 50 100 < {  Pagelofl > >

Nendar.king Yender Billing.Profile Legal Name AR Dept AR.Unit Receivable Type Customer Contact D Address Code Attachments

AD000010188 E‘; . DPBOT E .JOAN BRET €0001

4. Click on the Accounting tab.

Complete the Accounting tab of the transaction.

1. Inthe Tab Level Actions section, click the “+” icon to add an Accounting line.

2. Inthe Line Amount field, enter the amount of the receivable. In this scenario, enter 500.
3. Inthe Department field, enter the user’s department 3-digit code.

4. Inthe Function field, enter the user’s department function number.

5. Inthe Revenue field, enter the user’s department revenue number.

6. Click Save.
+ v O ] &
1-10f 1 Records View per Page - @ 50 100 < < Pagelofl > >
Accounting.Line kine Amount Department Function Revenue Fund Budget FY. ApprUnit Unit

BSD0019200|

7. Click the Expand caret on the blue Accounting line.
8. Inthe General Information section:

a. Notice that the Event Type and Line Type fields have defaulted to ARO1 (Bill Earned
Revenue) and A (Principal) respectively.

b. Inthe Line Description field, enter the reason for the Accounting line. In this
scenario, enter Health Insurance Benefits billed for May 2023.

Note: Text entered in the Line Description field will appear on the invoice.
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+ 5y o Ei &
1-10f 1 Records View per Page - @ 50 100 < < Pagelofl > »
Aceounting Line Line. Amount Department Function Revenue Fund Budget EY. ApprUnit Unit

General Information Open/Closed Details Reference COA Additional Information Extended Description
——————

Fvent.Type Line Type Line Type Name

ARO1 &) A B .
Accounting Template Line Description Reason

B Health Insurance Benefits billed for May 2023

Fiscal Year Period Tax Rercentage

P show More

9. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed: Transaction validated

successfully.

10. Click on the COA section. Notice the fields that have populated from the function tables
after the transaction was validated.

General Information Open/Closed Details

Sub Fund

B
Phase

B
Sub Task

420000 E

Dept Object

B
Task Order

B
Location

B
BSA

B

Reference

COA

Additional Information Extended Description

Maijor Program Program
BSDDENTALINSUR BSDDENPRO
Program Period Task
DEN22 EY 400000
Reporting Sub Reporting
B
Dept Revenue Sub Unit
&)
Activity Sub Activity
131000 EY 8100
Sub Location
E
Object
£

11. Click the Posting tab.

Review the Posting tab of the transaction.

1. Click the Expand caret on the blue Posting line.

2. Click on the General Information section and verify the posting line generated correctly and
reflects the values entered on the corresponding Accounting tab.
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Line * Debit Posting Code Gredit Posting Code Posting Amaunt Ling Function & Posting PairlD &

1 Billed E Rec External BER ($500.00) Standard

General Information COA

Run Time/Date Record Date Fiscal Year Period Budget FY
04/19/2023 03:08 PM 04/19/2023 2023 10 2023
Bank Account Line Amount Closed Amount

BKO1 ($500.00) $0.00

» show More

3. Click on the COA section and verify the COA elements displayed generated correctly and
reflect the values entered on the corresponding Accounting tab.

Line & Gode Credit Posting Gode Pesting Ameunt Line Function & Posting PairlD </

Extemal BER (8500.00)  Standard
General Information coa
Fund Sub Fund Apprynit
AD3015 - AD19000
Department unit Sub Unit
ADA 4801 -
Object Sub Object Dept Object
Revenue Sub Revenue Dept Revenue
4351 - -
BSA SubBSA BSAType Indicator
0BsA Sub.OBSA QBSA Type Indicator
0501 - Asset
Reporting Sub Reporting
Activity Sub Activity
131000 8100
Function Sub Function
BSD0019200 -
Logation SubLocation

4. Click Submit to submit the transaction for approval. If submission is successful, the following
message is displayed: Transaction submitted successfully - Pending Approval.

5. Click Close.

6. Click Home icon to return to the home page.

When a vendor is overpaid or a return is processed, an RE based transaction can be created to bill the
vendor for a refund of the amount owed. The vendor must be set up as a customer on the VCUST table
in order to create an RE for an amount owed by a vendor. For a vendor refund RE, the data entry
requirements are mostly the same, except that the event type and COA elements required are different
from a standard RE.

In the Accounting tab, the following event type should be used:

= AR31 - Bill Vendor Refund — Non Budgetary, posts to a balance sheet account, credits
the expected refund to a holding account; requires that a Fund and BSA be entered.

All other transaction data entry requirements are identical. Following completion of data entry, the
transaction is validated and submitted to workflow for approval.
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It is possible to create an RE based on a template that was previously created and saved in AZ360. The
template stores all commonly used information and only that information that is unique to the
transaction needs to be entered in order to complete the transaction. Below is an example of how an RE
is created from a template.

Create an RE from a Template .dzl

Scenario 1.

An agency receives a request to create a receivable for 09/2023 that is nearly identical to a receivable
that is created every month for the same customer. Use an existing template as the basis and create
the new RE.

Log in to the AZ360 Home page. Navigate to the Financial Transaction Catalog and locate the RE
template.

1. Click the Expand caret next to the -1 RE
Global Search field.
@

3. Inthe Global Search field, enter RE. fed Transaction

2. Select the Page Code option.

[QY Inquiry

E Reference

Page Code v
4. Inthe drop down menu that - O Q
generates, select RE Receivable. | = Receivable |
The RE FinanCiaI TransaCtion page REAP Reimbursement Expense Adjustment Parameter
will generate.
RECYCLE  Reimbursement Request Recycling

5. Inthe Dept field, enter the user’s department 3-digit code.
6. Inthe Phase field, select Template from the drop down menu.

7. Click Search.
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Financial Transaction & Back :
Code Dept Unit
RE [E
n Phase Status
Templat
Created Ox
M/DD/YYYY |
b s I m I Reset

8. All RE templates for the department will generate in the grid at the bottom of the screen.

9. Click the RE template ID link. The RE template opens.

Grid Actions o |

ot o venpmrage- @) 3 page1ot1

Code Dept = Unit & _ Yersion % Function = Phass = Status & Creatad On + Created By + Actual Amount % Comments + Transaction Descripti

Template B 04/19/2023 § a RECURRING BILLFOR  §
JOAN BRETT

Create a new RE transaction based on the RE template.

1. Click the Page 3-dot menu, select Copy from Primary Actions.

Receivable (RE) v Templae & i3 il

Repartment: ADA | Unit: - | Transaction.Jp: 230000000073 | Version: 1 Primary Actions Other Actions Research

Header Vendor (1) Accounting (1) Posting

[l t Fut
Legal Name Line.Amount
JOAN BRETT B so00 g Comments

2. On the Copy Transaction screen, in the Transaction Dept field, enter the user’s department
3-digit code.

3. Check the Auto Numbering check box.

4. Click Copy Transaction.
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Copy Transaction

~ Source Transaction

Transaction Code Transaction Dept Transaction Unit
RE ADA -

Transaction ID

230000000073

v Target Transaction

Transaction Code * Transaction Dept Transaction Unit

RE

* Transaction ID

Auto Numbering

» show More

I Copy Transaction I Cance

5. A new RE transaction will generate and opens to the Header tab. Note that the transaction
is in Draft, the Version number is 1, the Function is New and the Status is Held.

Receivable (RE) v |pet & | 3

Header Vendor (1)

PRepartment: ADA | Unit: - | Transaction.|R: 230000000074

Function
New

Status
Held

Accounting (1)

Complete the Header tab of the transaction.

1. Inthe General Information section, in the Transaction Description field, update the
description to account for the current receivable. In this scenario, update Recurring Monthly
Bill for Joan Brett to read Recurring Monthly Bill for Joan Brett (09/2023).

v General Information

Recurring Monthly Bill for Joan Brett (09/2023)

Transaction Name Record Date Budget FY
MM/DD/YYYY £
Fiscal Year Petiod Transaction.Resctiption Actual. Amount
$0.00

Transaction Dispute Status
Not Applicable v

2. Click the Vendor tab.

Verify the information on the Vendor tab has copied over from the template.
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1. Click the Expand caret on the blue Vendor line. Observe that most of the fields are
populated based on values from the template, including Customer, Billing Profile, AR Dept,
AR Unit, and the customer’s address information.

Vendor Line Vendor Billing Profile AR Dept AR Unit Receivable Type Customer Contact.ID Address Code
B - 1 AD00001018! [} . DPBOT B .ADA .ALL . Regular v . €0001 EY . A0001 B I
General Information Billing / Collection Control Billing / Collection Status Employee Information
Legal Name Alias/DBA Address Line 1
JOAN BRETT 2115 E. SAHUARO DRIVE
Address Line.2 City State
PHOENIX AZ
Arizona
Zip Country.
85028 USA &
United States

2. Click the Accounting tab.

Verify the information on the Accounting tab has copied over from the template.

1. Click the Expand caret on the blue Accounting line. Observe that most of the fields are
populated based on values from the template, including Line Amount, Department,
Function, Revenue, Event Type and Line Type. Additional accounting information can be
observed by clicking the COA section.

2. Inthe Line Description field, enter a reason for the current Receivable. In this scenario,
enter Recurring Monthly Bill for Joan Brett (09/2023).

Accounting Line Line. Amount Department Fungtion Revenue Fund Budget EY Appr Unit Unit
$50 00. ADA B . BSD0019200 3 . 4351 B . B - . &
General Information Open/Closed Details Reference COA Additional Information Extended Description
Fvent.Type LineType Line. Type Name
AROT B A B )
Accounting Template Line Deseription Reason
S |
Fiscal Year Period Tax Percentage
3. Click Save.

Validate and submit the transaction for approval.

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed: Transaction validated
successfully.
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2. Click Submit to submit the transaction for approval. If submission is successful, the following
message is displayed: Transaction submitted successfully - Pending Approval.

3. Click Close.

4. Click Home icon to return to the home page.

When creating an RE based transaction for a one-time or miscellaneous customer, the miscellaneous
customer code is entered on the Vendor tab. This requires that the user enters the necessary billing and
contact information for the customer since none of that information will be inferred from the customer
code. RE transactions that use miscellaneous customers do not update the CUSTA and CUSTS billing
tables.

A statewide miscellaneous customer code of MISCCUSTOM is available in AZ360. The department can
link this customer code with a department billing profile in the CACT table to create a customer account.

For more information on miscellaneous vendors, see the “Miscellaneous Vendor/Customer Record”
section of the AZ360 Manual — Vendor Customer and Maintenance available at
https://gao.az.gov/resources/training/gao-training-resources.

Below is an example of how to create an RE for a one-time customer.

Create an RE Transaction for a One-Time Customer ‘

Scenario 2.

An agency receives a request to create a receivable to record $500 worth of services the department
provided to customer John Smith. The customer does not exist in AZ360. As a result, create an RE
using the miscellaneous customer code. The code will allow the user to enter the name and address
for the customer.

Log in to the AZ360 Home Page. Create an RE transaction.

1. Complete the steps from the “Create an RE Transaction” scenario to create an RE
transaction. The transaction will open to the Header tab.

Complete the Header tab of the transaction.

1. Inthe General Information section, in the Transaction Description field, enter the purpose
of the transaction. In this scenario enter, One Time Services Provided to customer John
Smith.
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v General Information

Transaction.Name Record Date Budget FY
MM/DD/YYYY [
Fiscal Year Period Transaction Rescription Actual. Amount

One Time Services Provided to customer John Smith $0.00

Transaction Rispute Status

Not Applicable ~

2. Click on the Vendor tab.

Complete the Vendor tab of the transaction.

1. Inthe Vendor field, enter MISCCUSTOM.

2. Inthe Billing Profile field, enter the Billing Profile number for the customer. In this scenario,
enter DPBOT.

3. Inthe Legal Name field, enter the name of the customer. In this scenario, enter John Smith.
4. Click the Expand caret on the blue Vendor line.
5. In the General Information section:

a. Inthe Address Line 1 field, enter the customer’s billing street address.

b. Inthe City field, enter the customer’s billing city.

c. Inthe State drop down menu, select the customer’s billing state.

d. Inthe Zip field, enter the customer’s billing zip code.

e. Click Save.

f. Observe that the Miscellaneous Account field has updated to Yes.

Note: the Miscellaneous Account field value does not allow for data entry and updates based
on the value inputted in the Vendor field.
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Vendor Line Vendor Billing Profile Legal Name AR Dept AR Unit Recgeivahle.Type Customer.Contact ID Address Gode:

misccusTom | (B £ John Smith ADA -ALL -Regu\ar ~ . B . AD0O1 B
General Information Billing / Collection Control Billing / Collection Status Employee Information
Alias(DBA Address Line.1 Address.Line.2
123 Main Street
City State 7
Phoneix Az B 85003

Gauntry Gustomer. Gentact Name: Gustomer.Gontact Gustomer.Gontast Phone

o Phens Bt
Cusamier.Cantact.Email . ll A t
Traveler 1R I Missellanesus. Assount I TE 5

= Yes

6. Click on the Accounting tab.

Complete the Accounting tab of the transaction.

1. Inthe Tab Level Actions section, click the “+” icon to add an Accounting line.

2. Inthe Line Amount field, enter the amount of the receivable. In this scenario, enter 500.
3. Inthe Department field, enter the user’s department 3-digit code.

4. Inthe Function field, enter the user’s department function number.

5. Inthe Revenue field, enter the user’s department revenue number.

6. Click Save.
+ I [bv D
1-1of 1 Records View per Page - @ 50 100
Accounting Line Line Amount Pepartment Funetion Revenue

$500.00 T BSD0019200| E

)

Validate and submit the transaction for approval.

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed: Transaction validated
successfully.

2. Click Submit to submit the transaction for approval. If submission is successful, the following
message is displayed: Transaction submitted successfully - Pending Approval.

3. Click Close.
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4. Click Home icon to return to the home page.

A summary receivable is an RE transaction with the Receivable Type of Summary, which does not
require a billing profile. Summary receivables are used to facilitate budget control and for reporting. In
order to create a summary receivable, a miscellaneous customer must be configured in AZ360. Summary
receivables do not generate a bill, are not eligible for finance charge accrual, and are not picked up in
the past-due collection process. They also do not appear on the CUSTS and CUSTA tables.

The Receivable Type field is located on the Vendor tab of the RE transaction.

Receivable (RE) v« @ ostE | 3 [ & s |

[Department: ADA | Unit: - | Transastion.ID: 230000000076 | Version: 1

Header Vendor (1) Accounting (1) Posting Summary

Receivable Type

Legal Name Ling Ameunt

Summary

1-10f 1 Records View per Page - @

Vender Line Vendor Rilling. Prafile Legal Name AR.Rent AR.Unit
I s me oe o

When the Receivable Type is set to Summary and the user clicks Save, the Suppress Invoice Billing and
Suppress Auto Fin Charge fields on the Billing / Collection Control section are automatically updated to
Yes.

Attachmants

Rersivable.Typs Lustemer. Contact IR Address Gode

Summary

Vendor Line Vendor Rilling Prefile Legal Nams AR.Dept AR Mnit Regsivahle.Type Gustemer.Gontact. P Address Gede
E . E . .ADA .ALL .S“mmafy - . E . ;L
General Information Billing / Collection Control Billing / Collection Status Employee Information
Due Date Inveice Print.Rate Billing Lesatian
MM/DD/YYYY E] MM/DD/YYYY E] Not Applicable M
Gellestion Gysle Invoice Instruction Suppress.inveice.Billing
B EY Yes M

No v Yes No ~

Suppress Past Due Invoice Billing I Suppress Auto Finance Charge I Legal Action

Departments may need to create an RE based transaction for the same customer(s) on a recurring basis
(e.g., weekly, monthly, yearly). For these types of receivables, a recurring RE may be created which
eliminates the need to re-enter information on RE based transactions on a regular basis. This process
uses the Future Transaction Triggering (FDT) table.

Future Transaction Triggering (FDT) Table

Once an RE based transaction is completed, validated, and submitted, it is routed to workflow for
approval. When all approvals are applied, the transaction moves to a Final phase. Transactions in a Final
phase can be used to set up a recurring RE on the FDT table.
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= @ - R
= 360
Financial Transaction cue [
u searcl &
Code Dept Unit

E’ RE
. n Phase Status
& 230000000074
2 Greated On
- MM/DD/YYY i)
s =3 -

Grid Act fer] 4 @®

of 1 Records viewpespsge - (@) Page 1 of

Code % Dept % Unit & o % Version * Function # Phass Status ¥ CreatedOn Greated By Actual Amount & Comments & I

Submitted 04/19/2023 184984

Users with proper security authorization may access and update the FDT table using the transaction
menu for RE based transactions. From that option, the user is directed to the FDT page. Transaction
information is inferred to a new record.

The FDT table has the ability to create transactions in Draft/Held status by selecting the Hold
Transaction checkbox. This gives the user the opportunity to review the RE based transaction before
submitting it for approval. Otherwise, the recurring RE based transaction(s) is submitted and routed for
approval during the nightly cycle. A subset of users with access to the FDT table also have access to
select the Bypass Approvals checkbox. If the Bypass Approvals checkbox is selected, the recurring RE
based transaction is submitted to Final during the nightly cycle.

The following fields determine the frequency of recurrence:

=  Frequency Type 1 — Choose: One-time future, Weekly, Monthly by Day, or Monthly by
Date.

=  Frequency Type 2 — Indicate the weekly or monthly recurrence pattern.

=  Frequency Type 3 — Specify the day of the week, day of the month, or date in the
month.

The following fields specify additional information for the record:

= Recurring — This radio button is automatically populated on a new record.

= Start Date — The date the recurring RE based transaction should start.

= End Date — The date the recurring RE based transaction should end; will not allow an
end date beyond the current fiscal year.

=  Expire Date — The date the trigger record will be removed from online view; if left blank,
this will calculate 6 months from the start date.

=  Carry Forward Amount — Select if the Line Amount field on the original transaction
should be copied forward to recurring transactions.

Once the nightly Future Transaction Triggering job is complete, users will be able to check for the
recurring transactions on the FDT table by searching for the original RE. All related recurring RE
transactions will be listed in the grid on the FDT table.
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Below is an example of how to set up a recurring RE transaction.

Setup a Recurring RE Transaction ‘

Scenario 1.

An agency receives a request to set up a recurring RE for a customer that needs to be billed on the
first day of every month for the next year.

Log in to the AZ360 Home page. Locate and open the RE transaction in Final status.

1. Click the Expand caret next to the 78 -1 RE
Global Search field.
@

3. Inthe Global Search field, enter RE. E Transaction

2. Select the Page Code option.

[QY Inquiry
E Reference

Page Code v
4. Inthe drop down menu that h - ke Q
generates, select RE Receivable. I Recaivable |
The RE FinanCiaI TransaCtion page REAP Reimbursement Expense Adjustment Parameter
will generate.
RECYCLE  Reimbursement Request Recycling

5. Inthe ID field, enter the transaction ID number for the RE transaction. In this scenario, enter
230000000074.

6. Click Search.

7. Inthe grid that generates at the bottom of the screen, click the RE transaction ID link. The
RE transaction opens.
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Q ‘ * a o @ William Halstead

Accounts Receivable

Financial Transaction

Search &
Code Dept Unit
RE & £ &
n FPhass Status
230000000074 ~
Created On
MM/DD/YYYY
. o -
Grid Actions

1-10f 1 Records

sz @ o
Code Dot @ unit “ ersion Funetion @ Phass @ Status @ CrestedOn & Crented By & ActuslAmount &

$ Comments

Submitted 04/19/2023 184984

Navigate to the FDT table.

1. Click the Page 3-dot menu, select Future Transaction Triggering from Other Actions. The
Future Transaction Triggering page opens.

; ) sas o :
Receivable (RE) « s 8 i I :
Department: ADA | Muit: - | Transassion.ID: 230000000074 | Version: 1 Primary Actions Other Actions Research
Transaction R
D 1 of 1: Approve action completed
Cance u ion Triggering Track Work In Progress
Summary Header Vendor (1) Accounting (1) Posting (1)
Legal Name Line Amount .
OAN BRETT 5 | sso00 g o

Future Transaction Triggering

Create a record on the FDT table.

Note: Only users with proper security authorization may access and update the FDT table
using the transaction menu for RE based transaction.

1. Click Create.

Future Transaction Triggering ¢ € Back

LN ]

2. The Code, Department, ID, and Version fields are auto populated with the RE information.
The Recurring radio button is automatically checked.

3. Inthe Start Date field, enter today’s date.

Internal Use Only ADOA — GAO 10/10/2023 AR - Billing and Collections 38




AZ360 MANUAL

4. Inthe Frequency Type 1 field drop down menu, select the desired recurrence timing. In this
scenario, select Monthly by Date.

5. Inthe Frequency Type 2 field drop down menu, select the monthly cadence for the
recurrence. In this scenario, select Every Month.

6. Inthe Frequency Type 3 field drop down menu, select the day of the month for the
recurrence. In this scenario, select 1%,

7. Select the Hold Transaction checkbox to enable a review of the transaction before it is
submitted. Notice that the Active checkbox is checked. The Carry Forward Amount checkbox
is not checked.

* Code * Department *ID
RE B ADA 230000000074

* Version

* Start

End
MM/DDAYYYY hh:mm | [E]

JV Reversal

04/20/2023 12:00 AM []

Reclassification

* Erequency.Type.l. Frequency Type 2 Frequency Type 3
Monthly By Date v Every month v Ist
+ Active I Carry Forward Amount 4/ Hold Transaction I
Transaction Prefix Expire Date
Bypass Approvals MM/DD/YYYY hhomm| ]

8. Click Save & Close.

9. Click Home icon to return to the home page.

RE transactions are tracked on the CUSTA, CUSTS, and Receivable Search (RESTA) tables. The CUSTA
table has drill down features that can be used to research the specific transactions that have affected
certain field amounts. Clicking the Expand caret on the blue Vendor line reveals current customer
balance information. Clicking any hyperlinked dollar amount takes the user to the Detailed Transaction
Listing for that field.

Below is an example of how to research RE transactions.

Research RE Transactions and Customer Accounts ‘

Scenario 2.

Check the accounting impact of RE transactions on customer Joan Brett’s accounts on the CUSTA,
CUSTS, and RESTA tables.
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Log in to the AZ360 Home Page. Navigate to the CUSTA and review the updates.

1. Click the Expand caret next to the -1 cusTa
Global Search field.
_ @~
2. Select the Page Code option.
3. In the Global Search field, enter £ed Transaction
CUSTA.
ET Inquiry
LB Reference
Page Code v
4. Inthe drop down menu that - CUSTA| Q
generates, select CUSTA Customer CUSTA Customer Account Informa
Account Information. The

Customer Account Information
table will generate.

5. Inthe Customer field, enter the code for the customer. In this scenario, enter the customer
code AD000010188 for customer Joan Brett.

6. Inthe Billing Profile field, enter the Billing Profile number for the customer. In this scenario,

enter DPBOT.
7. Click Apply.
Customer Account Information © Back
Filters @

Customer Name Billing. Prafile
ADO0DO10188 DPBOT
Department Unit

8. Click the Expand caret on the blue Vendor line to review current customer balance
information.

9. Inthe Earned Unliquidated Rec field, click the hyperlinked dollar amount to view the
Detailed Transaction Listing for the field.
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Sustomer < Name + BillingPrefile. = Department Unit Quistanding Balanse +
AD000010188 JOAN BRETT $335.94
Current Balance Credit History

Unliguidated. Amaunt Liquidated Amount Gollected Amount Payment within.Telerance. Ameunt

$335.94 $1,400.40 $1,409.40

Weitten. Qff Amount Unreserved Credit Balance Reserved Credit Balance Farned Unliquidated.Ree

$0.00 $0.00 $0.00 $335.94

Farned Liquidated Rec Earned. Collected

$1,409.40 $1,409.40

Unearned Unliquidated Rec Unearned Liquidated Rec Unearned Collected

$0.00 $0.00 $0.00 & -

Refund Unliquidated Ree Refund Liquidated Ree Refund Collected ﬁa-rngd- -Ll-n I I q ”-l-d-atﬁ d . Rﬁﬁ

$0.00 $0.00 $0.00

Deposit Unliguidated Ree Peposit Liquidated Ree Deposit Collected S 3 3 5 . g 4

$0.00 $0.00 $0.00

10. Observe the various transactions that generate for the customer code and billing profile.

11. Click Back to return to the CUSTA table.

Detailed Transaction Listing I © Back

Grid Actions Jes | i@
1 - 20 of 23 Records View per Page ﬂ 50 100 Page10f2
Gustomsr & Billing Pranls Perartment unit # Transastion Earned Unliquidated Res
ADO00010188 DPBOT
> ADDDDOT0TEB DPBOT ADA ALL CR ADA 230000000064 (5750.00)
> ADDD0O1018B DPBOT ADA ALL RE ADA 230000000064 $1,000.00
> ADDDOOTOT8B DPBOT ADA ALL CR ADA JIM SHAKE ($300.00)
»  ADDODOTOTES DPEOT ADA ALL RE ADA 230000000061 $300.00
> ADDD0OT018B DPBOT ADA ALL RE ADA 1018880722 535.94

12. Click Home icon to return to the home page.

Navigate to the CUSTS and review the accounting impact.
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1. Click the Expand caret next to the ' -] CUSTS
Global Search field.
@

3. Inthe Global Search field, enter Eed Transaction
CUSTS.

2. Select the Page Code option.

ET Inquiry
Lg Reference

Page Code v
4. Inthe drop down menu that - cusTs| Q

generates, select CUSTS Customer

Information. The Customer CUSTS Customer Information

Information table will generate.

5. Inthe Customer field, enter the code for the customer. In this scenario, enter the customer
code AD000010188 for customer Joan Brett.

6. Click Apply.

Customer Information

€ Back

Filters

Customer I Name Pepartment

ADO00010188

P Show More

7. Click the Expand caret on the blue Vendor line to review current customer balance
information.

Note: The various balance fields on the CUSTS are static and do not contain hyperlinks.

Customer < Name <

Department Unit Outstanding Balance <
AD000010188 JOAN BRETT $335.94
Current Balance Credit History
Vnliguidated. Amasnt kiquidated Amemnt Lallssted Ameount PaymeniwithinTelsrance Ameonnt
$335.94 $1,409.40 $1,409.40 $0.00
Written Off Ameunt Vnreserved.Credit Balanes Reseryed Gredit.Balance

$0.00 $0.00 $0.00

P show More

8. Click Home icon to return to the home page.
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Navigate to the RESTA and review the accounting impact.

1. Click the Expand caret next to the -1 RESTA
Global Search field.

All

2. Select the Page Code option. @

3. In the Global Search field, enter 83 Transaction
RESTA.

ET Inquiry
LB Reference

Page Code v
4. Inthe drop down menu that -  RESTA o\
generates, select RESTA Receivable
Search. The Receivable Search RESTA Receivable Search

table will generate.

5. In the Customer field, enter the code for the customer. In this scenario, enter the customer
code AD000010188 for customer Joan Brett.

6. Click Apply.
Receivable Search & Back
Filters &
Suntamer Name Transastian I
AD000010188

Transastion Rept Qutstanding TaxpayerIR

Billing Prefils Perartment Mnit

¥ Show More Reset

7. All RE transactions for the customer are then displayed in the grid at the bottom of the
screen. Observe the information displayed in the Due and Outstanding columns in the grid.

8. Inthe Transaction ID column, click the ID link to open an RE transaction.
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Receivable Search + € ook
Transagtion Rept Transaction.IR Pus = Quistanding Hstomer Name Rilling.Prefile
11/04/2021 AD000010188 JOAN BRETT
ADA 1018881021 12/08/2021 $0.00 \D000010188 JOAN BRETT DPBOT
ADA 1018881121 01/01/2022 $0.00 xD000010188 JOAN BRETT DPBOT
ADA 1018881221 02/03/2022 $0.00 \D000010188 JOAN BRETT DPBOT :
ADA 1018880122 03/04/2022 $0.00 \D000010188 JOAN BRETT DPBOT
ADA 1018880222 04/01/2022 $0.00 xD000010188 JOAN BRETT DPBOT
ADA 1018880322 05/04/2022 $0.00 \D000010188 JOAN BRETT DPBOT :

9. Review the RE transaction details.

10. Click Home icon to return to the home page.
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Receivable (RE) Modification

Section Objectives
In this section, the following processes are introduced:

o Create a modified RE transaction.
e Modify an RE transaction for customer dispute.

e Cancel an RE transaction.

Section Overview

RE based transactions must be corrected when they contain incorrect data. This is often accomplished
through a modification of the transaction. Modifications can change the dispute status, dollar amounts,
and accounting details. For a receivable in Final phase, some values cannot be modified, such as the
customer and billing profile. In such cases, the transaction must be canceled and recreated.

An agency may need to modify an RE based transaction to correct accounting errors, add customer
dispute information, or to modify amounts. Users modify an existing transaction by clicking the Page 3-
dot menu and selecting Modify from Primary Actions from within the Final phase transaction. This
creates a new version of the transaction in Draft phase. Version numbers are assigned automatically in
sequential order.

Line Amounts

The RE Line Amount field can be changed by entering the correct value on the affected accounting line.
The line amount can be reduced by an amount equal to or less than the Outstanding Amount field’s
value shown in the Open/Closed Details section. For example, if $25 has already been collected against a
$100 RE accounting line, the line can be reduced by up to $75. The line amount can be increased at any
time by any amount.

Event Types and COA Elements

To change the Event Type and COA elements, the current accounting line must be closed and a new line
created with the correct values. The line is closed by reducing the line amount by the current
outstanding amount. If the line has been partially closed, there is no change to the posting lines of the
closed amount.

Accounting Lines

New lines may also be added to the RE through a modification. On the Accounting tab, in the Tab Level
Actions section, click the “+” to add a new blue Accounting line. Alternatively, the copy and paste
features can be used to create a new line from an existing line. Lines can be closed on the transaction by
changing the Line Amount field’s value to zero.

Adjustment Reason

When completing an RE modification, each accounting line that is changed requires a valid entry in the
Reason field in order to validate and submit the transaction. The Reason selection specifies the reason
for the modification and helps in the transaction review process. The Reason field is located on the
Accounting tab in the General Information section.
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Below is an example of how to modify an RE transaction.

Modify an RE Transaction to Correct an Invoice ‘ "

Scenario 1.

Errors are discovered in an RE transaction in Final Phase. Create and submit a modification RE
transaction to correct the errors.

Log in to the AZ360 Home Page. Locate the RE transaction in need of a modification.
1. Complete the steps from the “Setup a Recurring RE Transaction” scenario to locate the Final
Phase RE transaction in need of modification. The transaction will open to the Header tab.
Create a Modification version of the RE transaction.
1. Click the Page 3-dot menu, select Modify from Primary Actions.

Receivable (RE) Fnal 8| 3 :.mI : I

Repartment: ADA | Unit: - | Transastion.IR: 230000000064 | Mersion: 1 Primary Actions Other Actions Research

Additional Transaction

D 1 of 1: Approve action completed.

Summary Vendor (1) Posting (1)

Modify

2. A new version of the transaction is displayed. It has the same ID number but an incremented
version number. Notice that the new transaction has a Function of Modification, a Phase of
Draft and a Version of 2.

Function

Receivable (RE) v |oer & | i Modification

PRepartmsent: ADA | Unit: - | Transaction.IP: 230000000064 | Version: 2 Status
Held

Header Vendor (1) Accounting (2)

3. Click the Accounting tab.

Complete the Accounting tab of the transaction.

1. Observe the existing Accounting lines and the amounts in the Line Amount fields. In this
scenario, there are 2 Accounting lines and both Line Amount values are $500.00.
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+ Bv o Ei &
1-20f2 Records View per Page - @ 50 100 <L < Page 1of 1 > >
Accounting Line Ling. Amount Department Function Revenue Fund Budget FY. Appr.Unit Unit
$500.00 ADA £ . BSD0019200 & . 4351 B . AD3015 E) . 2023. AD19000 | (B . 4801
» 2 $50000 M ADA BSDO019200 14351 AD3015 2023 AD19000 4801

2. Complete updates on Accounting Line 1:

a. Inthe Line Amount field, change the amount listed amount to the correct value. In
this scenario, enter 300.

b. Click the Expand caret on the blue Accounting line.

c. Onthe General Information section, in the Reason field, select REDRE (Reduce
Receivable Amount) from the pick list.

+ B O Ei &
1-2 of 2 Records View per Page - @ 50 100 < ¢ Pagelof1 > »
Accounting Line Line Amount Department Functien Revenue Fund Budget FY ApprUnit Unit Attachments
$300.00 ADA £ . BSD0019200 B} .4351 EY . AD3015 B - 2023 . AD19000 | B} . 4801 B
General Information Open/Closed Details Reference COA Additional Information Extended Description
EventType Line Type Line Type Name
ARO1 =} A & Principal
Accounting Template Line Description Reason
Fiscal Year Period Tax Percentage

» show More

¥

» 2 $50800 ADA BSD0019200 4351 AD3015 2023 AD19000

Ling Ameunt

Reason

$300.00 REDRE B

3. Complete updates on Accounting Line 2:

a. Click the Expand caret on the blue Accounting line.
b. On the General Information section:

i In the Line Type field, change the code to the correct value. In this scenario,
select D (Admin Fee) from the pick list.

iil In the Reason field, select RECLASS (Reclassification) from the pick list.
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View per Page - @ 50

Funetien Revenus

BSD0019200 4351

Budgst EY ArRr Unit Ynit Attachments

Ei &

€ < Pagelof1 > »

2023 AD1%000 4801 4

B . BSD0019200| [, .4351

- . i - - 2023. i - .480'\ -

+ L
1-2 of 2 Records
Asseunting kins Line Ameunt Pspartment
> 1 $300.00 ADA
B - ) $500.00 . ADA
General Information Open/Closed Details

EventType

ARO1

» _Show More

Reference COA

Extended Description

Line Type Name
Admin Fee

Reason
RECLASS &

Line Type
D

Validate and submit the transaction for approval.

Reasen

RECLASS

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed: Transaction validated

successfully.

2. Click Submit to submit the transaction for approval. If submission is successful, the following
message is displayed: Transaction submitted successfully - Pending Approval.

3. Click Close.

4. Click Home icon to return to the home page.

After the RE transaction has been approved, navigate to and review the RESTA updates.

1. Complete the steps from the “Research RE Transactions and Customer Accounts” scenario
to populate the RESTA table.

2. Inthe Customer field, enter the code for the customer on the RE transaction modified in the

previous steps. In this scenario, enter AD0O00010188.

3. Click Apply.

Receivable Search

Filters

Customer
ADD000T0188

T E!

Billing Profile

Qutstanding

Department

Transaction I
Toxpayer 10

Unit

=B
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4. All RE transactions for the customer are then displayed in the grid at the bottom of the
screen. Observe the information displayed in the Due and Outstanding columns in the grid.

5. Inthe Transaction ID column, click the ID link to open an RE transaction.

Transaction Dept Transaction 1D

Due ~ Qutstanding ustomer Name Billing Profile

ADA 230000000074 05/20/2023 $50.00 AD000010188 JOAN BRETT DPBOT

05/07/2023 AD0D0010188

230000000061

03/17/2023 JOAN BRETT

1018880722 08/28/2022 AD000010188 JOAN BRETT DPBOT

1018880622 07/31/2022

AD000010188 JOAN BRETT DPBOT

1018880522 07/02/2022 AD000010188 JOAN BRETT DPBOT

6. Review the RE transaction details.

7. Click Home icon to return to the home page.

A department may need to record a customer that is in dispute by updating the RE transaction’s
Transaction Dispute Status field on the Header tab to Disputed. On the Vendor tab, in the Billing /
Collection Control section, the Suppress Auto Finance Charge field must be updated to Yes and the
Reason field must be updated on each Accounting line. If the automatic finance charge should still apply,
the Suppress Auto Fin Charge field must be updated to No, and an override may need to be applied to
the transaction to override the error that may generate.

Below is an example of how to modify an RE transaction for dispute.

Modify an RE Transaction to Record Dispute ir

Scenario 2.

A customer received a bill and disputed it. Update the RE transaction in AZ360 to reflect the dispute.

Log in to the AZ360 Home Page. Locate the RE transaction.

1. Complete the steps from the “Setup a Recurring RE Transaction” scenario to locate the Final
Phase RE transaction that is being disputed. The transaction will open to the Header tab.

Create a Modification version of the RE transaction.

1. Click the Page 3-dot menu, select Modify from Primary Actions.

2. A new version of the transaction is displayed. It has the same ID number but an incremented
version number. Notice that the new transaction has a Function of Modification, a Phase of
Draft and a Version of 2.
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3. Click on the Header tab.

Complete the Header tab of the transaction.

1. Inthe General Information section:
a. Inthe Transaction Description field, enter Customer disputes bill.

b. In the Transaction Dispute Status field, select Disputed from the drop-down menu.

~ General Information
Transaction Name Record Date Budget FY
MM/DD/YYYY [ 2023
Fiscal Year Peried Transaction.Reseription Agtual Amount
Customer disputes bill $50.00
Transaction Dispute Status
Disputed ~
» Show Moare
2. Click on the Vendor tab.
Complete the Vendor tab of the transaction.
1. Click the Expand caret on the blue Vendor line.
2. Click the Billing / Collection Control section.
3. Inthe Suppress Auto Finance Charge field, select Yes from the drop down menu.
Vendor Line Vendor Billing Prefile Legal Name AR.Rept AR.Unit Reseivahle.Type Gustomer.Contact.IR Address Gode
ADOD0010188 | [F) . DPBOT E) .JOAN BRET -ADA .ALL .Regu\ar v . €0001 B . AD001 Y
General Information Billing / Collection Control Billing / Collection Status Employee Information
Pue.Rate Inveice Print.Rate Billing.L.ecation
05/20/2023 i) 04/20/2023 =) Customer Only v
Callection Cycle Inyeice [nstruction Suppress Inveice Rilling
& EY No v
Surepress Past Due Invoice Bil Suppress Auto Finance Charge Legal Action
No N Yes ~ No ~
Bankruptey
No v

4. Click on the Accounting tab.

Complete the Accounting tab of the transaction.
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1. Click the Expand caret on the blue Accounting line.

2. On the General Information section, in the Reason field, select DISPUTE (Dispute of
Customer/Receivable) from the pick list.

+ Bv O i &
1-1of 1 Records View per Page - @ 50 100 « ¢ Pagelofl > >
Acsounting kine Line Amount Pepartment Funetion Revenue Fund Budget EY Appr.Unit Mnit
_ = UO. s E . e 3‘; l = E! . il 1 . - . e E‘\ . hd :-
General Information Open/Closed Details Reference COA Additional Information Extended Description
EventType LineType Line.Type Name
ARO1 ] A B .
Accounting Template Line Rescription Reasen
B DISPUTE £
Fiscal Year Period Tax Percentage
» Show More
Reasen
DISPUTE B

Validate and submit the transaction for approval.

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed: Transaction validated
successfully.

2. Click Submit to submit the transaction for approval. If submission is successful, the following
message is displayed: Transaction submitted successfully - Pending Approval.
3. Click Close.

4. Click Home icon to return to the home page.

In AZ360, the Cancel and Discard options are used to either cancel a transaction in Final phase or
remove a transaction in Draft phase completely from the system respectively.

There are times when an RE transaction must be cancelled. For example, if the wrong customer or billing
profile is entered on the RE based transaction, it must be cancelled and recreated using the correct
information.

Note: Receivables referenced by another transaction cannot be cancelled.

An RE transaction in Final status can be cancelled if necessary by accessing the Page 3-dot menu, and
selecting Cancel from Primary Actions. Cancelling a Final phase transaction will reverse the accounting
impact and customer tracking updates. However, the transaction will remain in the system.
Cancellations are not used for write-off purposes; see the CL Adjustment (CLADJ) Transactions section of
this manual for procedures to write-off uncollectible amounts. When the Cancel feature is used on a
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transaction in Final state, it will create a Draft Cancellation version of the transaction. Only a few fields
are available for data entry on a Draft Cancellation version of a transaction and no data entry is
required. Submitting a Draft Cancellation version routes the transaction to workflow for approval.

An RE transaction in Draft status can be discarded if necessary from within the transaction by accessing
the Page 3-dot menu, and selecting Discard from Primary Actions. A prompt appears to confirm the
action. Clicking Ok will close and remove the draft from AZ360.

Below is an example of how to discard a Final RE transaction.

Cancel an RE Transaction ir

Scenario 3.

A previously submitted and approved RE needs to be cancelled and its accounting impact reversed.

Log in to the AZ360 Home Page. Locate the RE transaction that needs to be cancelled.
1. Complete the steps from the “Setup a Recurring RE Transaction” scenario to locate the Final
Phase RE transaction in need of cancellation. The transaction will open to the Header tab.
Create a Cancellation version of the RE transaction.

1. Click the Page 3-dot menu, select Cancel from Primary Actions.

Receivable (RE) Pl B |3 Clase L

Department: ADA | Unit: - | Trapsastion.ID: 230000000070 | Versien: 1 Primary Actions  Other Actions Research

D 10of 1: Approve action completed

Summary Header Vendor (1) Accounting (1)

Cancel

2. On the Cancel Confirmation page, click Yes to discard the current transaction version.

Cancel Confirmation X

Are you sure you want to cancel the current transaction version?

A If that was your intention, select Yes. If not, select No to return to
the transaction.
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3. Anew version of the transaction is displayed. It has the same ID number but an incremented
version number. Notice that the new transaction has a Function of Cancellation, a Phase of
Draft and a Version of 2.

Function
Cancellation

Receivable (RE) v |o=r B | i

Department: ADA | Unit: I Transaction.IR: 230000000070 | Versien: 2 I Status
Held

Header Vendor (1) Accounting (1)

Submit the RE cancellation transaction.

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed: Transaction validated
successfully.

2. Click Submit to submit the transaction for approval. If submission is successful, the following
message is displayed: Transaction submitted successfully - Pending Approval.

3. After the RE transaction has been approved, look up the RE on the Financial Transaction
page.

4. Observe in the grid at the bottom of the page that two versions of the RE now exist; Version
1, Function is New, and Phase is Historical (Final), while Version 2, Function is Cancellation
and Phase is Final.

Grid Actions ] L )

1-2 of 2 Records View per Page - @ 50 100 « < Pagelofl > >

-

Version = Function < Phase =

Code % Dept = Unit + Status = CreatedOn = Created By < Actual,

Submitted

Historical 04/17/2023

(Final)

Submitted 04/21/2023 184984

Cancellation Final

230000000070

Version = Function s

Historical
(Final)

230000000070

230000000070 Cancellation Final

5. Click Home icon to return to the home page.
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Cash Adjustments

Section Objectives
In this section, the following processes are introduced:

e Review the State Treasurer Reconciling Adjustment process.

e Review the Department Treasurer Reconciling Adjustment Modification process.

Section Overview

This topic is intended to serve as a broad overview of the cash reconciliation adjustment process in
order to familiarize users with the transactions involved in the correction of reconciled cash receipts
that are part of the AR security role.

Reconciling adjustments can be created by the Arizona State Treasurer’s Office. They are used for State
Treasurer — Treasury Adjustment (STADJ) transactions.

The event types used during this process are:

= ARS1 - Unfavorable Deposit Adjustment

=  ARS2 - Favorable Deposit Adjustment

= ARS3 — NSF Receivable

=  ARS4 - Credit Card Unfavorable Adjustment (Fees and Chargebacks)
= ARSS5 — Credit Card Favorable Adjustment

The other type of adjustment conducted is at the department level. Generally, once a STADI is used to
process a reconciling adjustment, the department determines a course of action and processes a
Department — Treasury Adjustment Clearing (DADJ) transaction. The DADJ clears the STADJ and also
updates the Accounting Journal (JACTG) table.

The Copy Forward feature should be used from the STADJ to create the DADJ. The DADI is then
submitted for department approval. To verify that the reconciling adjustment is created successfully,
users can look it up using the JACTG.

The event types used during this process are:

= ARD1 - Unfavorable Deposit Adjustment — Revenue Source (use with STADJ ARS1)

=  ARDA - Unfavorable Deposit Adjustment — Object (use with STADJ ARS1)

= ARD2 - Favorable Deposit Adjustment — Revenue Source (use with STADJ ARS2)

= ARDB - Favorable Deposit Adjustment — Object (use with STADJ ARS2)

= ARD3 - Write-Off NSF Receivable — Revenue Source (use with STADJ ARS3)*

= ARD4 - Write-Off NSF Receivable — Object (use with STADJ ARS3)*

=  ARDG - Credit Card Unfavorable Adjustment — Revenue Source (use with STADJ ARS4)
= ARD7 - Credit Card Unfavorable Adjustment — Object (use with STADJ ARS4)

= ARDS8 - Credit Card Favorable Adjustment (use with STADJ ARS5)

* Additional state policy considerations. Review the State of Arizona Accounting Manual (SAAM) Topic
40 Revenues and Receipts for additional AR Policy.

Internal Use Only ADOA — GAO 10/10/2023 AR —Billing and Collections 54



AZ360 MANUAL

For more instructions on creating a DAD)J transaction by copying forward an STADJ transaction to a DAD)
transaction to clear an NSF, to clear a Favorable or Unfavorable Deposit Adjustment or to clear Web
Portal Revenue or Fees, see the respective quick reference guides (QRGs): Handling an NSF, Favorable &
Unfavorable Deposit Adjustments, and Non-Web Portal Credit Card Revenue & Fee Processing
available at: https://gao.az.gov/resources/training/gao-training-resources.
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Generate Bills

Section Objectives

In this section, the following processes are introduced:
e Review statements and invoices.
e Examine the billing configuration and setup.
e Review how to control billing output.
e Examine the process of generating statements.
e Examine the process of generating invoices.
e Review how to reprint statements or invoices.

e Examine the on-demand printing features.

Section Overview

The AZ360 AR features provide the ability to generate statements and invoices in order to request
payment from customers based on receivables entered into the system. This process is enabled through
the setup of reference tables and submission of batch processes. The table setup defines billing controls
such as frequency, receivable selection, and invoice and statement presentation. The batch processes
produce the statements and invoices while recording the activity in AZ360.

A statement is a presentation of a customer account at a certain point in time that includes the total
outstanding amount owed. The statement typically includes the customer’s previous balance, recent
transactions, and payments received during the last billing period. Various fields that are manually
inputted will display on the statement, professional verbiage and proper grammar/spelling should
always be used.

Use an invoice to request a payment from a customer. An invoice includes the details of a specific
receivable such as cost per unit, total cost, and applicable tax. An invoice also provides a payment due
date.

Use statements and invoices to communicate an outstanding balance to customers. Customers may be
notified by statements, invoices, or both statements and invoices. Both statements and invoices require
reference tables to be set up to define processing parameters. AZ360 batch processing produces the
statements and/or invoices, which then can be printed and mailed or issued electronically.

Statements and invoices differ in the presentation format and the production schedule. Invoices are
produced for each final RE based transaction during the next nightly Invoice Generation process.
Statements reflect all accounts receivable processing and follow the schedule determined on the Billing
Profile (monthly, quarterly, etc.).

A department specific logo can be printed on both current and past due invoices and statements.
Department logos are attached to the Department (DEPT) table. The DEPT table is a centralized table
maintained by GAO.
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Billing processes are managed through online table configuration. The SOPT, BPRO, and CACT tables
store values that impact billing. Several configurable billing features must be enabled, system-wide, on
the SOPT table. These features can be customized on the billing profile and CACT to support various
billing requirements.

Billing profiles define the characteristics of a bill. Billing profiles are assigned to a department and unit.
However, a value of ALL may be used to permit statewide use. Customization options available on the
BPRO table are:

= Designate use of invoices, statements, or both.

= Establish a minimum billing amount.

= Define the frequency of statement generation.

= Select instructions to be written on invoices, statements, and other notifications.
= Establish collection and write-off rules.

=  Specify finance charges to be applied to past due receivables.

Customer accounts are a combination of a customer code and a billing profile. Customer accounts are
defined on the CACT. Customers may have multiple accounts that support a different billing condition.

System Options (SOPT) Table
The SOPT table, Revenue tab, Receivable section, contains default parameters for the billing process
when not defined on the BPRO table. The SOPT table is a centralized table maintained by GAO.

The recommended approach is to define these parameters on BPRO instead of SOPT. Some of the key
fields on the SOPT include:

= Receivable Due Date Lag — The number of days after the receivable date that the
receivable is due. This is when late fees and interest will be applied.

=  Minimum Billing Amount — The minimum amount necessary to issue an invoice or
statement.

=  Minimum Negative Billing Amount — The negative minimum amount that a customer
account must total in order to be selected for the automatic billing process. This only
applies to customers who receive statements and does not affect the printing or
emailing of invoices.

= Default Collection Cycle fields — Collection parameters used in the collection process
that record the number of days past the due date that customers are notified of
overdue bills through past due notices and collection letters.

= Allow Override fields — These options on the SOPT permit the entry of a different value
for the corresponding field on the BPRO table.

=  Priority Posting Type fields — These fields impact the sequence in which a payment
should be applied to an outstanding receivable. The SOPT record provides the standard
sequence as approved by the AG’s Office. They can be overridden in the Billing Profile.

The SOPT table Revenue tab sections are displayed below:
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SOPT — Receivable Section

&)

Edit System Options

Fiscal vear

Revenue (9)

Receivable Due Date Lsg
0

nien s Bising Ameuna
50.00

imm Negative: Billing Amount

50

Miieam Pas1 Due Amaunt fes Finance Gharge
s0.00

Past ue Daye for Interceps
=

Intercent Request Load Status
Active
Finance Charge Fee 2

Finance Charge Fee §

Grace Period Days

Plan
Ao Override of Recervabie Duc Date Lag
ve

Aitow Dverride of Minimum Billing Ameunt

Altaw Override: of Minimum Negats

9 Amaunt

Ao Override.of Minimum Post Due Amaunt
ves

Ao Ovemide of Past Dus Days for Intercept

Allaw Override of Intercest Request Load Status
es

Finance Charge Fee 3
Ao Override of Finance Charge Fees
ve

A Override of Gross Period Davy

Finance Charge Fee 1

Allow Groce Period on Finance Charges

No

Imerest Tyne.

A

SOPT — Cash Receipt Section

2 @

Ec

t System Options

Expense (9 General ()

Fiscal Yesr

Revenue (3)

ntemal Cost (3

“Fiscal Year &

able

Print Deposit Ticker
™

Automatic Net Creait Balance

Unreserved Credit Balance Event Type
AR4D

Ressrved Credit Bslance Eveat Trpe
R4

Automatic Refund of Credit Balance
No

Numbee of Daye 1of Credit Balance.
o

‘Priociny 2 Postioa Tvee

st

NSF Ches: Chasge
so.00

Cash Receipt

Use Deposit Reconciliation

Allow Override of Unreserved Credit Balance Event Type
™

Allow Override of Ressrved Credit Balance Eveat Trpe
No

Allow Qverride of Automatic Refund
No

Allow Qverride of Numbee of Days For Credit Balance
Na

Briority 3 Pesting Typs.
Briority & Posting Type.
Frincipal

Allow Override of NSF Chess Charge
ves

Require Deposi Oate Only
Mo

Prigrity 1 Pastiog Troe
Admin Fee

Pricrity 4 Peatiog Tros

Dverride of Pogting Prioities
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SOPT — Collection and Write Off Section

B @ o Q & « & @ @;‘.’.’.:'.'.’.T.
Edit System Options BBl -
!
= -
FiocalYeue &

Allow Override of Collection Cyele Past De Days for Callection Referral

Billing Instructions (BINST) Table

The Billing Instructions (BINST) table defines the text that will print on statements, invoices, and other
correspondence sent to customers. Each record on the BINST defines a department and unit that may
use the instruction. The billing instruction code is the table identifier for the record. The Name and
Billing Instruction text fields allow the user to define and write the text that will be printed when the
instruction is referenced.

The BINST table is displayed below:

- ensT

s60¢

Billing Instruction [ |

Department Unit Billing Instruction
ADA ALL HITF

Name
HITF Statements

[0}
a8
]
B
E
&
B

Billing Profile (BPRO) Table
The BPRO table defines the rules for a bill.

BPRO — General Information Section
The General Information section controls the production of statements and invoices. Some of the key
fields in this section are:

= Department — Controls the department that may use the billing profile. Enter ALL in the
Department field to provide the default billing record if a specific billing profile record is
not available.

= Unit — Controls the unit that may be used by the billing profile. An ALL unit provides the
default billing record if a specific billing profile record is not available.
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= Name — A brief identifier for the billing profile.

= Billing Type — Defines the method of billing; options are Both, Invoice, Statement, Cost
Accounting Billing, and No Billing Required.

= |nvoice Instruction — Optional. Used when billing type is Invoice; values are chosen from
the BINST table.

The BPRO table provides information regarding the status of statement generation. The following fields
in the General Information section are system maintained by the Statement Generation batch process:

= Last Statement End Date — The closing date of the last statement issued.

= Next Statement End Date — The end date of the current statement cycle.

= Next Statement Print Date — The date the statements in the current cycle will be issued.

=  Final Statement — If the Billing Type field changes from either Statement or Both to
Invoice, this field is updated to “B”.

2 W a a*x 20 @

Billing Profile
. Requi fiel
B nformat
. Department Unit Billing Profile
ADA ALL CBBOT
E‘ Name Billing Type Collection Agreement
. COBRA BOTH Invoice AGO
Qutput Distribution Inveice Instrustion
Department Distribution -
Statement Frequency Statement Menth Statement Day
Monthly - 15
Day Not in Month Wisskand Holiday Statemant Instrustion
- Previous Business Day HITF
Expanded Statement Last Statement End Date Next Statement End Date
Yes 07/14/2022 08/14/2022
Next Statement Print Date Final Statement
08/15/2022 8
Central Statement Decrease Accounting Template Central Remit
No - No
Expanded Statement Last Statement End Date Next Statement End Pate
Yes 07/14/2022 08/14/2022
Next Statement Print Date Final Statement
08/15/2022 B

The additional sections of the BPRO contains fields that are defined on the SOPT table, but can be
overridden on the BPRO table if that option is granted by the SOPT table.
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Billing Profile

[
a8
]
]
L]
-3
B

QA a x a @ @ o

Customer Account Options (CACT) Table
The CACT table associates customers with billing profiles. Users can change the electronic billing
options, define who will receive the bill, and prohibit the issuance of bills on the CACT table.

The following fields on the CACT table are related to billing and collection processing and are not
inferred from other tables:

Customer — The unique identifier assigned to the customer on the VCUST table.
Address ID — The code that represents the billing address for the customer from the
VCUST table.

Billing Profile — The code that defines the billing rules for the customer account from the
BPRO table.

Department — The department that may use the customer account; can be set to ALL.
Unit — The unit that may use the customer account; can be set to ALL.

Billing Location — The location where the receivable is to be sent.

Bankruptcy — Indicates that the customer is in bankruptcy proceedings; automatically
suppresses billing, past due billing, and automatic finance charges.

Suppress Billing — Prevents bills from printing.

Suppress Past Due Billing — Prevents collection letters from printing.

Suppress Auto Fin Charge — Prevents the automatic application of finance charges on
the customer account.

Collection Cycle — Specifies the details regarding when dunning and/or collection letters
will be sent; value overrides the corresponding field on the BPRO table.
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®

ERPE®S S

Customer Account Options

.....

Below is an example of how to review a customer billing profile.

Research Statement Generation

Scenario

View the billing profile details associated with customer Kathleen O-Toole Dorris, Customer number

00002401.

Log in to the AZ360 Home Page. Review the billing profile and customer information on the CACT table.

1. Complete the steps from the “Review the CACT Table” scenario to generate the CACT table.
2. Inthe Customer field, enter the code for the customer. In this scenario, enter 00002401.
3. Click Search.
[ |
4. The Billing Profiles available for the customer will generate in the grid at the bottom of the
screen.
5. Select the blue Vendor line with a Billing Type of Invoice, click the 3-dot menu and select

View.
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@ view
~ |
Edit
Grid Actions
B copy
1-30f 3Records View per Page - @ 5 100 <
Gustomer & Name Billing Profile + Department Unit Billing Type A reloied actions S
00002401 OTOOLE DORRIS/KATHLEEN M AROAG No Billing Required Related Pages

00002401 OTOOLE DORRIS/KATHLEEN M Invoice

00002401 O'TOOLE DORRIS/KATHLEEN M " No Billing Required

Invoice

6. Observe the fields associated with the billing profile. Make a note of the Billing Profile
number.

Customer Account Options ©

ng
HTFIN

~ General Information HlTF In'l'GCE

Gustomer Address ID. Billing Profile
00002401 A3192 HTFIN

OTOOLE DORRIS/KATHLEEN M HITE Invoice
Department Unit Billing Location
ADA ALL Customer Only
Minimum Billing Amount Collection Cycle Electronic File Type
$10.00 - -

File Prefix Bankruptey Suppress. Billing

- No No

Suppress Past Due Billing Suppress Auto Fin Charge Dispute

No No No

Dispute Reason Bill Rarent Customer Relations As
- No No

~ Change Management

Created By Created On Last Approved By
183134 04/20/2023 12:18 PM 183134

Mackengie Jordan Magkenzie Jordan

Last Approved.On Last Medified By Last Medified.On
04/20/2023 12:18 PM 183134 04/20/2023 12:18 PM

Mackenzie Jordan

Review the billing profile and customer information on the BPRO table.
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1. Click the Expand caret next to the -1 BPRO
Global Search field.
, @
2. Select the Page Code option.
3. Inthe Global Search field, enter ke3 Transaction
BPRO.
BB inquiry
LE Reference
Page Code v
4. Inthe drop down menu tI.'1a.t - BPRO Q
generates, select BPRO Billing
Profile. The Billing Profile table will .
BPRO Billing Profile
generate.
5. In the Billing Profile field, enter the code for the desired billing profile. In this scenario,
enter HTFIN.

6. Click Search.

Billing Profile -

Search

Billing Profile
HTFIN

P Show More

Name

Billing Type

7. The Billing Profile line will generate in the grid at the bottom of the screen. Click the 3-dot

menu and select View.

Grid Actions

1-10f 1 Records v.e.,pe'Fage.e 50

Department Unit Billing Profils

Hame Billing Type

= View
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8. Observe the fields listed in the General Information section.

~ General Information

Pepariment Hnit Billing Prefile

ALL ALL HTFIN

Name Billing.Type Lollection Agreement
HITF Invoice Inveice AGO

Quiput Ristribution Inyeice Instruction

Department Distribution -

Statement Frequency Statement Menth Statement.Day.
Pay.NetinMenth Weekend Heliday Statement Instruction
Expanded Statement Last Statement End Date Next Statement End Date
No - -

Next Statement Print Date Final Statement

Central Statement Decrease Accounting Temnlate Gentral Remit

No - No

9. Click Home icon to return to the home page.

Billing requires the flexibility to perform special processing, including:

e Correcting billing details.

Printing a replacement bill.

Suppressing the printing of bills.

e Suppressing the printing of bills for small amounts.

Accounting for liquidated amounts on bills.
e Changing the billing type.

Billing Correction

Erroneously billed amounts are corrected by modifying the RE based transaction. For invoice billing, the
invoice record for the RE transaction on the Invoice (INVQ) table will be updated with print status of
Modified Pending.
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]

L9

g
g
z
K3

Qa a * 2 0 @

& = Cancel
] * Required fields
] Filters @
. Customer Print Status Transaction ID
s B
B Transaction Code Transaction Dept AR Department
200 20a
AR Unit Billing Profils
C-
& =] &
S, e @

Customer & Name % BilingProfile ¢~ ARDepartment AR Unit

ADD00116493 BBBOT

» ADO0O116493 MARIANO BBBOT ADA ALL READA,116493M0517 Modified Pending 06/28/2017
GONZALEZ

» ADODOT16493 MARIANO BEBOT ADA ALL READA116493M0617 Modified Pending 06/28/2017
GONZALEZ

For statement billing, the Statement Detail (STATD) table will be updated with a new record for the
receivable, which reflects the difference in the billing amount. In both cases, the record will be included
in the next Billing Generation batch process.

If the receivable is modified before the original bill is generated, the adjusted amount of the receivable
will appear on the bill.

Note: The original and modification will not be distinguishable.

Replacement Bills

Bills can be reproduced by changing the print status on the Statement (STMTQ) or INVQ tables to
Replacement Pending. The replacement invoice or statement will be reprinted during the subsequent
billing process.

Unit

— 2 William Halstead
- @ EEIHT Q A * & O @ Accounts Receivable
Bl Statement save Cancel

e * Required fields
| Filters &
. Custemer Billing Prefile Repartment

g AD000010188

b Showtore =3 -

& o w B
1-11of 11 Records View per Page - @ 50 100 & < Page 10of 1 > b
Customer = Name = Billing Profile + Pepartment Mnit Statement Date = Print Status
ADO00010188 JOAN BRETT
» AD0O00010188 JOAN BRETT DPBOT ADA ALL 10/06/2021 Printed
I3 Lnoooninleg JOAN BDCTT opeoT L Ll 117100 bl Rooiad
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Billing Minimum

A billing minimum prevents generation of a bill when the balance due is low. The billing minimum is set
on the SOPT table. SOPT also has an option to allow the system-wide minimum to be overridden on the
BPRO table.

Suppress Billing
Suppressing billing prevents the printing of invoices and statements. The suppress billing option can be
applied to a specific receivable, customer account, or billing profile.

The RE based transaction has a Suppress Invoice Billing drop down menu on the Billing / Collection
Control section of the Vendor tab. When this option set to Yes, the RE will be posted to INVQ with the
print status of Suppress. The RE will be included by the Invoice Generation batch process; however, an
invoice will not be printed. The RE will produce an invoice if it is modified and the Suppress Invoice
Billing option is set to No.

When the Suppress Billing checkbox on the CACT table is checked, printing of all invoices and statements
for a customer and billing profile combination is prevented, effective immediately. Transactions will
continue to update the INVQ, STMTQ, and STATD tables.

Billing can be suppressed on BPRO by changing the Billing Type field drop down menu to No Billing
Required. This will prevent any new records from updating the INVQ, STMTQ, and STATD tables. If the
Billing Type field is later enabled on the billing profile, billing will begin for new transactions.

Liquidation and Fees

Fees, such as administrative, interest, or late fees, are distinguished on receivable transactions by
specifying the line type. On an invoice, fees are presented individually and separate from non-fee
charges. On statements, all amounts are summarized by receivable.

Receivables may be liquidated prior to printing the invoice or statement. If an RE based transaction is
fully liquidated before the invoice is generated, no invoice will be generated. If a receivable is partially
liguidated, the invoice will show the full amount of the charges and include a summary of the
liguidations. The total due is the difference. For statements, the receivable and liquidated amount,
whether full or partial, is shown.

Changing Billing Type

When the Billing Type field for a billing profile is changed from Statement or Both to Invoice, the Final
Statement flag is automatically enabled. The final statement is generated during the Next Statement
print process. It includes all activity up to that point in time. All future accounting activity will be
included by the invoice generation process.

If the Billing Type field for a billing profile is changed from Invoice to Statement or Both, the system adds
all open balances to the STATD table, creating the prior balance for the first statement generated during
the next statement period.

Statements are created by the centralized Generate Statements batch process, which is run during the
nightly cycle. The Generate Statements batch process determines the records to include, produces the
statements and register, and provides online indication of records included on the statements.

Records chosen by the batch process are based on dates from the BPRO and STATD tables. On the BPRO,
records are chosen if the Billing Type field is Statement or Both and the Next Statement End Date field
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value is less than or equal to the current date. On the STATD, records are chosen if the billing profile was
selected, there is no date in the Statement field, and the post date is less than or equal to the billing
profile’s Next Statement End Date.

Statement Data

Statements reflect RE, CR, write-off, and Payment Voucher (customer refunds) transaction activity. The
transaction activity is reflected on the STMTQ and STATD tables when the BPRO Billing Type field is
Statement or Both. STMTQ presents data summarized by customer account and statement date. A
distinct record is stored for each statement issued. A record with no statement date relates to data not
yet presented on a statement.

Statement save || swveandciose IR
o ] i@
1-110f 11 Records View per Page - @ 50 100 < Pagelofl

Customer < Name = Eilling Profile + Repartment Mnit StatementRate < Print Status
e -~ AD000010188 JOAN BRETT DPBOT ADA ALL 10/06/2021 Printed ~ -
Statement Due Date Prior Account Balance Lurrent Account Balance
11/05/2021 $0.00 $35.04
Statement Begin Date Statement End Date Central Statement
09/10/2021 10/06/2021 No

The STATD table stores the transactions that have been (or will be) on a statement. All records with the
save value in the Customer, BPRO, Department, Unit, and Statement fields are included in one
statement. The statement is blank for items that have not yet been selected by the Statement
Generation batch process. To view the statement details, navigate to the STMTQ page, click the 3-dot
menu on the blue Vendor line, select Related pages and click Statement Detail.

Customer ¥ RBilling Prefile + RPepartment Unit Statement.Rate + Print.Status

AD000010188 JOAN BRETT 10/06/2021

Generate Collection Letter [LEEIEEE-RrE >

Statement Due Date Prior Account Balance Current Account

11/05/2021 $0.00 $35.94

Statement Detail

Statement Begin Rate Statement End.Rate Central Statement

09/10/2021 10/06/2021 No Print History

Print.Status

Printed

Generate Collection Letter [EEICWRLENTES

Statement Detail

Print History

The transactions included on the statement then generate.
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b Show More 2R -

Statement Detail + < Bock
v Filters
Customer Billing Profile Statement
MM/DD/YYYY [

[ ] 4 AD000010188 03/04/2022 New Charges RE ADA 1018880222

» AD000010188 DPBOT 03/04/2022 Prior Account Balance XX 0 AAAB $0.00

Grid Actions v =i it ©
1-2of 2 Records View per Page - Q 50 100 <« < Pagelofl > »
Customer + Billing Profile + Statement Line.Group Transaction Amount +

The Statement Generation batch process creates records on the STATD table with the value Prior
Account Balance in the Line Group column. These records preserve account balances as of the end of
the statement cycle. The Statement field value will be blank (-) for the newest record.

= - stad a William Halstead
= 2 © QA a x 2 0 @
& . .
Statement Detail + © oo
g Customer Billing Profile Statement
ADDO0010188 MM/DD/YYYY (]
b ShowMore m Reset
=
g Grid Actions Ei it &
! 1-35 of 35 Records. View per Page - 20 @ 100 € < Pagelofl > »
B Customer = Billing Profile + Statement Line Group Transaction Amount +
ADO00010188 - New Charges E ADA 230000000064 (§250.00)
3 ADDODD107188 DPBOT 02/03/2022 Prior Account Balance XX 0 AAAB $0.00
3 ADDODD10188 DPBOT 03/04/2022 Prior Account Balance XX 0 AAAB $0.00
4 AD0000107188 DPBOT UWYp3/2022 Prior Account Balance XX 0 AAAB $0.00
4 AD000010788 DPBOT 12/03g021 Payment Received CR ADA D2203739 $35.94

New Charges

02/03/2022 Prior Account Balance

Online Updates
The Statement Generation batch process updates the STATD, STMTQ, BPRO, and Statement Print
History (STMTHS) tables.
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= STATD — Statement is updated for all selected records and a new prior account balance
record is added.

=  STMTQ - A new record is inserted for the customer account and statement date with a
print status of Printed.

=  BPRO —The Last Statement End Date, Next Statement End Date, and Next Statement
Print Date fields are updated.

= STMTHS — A new record is inserted that records the statement printing.

Statements and Reports

The Statement Generation batch process produces a statement register report, statements, and a PDF
file of the statements. The statement register lists all statements issued, including original and
replacement statements. The register also identifies statements that would normally be generated
however, were not because either the generation was suppressed or the balance was below the agency
specific minimum.

The statements produced can be accessed by the following steps:

1. Navigate to the RPTSRCH: ) @ s Q
Report Search (Financial) page RPTSROH Report Search (HRM)
using the Global Search menu. Report Seinprsncu e |

RPTSRCH Report Search (Administration)

2. Inthe Report field, enter Filters

Folder Report

*Statement* and click Apply.

~ *STATEMENT*

3. Inthe grid that generates, on the Report Name Folder
Generate Statement blue line,

. Generate Statement Batch Jobs Report Summary
click Report Summary. .

Past Due Statement Batch Jobs

4. Limit search results on the Filters screen by entering values in the various fields.

a. Users can enter their agency 3-digit code preceded and followed by wildcard “*” to
help limit search results.

b. Users can specify a date range in the Start Date and End Date fields by using the “:”
wildcard feature.

5. Click Apply.

Internal Use Only ADOA — GAO 10/10/2023 AR — Billing and Collections 70



AZ360 MANUAL

v Filters &
Job ID Job Name Start Date
*ADAY 05/30/2023:06/01/20 [£]
User ID Return Code End Date
~ 05/30/2023:06/01/20] [
A Show Less Apply Reset
Start Date

05/30/2023:06/01/20 [:]

End Date

05/30/2023:06/01/20 [:]

Apply Reset

6. The available statements will generate in the grid at the bottom of the screen.

7. Click on the blue Statement row 3-dot menu, select Related Pages, and click View Forms.

Grid Actions o] L

1-2of 2 Records View per Page - @ 50 100 < Pagelofl > ¥

Report(s)

JobID % Job Name UserlD % StartTime % EndTime %

View Forms Related Pages

1562513 Statement - ADA cgibatchadm 05-31-2023 21:32 05-31-2023 21:33 View Log Related Actions

1563034 Statement - ADA cgibatchadm 06-01-2023 22:20

06-01-2023 2220 Successful

Repori(s) < Pagelofl > >

View Forms Related Pages >

Related Actions

View Log

Successful

8. On the View Forms page, click the row 3-dot menu, click View PDF.
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Grid Actions or ] &
1-10of 1 Records View per Page @ 50 00 € Pagelof1l > »
Status Description Transaction Code Transaction Dept Transaction ID File Name

B  completed s c s s 1563034_Statement

Refresh

View PDF

1563034_Statement

Refresh

View PDF

9. A PDF version of the statement will generate at the bottom of the screen.

Sample Statement

nullVC0000004547null

UNITED HEN:L"'I":CARE STATEMENT

Remit ta:
ADOA HITF Customer Number Statement Closing Date
100 N. 15TH AVE. VCO000004547 05-28-23
ume 302 ARDept/BPRO Due Date
PHOENIX AZ 85007
ADAADBOT 06-27-23
Bill to: Amount Duse Amount Enclosed
UMNITED HEALTHCARE 50.00
1 E Washington, Suite 700
Phoenix AZ B5004 Payment Method:  Check Money Order

Please check if address has changed Write correct
addrece on back of stubs and attach with payment Please write Inveice No. on front of check ar Meney Order.
DO NOT MAIL CASH.

----------------------------------------------- Please detach the above stub and return with your remittance. ------=====msomm oo e

ADOA HITF
ORIGINAL
| Customer Number | Staternent Closing Date |
| VCO00D004547 | 05-25-23
[ Customer Name
| UMITED HEALTHCARE
| Previous Balance $0.00 |
Current Period Charges:
| Description Date Transaction ID Charges I
Total of Current Period Charges 50.00
Total Amount Due $0.00
Instructions
null
Contact:
Benefit Options (602) 542-5008

Invoices are created by the centralized Generate Invoices batch process which is run during the nightly
cycle. The Generate Invoices batch process determines the records to include, produces the invoices and
register, and provides an online indication of the invoices produced.
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Records chosen by the batch process are based on values from the BPRO and INVQ table. On BPRO,
records are chosen when the billing type is either Invoice or Both. On the INVQ, records are chosen
when the billing profile was selected, the print status is Original Pending, Modified Pending, or
Replacement Pending, and the outstanding amount of the RE is greater than zero.

Invoice Data

Invoices reflect RE based transaction activity. The transaction activity is reflected on the INVQ table
when the BPRO billing type is Invoice or Both. Each RE becomes an Invoice and the RE based transaction
number is the invoice number. When the RE is posted to the INVQ table, the print status is Original
Pending. This status indicates that the invoice has not yet been produced for the RE.

Online Updates
The Invoice Generation batch process updates both the INVQ and the Invoice Print History (INVHS)
tables.

= |INVQ - Updated to show the new print status.
= INVHS — A new record is added for each invoice printed that shows the form, printed
date, and the customer’s address.

Invoices and Reports

The Invoice Generation batch process produces an invoice register report, invoices, and a PDF file of the
invoices. The invoice register lists all invoices issued, including original and replacement invoices. The
register also identifies invoices that would normally be generated however, were not because either the
generation was suppressed or the balance was below the minimum.

The invoices produced can be accessed by the following steps:

1. Navigate to the RPTSRCH: B) @ e Q
. . RPTSRCH Report Search (HRM)
Re-port SearCh (FlnanCIaI) page Report Se RPTSRCH Report Search (Financial)
using the Global Search menu. e
RPTSRCH Report Search (Administration)
: - Filters
2. Inthe Report field, enter .
. older Report
*Statement* and click Apply. y “mvorce:

m feset

Report Name Folder

. Generate Invoice Batch Jobs Report Summary

3. Inthe grid that generates, on
the Generate Invoice blue line,
click Report Summary.

Past Due Invoice

4. Limit search results on the Filters screen by entering values in the various fields.

usgn

a. Users can enter their agency 3-digit code preceded and followed by wildcard to

help limit search results.

u.n

b. Users can specify a date range in the Start Date and End Date fields by using the “:
wildcard feature.
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5. Click Apply.

v Filters

Job ID

User ID

4 Show Less

Job Name Start Date
*ADAY I 05/30/2023:06/01/20) [i]
Return Code End Date
he 05/30/2023:06/01/20 D
Apply Reset

Start Date

05/30/2023:06/01/20 [:]

End Date

05/30/2023:06/01/20 [:]

Apply Reset

6. The available invoices will generate in the grid at the bottom of the screen.

7. Click on the blue Invoice row 3-dot menu, select Related Pages, and click View Forms.

Grid Actions

Ei B

1-20f 2 Records View per Page - @ s0 100 Reporile} < Pagelofl > »

JobID % Job Name s StartTime % EndTime % View Forms
1562494 Invoice - ADA cgibatchadm 05-31-2023 21:26 05-31-2023 21:28 View Log Related Actions
630 oice - ADA 06-0 0 06-0 0 0
< Pagelofl »

Report(s) 9

View Forms Related Page

View Log Related Actions >

8. Onthe View Forms page, click the row 3-dot menu, click View PDF.
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Grid Actions

1-10f 1 Records

View per Page @

Transaction Code

Description

B completed

Transaction Dept

100 <« <

Page 10f 1

Transaction ID File Name

1563015_Invoice

1563015_Invoice

Refresh

View PDF

9. A PDF version of the invoice will generate at the bottom of the screen.

Sample Invoice

nulll0000BO123AD0O0OO010000

5509 5 IRVING DR

TUCSOMN AZ B5706
Please check if address has changed Write correct
address on back of stub and attach with payment

Customer Name |
Remit to: DENNIS W CORRAL | INVOICE
ADOA HITF Customer Number Invoice Number Invoice Date
100 N. 15TH AVE.
SUITE 302 ADOO0010000 1000080123 06-01-23
SUITE 302 ARDept/BFRO Due Date
FHOENIX AZ 85007 ADA:DPBOT 02-18-23
. Amount Due Amount Enclosed
Bill to:
DENNIS W CORRAL 000

Please detach the above stub and return with your remittance. oo

Payment Method:  Check Money Order

Please write Invoice No on front of check or Money Order.
DD NOT MAIL CASH

ADOA HITF |
ORIGINAL |
[« Number Original Invoice Date Original Due Date
ADODO0 10000 06-01-23 02-18-23
Custorner Name Invoice Number Invoice Date
DEMMIS W CORRAL 1000080123 06-01-23
Invoice Charges
RE:‘I;i-ne Description Billing Date No. Of Units :I;;t::.fm Unit Price Charges/Credits
1 DLDRZ DELTA DENTAL RETIREE & ADULT JAN 2023 01-19-23 575.63
2 ASRS SUBSIDY JAN 2023 01-19-23 (575.63)
Total Invoice Charges 50,00
Other Charges
D Date Charges
Total Other Charges
Credit Payments Applied 50.00
Total Amount Due S0.00
Additional Notes:
Instructions
Contact:
Benefit Options (602) 542-5008 benefitissues@ardoa gov
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In order to reprint previously printed statements or invoices, the Print Status field for the record must
be modified. For invoices, the record can be located on the INVQ table. For statements, the record can
be located on the STMTQ table. Once the record is located, the Print Status field can be changed to

Replacement Pending. This causes the record to be selected by the Generate Invoices and Statements

batch jobs.

Generate or Reprint Invoices — Online

The on-demand print process allows users to print from a receivable transaction. The on-demand print
process changes the print status on the INVQ table to Printed and records information about the
receivable, including the user ID of the user who requested the on-demand print, on the INVHS table.
Suppressed invoices can also be printed online.

The on-demand invoice print process can be completed by the following steps:

1. Navigate to the INVQ: Invoice page using the %) @ Q
Global Search menu.

Invoice
2. Inthe Customer field, enter the customer number
for the customer whose invoice is being Filters
researched and click Apply. Customer PrintStatus Transaction 1D
» show More m Clear
3. Inthe grid that generates, locate the RE transaction in question that has Print Status:
Printed.

4. In the Print Status field, update Printed to Replacement Pending using the drop down
menu.

Transaction Print Status <

Department

Customer Billing Profile %

RE,ADA,10000B0122 Printed

AD000010000

- Select -
Original Pending
Modified Pending
Replacement Pending
Suppressed

Below Minimum
Printed

RE,ADA, 1000080123

AD000010000

RE,ADA,10000B0222

AD000010000

RE,ADA,10000B0223

AD000010000

Print Status %

Printed

- Select -
Original Pending
Modified Pending
Replacement Pending
Suppressed

Below Minimum
Printed

Print Status %

5. Click Save. The Print Status has now updated to
Replacement Pending. Replacement Pending .
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Note: Invoices can only printed that are in Replacement Pending status.

6. Click on the blue Invoice row 3-dot menu, select Related Pages, and click Print.

Customer % Billing Profile % Department Unit Transaction Dunning/Collection Letter

AD000010000 RE,ADA, 1000080122 Print History
»  ADO0DO10000 DPBOT ADA ALL RE,ADA, 1000080123 e Related Pages
» AD00D010000 DPBOT ADA ALL RE,ADA,10000B0222 Printed

Dunning/Collection Letter

Print History

Print Related Pages

7. On the Parameters For Print screen that generates, select the View Forms checkbox and
click Save & Close.

Parameters For Print - Cancel

Print Job Code Print Resource ID
Generate Regular Invoice (PDF Format) ~ *PDF file generator ~ View Forms

View Forms Description

8. Click on the RE hyperlink in the Transaction column.

RE,ADA,10000B0122

Billing Profile & Department Print Status <+

. 4 /AD000010000 DPBOT ADA ALL Printed v

Transaction

RE,ADA,10000B0122

9. Onthe RE transaction that generates, click the Page 3-dot menu and under Research click
Forms.
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. X - ci
Receivable (RE) « fna g
Department: ADA | Unit: 4000 | Transaction ID: 1000080122 | Version: 1 Primary Actions Other Actions Research

Modify Future Transaction Triggering Transaction References
D 10f 1: Unreserved Credit Balance exists for this Customer Account. (A389)
Cancel Send Page Track Work In Progress
Summary Header Customer (1) Accounting (2)
Comments Print Transaction History
Legal Name Line Amount
= = Py View PDF Forms
DENNIS W CORRAL :l $75.63 ;I_ Copy e o m
Copy Forward Download Transaction
Header
.
Close .
.
Research

Transaction References

Track Work In Progress

Transaction History

Forms
10. Select the desired invoice, and on the Row 3-dot menu, click View PDF.
Grid Actions (et ] [
1-30f 3 Records View per Page - @ 50 100 ¢ < Pagelofl > 3
Status Description Transaction Code Transaction Dept Transaction ID File Name
Completed 1000080122 1563201_Invoice
No Forms - RE ADA 1000080122 1563217_Iny Refresh
Completed - RE ADA 1000080122 15627121y e FOF

1563201_Invoice

1563217_Iny Refresh

1562712_Inv /1€ PPF

Generate or Reprint Statements — Online

Statements can only be printed or reprinted through the Generate Statements batch process and not
though an on-demand print process. Users can select a statement to be added to the Statement
Generation batch process by using the STMTQ table. Once the overnight batch process has completed,
the user can then access a PDF copy of their reprinted statement by following the RPTSRCH steps
detailed previously in this section.

The statement re-printing process can be completed by the following steps:
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1. Navigate to the STMTQ: Statement page &2) @- swnl Q
using the Global Search me
Statement <~

2. Inthe Customer field, enter the number
for the customer whose statement is

being researched and click Apply. v Filters
Customer Billing Profile Department
AD0QO010000
Unit
P Show More Apply Clear

3. Inthe grid that generates, locate the record in question that has Print Status: Printed.

4. In the Print Status field, update Printed to Replacement Pending using the drop down
menu.

Customer % Name % Billing Profile % Department Unit Statement Date + Print Status

AD000070000 DENNIS W CORRAL DPBOT

ADA

AD000010000

DENNIS W CORRAL 05/05/2021

AD000010000 DENNIS W CORRAL 06/07/2021 Replacement Pending
Suppressed
Below Minimum

Printed

» AD000070000 DENNIS W CORRAL DPBOT ADA ALL 07/08/2021

Print Status

‘ Printed

- Select -
Replacement Pending
Suppressed

Below Minimum
Printed

Print Status &
5. Click Save. The Print Status has now updated to rint Status

Replacement Pending.

Replacement Pending ~

Note: Statements can only printed that are in Replacement Pending status.

6. Once the overnight Statement Generation process has completed, the statement can be
printed from the RPTSRCH page following the steps highlighted earlier in this section.
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Collections Processing

Section Objectives
In this section, the following processes are introduced:

e |dentify the collection processing control setup.
e Review the tracking of collection activities.

e Review the tracking of delinquent accounts.

e Manage past due statements and invoices.

e Examine the finance charge setup and application process.

Examine the payment plan setup and generation process.

Section Overview

Collection processing in AZ360 refers to the capability of the system to issue past due statements and
invoices, apply finance charges, refer an account to a collection agency, and institute payment plans.
These features can be applied individually or in combination with each other.

Collection controls that define the collection process for past due receivables are set up on several
individual tables: The Dunning Message (DNGM), Collection Letter (COLL), Collection Control (COLLC),
and Collection Agency Agreement (COLLA) tables. In addition, finance charges are setup on the Finance
Charge Eligibility (FCEG) and Finance Charge Setup (FNCHG) tables.

Past Due Notices and Collection Letters

The DNGM table stores all of the possible messages that can be sent to customers with past due
accounts. The COLL table is used to create and store collection letters that can be sent to customers
with past due accounts. Each record on the DNGM and COLL tables can be made available by
department and unit, or to departments and/or units within an agency.

On the DNGM table, clicking on the 3-dot menu of the desired Dunning Message blue line and selecting
View, the text of the message is viewable.
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@ B3 - onem
360
Dunning Message - Sl - -~ JE
Search @
Dunning Message Name Department
Grid A s | B
1-200f 53 Records View per Page - e ] Page1of3
Pepartment Mnit Dunning Message = Name =

Standard Dunning - 30 Days

ALL ALL STOM2 Standard Dunning - 60 Days

ALL ALL STDN3 Standard Dunning - 90 Days

AUA ALL DUN1 Dunning Message 1 & Copy I
AUA ALL DUNZ Dunning Message 2
I—— ——
DJA ALL STD30 STDN-DJA
Department Unit Dunning Message
ALL ALL STDN1

Name
Standard Dunning - 30 Days

Dunning Message Text
Your payment is 30 days past due. Please remit payment for the referenced invoice immediately.

The COLLC table is used to configure the combination of dates and messages or letters to be used. The
COLLC defines a collection cycle schedule that establishes when collection activities should occur in
terms of the number of days the payment is past due. The collection activity is indicated by selecting
either a value from the DNGM or COLL table in the corresponding field.

The state has established a Standard Collection Cycle (STCYC) with the following dunning messages:

= STDN1 - 30 days
= STDN2 - 60 days
= STDN3 -90 days

If the billing type is set to Both on the billing profile, both an invoice and statement are created. The
statement will contain dunning messages if there are outstanding amounts that meet the COLLC time
frames for adding these dunning messages. Also, if the department uses collection letters, these are
generated based on the timing specified on the COLLC table.

If the billing type is set to Invoice, an invoice and a past due invoice are created. The past due invoices
will generate based on the timeframe specified in the COLLC table. If the department uses collection
letters, these will generate, based on the timing specified on the COLLC table. The past due statement is
actually the collection letter.

The centralized Past Due Invoice batch job runs on a nightly basis, as well as on request, and generates a
past due notice or collection letter for each invoice that meets the Collection Control criteria for a
collection cycle. The INVQ and INVHS tables are updated after the batch job has run.
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The past due notice/collection letter provides the overdue balances for a single invoice. Details on the
notice include the customer name, customer number, invoice number, billing address, past due amount,
late fee, interest charge, and other charges and the dunning message text. If the department
determines the printed notice/letter is correct, the notification is sent to the customer.

The past due notice/collection letter can be viewed on the Collection Letter (COLL) table. By clicking on
the 3-dot menu of the desired Collection Letter blue line and selecting View, the text of the collection
letter is viewable.

- . Willizm Halstead
&) @ o QA A x 2 0 @
. € Back Create
Collection Letter ¢
Search &
Gallestion Letter Name. Repartment
Grid Actions ] wo@
1.4 of 4 Records viewperpage- (@) o Page 1011
Department Collection Letter &
Final Demand Letter
Hospital Assessment Callection Letter 1
CA Final Demand Before Enforced Action

ICA Notice of Enforced Action

About | Frivacy | lmportant Links | Accessivilty CGl Advantage | ®coiine fin2023s2 Package1 s 10

Collection Letter
DTCL1

Department
DTA

Name

Final Demand Letter

Letter Text
We have had no response from you to our various correspondence requests regarding the outstanding invoice. This is the Arizona Department of Transportation's (ADOT) final request for payment. We have begun the preparation work to refer this matter to the
Attorney General's Office to b d for collection enforcement action.  Your response Is necessary within ten (10) working days from the date of this letter; otherwise. there is no other alternative but to proceed with further action and refer this
case 10 the Attomey General's Office to pursue

Collection Agency Agreements

Each record on the COLLA table is called a collection agreement. The COLLA defines the vendors that are
contracted with the state to take over collections. The collection agreement may be available to a
specific department or unit, or available for ALL agencies to use, like the Office of Attorney General’s
Collection Agreement (AGO). The duration of the collection agreement is enforced on the COLLA table.
The COLLA table tracks the value of all receivables referred to the vendor and the amount collected.
These amounts can be viewed by clicking on the 3-dot menu of the desired collection agreement
number and selecting View.
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®) @ o QA a *x 2 0 @
Collection Agency Agreement - Nl

Searcl &
Agreement Numbsr Vendor

AGO C

> Stow More B3 -

Grid Actions e | B

Department i Agreement Number & Vendor & Assigned

AGADERTO001

AGADERT0001

AGADEPT0001 131437.87

Qutstanding Amount
$131,437.87

01/01/1970 12/31/2100 AGADEPTO0001

Minimym Regeivable Amit Assigned Collested

0.00 131437.87 0.00

Written.Qff Payment within.Telerance Ameount Qutstanding Ameount
0.00 $0.00 $131,437.87

4 Show Less

Finance Charges

The FCEG table makes event types eligible for the finance charge process. Event type eligibility is further
controlled by department and unit. In order for a record to be eligible, the Eligible for Finance Charge
checkbox must be checked. This checkbox can be accessed by clicking on the 3-dot menu of the desired
finance charge eligibility blue line and selecting View.
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1 William Halstead
- o QA A *x 2 0 @
Finance Charge Eligibility + € o i
Search &
Department Unit Event Type
2
Grid Actions e | i
1-%of § Records. View per Page - @ 50 00 Page 1ol 1

Department ¥ Unit = EventType = Fligible for Einance Charge %

EVA ALL AROY Yes
Ica ALL ARDY Yes g e

IcA ALL AR1O Yes

ICA ALL AR31 Yes

Edit Finance Charge Eligibility © CD | &0 | e

* Required fields

* Department * Unit * Event Type

oA 2616 AROT B

+/ Eligible for Finance Charge

The FNCHG table defines finance charge codes and interest type (simple or compound). The schedule
must be defined using a frequency while other values that support the schedule are also required. The
FNCHG also includes COA fields to define the account to which finance charges will be applied through
the finance charge process. By clicking on the 3-dot menu of the desired finance charge blue line and
selecting View, the full details are viewable.
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= @ Ed - FucHe
360
& )
M Finance Charge
a
L]
Search
B
Finanes Chargs
B
ﬁ'ﬁ ¥ Show
H
Grid Actions -
1-11of 11 Records
ARDspt ARVt &

Name

Finanse Charge &

QA A *x 2 @ @ e

2
AR.DeRY
s | it
Page1of 1
Fee & Rate =

$0.00

Finance Charge ©

~ General Information

AR Dept
EVA

Name
Interest charge on delinquent accounts

Rate
0.03

Frequency
Yearly

Day not in Month
Next Business Day

Event Type
ARO1

Apply Interest On Admin Fee
Yes

Description
3% interest compounded annually per A.R.S. 42-1123

4 Show Less

> COA

AR Unit
ALL

Type
Interest

Interest Type
Compound

Month
m

Weekend Holiday
Next Business Day

Finance Charge Does Not Apply
No

Apply Interest On NSF Fee
Yes

Finance Charge
EVAFC

Fee
$0.00

Day
31

Line Type
Interest

Apply Interest On Late Fee
Yes

Apply Interest On Other Fee
Yes

The CUSTS and CUSTA tables track the status of REs, CRs, and collection activities. The CUSTS table
summarizes all activity for the customer across all billing profiles, while the CUSTA table summarizes the
customer activity by billing profile, department, and unit. Both the CUSTS and CUSTA tables include the

same result fields.

Both the CUSTS and CUSTA tables have a Credit History section. The fields in this section keep track of
collection activities recorded in AZ360.
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Current Balance Credit History

NSF Checks Date of Last NSF Check

0 -

Intercepts Intercept

]

Offset Offset Date

0 -

Dunning Notices Dunning Notice

0 -

Collection Letters Collection Letter

0

Legal Actions Legal Action

0 -

Write Offs Write Off

0 -

Coll Agency Referrals Coll Agency Referral

0 -
Payment
12/03/2021
Receivable
11/08/2021

Use reports to track the status of customer payments. The reports display similar receivable information
presented in a different manner. There is a list of available reports in the Accounting Receivable (AR)
Reporting section of this manual.

AZ360 automatically applies finance charges through the Finance Charge chain job. Finance charges are
applied to open, past due receivable lines when the event type is defined as eligible on the FCEG table

the finance charge fees are indicated on the SOPT, BPRO, or Revenue Source (RSRC) tables. Finance
charges can also be applied manually to an RE transaction. The Finance Charge chain job will not
automatically apply finance charges after a receivable has been referred to collections by referencing
the RE based transaction on a CL transaction.

Finance Charge Chain Job

The Finance Charge chain job creates a new version of the RE transaction. The amount of the finance
charge is calculated based on the fee or rate on the FNCHG table. The calculated finance charges are
summarized by event type, line type, and accounting elements from the FNCHG and then added to the
RE. The new version of the RE is automatically submitted. This modified RE updates the INVQ and/or
Statement (STMTQ, STATD) tables. An invoice and/or statement will be generated as scheduled.

Finance Charge Manual Process

Finance charges can also be manually added to a receivable by modifying the RE based transaction and
adding a new line for the finance charges. No manually entered finance charges on the RE are compared
to the values in the FCEG and FNCHG tables. These tables are only used for the process whereby finance
charges are automatically applied.
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AZ360 automatically generates past due notices and collection letters in order to notify customers of
overdue account balances. A past due statement is generated when:

e A customer has an unpaid balance.

e The unpaid balance is overdue by the number of days indicated on the collection cycle.
e The billing type is Statement or Both.

e Suppress Past Due checkbox on the CACT is not checked.

The past due statement is actually the collection letter. The Past Due Statement batch process creates
the past due statements. Each past due statement includes phrasing to distinguish it from the original
statement. Overdue receivables are identified with the original due date and payment instructions. The
STMTHS table is updated to record the printing of a collection letter or past due notice. To view the past
due statement, click the Expand caret on the blue Vendor line.

@ e — Q A % 2 © @ \’:ml amn.=\“eald‘
Statement Print History © pek
Filters &
Customer Billing Prafile Statement
ADDD0009575 MM/DD/YYYY
Grid A =i JE
Customar & Name = Rilling Profile & Statement Form & Printed

ARDOANN9STA KATHRYN MAXWELL 07/09/2020 i 07/09/2020

Department Mg Sentcal Statement Fill Sent e

ADA ALL No Customer Only

Rill o Namse Bill 10 Address Rillte.Gity Rill e State

KATHRYN MAXWELL 1433 E WESLEYAN DRIVE TEMPE AZ I
Rill3a.Zip Billte.Country

85282 Usa

Internal Use Only ADOA — GAO 10/10/2023 AR —Billing and Collections 87



AZ360 MANUAL

Referral to Collection Agency (CL) Transactions

Section Objectives
In this section, the following processes are introduced:

e Create a CL transaction.
e Review the batch process for creating CL transactions.
e Review the modification and cancellation of CL transactions.

e Research collection transactions.

Section Overview

When an RE transaction is past due, the collection process can begin. An RE can be used as a reference
for a CL.

CL transactions are created manually by using the Copy Forward feature from an RE. When copying
forward to manually create a CL, all of the information from the referenced RE is copied into the CL.
There is no data entry required on a CL. Information in the Header tab can be modified or added to, if
necessary.

The AR module in AZ360 allows an agency to record receivables through an RE and tracks these
receivables throughout the AR lifecycle. If an RE becomes past due, the RE can be copied forward to a CL
to denote that this debt is in collection and is being pursued by a collection unit within the agency, or by
the Office of Attorney General. If the collection efforts are not successful, the CL transaction can be
written off by being copied forward to a CLADJ transaction to remove the receivable and reduce agency
revenue in AZ360. If it is known that an RE is uncollectible, this transaction can alternatively be copied
forward right to a CLADJ transaction.

This manual includes instructions for processing a CL transaction and a CLADJ transaction. However, if
the write-off request involves a Non-Sufficient Funds (NSF) receivable, follow the instructions in QRG
Handling an NSF or QRG Processing Receivable Adjustment - CLADJ Transaction available at:
https://gao.az.gov/resources/training/gao-training-resources. When complete, the CL transaction, is
validated and submitted to workflow for approval following the process outlined above.

Once a CL transaction is processed, AZ360 does not charge additional interest, late fees, and other
finance charges to the receivable. These charges may be applied manually, if necessary.

Below is an example of how to copy forward a CL transaction.

Create a CL Transaction Using Copy Forward ‘ '

Scenario 1.

There is a bankruptcy on a receivable; refer it to the collection group for special handling.

Log in to the AZ360 Home Page. Search for an existing RE that is to be copied forward.
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1. Complete the steps from the “Setup a Recurring RE Transaction” scenario to locate the Final
Phase RE transaction that has been deemed uncollectable. The transaction will open to the
Header tab.

Copy Forward the RE transaction to a CL transaction.

1. Click the Page 3-dot menu, select Copy Forward from Primary Actions.

- . o ses . :
Receivable (RE) w |ma & @ L
Department: ADA | Unit: - | Transaction ID: 230000000079 | Version: 1 Primary Actions  Other Actions Research
Additional Transaction
n 1of1: Approve action CDmNEIEd ey Information fransaction References
Cancel Future Transaction Triggering Track Work In Progress
Summary Header Vendor (1) Accounting (1)
Collaborate Schedule Transaction History
Legal Name Line Amount
= Comments Send Page Forms
OAN BRE =] | $500.00
_____ Copy Print
e P——
. Copy Forward View PDF
Recard Date Transaction Name Capy Forwerd el

2. Onthe Copy Forward screen, in the Transaction Dept field, enter the user’s department 3-
digit code.

3. Check the Auto Numbering check box.
4. Verify that the Target Transaction Code selected is CL.

5. Click Ok.

Copy Forward n Canecel

Target Transaction Type Description

R Collect Receivable for Reimbus
R Copy RE to CLADJ

R

Collect Receivable

Write-Off Receivable - AG

Sand Receivable o Colection

Category Transaction Dept Trpe

2R RE

Tansactionet  TransactionCe o Transaction 1D
230000000079

Transaction Description

W Select Entire Transaction TEsT

* Transaction Dept Transaction Unit

Aute Numbering
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6. A new CL transaction will generate and opens to the Header tab. Note that the transaction is
in Draft, the Version number is 1, the Function is New and the Status is Held.

Validate and submit the transaction for approval.

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed: Transaction validated
successfully.

2. Click Submit to submit the transaction for approval. If submission is successful, the following
message is displayed: Transaction submitted successfully - Pending Approval.

3. Click Close.

4. Click Home icon to return to the home page.

Modifications are not permitted for CL transactions. If corrections are required, the transaction must be
cancelled and recreated.

A CL transaction in Final status can be cancelled if necessary from within the transaction by accessing
the Page 3-dot menu, and selecting Cancel from Primary Actions. Cancelling a Final version of a
transaction will create a Cancellation Draft version of the transaction and change the original to
Historical (Final) phase.

A CL transaction in Draft status can be discarded if necessary from within the transaction by accessing
the Page 3-dot menu, and selecting Discard from Primary Actions. Discarding a Draft version of a
transaction will remove the transaction from the system.

All updates to a customer account can be researched using the CUSTA and RDET pages. The RDET has a
link to the RESTA page. This link can be accessed by clicking the 3-dot menu of the desired receivable
line, clicking Related Pages, and then clicking Receivable Search.

Transaction Code

Transaction 1D Customer Total Qutstanding

110291M0117 ADD00110291 EDWARD HAGW( 0D $671.28

110291M0217 AD000110291 EDWARD HAGW

»oocoL ADA 110291M0317 AD000110291 EDWARD HAGW! [EE= e
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CL Adjustment (CLADJ) Transactions

Section Objectives
In this section, the following processes are introduced:

e Create a CLADJ transaction.
e  Modify a CLADIJ transaction.
e (Cancel a CLADIJ transaction.

e Review the process of researching CLADJ transactions.

Section Overview

When a department determines that a specific RE based transaction or CL transaction needs to be
written off because it is uncollectible, a CLADJ transaction can be created that references the RE, CARE,
or CL transaction. This topic will examine the CLADJ transaction creation process.

The CLADJ is also used as the state’s write-off transaction. CLADJ transactions are created manually by
using the Copy Forward feature from a RE based transaction or CL transaction. When copying forward to
create a CLADJ transaction, all of the information from the referenced RE or CL is copied into the CLAD)
transaction. Additional customer and accounting line(s) will need to be added with a negative line
amount to offset the original positive customer and accounting line associated with the RE or CL. The
transaction total amount needs to equal $0. For more detailed instructions, see QRG Processing
Receivable Adjustment — CLADJ Transaction available at https://gao.az.gov/resources/training/gao-
training-resources.

Create a CLADJ Transaction Using Copy Forward ‘;

Scenario 2.

A receivable transaction was sent to collections, deemed uncollectible, and must be written off.
Create the CLADJ transaction using the Copy Forward feature from a CL transaction.

Log in to the AZ360 Home Page. Locate the CL transaction that is being written off.
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1. Click the Expand caret next to the -1 cL
Global Search field.

All
2. Select the Page Code option. @

3. Inthe Global Search field, enter CL. Eed Transaction
@T Inquiry
@ Reference

Page Code <
4, Inthe drop down menu that - cL O\
generates, select CL Referral to
Collection. The CL Financial I cL Referral to Collection I

Transaction page will generate. ,
CLADJ CL Adjustment

5. Inthe ID field, enter the transaction ID for the CL transation.

6. Click Search.

7. Click the ID link in the grid to open the CL transition.

. a William Halstead
&) @ o Qa a x 2 0 @ o
Financial Transaction - B O o
Search &
Code Dept Unit
cL & B &
n Phass Status
230000000010
Created On
MM/DD/YYYY
b Shon tore m Reset
Grid Actions o ] uo@
Codle & Papt # unit & » & Phase & Status # Created On = Version Function Created By Astual Amount & Gamments

Submitted 04/26/2023 184984 $118.26

8. Click the Page 3-dot menu, select Copy Forward from Primary Actions.
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9. On the Copy Forward screen, in the Transaction Dept field, enter the user’s department 3-
digit code.

10. Check the Auto Numbering check box.
11. Verify that the Target Transaction Code selected is CLADJ.

12. Click Ok.

Copy Forward n cance

1-3 0f 3 Records View per Page @

Target Transaction Type Target Transaction Code + Description

Calagery Transastion Dapt Type
AR ADA oL
Transaction Unit Transaction Code Transaction 1D

oL 230000000010

Version Transaction Description
1 BENEFITS FOR JUL 2022

* Transaction Dept Transastion D Transaction Unit

Autc Numbsring

13. A new CLADIJ transaction will generate and opens to the Header tab. Note that the
transaction is in Draft, the Version number is 1, the Function is New and the Status is Held.

Complete the Header tab of the transaction.

1. Inthe Transaction Total field, verify the amount is $0.00.

2. Inthe Bank Account field, select BKO1 from the pick list.
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CL Adjustment (CLADJ) = mne i =3 5
Department: ADA | Unit: - | Transaction.JR: 230000000003 | Version: 1
Header Vendor (1) Accounting (2) Posting Summary
Legal Name Ling Ameount
AMY J JUREWICZ Bl so00 B -
Greated By: | Greated.On: 04/27/2023 | Medified By: | Modified Qn: 04/27/2023
General Information
Transaction Name Record Date Budget EY
MM/DD/YYYY
Fiseal Year Petiod Transaction Pescription Actual Ameunt
BENEFITS FOR JUL 2022 $118.26
Rank Acsount Transaction Total Lash Account
BKO1 &) $0.00

Bank Account Transaction Total

3. Click the Vendor tab.

Complete the Vendor tab of the transaction.

1. Click the Expand caret on the blue Vendor line.

2. Observe the field values that have inferred from the RE and CL transactions using the copy
forward function.

3. Inthe Tab Level Actions section, click the “+” icon to add a Vendor line.
4. Leave the Vendor field blank.

5. Inthe Line Amount field, enter the same amount as Vendor Line 1 as a negative so it nets to

zZero.
Header Vendor (2) Accounting Posting Summary
Legal Name king Ameunt
g - g .
+ G~ O
1-2 of 2 Records View per Page - @ 50 100
Vendor Line Vendor Legal Name Line Ameunt Billing Profile
» 1 ADO00DT0391 AMY J JUREWICZ $118.26 DPBOT
0 B -118.26 B

6. Click on the Accounting tab.
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Complete the Accounting tab of the transaction.
1. Inthe Tab Level Actions section, click the “+” icon to add an Accounting line.

2. Inthe Line Amount field, enter the negative line amount entered previously on the Vendor
tab, so it nets to zero with the positive Accounting Line.

3. Inthe Department field, enter the user’s department 3-digit code.
4. Inthe Fund field, enter the user’s department fund number.
5. Inthe Unit field, enter the user’s department unit number.
6. Inthe Appr Unit field, enter the user’s department appropriation unit number.
7. Inthe Revenue field, enter 4650 (Uncollectible Revenue Adjustment).
Note 1: 4650 is a Contra Revenue Source and is used if the transaction is approved on the JLBC

NSF Write-off list. When 4650 is used, it will route to GAO for final approval. The GAO-21
Form will be required to be attached to the CLADJ for GAO review.

Note 2: If this is an accounting correction, revenue source 4650 does not need to be used on
the negative accounting line. Enter the revenue source deemed appropriate.

8. Inthe Function field, enter the user’s department function number.

Header Vendor (2) Accounting (1) Posting Summary

Legal Name Line Amount

g g :

Vendor(2) ~

+ By o E§

1-10of 1 Records View per Page - @ 50 100 & < Pagelofl

Accounting Line Line Amount Department Fund Appr.Unit Revenue Function

AD3015 z 3 &) B BSD0019100 (&

Validate and submit the transaction for approval.

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed: Transaction validated
successfully.
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2. Click Submit to submit the transaction for approval. If submission is successful, the following
message is displayed: Transaction submitted successfully - Pending Approval.

3. Click Close.

4. Click Home icon to return to the home page.

Users can perform manual modifications to a CLADJ based transaction, if necessary. This may be
necessary if a partial payment was received for the customer, since a write-off transaction cannot be
referenced on a CR transaction.

AZ360 will not allow any adjustments to the CLADJ accounting line amount for an amount greater than
the outstanding amount on the referenced RE or CL accounting line.

In the Header tab, the Transaction Description field can be modified. In the Accounting tab, the Line
Amount, Line Description and Reason fields can be modified. Once the modifications are complete,
validate and submit the transaction. Upon submission, the receivable status will reflect any
modifications.

A CLADJ modification follows the same approval process as the original CLADJ transaction outlined
above.

A CLADJ based transaction in Final status can be cancelled if necessary from within the transaction by
accessing the Page 3-dot menu, and selecting Cancel from Primary Actions. Cancelling a Final version of
a transaction will create a Cancellation Draft version of the transaction, and change the original to
Historical (Final) phase. The Cancellation version will then need to be submitted for Department and
GAO approval. Discarding a Final version of the CLADJ based transaction may be necessary, if a full
payment was received from the customer, since a CLADJ transaction cannot be referenced on a CR
transaction.

A CLADJ based transaction in Draft status can be discarded if necessary from within the transaction by
accessing the Page 3-dot menu, and selecting Discard from Primary Actions. Discarding a Draft version of
a transaction will remove the transaction from the system.

CLADJ transactions can be researched by entering CLADJ in the Global Search menu. Users can then limit
their search results by filling out the fields in the CLADJ Financial Transaction Search window. Additional
fields are available by clicking the Show More caret.
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Accounting Receivable (AR) Reporting

Section Objectives
In this section, the following process is introduced:

e Review reports for AR tracking.

Section Overview
infoAdvantage includes several reports for monitoring AR activities.

The key reports needed to support the AZ360 AR business processes are listed below and can be found
in the infoAdvantage, 1-Statewide Reports folder. The reports listed are current as of the publication of
this manual and may no longer be available.

FIN-AZ-AR-C035 — Open Items — Accounts Receivable — The report is a detailed listing of
open AR transactions.

FIN-AZ-AR-N183 — Accounts Receivable by Dept and FY — The report lists the RE amount, any
adjustment to the RE amount, collected amount, and the remaining balance amount.
FIN-AZ-AR-N185 — Vendor Receivable Summary — The report provides detailed customer
history for REs and related activities.

FIN-AZ-AR-N337 — Invoice Aging by Department and Fund — The report lists Aged REs by
fund and department.

FIN-AZ-AR-N396 — Open Items — Accounts Receivable — The report is a detailed listing of
open AR transactions with a fiscal period cutoff. This report is cumulative. Balances do not
include adjustments done to Write-Off transaction amounts. Along with a second report
that shows the Balance Sheet Account (BSA) totals by fund.

FIN-AZ-AR-N461 — Treasurer Deposit Report — Final Deposits by Dept (CR) — The report
displays treasurer deposits for all CRs approved for "Approval date".

FIN-AZ-CM-N363 — Revenue Analysis — The report provides a cash flow analysis tool that can
be utilized to generate cash projections and "what if” analysis. This also includes allow an
agency to combine multiple line items and apply projection parameters such as: change in
billing/paying cycle from monthly to quarterly; change in tax rates; etc.
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Resource Section

Table 2: BPRO Fields Requiring Prior Setup
Billing Profile Field Table Used to Complete Supplementary Setup

General Information Section

Department

Unit

Billing Profile

Name

Billing Type

Invoice Instruction BINST
Collection Agreement COLLA
Decrease Accounting Template

Central Remit

Output Distribution

Central Statement

Day Not in Month

Weekend Holiday

Statement Frequency

Statement Month

Statement Day

Expanded Statement

Statement Instruction BINST
Organization / Contact Information Section

Pay To

Remit To Name

Remit to Division

Street 1

Street 2

City

State

Zip

County

Country

Contact CNTAC
Options and Controls Section

Receivable Due Date Lag

Priority 1 Posting Type

Priority 2 Posting Type

Priority 3 Posting Type

Internal Use Only ADOA — GAO 10/10/2023 AR — Billing and Collections 99



AZ360 MANUAL

Billing Profile Field

Priority 4 Posting Type

Priority 5 Posting Type

Priority 6 Posting Type

Collection Cycle

Past Due Days for Collection Referral
Collection Referral Table Load Status
Past Due Days for Write-Off
Potentially Uncollectible Load Status
Write Off Transaction Line Limit

Past Due Days for Intercept
Intercept Table Load Status
Minimum Billing Amount

Minimum Negative Billing Amount

Minimum Past Due Amount for Finance Charge

Finance Charge Fee 1
Finance Charge Fee 2
Finance Charge Fee 3
Finance Charge Fee 4
Finance Charge Fee 5
Finance Charge Fee Override
Grace Period Days

NSF Charge

Automatic Refund to Customer of Credit Balance

Unreserved Credit Balance Event Type
Reserved Credit Balance Event Type
Number of Days for a Credit Balance
Enable Notification for Internal Debt
SPEC Accounts Section

Billed Unearned Receivable

Billed Unearned Receivable Sub Account
Billed Earned Receivable

Billed Earned Receivable Sub Account
Billed Unearned Revenue

Billed Unearned Sub Revenue
Collected Unearned Revenue
Collected Unearned Sub Revenue
Earned Receivable

Earned Receivable Sub Account
Allowance for Bad Debt

Allowance for Bad Debt Sub Account
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Table Used to Complete Supplementary Setup

COLLC, DNGM & COLL

FCEG & FNCHG
FCEG & FNCHG
FCEG & FNCHG
FCEG & FNCHG
FCEG & FNCHG
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Billing Profile Field Table Used to Complete Supplementary Setup

Bad Debt Expense Object

Bad Debt Expense Sub Object

Billed Deposits Receivable

Billed Deposits Receivable Sub Account

Billed Deposits

Billed Deposits Sub Account

Collected Deposits

Collected Deposits Sub Account

NSF Check Charge Revenue Source

NSF Check Charge Sub Revenue Source

Credit Card Fee Object

Credit Card Fee Sub Object

Billed Vendor Refund

Billed Vendor Refund Sub Account

Vendor Refund Expenditure Holding Account
Vendor Refund Expenditure Holding Sub Account
Unearned Receivable Write Off

Unearned Receivable Write Off Sub Account
Unearned Revenue Write Off

Unearned Revenue Write Off Sub Account
Deposit Receivable Write Off

Deposit Receivable Write Off Sub Account

Billed Deposit Write Off

Billed Deposit Write Off Sub Account

Vendor Refund Receivable Write Off

Vendor Refund Receivable Write Off Sub Account
Vendor Refund Write Off

Vendor Refund Write Off Sub Account

Earned Receivable Sent to Collection

Earned Receivable Sent to Collection Sub Account

Vendor Refund Receivable Sent to Collection
Vendor Refund Receivable Sent to Collection Sub
Account

Reserved Overpayment

Reserved Overpayment Sub Account

Unreserved Overpayment

Unreserved Overpayment Sub Account

Payment Plan Section

Payment Plan Agreement Notification BINST
Payment Plan Completion Notification BINST
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Billing Profile Field

Payment Plan Reminder Notification
Payment Plan Cancellation Notification

Table Used to Complete Supplementary Setup

BINST
BINST

Automatic NSF Check Cancellation
Automatic Cancellation After Number of Missed

Payments

Minimum Days Between Payment Plan Start Date &

First Due Date

Payment Plan Print Date Lag

Table 3: Terminology
Term
Accounting Line

Accounting Template
(ACTPL)

Accounts Receivable
Correspondence History
(RCHT) Table

Accounts Receivable
Correspondence Update
(RCUHT) Table

Address ID, Address
Code

Address Type
Agency

AZ360

Billing Location

Billing Profile (BPRO)
table

Billing Rate (BILLR) table

Internal Use Only ADOA — GAO

Table 4 lists some terms used throughout this manual.

Description

The fields in a transaction’s Accounting tab where users, at a minimum,
enter a set of Chart of Accounts codes comprising a funding distribution
and an event type (may use default).

A predefined set of elements that can be inferred to a transaction
accounting line as a soft inference, meaning accounting elements may still
be entered on a transaction that are not overwritten by elements defined
on the accounting template.

The RCHT table allows a user to view all correspondence information for a
customer. This page is updated by the Invoice Print History (INVHS) table,
Statement Print History (STMTHS) table, Payment Plan Print History
(PPPHS) table, and the Accounts Receivable Correspondence Update
(RCUHT) page.

The RCUHT table allows the addition or modification of records to the
Accounts Receivable Correspondence History (RCHT) table. These records
detail the manual correspondence(s) of a user to a customer regarding
receivables.

The code that identifies addresses for a vendor or customer. These are
established as part of vendor/customer setup.

A pre-defined code that categorizes the purpose of each address
associated with a vendor/customer on VCUST. For customers, the address
type is Billing.

A state agency is a department in AZ360. The Department/Dept fields are
used to capture agency information.

Statewide financial management system.

Indicates where an invoice or statement for the receivable will be sent.
The table that stores the rules that define the creation and management
of customer bills, such as billing type, billing instructions, collection
parameters, and special accounts (SPEC) options are defined on the BPRO
table.

Stores information used to automatically calculate receivable amounts, for
example: Rate Code, Charge per Unit, Unit of Measure.
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Billing Type

Cash Receipt (CR, CACR,
or CRWP) Transaction

CL Adjustment (CLADJ )
Transaction

Collection Referral (CL)
Transaction

Collections Processing
Copy Forward
Customer

Customer Account
Department — Treasury

Adjustment Clearing
(DADJ) Transaction

Dunning Message
Event Type (ETYP)

Financial Transaction
Catalog
Function

Fund (FUND)

Internal Use Only ADOA — GAO

Indicates the type of billing and is an option on the BPRO page. Valid
values are: Invoice, Statement, Both, No Billing Required, and Cost
Accounting Billing.

AR transactions used to record all monies collected, including collections
against outstanding receivables, customer accounts, pre-payments, non-
sufficient funds (NSF), and cash-basis collections with no transaction or
customer account reference.

CACR, and CRWP transactions are an AR transactions with all of the fields
of a CR transaction, but set apart specifically for Cost Accounting, or Web
Portal credit card related cash receipt activity, respectively.

The CLADJ transaction allows a user to process a transaction to write-off
receivable or collection transactions in AZ360 that are deemed
uncollectible, upon approval in AZ360 from the Office of Attorney General
and the General Accounting Office.

The transaction is also used to adjust an RE or CL transaction outstanding
balance in which the receivable amount should have been reduced but
was not referenced on the cash receipt transaction.

The Referral to Collection Agency (CL) transaction allows a user to refer
receivables that are significantly past due to a collection agency, like the
Office of Attorney General.

Actions taken to receive payment from customers with delinquent bills.
Feature that enables a user to copy pertinent information from a finalized
existing transaction into a new transaction type whose purpose is to
reference or liquidate the source transaction.

A business or individual set up within the AR functionality that owes the
state money.

The combination of customer, department, unit and billing profile,
creating a unique entity for receivable activity processing.

The Department — Treasury Adjustment Clearing (DADJ) transaction is
used by the agency to clear the activity from the State Treasurer —
Treasury Adjustment (STADJ) transaction, relating to
Unfavorable/Favorable Deposit Adjustments, NSFs or
Unfavorable/Favorable Credit Card Adjustments.

A notice informing a customer of a past due balance.

Identifies and records the type of financial activity for an accounting line
of a transaction. For all accounting based transactions, and certain non-
accounting transactions, every accounting line must have an event type. A
user can either enter the event type or use the default provided by the
system.

A central location where transactions can be generated and reviewed.

A Chart of Accounts element that can be inferred to a transaction
accounting line as a hard inference, meaning any accounting elements
already entered will be overwritten by the function and changing fields
inferred by function is not allowed.

The Chart of Accounts element that represents a self-balancing set of
accounts.
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Fund Accounting

Future Transaction
Triggering

GAO

Global Search

Grid

Inferred
Inquiries

Invoice

Invoice Generation
Page Search
Parent

Past Due Invoice or
Statement

Past Due Receivable
Phase

Posting Code (PSCD)

Posting Line

Receivable (RE or CARE)
Transaction

Reference Tables
State Treasurer —
Treasury Adjustment
(STADJ) Transaction

Statement

Statement Generation

Internal Use Only ADOA — GAO

The Chart of Accounts view that measures funds and general ledger
accounts. Fund accounting comprises elements such as fund, department,
appropriation unit, revenue source, object of expenditure, and balance
sheet account.

Allows users to set up, maintain, and trigger the creation of transactions in
the future on a user-defined frequency.

General Accounting Office.

Used to navigate directly to a specific page within AZ360.

A list of records displayed in a table format. Up to 20 records are typically
displayed at one time.

Values that are automatically populated based on previous entries in the
system.

Display summary and detailed information from successfully processed
transactions, for viewing only.

A form requesting payment for a specific receivable.

The offline process that produces invoice forms and the invoice register.
Used to find and navigate to any page in AZ360.

Also referred to as the Headquarters account, the parent is set up on the
VCUST table. The Headquarters or parent represents the legal entity or
ownership entity of an organization. Multiple vendors or customers can
be associated with one parent.

A notice informing a customer of a past due balance.

An amount that has not been liquidated by the due date.

A point in time within the transaction processing lifecycle. Common
phases are Draft, Pending, and Final.

A code associated with instructions that tell AZ360 what debits and credits
to create against a given budget. Debits and credits post to various
accounting journals and ledgers (summaries of journals) for tracking
purposes and reporting.

A transaction tab with the most detailed accounting information. It is a
common source of information used to update most of the system.

An RE is an AR transaction used to bill external customers for goods or
services. It is an accounting transaction that triggers the billing process
and tracks receivable events to recognize that money earned now will be
received in the future. CARE transactions are AR transactions with all of
the fields of an RE transaction, but set apart specifically for Cost
Accounting related billing.

Used to store information within AZ360.

The STADJ transaction is used by the Arizona State Treasurer’s Office to
record cash adjustments to the agency, relating to Unfavorable/Favorable
Deposit Adjustments, NSFs or Unfavorable/Favorable Credit Card
Adjustments.

A form reflecting the status of a customer account and requesting
payment for due amounts.

The offline process that produces statement forms and the statement
register.
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System Options (SOPT) The SOPT table provides a set of characteristics that guide budget and

Transactions

Vendor Customer
(Customer)

Vendor Customer
(Vendor)

Vendor/Customer
(VCUST) table

Workflow

accounting activities. Each control or option that is set on SOPT is

associated with a business rule that drives events and actions throughout

AZ360.

Electronic forms used to enter and record financial transactions and
activities.

The unique identifier assigned to a customer. A customer can also be a

vendor, allowing users to enter information only one time when an entity

doing business with the state is both a vendor (payable) and a customer
(receivable). Unique address types for payables and receivables are
required in order to pay a vendor or bill a customer.

The unique identifier assigned to the vendor. A vendor can also be a
customer, allowing users to enter information only one time when a
contact is both a vendor (payable) and a customer (receivable). Unique

address types for payable and receivables are required in order to pay the

vendor or bill the customer.

The primary repository for vendor and customer information. Records
may be defined for use as a vendor, a customer, or both. Records are
added to this table through a Vendor Customer Creation (VCC) based

transaction and modified through a Vendor Customer Modification (VCM)

based transaction. Multiple VCC & VCM based transactions are available
depending on the user establishing the vendor or customer.
An online routing and approval process.

Table 5 lists the acronyms used in this manual.

Table 4: Acronyms
Acronym
ACTPL
APYCRBAL
AGO
AZ360
AR
BILLR
BINST
BPRO
BSA
CACR
CACT
CARE
CBALDQ
CL
CLADJ
CNTAC
COA
COLL
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Definition

Accounting Template

Apply Credit Balance

Office of Attorney General’s Collection Agreement
Statewide Financial Management System
Accounts Receivable

Billing Rate Table

Billing Instructions Table

Billing Profile Table

Balance Sheet Account

Cost Accounting Cash Receipt Transaction
Customer Account Options Table

Cost Accounting Receivable Transaction
Cash Balance Detail Query

Referral to Collection Agency Transaction
CL Adjustment Transaction

Contact

Chart of Accounts Elements

Collection Letter Table
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Acronym
COLLA
COLLC
COLLR
CR
CRTRI
CRWP
CUSTA
CUSTS
DADJ
DEPT
DNGM
EFT
ETYP
FBALDQ
FCEG
FDT
FNCHG
INVHS
INVQ
JACTG
JLBC
NSF
PPPHS
PPPT
PSCD
PSCHD
RCBD
RCHT
RCUHT
RDET
RE
RESTA
RSRC
SOPT
SPEC
STAD!)
STATD
STMTHS
STMTQ
UCBD
VCUST

Definition

Collection Agency Agreement Table
Collection Control Table

Pending Referral to Collection Agency Table
Cash Receipt Transaction

Cash Receipt — Real Estate Transaction

Cash Receipt — Web Portal Transaction
Customer Account Information Table
Customer Information Table

Department — Treasury Adjustment Clearing Transaction
Department

Dunning Message Table

Electronic Funds Transfer

Event Type

Fund Balance Detail Query

Finance Charge Eligibility Table

Future Transaction Triggering

Finance Charge Setup Table

Invoice Print History Table

Invoice Table

Accounting Journal

Joint Legislative Budget Committee
Non-Sufficient Funds

Payment Plan Print History Table

Payment Plan Print Table

Posting Code

Payment Plan Table

Reserved Credit Balance Table

Accounts Receivable Correspondence History Table
Accounts Receivable Correspondence Update Table
Receivable History and Reference Page
Receivable Transaction

Receivable Search Page

Revenue Source Table

System Options Table

Special Accounts

State Treasurer — Treasury Adjustment Transaction
Statement Detail Table

Statement Print History Table

Statement Table

Unreserved Credit Balance Table

Vendor Customer Table
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Accounts Receivable Configuration

Proper configuration of AR tables is extremely important to maintaining an accurate and efficient billing
system. There are many tables in AZ360 that work together to provide the structure that customer
accounts depend on. This topic examines the key tables for customer account and billing configuration
and their function in the AR business area.

Billing Profile (BPRO) Table
For example, the BPRO table allows users to specify:

= Billing Type — Determines whether a customer receives an invoice, a statement, both, or
no billing at all.

= Remit to — Specifies the name and address that will be printed on the bill identifying
where and to whom payments should be made.

= Qutput Distribution — Specifies where each form will be routed after it has been printed.

=  QOrganization/Contact Information — Contains name, address and other related
information to inform customer whom they should phone or email if they have
guestions about their bill.

For statement customers, the billing profile allows users to define the statement frequency, statement
day, weekend/holiday exceptions, special instructions, and expanded statement options.

For invoice customers, users can define special instructions. For more information on the BPRO table,
see the Billing Configuration, Billing Profile (BPRO) Table section of this manual.

Billing Instructions (BINST) Table

The BINST table allows users to specify instructions that can be printed on the bill. Users must input
information into the BINST table before it can be referenced on the BPRO table for particular customers.
For more information on the BINST table, see the Billing Configuration, Billing Instructions (BINST) Table
section of this manual.

Finance Charge Eligibility (FCEG) Table

The FCEG table allows users to define whether AZ360 is to assess finance charges for a particular event
type through the automated Finance Charge batch process. This setup is not necessary if finance charges
will be manually applied. Changes to Finance Charge Eligibility records take effect immediately and do
not apply retroactively to past finance charges. For more information on the FCEG table, see the Setup
Collection Processing Controls, Finance Charge Eligibility (FCEG) Table section of this manual.

Finance Charge Setup

Finance charges can be assessed automatically on delinquent receivables based on setup options
specified on the FNCHG, SOPT, BPRO, and Revenue Source (RSRC) tables. The Finance Charge process
generates two types of fees:

= Flat Fee — A one-time or periodic penalty fee.
= |nterest — A variable fee which is calculated as a percentage of the outstanding amount
and is charged periodically.

The finance charge process consists of:

= Setting up the characteristics of the fees that can be used in the finance charge process.
= Setting up the fees that apply on a system-wide level or on a billing profile level.
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= Running the offline process that determines the amount of penalties and interest to be
assessed to overdue receivables and applies these penalties and interest to the
receivable.

Up to five separate finance charge fees can be assigned to a specific billing profile and if applicable, a
grace period can be defined here. Note that finance charges stop accruing after a receivable has been
referred to collections by referencing the RE based transaction on a CL transaction.

Billing Rate (BILLR) Table

The Billing Rate (BILLR) table stores field information used to automatically calculate receivable
amounts, for example: Rate Code, Charge per Unit, or Unit of Measure. Users can also define the start
and stop dates for the billing rate to be in effect. To view these details, click the 3-dot menu on the
billing rate line in the grid and then click View.

— p— illiam Halstea
= ) = o Q A+ 2 0 @
(ol .
Billing Rate + N
B
Search &
B
Billing Rate. IR Name DPepartment
B
=
® Vie
Grid Actions
£
1-20 of 97 Records. View per Page 50 100
(0} 8
Pepartment < Ynit = BillingRate 0 = Name = Effective From
ADA A ANNR pen Books Annual Renewa 0 0
CRA 6600 AF36 AF36 SALES 07/11/2014
CRA 6600 coTTY CA PISTACHIO GROWERS FUNDING-DR COTTY RESEARCH 07/11/2014
DCA ALL APPCC 1SC Af Eglmauon Fee 07/11/2014
Department Unit Billing Rate.ID
ADA ALL ANNRN
Name uom Unit Price
Open Books Annual Renewal EACH $1,000.00
Effective Fram Frfective To
03/23/2017 -
Other Tables

The DNGM table is used to store Dunning Messages for use in collections. Collection letter codes,
names, and text are stored on the COLL table. Additional collection parameters are stored on the COLLC
and COLLA tables.

The Billing process uses parameters defined on the COLLC table to define when and which dunning
messages and collection letters should be used to notify a customer of overdue accounts. These dunning
messages and collection letters are grouped together into collection cycles that can be applied to a
particular billing profile, or selected on an individual receivable transaction. For more information on
these tables, see the Collections Processing, Setup Collection Processing Controls section of this manual.
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To view collection cycle details, navigate to the COLLC table and click the 3-dot menu on the collection
cycle line in the grid and then click View.
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