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Accounts Receivable Module

Overview

Maintaining Core-CT Receivables is the process of keeping the Accounts Receivable balances "clean." It is imperative that accounts properly reflect amounts due and the timing of those amounts due. The maintenance of receivables and the ability to collect them can have a major impact on an agency's cash flow. Core-CT provides you the necessary tools to maintain the Accounts Receivable subsidiary ledger.

Payments are received into Core-CT Receivables through three methods: GIRO lockbox, bank statement or manual regular deposit entry. Your agency may use one, all, or some combination of these methods. 

Deposits must be prepared for all payments received from non-state agencies. These payments must be deposited at the bank. The Bank Statement process is run daily to load deposits for Federal Wire payments. The Lockbox process is run daily to load Inter-Agency payments. The Payment Loader process is then run to create daily deposits in Core-CT for all of these payments. The agency location will be entered so that all deposits can be identified by location within the agency.  All deposits must be directly journalled or applied to open items.

Applying payments is the process of matching payments received from customers with open items in Core-CT.  Payments can be manually applied using payment worksheets or systematically with a tool called Payment Predictor.   Payment Predictor automatically applies payments using predefined cash application rules and is used for all lockbox deposits received for Intra and Inter-Agency payments. Payment Predictor generates worksheets for any partially applied payments, so that you can manually complete the application process. 

Maintaining Receivables involves scanning each account for items that appear out of place or unreconciled (for example, old items, unapplied debit or credit memos, incorrect dates, and incorrect accounting information). Errors or incorrect items must be corrected. Maintenance of these items can include information adjustments, accounting date adjustments; payment terms adjustments, write-offs, etc. 
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Manager/Supervisor Information

· Money received for the State will be deposited and paid to the State Treasurer within the following time limitations: 

· Within 24 hours of receipt when the receipts total $500 or more. 

· Receipts of lesser amounts may be held until they equal $500, but for not more than 7 calendar days. 

· Only the Treasurer is authorized to approve waivers to deposit time limitations. A written waiver request from an agency head must be submitted to the Office of the Treasurer, Attention: Assistant Treasurer, Cash Management. 
· Funds deposited in the bank before 3pm will appear in Core-CT the following business day.
· Funds should be deposited to Pending Receipts and reclassified in the general ledger  to the appropriate revenue or refund of expenditure account at a later date when coding information is not available to make a proper deposit within the time limitations, 

· If a bank sends a Deposit Correction Advice to the State Treasurer, the State Treasurer notifies the affected agency. The correction will appear in Core-CT in the agency’s main deposit business unit and is applied as a reduction or increase of revenue for the agency who originally deposited the check.  This is the only way to adjust the State records to agree with the funds on deposit with the bank. 

· There are two ways for an agency to make corrections or adjustments to deposit coding:

· If a payment was applied, and the accounting period is still open, the item can be un-posted and matched to an open item with the appropriate coding.  Contact Core-CT to un-post the payment.

· If a payment was a direct journal, the agency must create a spreadsheet or online journal with the journal source “DC” (Deposit Correction).  The journal will reverse the incorrect entries and create the correct entries.  Contact OSC Accounting Services for assistance with the correct accounting entries.

· The module is closed on the 10th of the month following the accounting date of the transaction. Deposits must be processed by the 5th of the month in order to ensure an orderly closing. For example, deposits with an accounting date in October must be completely processed by November 5 so that closing can take place on November 10.

· Read your audit report for any recommendations that have to do with bills, receipts or deposits.

· Money you expect to collect should be billed.  Examples are rent, payments against MOU’s, fees for services rendered or goods delivered.  Payments between state agencies should always be billed first.  No GIRO payments should be directly journaled.
· Miscellaneous cash receipts should be directly journaled.  Examples are copies, licenses, and miscellaneous fees.  OSCIP payments may be directly journaled.  These are the only GIRO payments that may be directly journaled. This is an allowed exception to the previous bullet point.
· Bills to State agencies for Grant Transfers are GT’s, Refunds of Expenditures are ET’s, and other Revenue Accounts are ST’s.

· Reconcile your Receipts Log for each accounting date to your Deposit Summary for the same accounting dates to be sure that cash is accounted for in Core-CT.  Then reconcile the entries to the General Ledger, both for cash accounts and operating accounts (revenues and refunds of expenditure).
· Run the Payment Predictor Detail report to find out what items Payment Predictor applied payment to and closed.

· Run the Aging Report – Look for anything older than 30 days and work to clean it up, collect it or place it in collections.

· Check the State Accounting Manual for directions on Management of Receivables – Recommended Practice. 
http://www.osc.ct.gov/StateAcct/sam/mgnt_receivables/index.htm 
· Check the Catalog of Online Financial Reports for a list of useful Accounts Receivable and Billing Reports.  http://www.core-ct.state.ct.us/reports/
Catalog of Online Reports

Accounts Receivable Reports

	Report Number
	Report Name

	ar11001
	Group Control by Entry Date 

http://www.core-ct.state.ct.us/reports/docs/ar11001.doc
This report is used to review daily activity by AR Business Unit processed through either the Billing Module or Accounts Receivable.

	ar11002
	Pending Item by Entry Date 

http://www.core-ct.state.ct.us/reports/docs/ar11002.doc
This report is used to review pending items by a specified date range.

	ar20001
	Deposit Control by Entry Date 

http://www.core-ct.state.ct.us/reports/docs/ar20001.doc
The report displays a listing of all deposits. The user can obtain detail information on deposits by specific date(s) or range of reporting periods. The run control page allows the user to select deposit type, user ID of individual who entered the deposit, bank name, bank account, and posting status of deposits. 
Report is used to monitor and review deposits entered into Core-CT.

	ar20002
	Payment Detail 

http://www.core-ct.state.ct.us/reports/docs/ar20002.doc
The report displays a single deposit or a listing of deposits for a specified date range. The report captures the entire deposit and provides specific detail for what has been directly journaled and what has been applied to open items. The run control page allows the user to select a date range, deposit unit, user ID, deposit ID and posting status. 
Report is a research tool to be run as needed to investigate deposit activity.

	ar20003
	Payment Summary 

http://www.core-ct.state.ct.us/reports/docs/ar20003.doc
This report is used to review deposits in summary fashion.  Separate page(s) by each accounting date.

	ar20005
	Receivables Activity 

http://www.core-ct.state.ct.us/reports/docs/ar20005.doc
The report displays a listing of each receivable with an associated write off for one or more customers. The report can capture all of the detail for a customer, including items already paid (which don’t appear on the Aging Report). The run control page allows the user to select an agency business unit, customer ID and chartfield combinations. 
Report is a research tool to be run as needed to investigate customer account activity.

	ar21001
	Payment Predictor Detail Report 

http://www.core-ct.state.ct.us/reports/docs/ar21001.doc
This report is used to review payments automatically posted to outstanding Billing items.

	ar21002
	Payment Predictor Summary 

http://www.core-ct.state.ct.us/reports/docs/ar21002.doc
This report is used to review a summary of payments automatically posted to outstanding Billing items. The report allows the user to specify a timeframe, AR business unit, bank code and bank account.
The report lists Payment Predictor results by status and predictor method/algorithm. The number of payments is listed as a percentage of total number of payments predicted. A summary at the end of the report provides the number of payments predicted, number of payments not predicted, and each as a percentage of the total. The report indicates the status of each payment:

	ar30003
	Aging Detail by Business Unit 

http://www.core-ct.state.ct.us/reports/docs/ar30003.doc
This report is used to review the aging of receivables.

	ar30004
	Aging Summary by Unit 

http://www.core-ct.state.ct.us/reports/docs/ar30004.doc
This report is used to review the aging of receivables.

	ar30006
	Aging by Chartfield 

http://www.core-ct.state.ct.us/reports/docs/ar30006.doc
The report lists calculated aged receivables by customer, item and ChartField selection for Receivables accounts only. Report Request Parameters include an as of data, AR business Unit, customer ID, detail or summary data, and display options. The run control page provides the user with flexibility to select chartfield combinations and to further specify whether they would like the report based on a range of values or specific values for each chartfield. The report can be subtotaled by chartfield.
Report is used to monitor and review aged receivables.

	ar31001
	Customers by SetID 

http://www.core-ct.state.ct.us/reports/docs/ar31001.doc
This report is used to review customers within a set ID.

	ar31002
	Customers by Unit 

http://www.core-ct.state.ct.us/reports/docs/ar31002.doc
This report lists all customers and their addresses within a business unit.

	ar31003
	Contacts by SetID 

http://www.core-ct.state.ct.us/reports/docs/ar31003.doc
This report lists all contacts and their addresses within a set ID. This report will only show results if the agency has entered contacts.

	ar31004
	Contacts by Unit 

http://www.core-ct.state.ct.us/reports/docs/ar31004.doc
This report lists all contacts and their addresses within a business unit. This report will only show results if the agency has entered contacts.

	ar50001
	Accounting Entries 

http://www.core-ct.state.ct.us/reports/docs/ar50001.doc
This report is used to list accounting entry information by accounting date and business unit.  Accounting line information can be reviewed at either a detail or summary level.

	ar60001
	Business Unit Activity 

http://www.core-ct.state.ct.us/reports/docs/ar60001.doc
This report is used to show business unit activity for a selected date range summarized by entry type and reason code.


Frequently Used Job Aids
Accounts Receivable Navigation

http://www.core-ct.state.ct.us/financials/ar/doc/ar_nav.doc
Direct Journaling

See the UPK

Month End Close Guidelines

http://www.core-ct.state.ct.us/financials/ar/doc/mthnd_cls_gdlns.doc
Placing Payments On Account

See the UPK

Write Off Uncollectible Receivables

http://www.core-ct.state.ct.us/financials/ar/doc/write_off_bill.doc
Petty Cash Reimbursement in Main Business Unit

http://www.core-ct.state.ct.us/financials/ar/doc/ptty_csh_rmbrsmt.doc
Entry Types and Reasons

http://www.core-ct.state.ct.us/financials/ar/doc/entry_types_and_reasons.doc
Reviewing Payment Predictor Results


See the UPK

Item Audit History


See the UPK
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