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Conversations- Maintaining Receivables

PeopleSoft Financials

Version 9.1________________________________________________________________________________________________

Purpose:
Conversations are notes that are added to account receivable items in Core-CT. The conversation can be entered on one item or a range of items, and also on all items for a specific customer. Conversations will help in maintaining an agency’s receivables. There are inquiries in production, and an EPM query for conversations. Please refer to the UPK’s on conversations for more specifics. Any time there is contact with the customer, a conversation should be added to the item. Items can be put in dispute or collection status. If a partial payment is made, a conversation should be entered stating when the remaining payment should be expected. If any type of change is made to the item, a conversation is required for audit purposes to tie items together for future reference.  Conversations must be kept up to date.
The OSC policy about entering conversations is as follows:
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Adding a Conversation to a Single Item:
Navigation: Accounts Receivable> Customer Accounts> Item Information> View/Update Item Details> Find an Existing Value
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  button.  This brings you to the Item Detail 1 page.  If a conversation was attached to this item, there would be another blue link that would say “View/Update Conversation”, next to the “Add a Conversation” link.  To illustrate what you would see if there was a conversation, notice the inserted box in red.  In this case, there is no other conversation on this item, because the View/Update Conversation blue link is not here.
Besides conversations, there is a lot of information that can be added to the item in the Customer Relations box.  If the item is in dispute, you can check that box off and enter a reason and the disputed amount.  If you sent the item to collection, a code and date can be entered.  The Analyst, Collector, and Sales Person are all entered in Billing when the original bill was created.  They can be changed on this page or with the Multi-Item Update function.  You can have Agency AR Processesor names in these fields to make it easier to know who is responsible for maintaining the receivable. Inquiries and EPM reports are available to generate this information to aid in collecting overdue items. 

 If you would like more information on this, please call the Core-CT HelpDesk at 860-622-2300.  Core-CT can help you with the setup.
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In the next slide, information in the Customer Relations box has been updated.
The bill is to a State Agency.  The bill is over 60 days late.  Something needs to be done to collect this bill.  After calling DMV to see what the problem was, we learned that our pricing was incorrect.  We will put this item in a Dispute Status, with the reason of PRI (pricing problem).  The date and the amount default in.  Vijay is the analyst who will be taking care of the pricing issue. Bruce is the collector who is monitoring this item to see that it gets paid. Once these fields have been updated, we will create the conversation for this item.
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Click the SAVE button after entering information in the Customer Relations box.  

The next step is to add the conversation.

Click on the Add a Conversation link.  This will bring you to the Conversation page.
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Click on the Add Button.

Click on the looking glass icon for Subject, these are the choices.
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These choices are based on the type of item. Is the item a Federal billing, a State billing, or a Miscellaneous bill?
We will choose STATE PAYMENT.  Click on the STATE PAYMENT link.
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The next level of categorizing the conversation would be the Sub-Topic. The Sub-Topic is also configured by Core-CT.  It basically describes the action that you are taking in the conversation.
Click on the Sub-Topic looking glass icon to see the choices.  If you need other choices, call the Core-CT Helpdesk to have them configured for your agency.
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In this case, we will choose DISPUTE.  Click on the DISPUTE link.
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The description is entered by the agency. This is the third level of categorizing the conversation. A suggestion would be for you to think of the scenarios that you would enter conversations for. How would you describe the actions? For example, if you have a subject of MISCELLANEOUS, and a sub-topic of COLLECTIONS, the description may be “First Attempt”, “Second Attempt”, or “Sent to Collection Agency”.  Make a standardized list of scenarios and use them for each conversation you create. Be consistent when using the descriptions.
For this example, we have a State Agency bill that is in Dispute status.  We can describe it further by entering “Pricing Issue – Investigating”.  When you have other bills with this same problem, use the same description.  When you run the EPM report for Conversations, and download to Excel, it will be easier to analyze your outstanding items when they are categorized with consistency.  This will be illustrated later in the job aid.

Enter the Description and then enter the Conversation in the Comments field.
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 button.  Then go to the References tab at the top of the page.
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The Reference ID(s) for the Item(s) you are adding the conversation to, must be populated in these fields.  If they are not, you have to enter them in order for the conversations to appear in queries.
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 button.  This brings you back to the Item Detail 1 page.  Now you know there is a conversation because the “View/Update Conversations” link is available.
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Locating Conversations from the Item List.
Navigation: Accounts Receivable> Customer Accounts> Customer Information> Item Information> Item List.
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Notice the conversation icon in the “Conv” column.  There is also a “Y” in the “Conversation Exists” column.

Click on the icon.

This takes you to the Conversation page.  It only allows you to add to the existing conversation, not enter a new one.  Click on the [image: image17.png]‘Add Conversation Entry



 button. This will update the existing conversation. Notice now there are 2 conversation entries.
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After entering the update to the conversation, click on Apply and then OK to add the entry to the existing conversation.  When it is completed, you will go back to the Item List Page.
If you want to add a completely new conversation from the Item List page, instead of clicking on the conversation call-out, click on the link for the actual item.  This will take you to the item detail page where you can enter a new conversation from the link. 
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This will take you to the Item Details Page, where you will see all the previous information we entered and the links to add another conversation, or view the previous ones.
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Adding Conversations to Multiple Items:

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

Specify the Search Criteria.  If you want to narrow the search, use the “Advanced Search” link.
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In this case, we are searching on the Customer- DPS001.  Enter the Customer number and click on the Search button. If you knew any of these other criteria you could search on them when using the Advanced Search.
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The search returns 5 items.  We want to add a conversation to DOCCEC19629, which has 2 lines.  Instead of adding a conversation to 2 lines separately, we can perform the “Tie to a New Conversation” function from the Item Action box.
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Select the items, select the “Tie to a New Conversation” option from the Item Action box, then click the GO button.
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This takes you to the conversation page.  Enter the conversation as illustrated in the first section of this job aid.
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When completed, click on the References tab.
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Notice that the 2 lines will show this same conversation.  Click the APPLY button, then the OK button.
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The conversation appears on both lines of DOCCEC12639.

View and/or Update Conversations:
The conversation page can be accessed directly from the Customer Interactions navigation.

Navigation:

Accounts Receivable> Customer Interactions> Conversations> View/Update Conversations> Find an Existing Value or Add a New Value
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Click the SEARCH button.  This takes you directly to the existing conversation page.

If a new entry to this existing conversation needs to be added, click on the ADD CONVERSATION ENTRY button and follow the previous instructions. If a new conversation is needed, go to the Add a New Value tab and enter one.
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To look at conversations in an inquiry use the same navigation, but leave the specific item blank. To get all conversations, leave everything blank.  The inquiry will only return 300 conversations.  The search can be narrowed down by searching by Customer, Status or any of the other criteria.
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Look at the Description, Subject and Subject Topic.  In this example, there is no consistency.  That is why a plan to standardize should be in place.  It is much easier to manage the receivables and find the conversations.
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DPSM1 10 Boarah Light & Power Co. Past Due Invoice. 0210812007 Open 1 N (blank) |MISCELLANEQUS MISCELLANEOUS 0 o (blank) None
DPswi 100 Town ofSalem Reauestlorimuice #DPS14930 08102000 (Closed 1 N (@iane) |MISCELL ANEOUS MISCELLANEOUS 0 0 (@9 hone
DPSM1 [100 Town of Salem \DPS14855 Overhead Quest. 1062512009 |Closed/1 N (blank) MISCELLANEQUS MISCELLANEOUS 0 o (blank) None




[image: image35.png]{1003 (Casco Bay Transportation. LLC. Address Change. 02/07/2012  Closed 1 N (blank) EXTERNAL ~ MISCELLANEOUS 0 o (blank)  None
1003 (Casco Bay Transportation, LLC. Past due invoice 03232010 [Closed’s N DPS16282  MISCELLANEOUS MISCELLANEOUS 689,33 o () [None
1005 Bethlehem Fair Society. Inc. Parial Payment DPS22438 1212012011 Clos N DPS22438  EXTERNAL  MISCELLANEOUSO o () [None
1008 McCall Foundation, Inc. DPS16285 021612010 New 2 N DPS16285 | MISCELLANEQUS MISCELLANEQUS 0 o (blank) None
10 ‘Town of Salisbury Request for copy of invoice 080032000 Closed 1 N DPS14840  MISCELLANEOUS MISCELLANEOUS 9628047 o () [None
10 Town of Salisbury Discrepancy on DPS12857 12042008 [Closeds N (blank) |MISCELLANEOUS WISCELLANEOUS 0 o () [None
1017 ‘Susan G Komen forthe Cure CT OTRC P5793 11052009 (Closed N (blank) |MISCELLANEOUS WISCELLANEOUS 0 o () [None
102 Town of Sherman Res Tor In-Out Question 061102008 Closed1 N (blznk) |MISCELLANEOUS WISCELLANEOUS 0 o () [None
102 Town of Sherman DPS13803 021232009 Close N DPS13803  MISCELLANEOUS MISCELLANEOUS 2444.37 ] (blank) None
102 Town of Sherman Resident Trooper Wileage 02092000 Closed 1 N (blank) |MISCELLANEOUS WISCELLANEOUS 0 o () [None
102 Town of Sherman Eaxrequest 10192007 [Closed 1 N (blznk) |MISCELLANEOUS WISCELLANEOUS 0 o () [None
102 Town of Sherman DPS9181RTOT 08222007 [Glosed3 N (blank) |MISCELLANEOUS WISCELLANEOUS 0 o () [None
102 Town of Sherman DPS8334 Credit Request 0710212007 Open 1 N (blank) |MISCELLANEQUS MISCELLANEOUS 0 0 (olank) None
102 ‘Town of Sherman DPS8334 06282007 Glosed1 N (blznk) |MISCELLANEOUS WISCELLANEOUS 0 o () [None
1025 New Generation Mobile Home Transporting Need to write off balance 061212012 New 1 N DPS18856  MISCELLANEQUS MISCELLANEQUS 206 84 0 (olank) None
1025 'New Generation lobile Home Transporting Need o wrte of balance 0622012 New 1 N DPS1885  MISCELLANEOUS MISCELLANEQUS 468 o () [None
1025 New Generation Mobile Home Transporting Need to write off balance 061212012 New 1 N DPS18856  MISCELLANEOUS MISCELLANEOUS 412 ] (blank) None
1025 INew Generation Mobile Home Transporting Need to write off balance 0611212012 New 1 N DPS18856  MISCELLANEOUS MISCELLANEOUS 112.48 ] (blank) None
1025 New Generation Mobile Home Transporting Need to write off balance 06122012 New 1 N DPS19766  MISCELLANEQUS MISCELLANEQUS 208 64 0 blank)  |None





EPM Query for Conversations.

Navigation: Main Menu>Core-CT EPM> Query> Query Viewer
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This query can be run to HTML or Excel.  We will run it to HTML for this example so you can see the fields that are returned for this query.  Look at the “Description” field.  As mentioned previously, it is important to be consistent, so items can be grouped according to the actions taken on them.  When running Excel, this query can be sorted according to any of the fields.

Enter the parameters.  If you are looking at one customer, enter the Customer ID.  If you want all customers, enter the wild card (%).  If you know the Item ID, you can enter it.  To get all items, enter the wild card (%).  Then click on the [image: image37.png]View Results



 button.
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5 |N01409257 [Sunivors ofHomicide  |Jor ey DOCCEETS78 | 300,000 031102010 |04r162010 Bowins N Qutstanding Mailed AR statement on 4/16/10.
6 |Nosts27882 |Goodwin ollege oo DOCCEEs64 | 235,400 03/112010 (0411672010 Boutns [N ustandng Mailed AR statement on 4/16/10.
7 |Nozzsoono  [yRrickllemoridlAME. 0aeRote DOCCEETS71 | 49.440 /03082010  |04r162010 Bowins N Qutstanding Mailed AR statement on 4/16/10.
5 |No2zerosss [NEDMNemerkAgainst 04092010 DOCCEETS4s | 250000 02/172010  |041052010 Bowins [N Quistanding Mailed AR statement o 45/10.
o [opson2 B CECRITE PR DOCCECT3203| 216300 /02242010  |04i052010 Bowins N Qutstanding Mailed AR statement on 45110
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13 |uocaot Universit of Comnectiout 13322955y DOCCEC13828| 6000.000|042972010 (0610222010 Bouns [N Qutstanding Mailed AR statement on 62/10.
14 [Nos1627882 | Goodwin College B DOCCEE1431 | 78:800|0112712010  [030022010 Boutns [N ustandng Mailed AR statement an 32/10.
15 |NOB1611760 | Wetnersfield Library Eerring DOCCEE1505 | 120.000(01/142010  |0310212010. Bouins [N |Qutstanding [Received payment on 2/24/10. Deposit was incorrectly done, but has been paid.
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It is also recommended that you utilize the UPK exercises on the Core-CT Website to get the full understanding of using Conversations and Maintaining your Receivables.
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9.1 UPGRADE Welcome to the Core-CT Website

Welcome to the home page for Core-CT, Connecticut state government's integrated human resources, payroll,
and financial system. Based on your role, use the links to the left to navigate to pages designed for you.

News

Core-CT has upgraded its HRMS, EPM, and Portal software from PeopleSoft 8.9 to PeopleSoft 9.1. The
Financials software is currently being upgraded to version 9.1 with Go-Live scheduled for March 2013. More
information about this upgrade can be found in the 9.1 Upgrade link on the left
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This site provides Core-CT User Training support. Click the appropriate link.
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