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How to Write Off a Bill Using a Credit 
PeopleSoft Financials

Version 9.1________________________________________________________________________________________________

The Office of the State Comptroller no longer allows the use of write-off functionality in Core-CT.  If you currently have a bill in Accounts Receivable that is deemed uncollectible, you must use a credit bill to “write-off “ the amount.  Before you can do this, you must follow the policies in these memos:  The Comptroller’s Memo No. 2000-15, which is on the OSC website http://www.osc.state.ct.us, and the OPM Policy for Uncollectible Accounts, which you can find on the OPM website, http://www.ct.gov/opm .  Once you have read the policies and confirm that the receivable is uncollectible, and have followed all the procedures, you need to enter a credit bill with the same coding string as the original, put conversations on each item, and match them together with a maintenance worksheet.
For the purpose of this job aid, we will assume that all procedures have been followed and a credit bill has already been entered.
Your Aging Report should be the first tool that you use in managing your receivables. Run an aging report for your Business Unit.
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You will see that CDLC1386 and CDLC1386CR need to be matched up in a Maintenance Worksheet.  Before you do this, be sure to add Conversations to the items.  Any credit item in AR should have a conversation added to it.  You can add conversations at any time.
Adding a Conversation for an Item (Debit):

Navigation: Accounts Receivable>Customer Accounts>Item Information>Item List

Enter the information for the Set ID and Unit as your business unit.  Enter the Customer number, then the Status as Open.  Click on Search:
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Put a checkmark in the box next to the item you will add a conversation to, then click on the blue link for the item.  This will bring you to the Item Details page.
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Click on the link to “Add A Conversation”.  This brings you to the Conversations page.
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You must enter a subject, description, and sub-topic.  Enter all the information as to what is happening with the bill.  You add as many conversations as you need to by clicking the “Add A Conversation” button on the Item Activity page.  Every time you contact the customer, you should document it by adding another conversation on the Item Activity page. If you click on the Add Conversation Entry on this page, you will add to the present conversation. Click on the “Apply" button to apply and save the conversation.
Click on the “References” tab
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Check to verify that the item information is populated.  If you “Add A Conversation” directly from the Item List page instead of going to the item, these fields will not be populated.  You must enter them manually.  This information must appear on the “References” tab for EPM queries to capture the correct item ID for the conversation.

When you are done, you need to click on the “Apply” button, then the “OK” button.  This will apply your conversation and take you back to the Item Details page.
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Click  “OK” again on the Item Details page, and it will bring you back to the Item List page.
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Note that you now have a call-out under the conversation column and a ‘Y’ that a conversation exists.  You can click on the call-out to go directly to the Conversation Page, or if you click on the blue link for the item, it will take you back to the Item Details Page.

After you have made sure your conversations are documented on the debit bill, you will follow the same procedures for the credit bill.
Adding a Conversation for an Item (Credit):

Navigation: Accounts Receivable>Customer Accounts>Item Information>Item List
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Select the item CTDLC1386CR and click on the blue link.  This will take you to the Item Details page again.
[image: image9.png]Defail 2 Defail 3 | Hem Activity | tem Accounting Entries | tem Audit History

e st N T—
Weme: cowcuscR  ne: L owetme s saws open
Accounting Date: 1110612012 Balance: 315000 usp  Billing Unit: BAAMT Detail
Leemuning s ongmt Amouns re000 oo
Entry Reason: EXT
oo j—
Due at: Reason: [0 oate: [ B
Tems: —
Discount Amount: Reason: [0 oater [ B
P e U )
Asorate o a— N —
- OISR &, croLc Accoms
payment etnod [T R—
Draft Type: Q
[ — .
[¥ Available for Netting

‘Add Comversation View Audit Logs






Click on the” Add A Conversation” link to get to the Conversations page. Add a conversation to the credit bill showing the debit bill that you are writing off and the reason why you are writing it off.  If it has to have OPM approval, you need to put the OPM number in the conversation also. The screenshot below is an example of this scenario. Check the “References” tab as you did previously.  Follow the same instructions. 
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You need to click on the “Apply” button, then the “OK” button to save the conversation. Just clicking the OK button will not save the conversation. This will take you back to the Item Details page.

NOTE:  If you already have a conversation on an item and you do not click on the conversation call-out, but click on the blue link for the item, you will go to the Item Details page, not directly to the conversation, like you would if you clicked on the call-out.  When you get on the Item Detail page, you will notice that there are now two links for conversations.  The “Add a Conversation” link will give you a completely new conversation sequence.  You will not see your old conversations.  The “View/Update Conversations” will show you all your previous conversations entered.  You can still add another conversation to the old ones, on the same sequence. The system will allow you to enter a new conversation both ways.  You should be consistent in the way you enter the conversation, it will make it easier for you to view the conversations afterwards.
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Now you are ready to match the debit and credit bills on a Maintenance Worksheet.

Match the Debit and Credit on a Maintenance Worksheet:
NAVIGATION:  Accounts Receivable>Receivables Maintenance>Maintenance Worksheet>Update Worksheet

[image: image12.png]Update Worksheet

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

case Sensitive

(- search | Clear Jpasic searcn ¢ Save Searen Crtens




Click on the Search button.  If you created your credit bill using the “Adjust Entire Bill” function, Auto-Maintenance will create a worksheet and leave it here for you to complete. It will already be built.  This is an example:
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Click on an incomplete worksheet and it takes you directly to the Worksheet Application page. You must enter your reason codes and click on the select boxes before you can save the worksheet.
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Click on the looking glass and choose the appropriate reason code as to why you are matching the credit bill against the original bill.  If you do not choose a reason code, you will get the following error message:
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Enter the reason code, save the worksheet, go to Worksheet Action, create the Accounting Entries and set to Batch Standard, and SAVE.
If you did not create the bill using the “Adjust Entire Bill” function and it doesn’t show up in the search, you will 
click on the “Add a New Value” tab on the Search page to create a new Maintenance Worksheet.
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This will take you to the Worksheet Selection page where you need to enter the information you have for the items in order to build the Maintenance Worksheet (only if a worksheet has not been created by the system).
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The page comes in blank.  You need to enter your Customer ID and your Business Unit.  Click on the Build  button.  This will take you to the Worksheet Application page.

Be sure that you are in the “View All” mode to see all open items for your customer.  You will see that the items you want to match are here. You need to check off the select box for the items to match and the “Type” to default in as MT.  In the “Item Action” block, you should have “Offset an Item” for the “Entry Type”.  You will need to enter a Reason Code in the Reason column otherwise you will get an error message..
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Click on the looking glass for the list of reason codes.

[image: image21.png]



You will get:
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Click on the correct reason code for the transaction.

In the “Item List” block, the select boxes should be checked, the Type of “MT”entered, and the reason code you are using, must be populated.
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If you leave any of the reason boxes blank or incorrect, you will get this error message:

[image: image24.png]Reason code is required (5050,14)

Areason code forthis transaction is required. Click the lookup icon for a list of valid values.

o]





After you have correctly entered the types and reason codes, you can click on SAVE.  Then click on the blue 
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 link.  This will take you to the Worksheet Action page where you will click on the   
[image: image26.png]


  button.
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Once you click on this button, the system creates the accounting entries and you will come to this screen:
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If the debits and credits match, coding is correct, and the Accounting Entries are ‘Complete’, click on the [image: image29.png]
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 button.  DO NOT save if the Accounting Entries

are ‘Out of Balance’.
 This will take you back to the Worksheet Action page.
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Click on the dropdown menu in the “Posting Action” block.  Change the action to “Batch Standard”.
Click on the [image: image32.png]


  button.
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The worksheet will now be picked up in the next BATCH run.  After BATCH runs, you will find that the items have been closed and are now completed.  These items will no longer show up on your aging report.
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