HUMAN RESOURCES

HR-490 BILLING AND INVOICING

This document describes how to use the AUC Human Resources module to bill and collect for detail assighnments. The
system uses payroll timesheet entry to capture time worked by the employee and to invoice it to designated customers.
Maintain a customer file, print, and email invoices, collect payments, make adjustments, and print customer statements
from this module. There are several options that determine how the detail amounts are billed, whether and how vehicle
costs are automatically billed, and whether and how to add overhead charges.

The billing and collection processes are designed to be fully integrated with the AUC financial system but use of the general
ledger is optional. Choose whether to post to accounts receivable, whether to post payments to revenue, or not post
financial transactions at all.

Although the process is designed around the practice of police details, it can be used for any situation where a third party is
billed for work performed by a municipal employee.
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1 SETUP

These instructions assume that the user knows how to set up the calculation and base bucket elements of a pay code.

1.1 Pay Codes

The pay codes established for detail billing require some specific additional data. Multiple pay codes can be set up, each
with different parameters. From the menu, select:

Human Resources P Tables » Pay Codes » Detail Billing Tab

Pay Code Table
Fay Code [OTP Police Detail Pay
- —
1 Calculation | 2 Baze Buckets |
Linashast Entos BillingNendor Charges

Turn on Pay Code for Billing? & Yes " Mo Anply Additional Charges? * ez Mo
The Customer# will n

REQUIRED on Timeshe

ntry Billing Charge Type Rate Category 01 Charge
daebistiiale 5y 0f EMOIployee
ployees Hourly Rate

This field triggers Invoicing. Answer YES to use

this pay code for invoicing. Selectin ®Yes Tnaotﬁnt

requires answering the other prompts on this

page. Select NO, the system will assume that this [frarse Tvee Rate Category RE Car Detail

is NOT a billing pay code, and the fields for allmyEEs Hauhy Rtz

Billing/Vendor Charges will be “grayed out”. JRate

The invoicing process will select ONLY those pay ~ fmount el il iy

codes with YES checked here. S ! %0000 | 4.00 | 2.00
rge Type Rate Category [0 Town Fee

" Mone
= % of Employees Hourly Rate
" Hourly Rate

¢ Fixed Amount | 15,0000
Timesheet Entry Billing/Vendor Charges
Turn on Pay Code for Billing? € Yes & ko Apply Additional Charges? Cies 0 o
Billing Charge Type Rate Category 01 Charge
1 metual Ray ot Ermployee
DetailTicke® Reguired? CiYes & ho 1 % of Employees Hourly Rate
! Hourly Rate
€ Fised| Araurt

There are two categories of information: how to treat the code in Timesheet Entry, and how to calculate the invoice. The
following table describes the fields in detail.
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Field \ Description
TIMESHEET ENTRY
Turn on Pay | Answer Yes to turn on billing and require the operator to enter a customer number when using this
Code for pay code. The timesheet entry screen will issue an error message if this pay code is used and a
Billing customer number is not entered.
o IMPORTANT: this is the field that tells the system to produce invoices. Pay codes that do
not have “yes” selected will not be used to invoice customers.
Ticket# Answer Yes if the operator must enter a reference number for the detail assignment. The
Required timesheet entry screen will issue an error message if a ticket is required but not entered.
BILLING
Apply The Billing Category Table allows creating additional charges associated with this pay code.
Additional Answer YES here if those charges are to be automatically applied when this pay code is used. See
Charges Section 1.3 for a discussion of setting up Billing Categories.
Various combinations of the Billing Charge Type and the additional charges in the Billing Category
can be used to add benefit and overhead charges to invoices. See Section 5.2 for examples of
various billing setup options.
Billing Actual Pay: Bill the customer for the amount the employee was paid (Option: add additional
Charge Type | charges using the Billing Category setup).
Percentage of Hourly Rate: When billing the customer for this pay code, apply a percentage of the
employee’s hourly rate (which can be more or less). When choosing this option, enter the
percentage as a number with up to four decimal places.
Hourly Rate: Specify a fixed hourly rate to bill the customer, regardless of what the employee is
paid.
Fixed Amount: Specify a flat amount to bill the customer for this pay code, regardless of what the
employee is paid.
Vehicle This field indicates whether and how to bill the customer for vehicle expenses associated with the
Charge Type | work, in addition to the employee time and in addition to any additional charges in the Billing

Category. The options are:
None: No charges will be added.

Percentage of Hourly Rate: When this button is selected, the system will prompt for the
percentage. Enter the percentage as a number up to four decimal places. The customer will be
billed this percentage of the employee’s hourly rate for the number of hours the employee
worked.

Hourly Rate: Enter the amount to be billed to the customer per hour for vehicle charges.
Regardless of the employee’s hourly rate, the customer will be billed at this rate for the number of
hours the employee worked. In the example above, the customer will be billed 10% of the
employee’s rate per hour for vehicle charges.

Fixed Amount: Enter the flat amount to be billed, regardless of the number of hours and the
amount the employee was paid.

Fixed Amt/Time: Enter the amount to be billed per # of Hours for Max Hours.
For example, if charging $35.00 for every 4 hours up to a maximum of $70.00, enter:
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Field \ Description
i~ Fixed Amount # of Hours  MHax Hours
& Fixed AmtTime | 35,0000 | 4,00 | 8.00

If the employee worked 10 hours, the charge for the vehicle would be $70.00.

Other This field indicates whether and how to bill the customer for other expenses associated with the
Charge Type | work, in addition to the employee time and in addition to any additional charges in the Billing
Category. The options are:

None: No charges will be added.

Percentage of Hourly Rate: When this button is selected, the system will prompt for the
percentage. Enter the percentage as a number up to four decimal places. The customer will be
billed this percentage of the employee’s hourly rate for the number of hours the employee
worked.

Hourly Rate: Enter the amount to be billed to the customer per hour for vehicle charges.
Regardless of the employee’s hourly rate, the customer will be billed at this rate for the number of
hours the employee worked. In the example above, the customer will be billed 10% of the
employee’s rate per hour for vehicle charges.

Fixed Amount: Enter the flat amount to be billed, regardless of the number of hours and the
amount the employee was paid.

1.2 Detail Billing Type

Certain parameters that apply to all pay codes and categories for detail billing must be specified in the Detail Billing Type
table. From the menu, select

Human Resources P Detail Billing » Detail Billing Type

The type is set by the system as 87 and cannot be changed nor can a new Detail Billing Type be added®. This screen
determines how certain aspects of bills will be handled.

Detail Billing Bill Type

Type Description Due Days IntRate DayYear MinBal OuP
2ol | | | [ r
ﬁ Detail Billing | 15 L4 [ 360,00 | 5,00 Iv

1 There are many points of customization within the Detail Billing Bill Type Category
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Field Description

Due Days Enter the number of days after the bill date that the bill will become due. This will be
calculated and printed on the bill.

IntRate Enter the interest rate to be charged on delinquent bills. Enter as a two-digit decimal: in this
example .14 means 14.00%.

Day-Year Enter the number of days in the year that will be used to calculate daily interest.

Min Bal Enter the minimum balance of a bill on which interest will be charged. In the example above,
no interest will be charged on a balance of $5.00 or less.

OvP Check this box if to allow overpayment of a bill. See Section 8.3.2 for a discussion of how the
overpayment feature is used.

1.3 Detail Billing Categories

Billing Categories govern the accounting, calculation, and management of detail bills. Create multiple charge categories,
each with different rules for interest, accounting, calculations, and posting hierarchy, as needed.

Use various combinations of the Billing Charge Type and the additional charges in the Billing Category to add benefit
and overhead charges. See Section 4.2 for calculation examples.

From the menu, select Human Resources P Billing and Invoicing P Detail Billing Category. There are three tabs,
representing three screens where information is required.

1.3.1 Categories

In this section, add or remove billing categories and provide additional information on how the charges are to be handled.

Detail Billing Bill Category Detail Billing is system-
assigned as type 87. It
Type Description

R Petail Bills ‘;—; cannot be changed.
ETal 1 ihng

Categaries 1 | Accourting 2 | Calculations 3 |

Post Alt Pst
Category & Description Assoc. Int. Category Int? Detail? Order Order

o o r r
ﬁ mployee and Vehicle Charge m rnterest r % 2 3
E o Charge m rterest r v 2 2
= Enploges Berefits RO [rterest | I 4 1
W nterest W v 1 4
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Field \ Description

Description Enter up to forty (40) characters to describe the category. Category 01 is a system-defined
record and cannot be deleted. To change the description. place the cursor in the box and typing
a new description. Ignore Category 00 — it is a system placeholder.

Assoc. Int. If interest is to be calculated on this charge, enter the bill category that represents the interest

Category charge. The category must also be included on this screen. In this example, categories 01, 02
and 03 will be charged interest as calculated by Category 40. Category 40, which is an interest
charge, does not have an associated interest category.

Int? Check this box if the charge category computes interest.

Detail? Check this box if the charges are to be listed in detail on the customer’s bill. If this box is not
checked, the customer invoice will combine all charges into Category 01 and will print only one
line on the bill.

Post Order Enter numbers representing the order in which partial payments are to be applied for all
categories. In this example, a partial payment would be applied first to interest, then to
employee and vehicle charges, then to town charges, and finally to employee benefits.

Alt Pst Order This is the alternate posting order than an operator can choose to apply when payment is
received.

To add a new category, click on Add Category to be prompted for a category number.

4 Add Cat -
= oy | M [AUC] 6358-Detail Billing Bill Category [Roscoe]

- Add Category
| Required: Enter Bill Category ||]4|

G Eciit List

7 Type Table
8 Trans Code Takle

Lookup I OK Cancel

The record will be added; enter the additional information, including a description.

| =) ToT =T T

TTo=T T T - T

To delete a category, highlight the category to delete and click Delete Category.

pa o rr v
ET I | o Pl Il
Delete TypeiS
s Delete Categary:04

P10O5S0-Are You Sure?

The system will present a prompt to confirm the action.

[AUC] 6358-Detail Billing Bill Category

There must be at least one category. Category 01 is system-defined as a
required Category and cannot be deleted. @ P&158-Required record cannat be deleted.
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Integrating the detail billing with the AUC General Ledger accounting system for billing and / or collection is optional. If not
posting the general ledger, run the Detail Billing system as an independent module. If integrated with the financial system,
tell the system how to handle both billing and payments in Human Resources » Module Control, Sequence #7001 and
7002.

7001 Detail Billing — Post Charges to GL (Y AH7? M
FO02 0 Detail Billing — Post Payments (Y /MY i

e Sequence 7001 tells the system whether to post charges to deferred revenue and accounts receivable when
posting bills. If sequence 7001 is set to Y, specify the receivables and deferred revenue accounts in the next step.

e Sequence 7002 tells the system whether to post payments to cash and revenue (which would also post to
deferred revenue and accounts receivable that option was selected). If sequence 7002 is set to Y, specify cash and
revenue accounts in the next step.

1.3.3 Accounting Rules

If either of the Module Control parameters is set to “Y”, define the accounting rules for each category.

Detail Billing Bill Category

Type Description
ﬁ Detzil Billing

Category Description
m Employee and Vehicle Chargze

Calculstions 3 |

___Adjustment Allowed this Category_
" Mane " Charge ¢ Payment & Bath

Categories 1

Account Number
Cash 1000000 -GO00-000-00-00- 10400

G/ Account Description
CASH. UNRESTRICTED CHECKING

Revenue B010-000-0000-000-00-00-51540

EXTRA DUTY PAY

Deferred Revenue  [0000—-000-0000-000-00-00-00000

——3 Deferred Revernue

Accounts Receivable [000-000-0000-000-00-00-00000

-—-4 A/R

Refund Liability B010-000-0000-000-00-00-51540

EXTRA DUTY PAY

Field \ Description

Adjustment Click the appropriate radio button to allow or prohibit adjustments to either the charge or the

Allowed payment for this category. This choice will be enforced on the Adjustment Entry screen. See
Section 10 for a discussion of adjustments.

Cash If Module Control 7001 is set to “Y”, enter the cash account that will be debited on collection of
this category.

Revenue If Module Control 7002 is set to “Y”, enter the revenue account that will be credited on
collection of this category.

Deferred If Module Control 7002 is set to “Y”, enter the deferred revenue account that will be credited

Revenue when bills are posted.

Accounts If Module Control 7002 is set to “Y”, enter the accounts receivable account that will be debited

Receivable when bills are posted.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 8 of 68
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1.3.4 Calculations

Define how the charge is to be calculated for each charge category. The items defined here work in conjunction with the
parameters specified in the Pay Code.

Categories 1 | Accourting 2 |
Category & Descripton Calculation - Dollars/Percentage
ﬁ mploges and Vehicle Charge &+ Mone  $Fived  $hour %
PZ Fown Charge  Mone & FFixed © Sihour % 10,00
E mploges Berefits  Mone " $Fived  $hour & % 20,00 ¥
B0 Enterest & Mone §Fixed © Shour %
Calculation ' Description
None No additional computations will be performed. For Category 01, which is the base charge, this

means that billing charges will be computed according to the rules in the Pay Code Table (See
Section 1.1). For an interest category, NONE indicates that interest will be charged according to
the rules in the Detail Billing Type (see Section 1.2). For other categories, NONE indicates that
the charges will not be computed at the time of billing. Interest, for example, will be computed
on delinquent accounts or can be added manually.

SFixed A flat charge - the amount entered in the Dollars/Percentage column - will be added to each
bill. In the example above, each bill will be charged an additional $10.00, regardless of the
amount of any other charges.

$/hour An additional dollar amount per hour worked by the employee will be added to each bill.

% A percentage of the total charges will be added to each bill. In the example above, 20% of the
total charges will be billed to cover employee benefits.

Dollars/Percentage | If $Fixed or $/hour or % is checked, enter the dollar amount or the percentage in this column.

1.3.5 Transaction Codes

The Detail Billing system uses codes for the various transactions that can occur. This table defines whether adjustments can
be made for these types of transactions, and whether they will be allowed on the payment entry screen.

éd

\_/ This table should only be used in coordination with the ADMINS installer.

Detail Billing Transaction Codes

Code Description __Adjustment Allowed this Code__ PayEnt?
||  hane € Charge € Fay € Hoth r
BOI RDJUSTMENT  Mone ¢ Charge © Pay  * Both r
FORR  [CORRECTION  Mone ¢ Charge © Pay & Both I
FRCT [COONTER RECEIFT & Mone ¢ Charge ¢ Pay € Both I
W Refund & Mone ¢ Charge © Pay " Both r
ffRF~ Franfer From & Mone { Charge  Pay £ Both r
fRT franfer 1o * Mone f Charge © Pay Both r
OFF WRITE OFF  Mone (¥ Charge © Pay  { Both r
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2 CUSTOMER UPDATE

The Detail Billing system uses a customer file to maintain billing and payment information. A customer must be on file to
record billing information in Timesheet Entry. The customer numbers can be assigned by the system [A]Jutomatically or
customer numbers can be [M]anually assigned. Set the option in:

Human Resources » Module Maintenance P #7000

| IR T[T o T T ToAL=T LI T T =

m HRE Customer # [Mlanual or CAdutomatic A

2.1 Add New

To add a new customer, select
Human Resources » Detail Billing » Customer Update.

Click on [4 Add New].

' ,
W Add Customer If module control #7000 is
5 Query Customer Name IFlOSCOE CONSTRUCTION| set to Automatic customer

numbering, enter the

G Enter Payimert
Concel | -
customer name in the

T Statemact |

B Add Customer prompt.
Customer Number 100080 If module control #7000 is
Customer Name I set to Automatic customer

numbering, supply a

0OK I Cancel | number and a name.

2.2 Customer Information

To enter data on a new customer, or to make changes to an existing one, select the Update Customer tab on the Customer
Update screen.
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Customer Update

I Customer # Customer Name JRLLSTOM POWER AMERICAN MATION Second Name RTT:; ROBERT HILL
Address Information Contact Information
Address 1 [I55 MAFLE STREET Contact  [ROBERT HILL
Addrass 2 Phone 1 {000} 0OO-0000  Type l_
Address 3 Phone 2 [{000} 0OC-0000  Type I_
City State Zip [BELLIMGHAM fr o2015-0000 | Refund Information
Country Vendar [500000 EO
\ 0 &1l Invoices 1 By Invoice# | 2 By DetailTicketd | Transaction History |,
E-Mail Information \
E-Mail Address |
E-hail Bill? © vYas % No
User Defined 30 Characters
Local Business
Business Type
Mo Employees
User Defined # Field . .
Standard Rate ) These tabs display billing
Weekend Rate 00000 history. See the section on
Holiday Rate 00000 Customer Query.
Charges Adjustments Payments Refunds Balance
TOTAL OPEN 13.45 -1.45 272,08 260,08 260,08
Field Description
Customer Enter up to thirty (30) characters for the name of the customer. This is a required field.
Name

Second Name | Enter up to thirty (30) characters for additional name for the customer. Both name and second

name will print on the bill. This field is optional.

Address There are three lines of address where you can enter up to fifty (50) alphanumeric characters.
The first line of address is a required field.

City You can enter up to 30 characters for the name of the city. This is a required field.

State There is space for two characters for the state abbreviation. This is a required field.

Zip Enter the zip code or use LOOKUP to display and Ml Zip Code Table
select from a list of valid cities. Entering the zip City State Zip
code will automatically populate the City and State by AP
fields. Zip code is a required field. EOSTON MO 02102-0000

EOSTON MA 021030000

Country Optionally enter up to forty (40) characters for the country. This field is not necessary if the
address is in the United States.

Contact Enter up to fifty (50) characters for the name of the individual to contact in the company.

Phones There are two fields for telephone numbers. You can optionally classify I Contact Types
these numbers by type. Use LOOKUP to display and select from a list of Type Neesririian

Va“d types. B Business

Cell
Fa
Home
Pager

_w Property
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Field Description
Refund If this customer is also a vendor, has a record in the Vendor file, and you 15 By Name and Address
Vendor want to process refunds via the AUC Accounts Payable system, then . gz A
enter that vendor number here. You can also use LOOKUP to display 4 By 2nd Name and Address
and select from a list of vendors using various indices. The refund S: By Classfication
process will create a report that will aid you in the creation of refund B e ey
payment vouchers. PA——
Email Enter a valid email address for this customer.
Information
Email Bill? Click the appropriate radio button indicating wheter you want to send bills to this customer via

email. If you click YES, bills will be sent to the email address above instead of printed.

User-defined
Fields

There are six user-defined fields — three that
accept up to thirty (30) alphanumeric
characters and three that accept up to six (6)
numbers. You can define the labels in System
Profile, Human Resources tab (you must have
Administrator privileges to do this).

Detail Billing User Defined 30 Characters Label Description

Detail Billing #1 Local Business
Detail Billing #2 Business Tupe
Dietall Billing #3 o Enployses

Detail Billing 6 digits  Label Description

Drietail Billing #4 Ctandard Rate
Detail Billing #5 eekend Rate
Detail Billing #6 Holiday Rate

3 CUSTOMER QUERY

To search the customer file and view billing and payment information, from the menu select Human Resources P Billing
and Invoicing P Customer Query. A summary screen will list customers in customer number order.

Customer Query

 Active Only & Al Customers

3 Name 4 Second Mame | 5 City | Balance Due  # Invoices
ALLSTOM POWER AMERICAM MATIOW JATT: ROBERT HILL [BELL IHGHAM 260,08 50
COMCAST FTH: OPERATIONS ARLEBORO 452,00 40
FOBERT BADZMIEROWSKI [BELLIMGHAM
DAM BARCLAY IMC ARTOH

If you know the customer number, you can enter it in that column. To search for a customer by name, second name, or
city, click the appropriate column button. That will sort the column by the chosen field, and you can enter a search value.
You can also filter this screen by displaying Active Only customers or All Customers.

For example, to search by primary name, click on the NAME button. Then type in all or part of the name you are looking

for.

3 Mame

|

Type right over the name — it won’t change it in the file.
Be sure to use UPPERCASE

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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Customer Que
Y & Active Only & Al Customers
2 Cust # | Siame | 4 Second Mame | 5 City | Balance Due # Invoices
1 Wiew | LYMOUTH 166600 12
00284 [BAY STATE COMSTRUCTION TDDLEEORD 4

To see the customer record, click on View. You will see a screen with five tabs. See Section 2 for instructions on how to
use the Customer Update tab.

3.1 All Invoices Tab

This screen lists all invoices for the customer, with grand totals at the bottom. You can view individual bills in PDF format by
highlighting the bill number and clicking on the View button.

Invoice Summary - All
Customer # [iBRE Customer Name COMCAST Second Name ATH: OPERATIONS
Address Information Contact Information
Address 1 247 R, MAPLE STREET Contact
Address 2 Fhone 1 (0003 0Q0-0000  Type
Address 3 Fhone 2 (0003 0Q0-0000  Type
City State Zip MARLBORD, MA 01752-0000 Refund Information
Country Yendaor Qo000 Q0
I &iinvaices | 1 By Invoiced | 2 By DetailiTicketd. | Tranzaction Histary. | 3 Update Customer |
Invoices I Irvoice Date | Charges Adjustments Payments Refunds Balance
Wienny Email By Invoiced | 0022717 23-May-2014 280,00 280,00
0022637 18-Nov-2013 172,00 172,00
0000215 05-Aug-2003 266.88 -2.,88 264,00
0000200 01-Oct—2008 433,80 -25,68 408,12
0000136 18-Jun-2008 144 50 -5.56 136,04
0000181 03-0ct—-2007 144 50 -8.56 136,04
0000180 26-Sep-2007 144 60 -2.56 136,04
0000177 22-Aug-2007 144 60 -2.56 136,04
DO000T70 04-Jul-2007 289,21 -17,13 272,08
0000167 16-May-2007 578,42 -24.26 544,16
000016 02-May—2007 (32,66 -38.22 594,44
00001Rd 18-Apr—2007 289,21 -17.13 272,08
0000147 20-Sep-2006 136,76 -.72 136,04
0000146 13-Sep-2006 410,29 2,17 408,12
0000142 19-Jul-2006 693,82 -3.62 £90,20
0000142 24-May-2006 273,52 -1,44 272,08
0000138 01-Feb—-2006 136,76 -,72 136,04
[MORE]
TOTAL OPEN 8380.86 -207 .46 7721,40 452,00

3.2 By Invoice# Tab

Click on the By Invoice# tab to view all lines for the invoice selected. Click on Details to display a breakdown of Billing
Categories for the highlighted bill.
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Detail by Invoice#

Gota..
R Customer # [ERlustomer Name  COMCAST Second Hame ATH: OPERATIONS
Actions
Address Information Contact Information
5 Guery Address 1 247 R, MAPLE STREET Contact

& Enter Payment Address 2 Fhone 1 (000} 000-0000  Type

7 Statemert Address 3 Fhone 2 (000} 000-0000 Type
& Single Invoice City State Zip MARLBORD. MA 01752-0000 Refund Information
4 Invoice Details Country Wendor Q00000 Q0

0 All Invoices | 1 By Inyoices | | 2 By DetailTicket# | Transaction History 3 Update Customer |

4 Details I

ice# Line DetailTicket#
022717| 1 366

R

Balance

Charges lj
280.00

Invoice Date
23-May-2014

Employee
QDO307 SAVOIE

280.00

v

M Details [ %]

Line Emp# Hame Location HorkDate Bill Category Hours Charges Pauyments Adjustments

1 -
1 000307 SAVOIE 11-Sep-2013 Car Detail 4,00 35,00 T
1 000307 SAVOIE d4dd hartford ave 11-Sep-2013 Town Fee 4,00 15,00 15,00
1 000307 SAVOIE d4dd hartford ave 11-Sep-2013 Meals 4,00 8.00 .00
1 000307 SAVOIE ddd hartford ave 11-Sep-2013 misc 50,00 50,00
1 000307 SAVOIE ddd hartford ave 11-Sep-2013 interest

Total 16,00 280,00 280,00

0Kk | Find | Search|[Cancel] Help | Eof|

Refunds Balance Tof

3.3 By Detail/Ticket# Tab

This tab provides the same information, sorted by Detail/Ticket Number.

Invoice Detail by Detail/Ticket# - All

Goto. .
S Customer # RREsrERllustomer Name COMCAST Second Name ATN; OPERATIONS
Actions
Address Information Contact Information
5 Query Address 1 247 R, MAPLE STREET Contact
E Erter Payment Address 2 Fhone 1 €000} Q00-0000  Type
7 Statemert Address 3 Fhone 2 (000} 000-0000 Type
& Single Invaice City State Zip MARLBORD, MA O1752-0000 Refund Information
13 Invnice Details Country Vendor Q00000 O
Cpen Only
0 &1l Invoices | 1 By Invoiced | e e | | Transaction History | 3 Update Customer |
Detail Ticket # Invoice # Line Employee Invoice Date  Charges Adjust ts P nt: Refund: Bal:
5Details| E366 Q00226327 1 Q00307 SAVOIE 18-MHow-2013 172.00 172,00
366 Q0022717 1 000307 SAVOIE 23-May—2014 280,00 280,00

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.
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3.4 Transaction History Tab
This tab provides transaction history information on the invoice.
Invoice Transactions
Golo... Customer # Mus‘tomer Mame COMCAST econd Name ATH: OPERATIONS
Actions

Address Information Contact Information

Address 1 247 R, MAFLE STREET Contact

Address 2 FPhone1 {0003 Q00-0000  Type |

Address 3 Phone 2 (000} QO0-0000  Type |

City State Zip Refund Information

Country Vendor Q00000 00

0 Al Invoices | 1 By Invoices | 2 By Detail Ticketd | I Transaction Histary: | | 3 Update Customer |

Iwoice#  Line Date Det/Tick# Description Charge Adjustment Refund P nt Display - Tran Code Desc. |
Q0022717 1 23-May-2014 2366 Charge 172,00
Q0022717 1 23-May-2014 2366 Car Detail 25,00
Q0022717 1 23-May-2014 2366 Toun Fee 15,00
Q0OZ2717 1 23-May-2014 2366 Meals 5.00
00022717 1 23-May-2014 2366 mizc 50,00
Q0022717 1 23-May-2014 2366 interest

4 TIMESHEET ENTRY

The following discussion assumes that you are familiar with the timesheet entry process, and will focus on using pay codes
that have been set up for Billing and Invoicing.

Billing and Invoicing uses the payroll system to gather information for customer invoicing. You enter timesheet information
to pay the employee, and use the Billing and Invoicing system to calculate the charges and invoice the customer. You use
Detail Billing pay codes in the same manner as any other pay code. You can either replace an existing code on the
timesheet or add a line to it.

9
11 12 13 §E® 15 16 17
W19 20 A 2 23 M ||
25 26 27 28 29 30 3

12 3 4 5 & 7 Cancell

T Today: 3/14/2012

This prompt will read

“Required” or |l [AUC] 6200-Timesheet Entry [Kathyc]

”Optiona|” depending Customer Details

on the setting in the Pay | | Enter Customerit [oooooz  [comcasT

Code screen. Location Address [Etm Street If you enter start and finish

l, Optional: Start Time: (24hr Time)  [naa times, the hours will be
Timesheet Entry - AatianalElaishalimeaiody Time) [1300 calculated automatically. If
Customer Required? ¥ Yes " jp T — .
Ticket# Reguired? * e Eefunef EETE":I:I(EW 9846 you leave these fields bIank,
: et IDown Lines| you must enter the hours.
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Work Date Day PayCode Hours  Days Rate Flat§ Amount Sep Chi Account Custamer Reason
FiMay-2014 Sat REG [Te.00] [ 15,2600 | 610,40 [~ [L000-210-0000-002—00-00-5117 1

1-Jur—2014 Sun [OTP [10.00 | [ 15,2600 [N 152,50 [¥ [E010-000-0000-000-00-00-51540 Customer
Account Number {50 10-000-0000-000—00-00-5 1540 e Pay Code Calculation setup determines how the
employee is paid, the accounting and separate
Percent of Hourly Rate 100, 0000 Check.
00,0000
[Geparate Check? " Yes C No | e The Detail Billing setup in the Pay Code will
determine how much the customer is billed.

If you need to correct the location, detail/ticket#, start/finish times or note, you can click on the CUSTOMER
button to bring up the Customer Details screen again.

5 GENERATE INVOICES

After you have posted the labor distribution for a payroll, you can create invoices for customers. You do not have to
generate bills after every payroll run; you can accumulate them over several payrolls and send invoices on, for example, a
monthly basis.

To begin the bill generation process, from the menu select Human Resources P Billing and Invoicing » Generate Invoices.
The steps menu will appear to guide you through the process.

Reset Invoice Files

Create Imvoice File

Edit Invaices
|zsue Edi List
lzzue Invoize Register
Brint Inwoices
Re-grint Inveices
Post Invoices

5.1 Reset Invoice Files

To begin, click Reset Invoice Files. You will be asked to confirm the action.

Il Task 6366: Reset Invoice Files

Reset Invoice Files

Are you sure? ~ Ng &+ Yes

Lookup | 0K I Cancel |

The invoice generation process creates temporary work files. No “live” files are affected until you perform the last step Post
Invoices. The Reset process clears all temporary work files.
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5.2 Create Invoice File

When you choose this option, the system will list all payroll warrants that have been posted and not yet billed. You can
process multiple warrants at the same time. Select the warrants you want to process by checking the Select box, then click

Create Invoices.

Create Invoice File
1 Creste Invoices |
Billing Cal Period Peariod

Warrant Check Date Select User Mame Date Start End Billing Status
2 Menu | You can
‘r/ FEZ5-Folice Bling fies alre 31-May-2014 v ATHYC 31-May-2014 31-May-2014 Ready run thls

process more than once. If you have run it previously, the system will warn you
i N - .
[e ] that the work files will be deleted and replaced with new records.

The invoicing process will gather all pay records from the selected warrants that use pay codes designated, and put them in
a temporary work file. It will produce a report of the records selected, and give you various sorting and output format

options:

Sort Report BY: & customer, Employee ¢ Customer, Work Date ¢ Customer, TicketNumber ¢ TicketMumber

Run as & Preview ¢ Print " PDF
If Printing use Duplex & ves  No

I Task 6363: Create Invoice File

Create Invoice File

LLookup | OK I Cancel | CIearAIIl

>

,§§%

[}

ELIoN S

A pay code is only used for Detail Billing if a customer number is required.

The calculation edit report looks like this:

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 17 of 68



ADMINS Unified Community HR-490 Billing & Invoicing

Human Resources

13 May 2022

6364-HRPECALC. REP Printed 30-May-2014 at l4:43:46 by KATHYC Page 1
Town of ADMINEZ
Calculation Edit Report
Customer Warrant Work Date Employee Detail/Ticket § StartTime EndTime Pay Code Hours Paid
000002 COMCAST 902012 0l-Jun-2014 070423 GIPOUARD, MARIE 9946 02:00:00 12:00:00 DTP 10.00 15z.60
ATM: OPERATIONS
247 . MAPLE STREET
MARLEOQORD, MA 01752-0000
Emailed to: kathyc@adwins. com
Category Charge Adjustment Balance
01 Charge 1EZ.60 lEz.60
02 Car Detail 70.00 70.00
02 Town Fee 15.00 15.00
04 HMeals E0.00 £0.00
05 misc S0.00 50.00
307.60 307.60
000002 COMCAST Itens: 1l 207.60 207.60
Total Customers: 1 307.60 307.60
Printed Bills:
E-mailed Bills: 1 307.60
Selection Legend:
Sorted by Customer, Employes
5.2.1 Calculation Using Additional Charges
In this example, the table setup instructed the system to calculate the customer charge as follows:
Pay Code Table Billing Category Table: Additional Charges
*Billing--Actual Pay of Employee *Meals--Add 2.00 per hour
*Vehicle--Fixed Amt/Time *Misc--Add $50.00
*Other--Fixed Amount
Category & Description C: i Dollars/Percentage
BillingVendor Charges - - Bo T TR = ot R Gl o T S
Apply Additional Charges’ Yes MNo ﬁ Eharge & Mone ‘s § Fixed s ihour s %
Billing Charge Type Rate Category 01 Charge P2 Ear Detail  MNone " §Fixed © Ghour %
(r-:;fiu(aépav‘ursmﬂwe‘em 3 fTown Fee @ None O §Fiked  Bihour O %
(-HDE,',,NEZ(?EEE ouvReE pa Heals © None O BFiked & fhour % 2,00 ¥
© Fixed Amount 5 iss C None & §Fixed ¢ Shour O % 50,00 %
- po [nterest. @ Mone  © §Fixed  Shour O %
Vehicle Charge Type Rate Category R Car Detail
© Mone
F;DTEWB\DVEESHDUH‘!REIE
" Hourly Rate
" Fixed Amount # of Hours Max Hours
& Fixed AmyTime [ 35,0000 [ 4.00 | 8,00
Other Charge Type Rate Category P2 Toun Fee
© Mone
% ofEmployees Hourly Rate
 Hourly Rate
& Fixed Amount [ i5.0000
Resulting in this calculation
Category/Description Calculation Description Calculated Amt
01-Charge The amount paid to the employee 152.60
02-Car Detail Add $35.00/4 hours for vehicle charges not to exceed 70.00
8 hours (or $70.00)
03-Town Fee Flat amount 15.00
04-Meals $2.00 per hour 20.00
05-Misc Flat amount 50.00
04-Meals Employee Benefits 20% of amount paid to employee 25.42

Total billed 307.60
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Warrant Work Date Employes

Detail /Ticket #

03012 01-Jun-2014 070423 GIROUARD, MARTE

9546 05:00:-00 15:00:00 DTP

Charge

Car Detail
Town Fee
Heals

nisc

o000z COMCAST Ttens: 1 207 &0 20760

5.2.2 Calculation Without Additional Charges

The second example illustrates a calculation that does not apply the additional charges in the Billing Category Table. Here,
the Pay Code table instructed the system to calculate 125% of the employee’s hourly rate, and add 10% to it for vehicle

charges.

Pay Code Table Calculation
BillingVendor Charges o, . o,
Apply Additional Charges?  © Yes & No }256 E)Af'theA?m?unt.pald to’the e.r’r'1ployee (171.84 X 125%) 214.80
— cnargEM1e-mar-2012 Fri DTP NO [ 4,00 | 42,9591 | _ 171,94 rLle charge (42.9591X 10X 4) 17.18
¢ Actual Pay | ~Total billed A 231.98
f+ Percentage of Houtly Rate
" Hourly Rate -
 Fined Amoont Timesheet Entry
Wehicle Charge Type Rate
" MNone
f+ Percentage of Houtly Rate | A0, D000
" Hourly Rate
€ Fixed Armount
© Ticket #  GtartTime EndTime Pay Code Hours  Paid
Lo BSo  07:00:00 11:00:00 DTE NO .00  171.84

Items: 1
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5.3 Edit Invoices

& The Billing Category Accounting Rules must permit adjustments. See Section 1.3.3.

This option provides the opportunity to adjust the automatically generated invoices prior to posting them. The screen will
list the invoices in progress. The list will initially be sorted in customer number order. Select the one to adjust by entering
the customer number. Alternatively, click on one of the column header buttons; the list will be sorted in that order; enter a
full or partial value for name, second name, or city to search for invoice to be edited.

Edit Invoices
4 Cust # I B Second Mame I 7 City I Invoice Amount
1 Wiew Detail | g | HOPEDALE 212,52
Jo00423 [ROSCOE EDHSTRUE’IDH [DEA DITCHDIGGERS [EOSTON 231,93
dcust | arh 6 Second Name | zcty | Invoice Amount
N
5004 18 | HOPEDALE 212,52

Click View Detail to see all information on this invoice. The screen will list all items to be billed on this invoice. Highlight the
line to adjust and click the Adjust button.

Edit Invoices

ROSCOE COMSTRUCTION DBA DITCHOIGGERS

Address Information

14 MAIN STREET
BUILDING &

SUITE A

BOSTOM,. MA 02101-0000

Hours Billed Adjusted Invoice Amt

4,00 231,98 231,92

mployee Ticket Number Work Date Hours Billed Adjusted Invoice Amt

00295  CORRIVEAU, MICHAEL J EBO 16—Mar-2012 I 4,00 231,98 231,98
Employee Work Date Hours Billed Adjusted Balance
00295 | CORRIVEAU. MICHAEL J 1e—Mar-2012 4,00 231,98 -26,%3 205,00
Category Billed Adjusted Balance
mployee and Vehicle Charge 231,98 31,98 200,00
nterest g 5,00 5,00

AN

Click the Edit Invoice buttpn to raturn to the sumnjary ] } fte balance.
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Hours Billed Adjusted Invoice Amt

d,00 231.98 26,93 205,00

Employee Ticket Humber Work Date Hours Billed Adjusted Invoice Amt

Adjust | 00295 CORRIVEAU,. MICHAEL J [BEO 16-Mar—2012 | 4,00 231.98 26,93 205,00

5.3.1 Adding a Category to an Invoice

There is a button [4 Add Category] on the screen. Use this button to add a category to the edit screen. Select from the

available categories presented on the lookup and click on [OK].

The added item will appear in the category list and may be edited and adjusted in the same manner as the entries created

via the timesheets.

E= [AUC] 6367-Edit Invoices [LUANN] - a
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax MotorExcise MiscBilling System Favorites Help
B &E me+ & B A
Edit Invoices
Sl Customer # 00014 BLACKSTONE GRS
Actions.
Address Information
P O BOK 162
1 nvoice Query
BLACKSTONE. MA 02019-0000
2 Edit nvorce.
3 Edit List Employee Work Date Billed Adjusted Balance
iCOZO'/ RAYOTTE, KEITH JR iE—FIug—ZOZG 327,89 200,00 527,89
4 4dd Category
5 Menu [category Hours) Billed] Adjusted] Balance] »
[nPlogee charge B,00 298,08 | [ 798,08
jtown fee 29.81 29.81
ser fee 1 200.00

Figure 1 The added cruiser fee is shown in the category table

== [AUC] 6367-Edit Invoices [LUANN] -
File Edit Ledgers PurchaseOrders Accounts Payable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing System Favorites Help
B S E W« » 0 anjm'l
Edit Invoices
B Customer # BLACKSTONE GAS
Actions
Address Information
P 0 BOX 162
1 Invoice Query
BLACKSTONE, MA 02019-0000
2 Edit Invoice
3 Edit List Employee Work Date Billed Adjusted Balance
00307 AYOTTE, KEITH JR [PB-Aug-2020 327.89 327.89
4 Add Catego b
.'\ H E
Category Add Bill Category djusted Balance| A
employes charge g Description Tof 298.08
toun fes 01 employee charge A 29.81
02 town fee
03 cruiser fee
v .. WOV WV Y
v
Find Search |Cancel Help Eof
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5.4 Edit List

To print a report of in-progress invoices, click the Issue Edit List button on the steps menu. Select the sort and output
options for the report.

I Task 6365: Issue Edit List

Calculation Edit Report

Sort Report BY: < customer, Employee { Customer, Work Date  Customer, TicketMumber ¢ TicketNumber

Run as ' Preview ¢ Print " PDF
If Printing use Duplex & Yes ¢ No

Lnokupl OK I Cancel Clear All

The report reflects the amount the employee was paid, and the amount the customer is to be invoiced.

Calculation Edit Report

Customer Warrant Work Date Employes Ticket # StartTime EndTime Pay Code Hours Paid

000418 NATICHAL CRID-HOPEDALE 902103 1&-Mar-2012 0000%2 COESELIN, LYNN M A0 1£:00:00 21:00:00 DTP £.00 127.10
245 S0UTH MAIN STREET
HOPEDALE, MA 01747-0000

Category Charge Adjustment Balance
01 Employes and Vshicls Charge 177.10
02 Town Charge 10.00
03 Employes Bensfits 25.42
212,82 212.52
000418 HATICHNAL GRID-HCPEDALE Itens: 1 212,52 212.52
Customer Warrant Work Date Employes Ticket # StartTime EndTime Pay Code  Hours Paid
000423 ROSCOE CONSTRUCTION 902103 16-Mar-2012 000295 CORRIVEAU, MICHAEL J B50 07:00:00 11:00:00 DTF No 1.00 171.84
DEA DITCHDIGGERS
14 MAIN STREET
BUILDING &
SUITE &
BOSTCN, MR 02101-0000
Emailed to: rosccedrcecoesandlin.com
Category Charge Adjustment
01 Employes and Vehicle Charge 231.98 -31.98
Enailed te: rosccsarceccesandlin.com
40 Intersst 5.00

000423  ROECOE CONSTRUCTICN Ttems: 1 231.98 -26.98 2058.00

5.5 Invoice Register

This will print the invoice register; retain it with permanent billing records. Print in detail or summary.
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—)

Issue Invoice Register

Print Report as:
Optional: Bill date |1 6-MAR-2012|

Run as & Preview ¢ Print

13 May 2022

& Detail Cust#fEmployee ¢ Detail CustifTicket}f ¢ Summary

" PDF

Cancel

Lookup | [ ok | Clear All

T

Inveics Register Detsil by ? o
B411 Dake: 16-Mar-2012
Due Date: 31-Mar-201%
Employes
Customer Line Employee Ticket Number Work Date Fay Code  Hours Location Eayment Eilling
000418 MATICMAL GRID-HOFEDALE
SOUTH MAIN STREET
HOPEDALE, MA 01747-0000
1 000082 GOSSELIN, LYNN M ns0 16-Mar-2012 DTE 5.00 Willow Street & Cadar Strest 127.10
000418 NATIONAL GRID-HOEETALE Ticket Total
00022621 ROSCOE CONSTRUCTION
DEA DITCEDIGGERS
14 MAIN STREET
BUILDING §
SUITE A
BOSTON, MA 02101-0000
Bill e-mailed to
roscoedroscoesandlin. con
1 000285 CORRIVEAU, MICHAEL J BE0 16-Mar-2012 DTE NO 4.00 Clirford Street 171.34
000423 ROSCOR CONSTRUCTION Tickst Total
Grand Total 417.52
Involce Reglster Summary
Bill Date: 16-Mar-2012
Due Date: 31-Mar-2012
Bi1ll Humber Customer Billing
000412 NATIOWAL GRID-HOPEDALE 21z.82
245 S0UTH MAIN STREET
HCOPEDALE, MA 01747
022621 000423 ROSCOE JOHMSTRUCTION

LBA DITCHDIGGERS

14 MAIN STREET

BUILDING €

ESUITE A

BOSTON, MA 02101-

Bill e-malled to
FO2C0eErosccesandlin, com

Erand Total 417.52
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5.6 Print Invoices

This process will print the invoices to be sent to the customer. Invoices for customers flagged to receive invoices by email
will not printed as they will be sent automatically by email during the posting procedure.

Il Task 6375: Print Invoices

Print Invoices

Run as ¢ Preview " Print & PDF
If Printing use Duplex & Yes  Nao

Lookup | 0K I Cancel |

The invoice format is standard and can only be changed by custom programming at an additional charge. Invoice
numbers are system-assigned sequential numbers.

Town of Anytown USA INVOICE
1035 Cambridge Street )
\ Cambridge, MA 02141 I Invoice Number: 00022743

\ Ph (555) 555-5515 Invoice Date: 5/30/2014
Fx (555) 555-1555
Due Date: 6/3/2014

Customer#: 000009

Acme Construction
1 Acme Road
Cambridge, MA 02141

Ln# Work Date Employee Location DetailiTicket # Description
1 82002013 TAGLIAFERR traffic markings Charge
Meals
misc
2 LEMCHN Charge 344.00 34400
Meals 8.00 2.00 16.00
misc 50.00 50.00
3 8M82013  GENTILE Charge 172.00 17200
Meals 4.00 2.00 800
misc 50.00 5000
4 Charge 258.00 258.00
Meals 4.00 2.00 800
misc 50.00 5000
TOTALS
Current Billing Due  6/3/2014 1,366.00
Outstanding Balance 32,977.33
New Interest Due 288.48
Total Balance Due 34,631.81
Town Rate = 10% of officers rate per hour
IMake all checks payable to Belingham Police Department
PLEASE RETURN YELLOW COPY WITH YOUR PAYWMENT
Total due in 30 days
THANK YOU FOR YOUR BUSINESS
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If customers have opted to receive the invoices by email (see Section 2.2), the invoice will be sent to the customer as a PDF
file attachment. A copy will also be sent to the user who runs this process. In the example below, the customer (TO) and the
entry user (CC) are the same.

Customer file Example of customer email client
E-Mail Information Invoice -- Invoice # 00022780
E-Mail Address Fathyc@adnins ,com kathyc@admins.com
E-nhail Bill? @ ¥es o Mon 6/16/2014 12:10 PM
licor Nefined 30 Charactors Kathy Coughlin
Kathy Coughlin

] Message ihrpb_ﬂoozz?so‘pdf (138 KEB)

Please find attached a copy of Invoice 88022730

Thank you

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **

5.6.1 Invoice Header and Footer
Information

The invoice header and footer information is controlled by using Human Resources P Module Maintenance » HR Module
Control Detail Billing. Seg# 6060 — 6064 are used in the header and Seqg# 6075 is the seal that will be used. Seq# 6070 —
6074 are used for the footer.

HR Module Control Detail Billing

Seq#  Description Answer
m HR Irwoice Header Line - Centered Town of Anytown USA Edit
B061l HR Invoice Header Line - Centered 1035 Cambridze Strest
G062 HR Irvoice Header Line - Centered Canbridge. MA 02141
6063 HR Inwoice Header Line 4 - Centered Ph 555} 555-5515
G064 HR Irwoice Header Line Centered Fx {555} B555-1555

5065 HR Inwoice Header Line
6066 HR Invoice Header Line
G067 HR Irvoice Header Line - Left Aligned
G068 HR Inwoice Header Line 9 - Left Aligned
B0EY HR Irvoice Header Line 10 - Left Aligned

- Left Alighed
- Left Aligned

W 0B e
I

G070 HR Irwoice Footer Line #1 - Left Aligned Town Rate = 10% of officers rate per hour

6071 HR Invoice Footer Line #2 - Left Aligned Make all checks pagable to Bellingham Police Depart
5072 HR Irwoice Footer Line #3 — Left Aligned PLEASE RETURM YELLOW COPY WITH YOUR PAYMENT

5073 HR Irwoice Footer Line #4 - Left Aligrned Total due in 30 days

5074 HR Irwoice Footer Line #5 - Centered THAMK. YOU FOR YOUR BUSIMESS

5075 HR Irvoice Seal d1hauc_development “admbon e aucFORMS ST TEPT X “BLG_SE

Town of Anytown USA

1035 Cambridge Street
Cambridge, MA 02141
Ph (555) 555-5515
Fx (555) 555-1555
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Town Rate = 10% of officers rate per hour
Make all checks payable to Bellingham Police Department
PLEASE RETURN YELLCW COPY WITH YOUR PAYMENT
Total due in 30 days
THANK YOU FOR YOUR BUSINESS

5.7 Reprint Invoices

If an invoice did not print properly, reprint all or selected invoices. If a bill number range is not specified, then all invoices
will be printed except those being emailed.

Il Task 6376: Re-print Invoices

Re-print Invoices Invoices intended for email cannot

Optional: Bill# Range From: | To: | be reprinted from here. Email
invoices are produced and emailed

Run as  Preview ¢ Print i+ PDF during the Post Invoices step.

If Printing use Duplex & Yes 1 No

LLookup | 0K I Cancel | CIearAIIl

After posting the invoices, individual bills may be reprinted from the Customer screen. Emailed invoices may be
viewed and printed, or sent via email again.

5.8 Post Invoices

The final step in the process posts the invoices to the customer history, attaches a copy of the invoice to the customer file,
emails selected invoices, and creates general ledger transactions if set to do so in Module Control (see Section 1.3.2). The
process will print posting reports in the selected format.

I Task 6377: Post Invoices

Post Invoices

Run as ¢ Preview © Print & PDF
If Printing use Duplex & wes Mo

Lookup | 0K I Cancel |

If postin invoices to the general ledger, ensure that all the accounting information in the Bill Category Table is accurate. The
system will check this table during the posting process and will not complete the posting if there are errors.

@ Charge For Category D1 When this error is displayed, go to the Billing

has one or more missing Accounts in the Categary Table. icci
The posting will stop to allow For correction catEgory Table and Supply the missing

information. See Section 1.3.3.
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5.8.1 Billing Posting Reports

Detail Billing Summary Report

Detall Billing Posting Summary Report

01 Emploves and vehicle charge 377.10
02  Town Chargs 10.00
02 Emploves Banefita 25.42
40 Interaest E.00

Billing Total 417.52

Detail Billing Posting Report

Detall Billing Posting Report
Customer Warrant Work Date Employes Ticket # StartTime EndTime Hours Pald
000418 NATICONAL GRID-HOPEDALE 902103 16-Mar-201%2 000092 @0SSELIN, LYNN M RS0 16:00:00 21:0 5.00 127.10
245 SOUTH MAIN STREET
HOPEDALE, MR 01747
category Charge adjustment Balance
01 Employee and vehicle Charge 177.10
0z Town Charge 10.00
03 Employee Benefits 25.42
212.52 212.52
000418 NATIONAL GRID-HCOPEDALE Items: 1 212.52 212.52
customar Warrant Work Date Employee Tickst # StartTime EndTime Houre paid
000423 ROSCOE CONSTRUCTION 902103 15-Mar-2012 000295 CORRIVEAU, MICHAEL J BEQ 4.00 171.84
DEA DITCHDIGGERS
14 MATN STREET
BUILDING &
SUITE &
BOSTON, MA 02101-0000
Category Charge Adjustment Balance
01 Employee and Vehicle charge 231.98 -31.%8 200.00
40 Interest 5.00 5.00
231.98 -26.98 205.00
000423 ROSCOE CONSTRUCTION Items: 1 231.98 -26.98 205.00
Total Customers: 2
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2012 POLBIL

hoot#

2012 POLBIL

Zccount / Notes Descripticn Eudget/BegBal Debit Credit Encurbrance  Budget Adj

2012 POLBIL 16-Mar-2012 22620 1000-000- 0 DETAIL BILLINZ RECEI 177.10

2012 POLBIL 16-Mar-2012 22621 1000-00 -12400 DETAIL BILLING RECEI 5.00

2012 FOLBIL 16-Mar-2012 22620 1000-00 2400 DETAIL BILLINZ RECEI 10.00

2012 POLBIL 16-Mar-2012 22621 100000 2400 DETAIL BILLINZ RECEI 200,00

2012 POLBIL 16-Mar-2012 22620  HR10 1000-000-0 DETATL BILLINZ RECEI 25.42
BALENCE EHEET 417.52

**% Total *** Acctg 1000-000-0000-000-00-00-12400 417.52

Roct# : 1000-0 ~000-00-00-26745

2012 FOLBIL 16-Mar-2012 22620  HRL0 1000-000-0000-00 DEFERRED REV - DETAI

2012 POLBIL 16-Mar-2012 22621  HRLO 1000-000-0000-00 DEFERRED REV - DETAI

EALANCE EHEET

4% Total *** Reoctd 1000-000-0000-000-00-00-26745

16-Mar-201Z2 22820

10 1000-000-0000-000-00-00-26750 DEFERRED EEV

EALANCE EHEET

**% Total *** Rcck$  1000-000-0000-000-00-00-26750

) 1000-000-0000-000-00-00-267&0

EALRNCE SHEET

4% Total *** Roctd 1000-000-0000-000-00-00-26760

: 1000-000-0000-000-00-00-26770

16-Mar-201Z2 22821 HR10 1000-000-0000-000-00-00-26770

ERLRNCE EHEET

-DETAIL

DEFERRED EEV - LDETAIL

DEFERRED EEV - LETAI

Category 03

Category 40

The posting accounts are defined in the Billing Category Accounting Setup. See Section 1.3.3.

Category Description
pT

Accounts Recenvable [1000-000-0000-000-00-00-12400

___Adjustment Allowed this Category.
" Mone " Charge " Payment {* Both

Employee and Vehicle Charge

Account Number GIL Account Description

Cash B010-000-0000-000-00-00-10400 CASH, POLICE EXTRA WORK DETATL
Revenue B010-000-0000-000-00-00—-42150 POLICE-CUTSIOE DETATL FEE
Deferred Revenue  [1000-000-0000-000-00-00-26745 DEFERRED REY — DETAIL BILLING EMPL

DETAIL ETLLING RECETWABLE

Refund Liah)

Category Description
E Town Charge

___Adjustment Allowed this Category.
£ Mone " Charge

Account Number

" Payment {* Both

GIL Account Description

Cash BO10-000-0000-000-00-00-10400 CASH, POLICE EXTRA WORK DETAIL
Revenue B010-000-0000-000-00-00-d2150 POLICE-OUTSIDE DETAIL FEE
Deferred Bevenue  [T000 (00 DOAA- (00— N[0 267 50 DEEEREED EEY —DETATI BT THG TOUN
Accou Category Description ___ Adjustment Allowed this Category
[Z  Evplowee Berefits " Mone (" Charge " Payment & Both
Refund|
Account Humber GIL Account Description
Cash Category Description ___ Adjustment Allowed this Category_
Revenue B0 Interest " None " Charge " Payment & Both
Deferred R Account Number GIL Account Description
Accounts Cash B0 10-000-0000-000-00-00-10400 CASH. POLICE EXTRA WORK DETAIL
Revenue EO10*000*0000*000*00*00*42150 POLICE-OUTSIDE DETAIL FEE
Refund Lial
Deferred Revenue  [1000-000-0000-000-00-00-26770 DEFERRED REY - DETAIL BILLIMG IMTE
Accounts Receivable |1000*OOO*OOOO*OOO*OO*OO*12400 DETAIL BILLIMG RECEIVABLE
Refund Liahility BO10-000-0000-000-00-00-51540 EXTRA DUTY PAY
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5.8.3 Customer File Update

The posting process adds the bills to the customer file and attaches an image of the bill in PDF format. You can highlight the
bill you want and click VIEW to view and print the bill or click EMAIL to email the bill.

Invoice Summary - All

Customer # [WaeE Customer Name TOMN OF BELLIMGHAM DPW Second Name DPK
Address Information Contact Information
Address 1 26 BLACKSTONE STREET Contact  DOMALD DIMARTINO
Address 2 Phone1 {03} 966-5216 Tvpe
Address 3 Phone2 {0003 0O0-0000 Type
ity State Zip BELLINGHAM. MA 02013-0000 Refund Information
Country Wendor 000000 00
R e | 1 By Invoice | 25y Detaimicket | Transaction Histary. | 3 Update Customer |

Invoice#l Ineoice Date| Charges Adjustments Payments Refunds Balance
Eiewl Etmil l , By Invoiced |

< 0022793 16-Jun-2014 2346,00 2346,00
0022780 16— Jun-2014 1841.50 1841,50
0022753 31-May-2014 435,00 495,00
0022743 30-May-2014 1366, 00 1366,00
0022718 23-May-2014 380,00 3380.00
0022682 25-May-2014 B =] A ER
0022659 14-Apr-2014 3376.50 3376.50

5.9 Move a Line from One Customer Invoice to Another

Sometimes an error is made during billing, but not detected until after posting the bills. This is a process to
correct the customer number on a per invoice line basis.

This cannot be run from the Detail Billing detail screens. The screens are shown
here to illustrate moving the line from one customer’s invoice to another.

To begin, from the menu, select:

Human Resources P Billing and Invoicing P Correct Invoice Line — Customer Number

Human Resources

Maintenance >

Payroll Processing >

Timesheet Entry >

Special Processing >

Void/Manual/Figure Paycheck

Billing and Invoicing > Customer Query

Customer Update

Generate Invoices
Credit Balance Processing
Correct Invoice - Customer Number

Correct Invoice Line - Customer Number l}

In this example, Line #1 from the existing customer #762 invoice #6986 will be moved to customer #641.
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Detail by Invoice#
Goto Customer # & Customer Name EYERSOURCE GAS Second Name
Actions
Address Information Contact Information
5 Query Address 1 ATTH: CARMEN HERNANDEZ 129527 Contact
6 Enter Payment Address 2 P.0. BO¥ 30130 Phone 1 (000) 000-0000  Type
7 Statement Address 3 Phone2  (000) 000-0000  Type
& Single Invoice City State Zip COLLEGE STATION. TH 77842-0000 Refund Information
9 Invoice Details Country Vendor 000000 OO
0 Al Invoices. 2 By DetailTicket# Transaction History 3 Update Customer
Invoice® Line[Detail Ticket# Emp#  [Employee Name _[Invoice Date Charges| Adjustements| Payments| Refunds| Balance
4 Details| [D0D0BISE 112613 070647 [MACDONALD 0d-Jun—-2021 501,60 501.60
00006986 2 [12614 1070848 [BARRY 04-Jun—-2021 501,60 501,60
00006986 3 [12615 1070848 [BARRY 04-Jun—-2021 250,80 250,80

Figure 2 As shown above, line 1 is for Ticket # 12613 for $501.60

B Task 6000: Correct Invoice Line - Customer Number X
Correct Invoice Line - Customer Number

Required: Enter Invoicedt

Required: Enter Line Number: l:l

Required: Enter New Customer# [g41 | [EXPRESS DANCE & ACROBATICS

oK Cancel | Clear All

The process removes line 1, leaving lines 2 and 3:

== [AUC] 6352-Detail by Invoice# [luann] - x
File Edit Ledgers Purchase Orders Accounts Payable Fixed Assets Human Resources Budget Collections Tax Motor Excise Misc Billing  System  Favorites  Help
B SE e s> B O =B LS
Detail by Invoice#
Goto... Customer # Customer Name EVERSOURCE GAS Second Name
Actions
Address Information Contact Information
5 Query Address 1 ATTN; CARMEN HERMANDEZ L123527 Contact
6 Enter Payment Address2  P,0, BOM 30130 Phone 1 {000} 000-0000 Type
7 Statement Address 3 Phone2 {0003 000-0000 Type
8 Single Invoice City State Zip COLLEGE STATION. TX 77842-0000 Refund Information
8 Invoice Details Country Vendor 000000 00
0AllInvoices. By Invoice# 2 By DetailTicket# Transaction History 3 Update Customer
Invoices Line[Detail Ticket= [Emp= [Employee Mame  [invoice Date Charges| Adjustements Payments| Refunds Balance
4 Detais| [0000B986 | 2 [12614 (70843 [BARRY 04-Jun—2021 501,60 501,60
QOD0EI2E 3 [12615 070843 |[BARRY 0d-Jun—-2021 250.80 250,80
TOTAL OPEN 752,40 752,40

The next invoice number in the system will be assigned to the customer to whom the line is being moved; the
Detail Ticket, Employee # and Name, Invoice Date, and charges will all be applied to the new customer’s invoice:
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== [AUC] 6352 Detail by Inveice® [luann] — X
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets Human Resources Budget Collections Tax Motor Excise  Misc Billing  System  Favorites  Help

B S E me +m EU O w8

Detail by Invoice#

Goto

Customer # SEGFMNl Customer Name EXPRESS DAMCE & ACROBATICS Second Name

Actions

Address Information ‘Contact Information
§ Query Address 1 132 CENTRAL ST Contact  ROSE AMM
6 Enter Pavment Address 2 Phone 1 (508) 245-1713 Type
7 Statement Address 3 Phone2 (000} 000-0000 Type
8 Single Invoice City State Zip MILFORD, MA 00000-0000 Refund Information
9 Invoice Detais Country Vendor - 0OOCCO 00

0Al Invoices oice# 2 By DetailTicket# Transaction History 3 Update Customer
Invoice® | Line|Detail Ticket® Emp® _ [Employee Name _[Invoice Date Charges] Adjustements Payments Refunds| Balance]

4 Delais| [00006999 | 112613 070647 [MACDONALD 04-Jun-2021 50160 501,60
TOTAL OPEN 501,60 501.60

Figure 3 The corrected invoice after moving the line

6 CREDIT BALANCE PROCESSING

Credit balance processing provides an automated way to apply a customer’s credit balance from one charge on a bill to a
debit balance on another bill or another charge on the same bill. It automatically generates Payment Transfer transactions,
just as if you entered them manually (see Section 10.4). See that section for further details instructions on managing
payment transfers. The difference is that this process only works with a single customer; when you manually enter payment
transfers, you can transfer a payment from one customer’s bill to that of another customer.

From the menu, select Human Resources P Detail Billing P Credit Balance Processing. The steps menu will appear to guide
you through the process.

Festart Process

Batch Entry
Creste Credit Balance Transfer Transactions
Payment Transfer Entry
Adjuztment Edit List
Submit Adjustment Batch
Pozt Adjustmernts

6.1 Restart Process

To begin, click on Restart Process. The credit balance process creates temporary work files, and no live files are updated
until you perform the last step, Post Adjustments. The reset process clears the work files and prepares you for a new
batch. You will be asked to confirm the action.
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You also have the option of deleting the batch you created for this process. You may want to do this if you want to
abandon the process altogether. If you just want to start over because you made errors in subsequent steps, you can leave
the batch record and re-use it.

Il Task 6002: Restart Adjustment Step Process

Restart Process
Running this step will remove any credit adjustment records
that you have previously created.
Removing the batch control record is optional.

Are you sure?  No ©* Yes
Remove Batch Record? & g — Yes

Run as & Preview ¢ Print " PDF
If Printing use Duplex & wes 1 No

Lookup | 0K I Cancel Clear All

6.2 Batch Entry

In order to collect payments, you must create a batch. Select this option from the steps menu and the Batch Entry screen
will appear for you to modify an existing batch or create a new one.

6.2.1 Add New Batch

To create a new batch, click Add New. The system will prompt you for a batch number. You can either enter a batch
number of your choice, using up to ten (10) alphanumeric characters or leave the field blank to have the system assign the
next sequential number. You will be asked to confirm that you want to add the record.

Blank for System Number IHN35|]|]| ?/ TN v ——
0K I Cancel | >

‘fes Mo

6.2.2 Maintaining the Batch Screen

The batch screen contains important dates as well as information used to ensure that the batch is balanced before posting.
The batch screen is the same as the Adjustment Batch screen described in Section 10.2.2, and operates the same way as
the payment batch screen (see Section 7.2.2).

The system will display the This is the difference between
actual amounts entered. expected and actual.

v
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Current Batch
Batch RNSE00 Batch Type _ Edithote |
Pay-Trx Date = fpr—=012 " Receipt This is =& notepad where you can enter unlimited
Deposit Date & Adjustment text.
Revenue Date [D2—Rpr—2012
Posted Date
Expected Amounts Entered Amounts Balance
To or Payment 344,65 To or Payment 344,65
From or Charge —3dd .60 From or Charge =3Zdd 65
Refund ] Refund
Total Expected Total Entered
Trans# Bill Humher Line Empl. Name Transaction Charge Payment Refund
1055 Q0021989 3 ROLLS Transfer To Edit
1054 Q0020150 1 RANMIERT Transfer To Eclit
1053 Q0019177 1 FETERSOM Transfer To Edit
1052 Q0014483 95 MCLAUGHLIN Transfer To Eclit
1051 00014452 2 LEMOH Transfer To Edit
1080 Q0014472 2 SCHREFFLER Transfer To Eclit
1049 00014456 ] HARRIS Transfer To Edit
1048 Q0014453 10 KUTCHER Transfer To Eclit
1047 00014136 26 CATALDO Transfer To Edit
1046 Q0012106 1 LAMARRE Transfer To Eclit
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6.3 Create Credit Balance Transfer Transaction

When you select this option, the system will search for bills that have a credit balance, and create a transfer transaction
that applies the credit balance to another bill for the same customer that has a debit balance. The process will produce a
report, which you can print in text or PDF format, for your review.

Il Task 6003: Create Credit Balance Transfer Transactions

Create Credit Balance Transfer Transactions

Runas & Preview  Print  PDF
If Printing use Duplex & Yes  No

Lookup | OK I Cancel |

In the first example on the report below, Bill #12106 for Customer #154 has a balance of zero. However, a partial payment
had been applied to the Employee and Vehicle charges, and an adjustment had been applied to the Town Charge. This
resulted in a debit balance for the first charge and a credit balance for the second charge. To clear the bill, his credit will be
applied to the debit balance on the bill. The transactions are created in a work file, and you can accept, change or delete
them in the next step.

Bill # Line Ticket# Employee Bill Date Billed Adjusted PaidRefunded Balance
4 Categories ||00012106| 1 [#9754 000302 LAMARRE 22-0ct—-2003 10,08  —69,17 136,04

Work Detail Billing Categories

Hours

ine Emp# Employee Mame Location MorkDate Category
10 2 LAMARRE #9754 27 )2 Employse and Ve 4,00 95,12
1 000302 LAMARRE #9754 27-5ep-2003 Town Charge 10,09

Total for This Detail 4,00 205,21
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Create Credit Balance Transfer Transactions
Batch: RN2600 Revenue Date: 02-Apr-2012 Pay Date: 0Z-Apr-2012 Trx Date: 02-Apr-2Z012
Trxh Cust# Customer Name Bills Line Category From To
1046 000154 LEANN MATATOL 00012106 1 Town Charge -59.08
1048 000154 LEANN MATATOL 00012106 1 Employee and Vehicle Charg 53.08
000154 LEANN MATATOL -59.08 59.08
1047 000174 ALL PHASES LLC 00014136 26 Town Charge -70.82
1047 000174 ALL PHASES LLC 00014136 26 Employee and Vehicle Charg 70.92
000174 ALL PHASES LLC -70.92 70.92
1048 000178 MIDDLESEX CORPORATION 00014463 10 Town Charge -26.90
1048 0001768 MIDDLESEX CORPORATION 00014463 10 Employee and Vehicle Charg 26.90
1048 000178 MIDDLESEX OORPORATION 00014466 38 Town Charge -2.52
104% 000178 MIDDLESEX CORPORATION 00014466 38 Employee and Vehicle Charg 2.52
1050 000178 MIDDLESEX OORPORATION 00014472 2 Town Charge -26.30
1050 000178 MIDDLESEX CORPORATION 00014472 2 Employee and Vehicle Charg 26.90
1051 000178 MIDDLESEX OORPORATION 00014482 2 Town Charge -26.90
1051 000178 MIDDLESEX CORPORATION 00014482 2 Employee and Vehicle Charg 26.90
1052 000178 MIDDLESEX CORPORATION 00014483 95 Town Charge -26.90
1052 000178 MIDDLESEX OORPORATION 00014482 35 Employee and Vehicle Charg 26.90
000178 MIDDLESEX OORPORATION -110.12 110.12
1053 000228 BILL WALSH CONSTRUCTION 00012177 1 Town Charge -13.45
1053 000228 BILL WALSH CONSTRUCTION 00012177 1 Employee and Vehicle Charg 13.45
000228 BILL WALSH CONSTRUCTION -13.45 13.45
1054 000243 FRANKLIN CHAMBEE OF COMMERCE 00020150 1 Town Charge -59.08
1054 000243 FRANKLIN CHAMBER OF COMMERCE 00020150 1 Employee and Vehicle Charg 59.08
000243 FRANKLIN CHAMBER OF COMMERCE -59.08 559.08
1055 000283 FRAMINGHAM - PAVAO 00021989 3 Town Charge -22.00
1055 000283 FRAMINGHAM - PAVAD 00021989 3 Employee and Vehicle Charg 32.00
000283 FRAMINGHAM - PAVAD -32.00 32.00
**+ Grand Total *#*+* -244.85 244.65
Total #Trxs: 10
Total #Records: 20

6.4 Payment Transfer Entry

Select this option to view, change or delete the transactions just created. This screen is identical to the Payment Transfer
Entry screen in the Adjustments chapter (see Section 10.4). You can make any desired changes (so long as the from and to
amounts are balanced) or you can remove the transaction.
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Payment Transfer Entry

Remove 1 I

Username ROSCOE TrxMumber

Bill# 50012106 Line 1 Faln | Pallp I

From Type 57
Detail Billing LEAMHN MATATOL
Het Billed Paid Balance Entry Adj.Bal
Employse and Vehicle Ch 195,12 136,04 559,08 53,08
Tawn Charge 10,09 -55.,08 -55,08
Total 205,21 136 .04 -55.08 59,08

Type 57 Bill# 50012106 Line 1 Bl | Pallp |

To
Detail Billing LEAMHN MATATOL
Het Billed Paid Balance Entry Adj.Bal
Employse and Vehicle Ch 195,12 136,04 559,08 55,08
Tawn Charge 10,09 -55.,08 -53,08
Total 205,21 136 .04 59,08 -58,08

6.5 Adjustment Edit List

Select this option to print a report of the edited transactions. The screen will list all your batches; you select the one(s) you
want to print by checking the box or using the Select All button. Click the Print Edit List button and choose an output

format.
Adjustment Edit List
Select All | Deselect Al I < Print Edit List 2:
Uzer Batch Trx, Date Expected Entered Uzername
T 500 O2-fpr-2012 ROSCOE

W Task 6400: Adjustment Edit List
Adjustment Edit List

Runas ¢ Preview ¢ Print ~ PDF
If Printing use Duplex & Yes " No

Lookup | 0K I Cancel
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2djustment Edit List
Trx# Trx Date B111% Customar Category Int Data Charge Pavment
e e
* Bpatch # : RN2600 ** Batch In Balance ** -
* Entered : & Will post
* Expected *
AR S TIT L
From 1046 02-Apr-z01z 0001Z106 LERNN MATATOL
Town Charge -55.08
TO 1046 02-Apr-2012 00012106 LERNN MATATOL
Employves and Vehicle charge Eo.o8
From 1047 02-Apr-2z01%z 00014136 ALL PHASES LLC
Town Charge -70.02
TO 1047 02-Apr-2012 00014126 ALL PHASES LLC
Employves and Vehicle charge TO.82
From 1048 02-Apr-2012 00014463 MIDDLESEX CORPORATION
Town Charge -26.90
TO 1048 02-Apr-201Z2 00014482 MIDDLESEX CORPORATICHN
Emploves and Vehicle cCharge 26.50
From 1048 02-Apr-2012 00014466 MIDDLESEY CORPORATION
Town Charge -2.52
TO 1045 02-Apr-2012 00014466 MIDDLESEX CORPORATICHN
Emploves and Vehicle Charge 2.52
From 1050 02-Apr-2012 00014472 MIDDLESEY CORPORATION
Town Charge -28.90
TGO 1050 02-ApPr-2012 00014472 MIDDLESEX CORPORATICN
Emploves and Vehicle Charge 26.50
From 1051 02-Apr-2012 00014482 MIDDLESEX CORPORATICN
Town Charge -26.%0
TG 1051 02-ApPr-2012 00014482 MIDDLESEX CORPORATICN
Emplovee and Vehicle charge 26.80
Fram 1052 02-Apr-2012 00014483 MIDDLESEX CORPORATICN
Town Charge -2€.00
To 1052 02-Apr-201z 00014483 MIDDLESEX CORPORATION
Emplovee and Vehicle Charge 26.50
From 10&53 02-Apr-2012 00019177 BILL WALSH COMSTRUCTICH
Town Charge -13.45
To 10583 02-Apr-2012 00019177 BILL WALSH CONSTRUCTICN
Emploves and vehicle charge 13.45
From 1054 02-Apr-2012 00020150 FRANELIN CHAMEBER COF CCMMERCE
Town: Charge -55.08
To 1054 02-Apr-2012 00020150 FRANKLIN CHAMEER OF COMMERCE
Employese and Vehicle Charge 59.08
From 10EE 02-Apr-2012 00021929 FRAMINGHAM - PAVAD
Town Charge -32.00
To  10EE 02-Apr-2012 000219289 FRAMINCHAM - DAVAC
Employes and Vehicle Charge 32.00
**% Total *** Batch RNSe0O

6.6 Submit Adjustment Batches

After you have completed all entries and balanced the batch, you must submit it to a person authorized to post it. If you
have administrator privileges, you can control who has access to the posting function. Even if you are authorized to post,
you must still run the submit process. While this basically means submitting it to yourself, it is a step that prepares the
batch for posting.

To submit, you can choose Submit Batch from the steps menu or from the Batch Entry screen. The screen will display a list
of batches that are in balance and therefore ready to be submitted. You can select the one(s) you want by checking the
selection box, or using the Select All button. Click Submit Batches; you will be asked to confirm that you want to continue.

Submit Adjustment Batch

Select All | Deszelect All | ‘ Submit Batches !

User Batch Trx=, Date Expected Entered Usernane

[AUC] 6398-Submit Adjustment Batch

‘L? / PE50-0K ko continus?

¥ RHSE0O 02-Apr-2012 ROSCOE Yes Ha

@If you submit a batch in error, you can restore it. See Section 7.6.
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Il Task 6401: Clear Adjustment Batch
Clear Adjustment Batch

Print Report as: & symmary

Runas & Preview ¢ Print

If Printing use Duplex & Yes  No

Lookup | 0K I Cancel

Detail

' PDF

13 May 2022

The process will create a report,
which you can view in detail or
summary format.

* Batch # : RNS&00
* Entered : &
* Expected: 2

From 1048 02-Apr-2012 00012108
To 1048 02-Apr-2012 00012108
From 1047 0z-Apr-2012 00014138
Tao 1047 02-Apr-2012 00014136
From 1048 02-Apr-2012 00014463
Tao lo48 02-Apr-2012 00014463
From 104% 02-Apr-2012 00014466
To 1049 02-Apr-2012 00014468
From 1050 02-Apr-2012 00014472
To 1050 02-Apr-2012 00014472
From 1051 0z-Apr-2012 00014482
Tao 1051 02-Apr-2012 00014482
From 1052 02-Apr-2012 00014483
Tao 1052 02-Apr-2012 00014483
From 1053 02-Apr-2012 00019177
To 1053 0z2-Apr-2012 00019177
From 1054 Q2-Apr-2012 00020150
To 1054 Q2-Apr-2012 00020150
From 1055 0z-Apr-2012 00021982
Tao 1055 02-Apr-2012 00021989

Fhkh Rk ke k kR R R kR R AR AR AR AR A h AR AR bk kA ke h hh ke hhk

** Batch In Balance *+

Will Post

B T T TR T TR P P P PR R PR R T

LEANN MATATOL

LEANN MATATOL

ALL PHASES LLC

ALL PHASES LLC

MIDDLESEX CORPORATION

MIDDLESEX CORPORATION

MIDDLESEX CORPORATION

MIDDLESEX CORPORATION

MIDDLESEX CORPORATION

MIDDLESEX CORPORATION

MIDDLESEX CORPORATION

MIDDLESEX CORPORATION

MIDDLESEX CORPORATION

MIDDLESEX CORPORATION

BILL WALSH CONSTRUCTION

BILL WALSH CONSTRUCTION

FRANKLIN CHAMBER COF COMMERCE

FRANKLIN CHAMBER COF COMMERCE

FREMINGHAM - PAVAC

FREMINGHAM - PAVAOD

Clear Adjustment Batch

Town Chargs -59.08
Employes and Vehicle Charge 5%.08
Town Charge -70.92
Employes and Vehicle Charge 70.92
Town Charge -26.80
Employes and Vehicle Charge 26.%0
Town Chargs -2.52
Emploves and Vehicle Chargs 2,52
Town Chargs -26.%0
Employes and Vehicle Charge 26.%0
Town Charge -26.8%0
Employes and Vehicle Charge 2E.%0
Town Chargs -26.90
Employes and Vehicle Charge 26.%0
Town Chargs -13.45
Employves and Vehicle Chargs 13.45
Town Chargs -59.08
Employes and Vehicle Charge 5%.08
Town Charge -32.00
Employes and Vehicle Charge 3z.00

6.7 Post Adjustments

The final step in processing adjustments is posting. This process updates the billing and customer files and creates general
ledger transactions as instructed by the accounting rules in the Detail Billing Category setup (See Sections 1.3.2 and 1.3.3).

When you choose this option, a screen will display all batches ready for posting. You can select the one(s) you want by
clicking on the checkbox or using the Select All button. You can post multiple batches at the same time. Click on Post
Batches; you will need to verify that you want to proceed.
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Post Adjustments
[AUC] 6399-Post Adjustments B4
Select Al | Deselect All I < Post Batches D > :
:“’/ PE50-0F ko continue?
User Batch Trx, Date Expected Entered Username h
WV RMNSE00 02—Apr-2012 ROSCOE es Mo

Il Task 6454: Post Credit Adjustments The system will produce hdjustment Posting E
Post Credit Adjustments . .
) reports that you can print &p |, ***Process is Complete ***
. -
: : in the format of your h
Run as  Preview  Print + PDF

choice, and will notify you
when posting is complete.

Lookup | OK I Cancel | Ok I Cancel

If Printing use Duplex & Yes ( No

There are four posting reports:

1. Anerror report showing accounts that were not posted because the accounting section of the Billing Category was
not completed. The notation “No Records Selected” means there are no errors.

Accounts not posted because Billing Category Account not set

No Records Selected

2. Adetailed adjustment posting report.
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FUET RIS TIENTE
Trx# Trx Date B1ill# Customer Category Int Date Charge Pavmant
Rk R R
* Batch # : ENS800 ** Batch In Balance ** -

* Entersd : 2 Will Post *
* Expected: 2 *
D R R L T T T T P T e
From 1046 02-Apr-201Z2 00012106 LERNN MATATOL
Town Charges -5g.08
To 1046 02-Apr-2012 0 2106 LEANN MATATOL
Employes and Vehicle charge 55.08
From 1047 02-Apr-2012 BLL PHRSES LLC
Town Charge -70.82
To 1047 2-Apr-2012 BLL PHRSES LLC
Employes and Vehicle charge 70.92
From 1048 02-Apr-2012 0 MIDDLESEX CORPORATION
Town Charge -26.50
To lo4e 02-Apr-2012 MIDDLESEX CORPORATION
Employee and Vehicle Charge 26.50
From 104% 02-Apr-z01z MIDDLESEX CORPORATION
Town Charge -2.52
To 1049 2-Apr-2012 MIDDLESEX CORPORATION
Employse and Vehicle charge 2.52
From 10E0 02-Apr-2012 MIDDLESEX CORPORATION
Town Chargs -26.80
To 1080 02-Apr-2012 MIDDLESEX CORPORATION
Emploves and Vehicle cCharge 26.50
From 10E1 2-Apr-2012 0 MIDDLESEX CORPORATION
Town Charge -26.50
To 1051 02-Apr-z0lz o MIDDLESEX CORPORATION
Employaese and Vehicle charge 26.050
From 10E52 02-Apr-2012 MIDDLESEX CORPORATION
Town Charge -26.50
To 1052 2-Apr-2012 MIDDLESEX CORPORATION
Employ=ee and Vehicle cCharge 26.90
From 1053 02-Apr-2012 0 BILL WALSH CONSTRUCTICN
Town Charge -13.45
To 1DE32 02-Apr-2012 EILL WALSH CONSTRUCTICN
Employse and Vehicle charge 13.45
From 1054 02-Apr-z01z 0 0 FRAENKLIN CHAMEER OF CCMMERCE
Town Charge -E5.08
To 1054 02-Apr-2012 0 2150 FRANELIN CHAMEEE CF CCMMERCE
Employse and Vehicle charge 5%.08
From 10EE 02-Apr-2012 1929 FRAMINGHAM - PAVAD
Town Charges -3z2.00
To 1085 02-Apr-2012 1989 FRAMINGHAM - PAVAC
Employes and Vehicle charge 32.00
*#%% Total *** Batch RNSe0D

3. A summary report by Billing Category

Adjustment Feoasting Eeport - Category

Receipt Type Payments Refunds

Employes and Vehicle Charg 244.55
Town Charge -244.65

#%*% Grand Total #**+

4. The General Ledger posting report, reflecting the accounting instructions in the Billing Category table. In this case,
the transactions will be posted, but the net amount is zero because all transfers were offset.

Adjustment Posting Listing - GL

Receipt Posting Summarized by Revenue Account Number
Receipts Posted On 04-Apr-2012

2012 8010-000-0000-000-00-00-42150 POLICE-OUTSIDE DETAIL FEE

**% Grand Total ***
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General Ledger Transaction Screen
Account Humber
4 (20 10-000-0000-000-00-00-42 150 Type Rewvenue Status i
POLICE-CUTSIDE DETAIL FEE Sub-Tyvpe Posting Fund Status (]
Appropristion Appropriation Adj Encumbrance Dehitz Credits Remaining Balance

I I I I I I

Trx Date Post Date Line GL# Reference# TriCode User Bat# GL Bat# Amount  Type
Z—-Apr-2012 a0 1 14463 HRE12 RHS&00 8852210 26,90 CR
2-Apr—201Z2 118 2 14466 HR12 RHSE00 8832210 2,52 IR
Z-Apr-2012 128 1 14des HRE12 RHS&00 8832210 2,62 CR
2-Apr—201Z2 102 2 14472  HR12 RHSE00 8832210 26,90 IR
Z-Apr-2012 112 1 14472 HRE12 RHS&00 8852210 26,90 CR
2-Apr—201Z2 122 2 14482  HR12 RHSE00 8832210 26,90 IR

2-Apr—-2012 21 2 12106 HR1Z RHSE00 8832210 59,08 R

Z2-Apr-2012 21 1 12106 HR1Z RHSE00 8832210 59,08 R

The adjustments are now reflected on the Customer inquiry screen.
O Detail B 1 ategorie
Line Emp# Employes Mame Location HorkDate Category Hourz Charges Paid justment Refunded Balance i
1 000302 LAMARRE #9754 27-Sep-2003 Employee and Ve 4,00 195,12
9

1 000302 LAMARRE #5704 27-5ep-2003 Town Charge 10,0
Totasl for This Detail 2

1

7 ENTER PAYMENTS

To collect payments against Detail Billing invoices, from the menu select Human Resources P Billing and Invoicing P Batch
Entry.

d Billing and Invoicing Custormer Query
Bank Reconciliation Customer Update

L LIEries

E g e Generate Invoices

F spar Credit Balance Frocessing
Tables

Batch Enfry

Quarterly Processing

* v v ¥ v v v v ¥ |[BJ

Year-End Processing Detail Payment
Module Maintenance Receipt Edit List
InterfacesAmports Submit Batch
Site Specific Post Batches

7.11 Add New Batch

To create a new batch, click Add New. he system will prompt for a batch number. Either enter a batch number using up to
ten (10) alphanumeric characters or leave the field blank to have the system assign the next sequential number.
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Cancel |
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IRNS1I]I]|

7.1.2 Maintaining the Batch Screen

The batch screen contains important dates as well as information used to ensure that the batch is balanced before posting.

The user enters

I (0022793 1

SAYOIE

expected
amounts.
Batch Entry

Batch ] Batch Type Ecit Mote |
Pay Trx Date  [17-Jun-2014 & Receipt Mo text availahle
Deposit Date = Adjustment
Revenue Date [17-Jun—2014
Posted Date

Expected Amofints Entered Anfounts Bal!ce
Cash Cash
Check Check
Other 344,00 Other 344,00
Total Expected Zdd 00 Total Entered 3dd,00
Trans# Invoice Humber  Line Empl. Name Transaction Cash Check Other

IJ
744,00 Bt | |

\ Description
This will default to the current date, and you can change it if you wish. This is the date that will be
Date stamped on the transaction, and the date that the customer will be credited with payment.

Pay-Trx
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Field \ Description

Deposit Enter the date the funds were deposited in the bank. This could be different from the transaction
Date date.

Revenue This will default to the Pay-Trx Date and you can change it if you wish. This is the date that the
Date general ledger will post the revenue.

Batch Type This will automatically default to Receipt and you should not change it.

Edit Note This is a notepad where you can enter unlimited text to annotate the batch.

Expected To ensure that the batch is balanced, enter the amount of cash, check and other instruments that
Amounts you intend to enter. The system will compute the amounts you actually enter, and will display

them in the Entered Amounts column. Any discrepancies will be displayed in the Balance column.
You must correct any discrepancies and the batch balance must be zero before you can post the
batch.

7.2 Detail Payment Screen

The payment screen offers several options to locate the bill to be paid. Click on the button opposite the desired search
field. Then enter the information or use the magnifying glass to search records.

7.2.1 Bill Payment Tab

For example, here we clicked on Cust# (this is the default order). The screen displays all the bills for the first customer in
the file, which in this case is Customer #1. If you know the customer number you want to pay, you can enter it here. If not,
you can use LOOKUP to search for a customer by number.

M Open Bills by Customers

Z-E\wtmm Hame e * gl * ustonert  Custoner
3 rwoicE Manber o PLLSTOM FOWER AMERLCAN HATION  O0¢
A-DtsilTicked & BAf STHTE GAS CO

& Emplayss £ L0006 A STATE GAS €O

6-Locstion L0065 A GTATE GRS £

EAY STHTE GRS O
EAn STHTE GRS OO

In this example, we clicked the Customer # button and entered 00009. All open bills for this customer were displayed.

Detail Payment
1-Customer # 00009
Z-Custamer Mame OkM OF BELLIMGHAM DR
3-Imvaice Mumber Q00000
4-DetailTickst #
S-Employee # 0000
E-Location
Detail Bayment | Invoice Detail | Tranzactions |
Sel Employee Work Date Invoice# Line Detail Ticket# Met Invoiced Paid Balance Payment New Balance
[ sAvOIE 17-Jul-2013 00022795 1 2115 495,00 495,00 455,00
[ PERRY 09-Jul-2013 Q00Z2793 2 #2077 495,00 495,00 455,00
[ HOUSTOM 10-Jul-2013 Q0022795 3 2089 495,00 495,00 455,00
[ HOUSTOM 11-Jul=-2013 00022795 4 2091 495,00 495,00 455,00
[ HOUSTOM 21-Jul-2013 00022793 5 2140 366,00 366,00 366,00
[ AYOTTE 25-Jul-2013 00022780 1 2170 410,00 410,00 410,00
[T TAGLIAFERRI 2d-Jul-2013 00022780 2 2152 410,00 410,00 410,00
Once the bill to be paid is located, click the box next to it in the Sel column.
Sel Employee VWork Date Imvoice#  Line Detail Ticket® Met Invoiced Paid Balance Payment Hew Balance
[ EAvOIE 17-Jul-2013 Q0022792 1 2115 495,00 495,00 495,00
ey . . . . . .
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You will be taken to the Invoice Detail tab screen.

7.2.2 Detail Payment Tab

This screen will list all the charges for the bill you selected. You will enter the amount tendered in cash, check or other, and
apply the payment to the various charges. The screen gives you some flexibility as to how to apply payments. Examples
below will demonstrate the various options.

cust# R Tendered Applied
Customer Name  [TOWN OF BELLINGHAM DPW Bcash |
Invoice # 00022733 Line [T 7 Check
DetailTickety [P115 8 Other 244,00
Employee 00207
Location [DENEAULT DRIVE PayDate [17-Jun—201d
Detail Payment | Inyoice Detai | Transactions | OowrPmt [ 4 Apply | 5 Aft App |
Employee Description Het Imvoiced Paid Balance Sel Payment Mew Balance
000307 SAVOIE Chargs 344,00 344,00 ' 344,00
000307 SAVOIE Car Detail 70,00 70,00 r 70,00
000307 SAVOIE Taun Fee 15,00 15,00 r 16,00
000307 SAVOIE Meals 16,00 16,00 r 16,00
000307 SAVOIE misc 50,00 50,00 r 50,00
000307  SAVOIE interest r
495,00 495,00 495,00

e Amount Tendered: Enter either the amount for this particular bill, or the total amount you plan to enter for the
batch. The system will fill in the Applied column after the payment has been distributed over the charges.

Before payment distribution After payment distribution
Tendered Aeplisd Tendered HApplied
g cash | 200,00 e !| 200,00

e Overpayment. The system allows for overpayments to be credited to a bill. The “greyed- out”
check box indicates whether you have designated Detail Billing as eligible for overpayment (see
Section 1.2 ). If you enter an amount greater than the balance due on this bill, you have two options:

o Designate the transaction as an overpayment on this bill by checking the OvPmt Box. The balance will be
applied as a credit on this bill.
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Tendered Applied
B Caszh
7 Check
& Other FO0,00
PayDate [{7-Jun-2014
OwTPmt [+ [v 4 Apply I 5 Aft App I
Paid Balance Sel Payment  Mew Balance Sel Payment  New Balance
344,00 [ 549,00 -205,00 4 344,00
70,00 I 70,00 v 70,00
15,00 ¥ 15,00 v 15,00
16,00 I 16,00 v 16,00
50,00 I 50,00 [ 255,00 —205,00
r rr

o Do not check the box to designate it as an overpayment; the balance will be carried over to the next
bill as the amount tendered.

Tendered Applied

gCash | ]
7 Check
Pay Date |1?—Jun—2014

Owrl I~ _adpply | satapp |

e Apply. You can distribute the tendered amount over the charges in one of four ways:

1. Click the Apply button. If the amount tendered is Tendered
greater than or equal to the bill total, all charges will E Cash 200,00
be paid in full. If the amount tendered is less than Esioth:zl:
the bill total, the charges will be paid according to the =

Post Order in the Detail Billing Category setup (See 4 dpply | _5akapp |
Section 1.3.1). Balance Sel Payment  New Balance
177,10 F[ 177.10
10,00 M 10,00
25,42 [ 1250 12,52
r
2. Click the Alt App button to apply a partial payment Sel Payment Mew Balance
according to the Alternate Post Order in the Detail v 164,58 12.52
Billing Category setup (See Section 1.3.1). W[ 10,00
v 25,42
F——
3. Click on the check box next to the charge you want to Balance Sel Payment  MNew Balance
apply payment to. The balance will be filled in 177,10 [ 177,10
10 AN |l I 10 AN

automatically.

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 45 of 68



ADMINS Unified Community HR-490 Billing & Invoicing

Human Resources
13 May 2022
4. Enter the amount you want to apply to each charge. Balance |Sel  Payment New Balance
The Sel box will be checked and the balance 177,10 M 150.00 27,10
displayed automatically. 10,00 v 10,00
L) A L) r 25 A0

7.3 Receipt Edit List

Choose this option to print a report of the payments you have entered. The screen will display your payment batches, and
you can select some or all of them to include on the report.

Receipt Edit List

Select Al I Deselect Al I Prird Edlit Li=t I

Uszer Batch Pay Date RFeverue Date Entered Username
I T 02-Apr-2014  02-Apr-2014 100,00 KATHYC
v z3 17-Jun-2014  17-Jun—-2014 495,00 KATHYC

You can print in detail or summary, and with a choice of formats:
Receipt Edit List
Print Report as: & symmary ¢ Detail

Run as & Preview " Print  PDF
If Printing use Duplex & ves  No

Lookup | 0K I Cancel

Summary Report /

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 46 of 68



ADMINS Unified Community HR-490 Billing & Invoicing
Human Resources

13 May 2022

Printed in format: Summary
Detail Billing
Bstch # : RNS100 #% Batch Totals Tisagrss #+ Will Not Post
Entered : 3 417.52
Expected: 3 517.52

Trag Bill§ Line Customer Name Ticket Humber Location Chack# Cash Cash Back Check Other Amount Paid Fay Date Rev Date
244 00022620 1  NATTONAL GRID-BOFEDA ASQ Willow Street & C 21z2.52 212.52 30-Mar-2012 30-Mar-2012
245 00022621 1  ROSCOE CONSTRUCTICH E&Q Clifford Strest

0-Mar-2012 30-Mar-2012

#¥s Total for Detail Billing  ###

#%+ Total for Batch ENS100 w%6 Will Not Bost 417.52 417.52

#%% Grand Total *ev

Count caen cash Back Het Casn Check Other Amount Faia

These transactions CAN be posted because the batch is balanced.
See Section 5.2.2 Maintaining the Batch Screen.

Detail Report 4
’ Printed in format: Detailed

Detail Billing

Batch # : RNELOO *% patch In Balance *+ Will Fest
Entered : $ 417.52
Expected: § 417.52

Trrk Bill§ Line Tickst Number Deacripticn Emplayee Chack# Cash ash Back Check Other Amount Paid Fay Date Rev Date
as0 Employee and Vehicle © GOSSELIN
as0 Town Charge GOSSELIN
250 Employse Bensfita GOSSELIN
EGD Emple and Vehicle © CORRIVEAU

EG0 Intersst CORRIVEAU

#%% Total for Detail Billing  ##+

*&% Total for Batch RNS100 *%  Will Post

#¥+ Grand Total #a+

casn ash Back Met Cash Check Other Amount Faia

417.52 417.52 417.52

7.4 Submit Batch

After you have completed all entries and balanced the batch, you must submit it to a person authorized to post it. If you
have administrator privileges, you can control who has access to the posting function. Even if you are authorized to post,

you must still run the submit process. While this basically means submitting it to yourself, it is a step that prepares the
batch for posting.

To submit, you can choose Submit Batch from the menu or from the Batch Entry screen.
e  Selecting from the Batch Entry screen will submit the batch you are on.

e Selecting from the menu will display a list of batches that are in balance and therefore ready to be submitted. You
can select the one(s) you want by checking the selection box, or using the Select All button.
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Submit Batch

Select Al I Deselect Al I Submit Batches I

Uzer Batch Pay Date Fevenus Date Entered Username
14 02-Apr-2014  0Z2-Apr—2014 100,00 KATHYC
 EN 17-Jun-2014  17-Jun-2014 435,00 KATHYC

[AUC] 6386-Submit Batch

. ?r/ PE50-OK ko conkinue?

Yes Mo |

Print Report as! & Summary ¢ Detail

Run as ¢ Preview ¢ Print * PDF
If Printing use Duplex & ves  No

Il Task 6387: Submit Batches

Submit Batches

Lookup | 0K I Cancel

Summary Report

You will need to verify that you want
to continue.

The process will print a report, which
you can run in summary or detail.

f357-HRPERECCLR.REP

Entered : § 495.00
Expected: § 455.00

Printed 18-Jun-2014 at 08:49:53 by KATHVC

Batch # : 3% ** Batch In Balance ** Will Post

Town of ADMINS
Submir. Batches

Frinted in format: Summary
Detail Billing

Trx# Bill# Lline Customer Mame Ticket Humher Location Checks# Cash Cash Back Check Other Amount Paid Pay Date Rev Date
244 00022793 1 TOWH OF BELLINGHAM D 2115 DENEAULT DRIVE 495,00 435.00 17-Tun-2014 17-Jun-2014
**% Total for Detail Billing wEE 495,00 435,00
**% Total for Batch 39 #*%  Will Post 495,00 435,00
*** Grand Total **%
Cash Cash Back Het Cash Check Other Amount Paid
435,00 495,00
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63§7-HRPERECCLR.FEP Printed l8-Tun-2014 at 08:51:35 by FATHVC
Towr of ADMINSG
Submit Batches
Printed in format: Detailed
Detail Billing
Batch # : 39 #+ Batch In Balance #% Will Fost
Entered : § 495.00
Expected: § 495.00
Trxg  Bill§ Line Ticket Numher Descriprion Euployes Check# Cash  Cash Back Check Other Amount Paid Pay Date  Rev Date
244 00022793 1 2115 Charge SAVOIE 344,00 344.00 17-Jun-2014 17-Jun-2014
244 00022793 1 2115 Car Detail SAVOIE 70,00 70.00 17-Jun-2014 17-Tun-z014
244 00022793 1 211§ Town Fee SAVOIE 15.00 15.00 17-Jun-2014 17-Tun-2014
244 00022793 1 2115 Meals SAVOIE 16.00 16.00 17-Jun-2014 17-Jun-z014
244 00022793 1 2115 misc SAVOIE 50,00 50.00 17-Jun-2014 17-Jun-z014
#%% Total for Detail Billing — #&+ 485,00 4395.00
+%% Total for Batch 39 +%% Till Post 495,00 495.00
#*% Grand Total %%
Cash Cash Back Het Cash Check  Other Amount Paid
1 495.00 495,00

The Batch Entry Screen now shows that it has been submitted.

Batch Entry Submitted on 18-Jun-2014
Batch Batch Type EgitietE |
Pay.Trx Date [i7-Jun-201d & Receipt Mo text available
Deposit Date 17 =Jun-2014 = Adjustrment
Revenue Date [17-Jun-2014
Posted Date

7.5 Restore Batch

If you submitted a batch in error, click the Restore Adjust Batch button on the left side of the Batch Entry Screen. This is
only to restore a submitted batch, not a posted batch. You have the option of printing a report, which is identical to the
Submit Batch report.

MM Task 6133: Restore Submitted Batch
Restore Submitted Batch

The batch entry screen reverts to the label Current Batch.

Issue Restore Batch Report ~ wvec & No

Batch Entry
Current Batch

Edit Note |

Batch EBEM

Batch Type

7.6 Post Batches

The last step in processing payments is posting. This process updates the billing and customer files and creates general
ledger transactions as instructed by the accounting rules in the Detail Billing Category setup (See Sections 1.3.2 and 1.3.3).

e  Selecting Post Batch from the Batch Entry screen will post the currently selected batch.
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e  When you choose this option from the menu, a screen will display all batches ready for posting. You can select the
one(s) you want by clicking on the checkbox or using the Select All button. You can post multiple batches at the

same time.

Select All |

Post Batches

Deselect Al |

Post Batches |

Uzer Batch Pay Date Revenus Date Entered Uzernane
[ 00-May-201d4  0B-May-2014 424,00  KATHYC
¥ 29 17-Jun-2014  17-Jun-2014 495,00  KATHYC

Click on Post Batches; you have the option of printing the posting report in summary or detail.

ask 6392: Post Receipts

Posted Receipts

Print Report as!  ~ Summary  Detail

Run as & Preview ¢ Print  PDF
If Printing use Duplex & Yes  No

Lookup | 0K I

Cancel

There are four posting reports:

You will be notified
when the process is
complete.

Payment Posting

Zancel

1. Anerror report showing accounts that were not posted because the accounting section of the Billing Category was
not completed. In this example, “No Records Selected” means there are no errors.

No Records Selected

Recelpt Posting

Recelpts not posted becausse Recelpt

gingle errcor in batch will cause whole batch not to post

- Error Listing

Billing Category Account inwvalid

2. Adetailed receipt report.

6392-HRREF :HRPERECPST Printed 1§-Jun-2014 at 08:57:34 by KATHYC
Town of ADMINS
Past Receipts
Printed in format: Detailed
Detail Billing
Batch # : 33 ** Batch In Balance *# Will Post
Entered : § 495.00
Bill# Line Ticket Number Description Euployze Check# Cash Cash DBack Check Other Amount Paid Pay Date Rev Date
244 00022793 1 2115 Charge SAVOIE 344. 00 344.00 17-Jun-2014 17-Jun-2014
244 00022793 1 2115 Car Detail SAVOIE 70. 00 70,00 17-Jun-2014 17-Jun-2014
244 00022793 1 2115 Towun Fee SAVOIE 15.00 15.00 17-Jun-2014 17-Jun-2014
244 00022793 1 2115 Meals SAVOIE 16.00 16.00 17-Jun-2014 17-Jun-2014
244 00022793 1 2115 wisc SAVOIE 50,00 50,00 17-Jun-2014 17-Jun-2014
**% Total for Detail Billing wE 495. 00 495.00
#*% Total for Batch 39 #*%  Will Post 435. 00 455.00
*EF Grand Total #*%
Cash Cash Back Met Cash Check Other Amount Faid
495.00 495.00
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3. A summary report by Billing Category

5391 -HRPERECPSECAT.REP Printed 1&-Jun-2Z014 at 0&:57:34 by KATHYC Page 1
Town of ADMING
Poszted Receipts - Summary by Category

Eeceipt Type Cash Check Other Change Paid
Charge 344.00 344.00
Car Detail 70.00 70.00
Town Fee 15.00 15.00
Heals l6.00 le.00
misc 50.00 50.00
*%% Grand Total *%% 495.00 495,00

4. The General Ledger posting report, reflecting the accounting instructions in the Billing Category table.

6393-HRPERECPSTGL.REP Printed 18-Jun-zZ014 at 08:57:35 by KATHYC Page 1
Town of ADMING
Posted Receipts - Summary by GL#
Posting#: 5543259
Batchg: 39

FT Date TR Code Account# Deszcription Debit Credic
2014 17-Jun-z014 0200-000-0000-000-00-00-26750 DEFERRED FEVENUE-TAX LIENS 344.00
2014 17-Jun-2014 0z00-000-0000-000-00-00-26750 DEFERRED REVENUE-TAX LIENI 15.00
2014 17-Jun-2014 0200-000-0000-000-00-00-26750 DEFERRED FEVENUE-TAX LIENS 50.00
2014 17-Jun-2014 0200-000-0000-000-00-00-26750 DEFEREED RPEVENUE-TAX LIENS 70.00
2014 17-Jun-2014 0200-000-0000-000-00-00-26750 DEFERRED FEVENUE-TAX LIENS 16.00

Total for 0200-000-0000-000-00-00-Z6750 485.00

zZ014 17-Jun-2014 0200-370-0000-000-00-00-37205 BA-BACKHOE 16.00
2014 17-Jun-2014 0200-970-0000-000-00-00-37205 BA-BACFHOE 70.00
2014 17-Jun-z014 0200-370-0000-000-00-00-37205 BA-BACKHOE 50,00
2014 17-Jun-2014 0zZ00-970-0000-000-00-00-37205 BA-BACFHOE 15.00
2014 17-Jun-z014 0200-370-0000-000-00-00-37205 BA-BACKHOE 344.00

Total for 0200-370-0000-000-00-00-37205

2014 17-Jun-2014 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECEING 50.00
2014 17-Jun-2z014 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECKING 344.00
2014 17-Jun-2014 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECEING 15.00
2014 17-Jun-2014 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECKING 16.00
zZ014 17-Jun-2014 1000-000-0000-000-00-00-10400 CASH, UNRESTRICTED CHECKING 70,00

Total for 1000-000-0000-000-00-00-10400

Payments are now reflected on the Customer inquiry screen.

Invoices Invoice Date | Charges Adjustments Payments Refunils Balance
e | Etniail By Invoice# | 0022793 16-Jun-2014 2346,00 455,00 1851 .00
7.7 Correct Customer Numbers After Posting
Billing and Invoicing
Bank Reconciliation Customer Update
Queries Generate Invoices
Reports Credit Balance Processing
Tables 2
Correct Invoice Customer Number
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Use this process to correct customer number on invoices that are generated in the Billing & Invoicing process. Start on the
Customer Query screen (the process cannot be run from the Invoice Summary screen — attempting to do so will yield this

message):

[AUC] 6351-Invoice

Summary

X

e

P6175-Run this process from the customer query

Select:

For example, customer #157 was erroneously billed for invoice #6376. The invoice belongs to customer #751. Enter the

Human Resources P Billing and Invoicing P Correct Invoice Customer Number

SCreen

Invoice # and New Customer # in the prompt (each may be selected from a lookup):

1 View

6Add New

7 Statement

9 Customer List

Lookup

Cancel

Clear All

Customer Que
ry O Active Only (@ All Customers
3 Name | 4 Second Name 5 City Balance Due| #invoices|
b | [GEORGETOHN
1000191 | 4 ICARLISLE 3
(000204 | MILLBURY 11
76, 7
; B | Task 6879: Correct Invoice Customer Number X A 37620
E Correct Invoice Customer Number 1
[ 11
[[| Required: Enter Invoice# 00006376 1
b . 1
L| Required: Enter New Customer#
I g ‘75” ‘ 501,60 16
i
[
[

each customer.

The system will quickly move the invoice to the correct customer.

Invoice Summary

- All

s I Customer # me Second Name
Actions
Address Information Contact Information
Address 1 Contact
Address 2 Phone 1 Type
4.Add New Address 3 Phone2  (000) 000-0000 Type
City State Zip Refund Information
5 Query Country Vendor 000000 0O
& Enter Payment
7 Statement 0 Allnvoices | 1 By Invoice# DetailTicket# saction History 3 Update Customer
8 Single Invoice e
9 invoice Detaiis nvoiced | invoice Date | Charges] Payments] Refunds| Balance|
Ema By nvoice® =
Invoice Listing 0006376 j01-Jun—-2020 250,80 250,80
T T T T T
Open Only [00006264 [01-Jan-2020 1003.20 | 1003.20 | |
[00006256 [P5-Dec-2019 150480 | 150480 | |
e NS Y R T T R Y N [ b o o e

Figure 4 Before - the #157 vendor had been assigned invoice #6376 in error

13 May 2022

To confirm results, check the invoice summary screen for
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Goto

Actions

4Add New

S Query
& Enter Payment

7 Statement
8 Sinale Invoice
9 invoice Detais

invoice Listng

Open Onlv

Invoice Summary - All

Customer # HEEJEE Customer Name Second Name
Address Information Contact Information
Address 1 Contact
Address 2 Phone 1 Type
Address 3 Phone2 (000) 000-0000 Type
City State Zip Refund Information
Country Vendor 000000 00
|
1 By Invoice# 3 Update Customer

Invoice Date Charges|  Adjustments|
1-Jun-:

Refunds] Balance]

By Invoices

[25-Dec-2019
00 0d-Dec-2019
D0006194 Es—r«w-zow
Y0006 186 [20-Nov-2019

1

TOTAL OPEN 651960 651960

Lkup up

Figure 5 After — the invoice #6376 no longer appears on the Invoice Summary screen for Customer #157

Actions

4 Add New

S Query
6 Enter Payment

7 Statement
& Single hvoice
9 invoice Detais

invoice Listing

Open Only

Invoice Summary - All

ustomer # er Name Second Name
Address Information Contact information
Address 1 Contact
Address 2 Phone 1 Type
Address 3 Phone2 (000> 000-0000 Type
City State Zip Refund Information
Country Vendor 000000 00

‘ 1By hvoice# # 3 Update Customer

invoice Date |

Payments| Refunds| Balance]

Charges|

View | | Emal By Invoice#

TOTAL OPEN 799,43 250,80 548,63

Lkup uP

Figure 6 After — the invoice is shown in the Invoice Summary screen for Customer #751

8 PRINT CUSTOMER STATEMENTS

To print statements of account to be sent to customers, from the menu select Human Resources P Billing and Invoicing »
Print Customer Statements. You will be given the option of printing for a specific customer or all. You can also specify an
“as of” due date.

Il Task 6380: Print Customer Statements

Print Customer Statements

Optional Enter Customer#  [427 [LUMARK SOFTWARE INC
Optional: Enter As of Due Date I1-apr—2l]1 2|
Selection:

" All © Open Only ' Current Month + Open ¢ Current Month Only

Run as & Preview ( Print  PDF
If Printing use Duplex & ves Mo

Lookup | OK I Cancel Clear All
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Selection:

e ALL: Prints all invoices, including those paid, that are due on or before the “As Of “ due date.

e OPEN ONLY: Prints only those invoices with an outstanding balance and due on or before the “As Of” due
date.

e CURRENT MONTH + OPEN: Prints all invoices issued during this month (paid or not) and all outstanding
invoices that are due on or before the “As Of” due date.

e CURRENT MONTH ONLY: Prints invoices issued during this month, whether paid or not, that are due on or
before the “As Of” due date.

Be careful when entering the “As Of” due date. The selection criteria could conflict and cause you
to select no records for the report. For example, if you are in the month of April and you
selected the current month invoices and a due date of 1 March, no records would meet those
criteria and you would get this message:

1 \ Mo Records Selecked
-

Customer #422
All

Customer ID: 000422

Contact: luann

lst Phone: (603) 305-2€32 Call
2nd Phene: (000) 000-0000

2= of due date l-apr-2012

Bi
00022615 1 21-Feb-2012 -2012 Main and West Hollis Stre 001001 14-Fseb-2012 4.00 8az.az2 8az.az2
00022615 2 21-Feb-2012 21 45 Main Dunstable Road 001001 14-Feb-2012 3.00 507.63 267.18 240.45 *
00022615 3 21-Feb-2012 -2012 22% Main Street 001001 14-Feb-2012 E.00 400.00 400.00
10022813 1 22-Feb-2012 08-Mar-2012 Address for 422 001001 28-Feb-2012 E&.00 500.00 500.00
2,050.00 240.45

Open Only

Bill Number Lins # Bill Data Due Data Location Address Empl # Work Date Hours Charge Amt Adjust Amt Payment Amt Refund Zmt Balance Dus

10022615 2 21-Feb-2012 07-Mar-2012 345 Main Dunstable Road 001001 14-Feb-2012 3.00

9 AGING REPORT

You can print an aged accounts receivable report. From the menu, select Human Resources P Billing and Invoicing P Print
Aging Report. You have several options for the report, as well as a choice of formats.
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Task 6390: Print Aging Report

Print Aging Report

Report By: & Summary by Customer ¢ Detail by Customer ¢ Detail by Age

Run as & Preview ¢ Print  PDF " Excel

If Printing use Duplex & Yes 1 No

LLookup | 0K I

Cancel Clear All

Summary by customer: lists each customer, in name order, with the amounts outstanding less than 30 days, 31-60 days,
61-90 days, and over 90 days, the total due, and the number of bills.

Summary by Customer

Bill Count

Days Total [ue

Under 2

425

=]
1

A. DIMARTIND CONSTRUCTICH
ALANE CHRUVIN

ALLETOM POWER AMERICAN NMATICON
ERY ETATE GAE OO

EENCHMARE

EEVILACQUR

193
000108

[ Y

Detail by customer: lists each open bill for each customer, in name order, with the amounts outstanding under 30 days, 31-
60 days, 61-90 days, and over 90 days, the total due, and the number of bills.

Detail Aging Report by Customer

Customer Custg Billj Eill Late Due Date Undsrx 30 Daye 211-&0 Days £€1-00 Days Owver 90 Days Total Due Eill Count
T 00022ele 22-Fsb-2012 02-Mar-z2012 425.00 425.00

A. DIMARTING CONSTRUCTION aooz8% 425.00 425.00 1
00022592  18-Nov-2005 02-Dec-2008 1,087.52

ALANE CHAUVIN poozes T T T et 1:&;:7;é 777777777 ;.
00000004 21-May-2003 04-Jun-2003 1.75 1.75

ALLETOM POWER AMERICAN NATICOH 00Oy T e ;_:; --------- 1_:; _________ 1
18-Now-2009 278.56 978.56
02-Dec-2009 £33.7e £23.7&
06-Jan-2010 1,234 32 1,234 .32

BRY ETATE GAS OO0 wvces T e ;::;;-;; _____ ;_:-';;.-;; _________ ;

Detail by age: lists all open bills sorted by age then by customer number, with the total number of bills for each aging group.

Bills due in less than 30 days will be listed first, then those 31-60 days overdue, then 61-90 and finally over 90 days.

T=tail Eging Feport by Dus Date

Customer Cust# Billg Eill Date Tue Date Undsr 30 Days 31-60 Days €1-90 Days Owe=r 90 Days Total Due Eill Count
LUMARE SCFTWARE INC }0022615  21-Feb-201Z 07-Mar-2012 240.45 240.45
A. DIMARTING CONSTRUCTION }0022616  22-Feb-201Z 08-Mar-2012 425.00 425.00
ROECOE CONSTRUCTICH 10022619  13-Mar-2012 28-Mar-2012 156.08 156.08
NATIONAL GRID-HOPEDALE 00022620 16-Mar-2012 31-Mar-2012 212.52 212.82
ROECOE CONSTRUCTICH 00022621 16-Mar-2012 31-Mar-2012 410.00 410.00

Under 30 Days 1,444 .05 1,444 .05 5
ALLSTOM POWER AMERICAN NATTION 10000004 21-May-2003 04-Jun-2003 1.75 1.75
BRY ETATE GRS OO 04-Now-2009 18-Now-Z00% 978.56 a72.86
BRY ETATE GRS OO 18-Now-2009 02-Dec-Z00% S33.76 533.78
ey . . . . . .
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10 ADJUSTMENTS

You can make adjustments to charges and payments if permitted by the Accounting Rules in the Detail Billing Category
Table (see Section 1.3.3). There are three types of adjustments:

e Add or reduce charges or payments
e  Transfer payment from one bill to another
e  Create refunds of credit balances

Adjustments are made in a batch process similar to payments. You can make all three types of adjustments in the same
batch.

|Human Resources Budget Collections Tax Motor Excise  System  He

Maintenance 4
Payroll Processing r
Timesheet Entry &l

Special Processing
WoidManual/Figure Paycheck

»
|lame DPW

Billing and Invoicing ld  Customer Query
Bank Reconciliztion L4 Custorner Update
== ' Generate Invaices
Reports ' Credit Balance Processing
Tables »
Quarterly Processing »  Batch Entry
*fear-End Processing +  Detail Payment
Module Maintenance »  Receipt Edit List

¢ Interfaces/Imports +  Submit Batch
Site Specific 3 Post Batches
Help Reference Library Batch Enfry

] Adjustment Enfry
! Adjustment Edit List

! Submit Adjustment Batch
! Post Adjustments

10.1 Batch Entry

In order to make adjustments, you must create a batch. Select this option from the steps menu and the Batch Entry screen
will appear for you to modify an existing batch or create a new one.

10.1.1 Add New Batch

To create a new batch, click Add New. The system will prompt you for a batch number. You can either enter a batch
number of your choice, using up to ten (10) alphanumeric characters or leave the field blank to have the system assign the
next sequential number. You will be asked to confirm that you want to add the record.

Blank for System Number IRNSEI]I]|
0K I Cancel |
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10.1.2 Maintaining the Batch Screen

The batch screen contains important dates as well as information used to ensure that the batch is balanced before posting.

The adjustment batch screen operates the same way as the payment batch screen (see Section 7.2.2).

Batch Entry
Current Batch
Batch FHE400 Batch Type __Edihote |
Pa}"T_”“ Date [E1-Mar-2013 C Re_wim This iz = notepad that allows entry of Text Lo
Deposit Date + Adjustment annotate the refund.
Revenue Date [F1-Mar—2012
Posted Date
Expected Amounts Entered Amounts Balance

To or Payment 120,00 To or Payment 120,00
From or Charge -150,00 From or Charge -150,00
Refund 191,26 Refund 191,26
Total Expected 151,26 Total Entered 151,265
Trans# Bill Humber Line Empl. Name Transaction Charge Payment Refund

5 QOOG0004 9 ROLLS Refund Eciit
261 Q00Z2435 1 HUMMELA Refund 191,26 Eciit
249 Qo022618 1 SALARIED Transfer From Eciit
248 O00Z2615 2 SALARIED Adjustment. =50,00 20,00 Eciit

Field \ Description

Pay-Trx This will default to the current date, and you can change it if you wish. This is the date that will be

Date stamped on the transaction, and the date that the customer will be credited or debited with the
adjustment.

Deposit This field is maintained for consistency with the Payment Batch Entry screen, but is not used for

Date adjustments.

Revenue This will default to the Pay-Trx Date and you can change it if you wish. This is the date that the

Date transaction will be posted to the general ledger.

Batch Type This will automatically default to Adjustment, and you should not change it.

Edit Note This is a notepad where you can enter unlimited text to annotate the batch.

Expected To ensure that the batch is balanced, enter the expected amounts of payment adjustments, charge

Amounts adjustments and refunds that you intend to enter. A payment transfer is both a TO (positive) and a

FROM (negative). The system will compute the amounts you actually enter, and will display them
in the Entered Amounts column. You must correct any discrepancies in the balance before posting
the batch.

Transactions

A summary of the transactions you have accepted will display at the bottom of the screen. Click
the Edit button to view or change the transaction.

10.2 Adjustment Entry

Click on menu item Adjustment Entry and you will be taken to the Adjustment Entry screen. To create a new Adjustment,
click on Add Entry on the left side of the screen. The system will automatically supply the username and a Transaction

Number.
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You must supply a Transaction Code. Use LOOKUP to display and choose from a list of codes to which you have allowed
adjustments to be made (See Section 1.3.5).

Add Invoice by...

Customer®  Customer Imocdced  Line Detall-Ticket® Ened Emploses Horkate Balance Tol

DO00CL FALLETON POMER AMERTCAM HATION  COO00C0 2 &[0 000032 THE ESTATE OF 21-fApr- 203 008 .
5 Customer # R w—pp oo ELETE iwgzra 1945 WPOE3 GIRDUEFD e B !
DO00Z  COFCAST CODEET 1T 1 2366 000507 SHLE 11-55-3013 280,00
6 Customer Name 1o CoeCiET it 1 236 005307 S OTE iR
7 Imvoice # QOOO0000 CILLHETH G5 27—l -3
— D006 COLLMEDA GRS COOEETTE 12190 -R-EOLE GO
3 DetailTickets booxe  COLLWEIA A5 [ 4w TG0l 0
———————————— [Enees COLLMETH GRS £ R ] 12431 202013 400
=] Emp|wee & Doo0E CILLMETH GHS COOEREES P 2476 -G B0L3 344,00 |
e ey COLLMETH G315 NG 14 1317 T3 -Gie 2913 a0
i D006 COLLMEDA GRS TO0EEE 1 z Zma B0-B-BOLE B4 '
0 Location D00 CILLHEDR CAS CONDE 14 3 2402 Hiteed0il T r
000G COLLMEIA GAS 000E25 14 4 w2414 2F-5ap- 2013 3400 L
Do00%E E&if STRTE GAS OO CON00443 1 «&23047 07D 2009 166, B0 0
Dokes EWf ETHIE BA5 CO 00043 2 a2 23-Hops - 2009 Fh ﬂ
-E. Fisd | Search | Camcel|  Help ﬂ
T S - |
Coole BegorLo1on Albow exd Tl
FEF FEFIHD Tharge o Pt
]
risd | Searcs| Gomosl| e | Ewt|
Adjustment Entry
Goto... . . . . .
n Add Invoice by... Invoice being adjusted... Addl Actions
P 5 Customer # Q00006 Batch 40 TrzHumber 5 5 Available...
= B Customer Mame | COLUMEIA GAS Code Q[DJ Date 18-Jun—2014 2Write Off
7 Invioice # O0022791 Customer Information COLUMBIA GAS 3 Add Category
3 Detail Ticket# 955 BELMOMT STREET Clear All
9 Employee # BROCKTOM, MA 02401-0000 4 Guick List
0 Location Goto Batch
Aocept I
Line# Employee #Mame DetTicket# Bill Category Cur Int Date Net Invoiced Paid Cur Balance Adjust Chg Adjust Pay Adjusted Balance
1 000031 BUSSEY #2085 Charges 344,00 344,00 344,00 ﬂ
1 000031 BUSSEY #2085 Meals 16,00 16,00 16,00
1 000031 BUSSEY #2085 misc 50,00 50,00 50,00
1 000021 BUSSEY #2085 interest 21-Jun-2014
i
Invoice Total A10,00 410,00 410,00
Fentnaete] [Fenmmmcane]
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To make adjustments, enter the amount of the adjustment in the charge or payment column; the new balances will display
in the Balance column, and new totals will display at the bottom of the screen. You can enter negative numbers. In the
example below, we have:

e Increased the amount paid against the Charge category by $100.00

e Decreased the amount charged for Meals by $16.00.

e Decreased the amount charged for Misc by $50.00.

Accept |
Line# Employee #MName DetTicket# Bill Category CurlntDate  Net Invoiced Paid  Cur Balance Adjust Chy  AdjustPay | Adjusted Balance
1000031 BUSSEY #2085 Charge 344,00 344,00 | 100,00 244,00 5
1000031 EBUSSEY #2085 Meals 16,00 16,00 —16,00 |
1000031 BUSSEY #2085 misc 50,00 50,00 50,00 [N
1000031 EBUSSEY #2085 interest 21-Jun-2014 |

When you have completed your entries, click on the Accept button at the top of the screen. This saves your work. §f you
leave the screen without accepting the transaction, your entries will not be saved.

After acceptance, the
button will change to

Clear Amournts
. . —> =
Cl ear Am ou nts CI ick Line# Employee #MName Det/Ticket# Bill Category CurintDate  Net Invoiced Paid  Cur Balance Adjust Chy Adjust Pay | Adjusted Balance

° 1000031 BUSSEY #2085 Charge 344,00 3d4.,00 100,00 244,00 ﬂ

1000031 BUSSEY
1 000021 BUSSEY
1 000031 BUSSEY

#2085
#2085
#2085

Meals
misc

it to clear all the
amounts..

16.00
50,00

16.00
50,00

-16.00
-50,00

interest 21-Jun—2014

10.2.1 Add Charges

You can make adjustments to existing charges on a bill, and you can also add new charges as part of an adjustment. On the

Adjustment Entry screen, click Actions P Add Category. A lookup window will display a list of available charges (see Section
1.3.1).

Adjustment Entry Addl A H
-~ _ = : ctions
Add Inveice by... Inveice being adjusted... Addl Actions -
- 5 Customer # 000006 Batch 40 TrxNumber 1337616 Available... A‘H’ al I ab I e
= B Customer Mame | COLUMEIA GAS Code ADJ Date 18-Jun—2014 2Wirite Off
T rwvoion 7 Q00227 Customer Information  COLUMELR GRS 3 Aci Category 2 Whrite Off
B DetallTicket® 995 BELMONT STREET oo Clear Al ) =t
9 Employee # EROCKTON, MA 02401-0000 4 Quick List
Gosen] e | 3 Add Category
oot Clear &l
Line# Employee #Mame DetTicket# Bill Category CurlntDate  Net Imiced Paid  Cur Balance Adjust Chy Adjust Pay | Adjusted Balance 4 Quil:k LIS‘t
1000031 BUSSEY #2085 Charge 344.00 344.00 344,00 i e
1000031 BUSSEY #2085 Meals 16.00 16.00 16.00
1000031 BUSSEY #2085 nisc 50.00 50.00 50,00 E'jt':' Batch
1000031 BUSSEY #2085 interest 21-Jun-2014
Lccept I
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M Bill Categories for Bill Type 87 [x]
Category Description Tof
1 Charze -
2 Car Detail =
4 Meals
i) nisc
e interest
In this example, we have added a
charge of $40.00 for a Town Fee.
OK | Eind | Search| Cancel| Help | Eof|
T T
Line# Employee #/Mame Det/Ticket# Bill Category Cur Int Date Met Invoiced Paid Cur Balance Adjust Chg Adjust Pay Adjusted Balance
000000 Toun Fee 40,00 [N 40,00 [
1 000031 BUSSEY #2085 Charge 344,00 344,00 344,00
1 000031 BUSSEY #2085 Meals 16,00 16,00 16.00
1 000031 BUSSEY #2085 misc B0, 00 B0, 00 50,00
1 00031 BUSSEY #2085 interest 21-Jun—-2014

10.3 Payment Transfer

You can transfer a payment from one bill to another, for the same customer or different customers. When you click on
Payment Transfer, you will be presented with a blank screen with a system-assigned transaction number.
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Payment Transfer Entry _
Enter the bill number you
Username ROSCOE TrxNumber E49 - Wantto transfer the
payment FROM, or use
LOOKUP to display and
From Type o7 Bill# Fobr | Palsl| | . .
t from a list of bills.
D=etail Billing LIUMARK. SOFTHARE IMC selec om a list of bills
Het Billed Paid Balance Entry Adj.Bal
Employse and Yehicle Ch 500,00 500,00 100,00 =100, 00
Interest
.
Total 00,00 500,00 100,00 =100,00
To Type g7 Billt 0022555 i T
Detail Billing FRAM, - LEWIS TREE SERVICE
Het Billed Paid Balance Entry Adj.Bal
Employsee and Wehicle Ch 361,36 381,36 59,53 201,583
Town Charge 40,47 40,47 40,47
S
—_ |
Total 401,83 40l 83 100,00 301,83

If the payment allocation exceeds the balance of a charge, you will get the following message. If you answer NO, the entry
will not be accepted. If you answer YES, the entry will be accepted and the adjusted balance of the bill will reflect a credit.

[AUC] 6405-Payment Transfer Entry

Balance Entry Adj.Bal
:.i) P400&-Amount exceeds Balance! Is this OK? 361,36 —59+‘113 301,93
| 4047 [ 50.00 -9.53
wo |

When the FROM amount matches the TO amount, the Accept Entry button will appear at the top of the screen. Click this
button to save the transaction. If you leave the screen before accepting the entry, your entries will not be saved.

1 Accept Entry | After acceptance, the Accept Entry | Remove 1 |
button label will change to Remove.
Click it to delete the entry.

10.4 Refund Entry

To refund a credit balance, click on Refund Entry. You will be taken to the entry screen where you can add new refunds or
edit existing records. To add a new refund, click on Add Entry. The system will supply a transaction number. You must also
enter the transaction code, or use LOOKUP to display and choose from a list of valid codes.
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Enter the bill number or use LOOKUP to display and choose from a list of bills. The bill detail will display, showing the
current balance.

Il Transaction Codes

Code Description
REF  Fefund

This is system-assigned.

[} You cannot change it. Refund Entry
Usernane  ROSCOE RTrxNumber E51 Code REF 1 Accept Entry |‘
Refund
Type a7 Billx [Dnin22435 Line 1 Paln I Pl I
Detail Billing FRAMIMGHAM - U.5, PAVEMENT
Het Billed Paid Balance Refund Adj.Balance
Employee and Vehicle Ch 172,00 172,00 .
Town Charge 19,26 206,40 -191.26 191,26
Total 191,26 378,40 -191,26 191,26
Biled Address I Fefund Address I

Il Current Name & Address Ml Refund Name & Address

e FRAMINGHAM - U.5. PAVEMENT] fang [FRAMINGHAM - USPAVEMENT
2nd Name I Znd Name I
Add Linel Address Linel [P.0. BOX 152

ress Line [33 INDUSTRIAL PARKWAY

. e2
Address Line2 | To send the refund !

. el
Address Line3 | to a different :
" ‘WOBURN
City [WOBURN address, enter that o
State A address here. aron
Zip Code 01801-0000
Country I

Country

I Source Current

ﬂl Cancel

When you have completed entry, click on Accept Entry to save it. The Accept Entry button label will change to Remove.
You can click it to delete the entry.

Username  ROSCOE Tr=MHumber Code EEF 1 Remove

BP=lh ume] 1
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10.5 Adjustment Edit List

Use this option to print a report of the adjustments you have entered and accepted. You can also run this report from the
entry or batch screen.

First, you will get a list of open batches. Click the checkbox next to the batch you want to print (or use the Select All button
for all of them) and click on Print Edit List.

Adjustment Edit List

Select All | Dezelect Al I Print Eclit List I

Uzer Batch Trx, Date Expected Entered Uzername
1= 17-Apr—2014 -172.,00 =172,00  KATHYC
v 18-Jun-2014 -152.,00 -152,00  KATHYC

The system will give you the option of print format:

M Task 6400: Adjustment Edit List
Adjustment Edit List

Run as ¢ Preview ( Print = PDF
If Printing use Duplex & Yes 1 No

LLookup | 0K I Cancel

The report will highlight the batch status. If the batch is not balanced, you cannot post it. In this example, the batch is in
balance and will post when we run the process.

6400-HRPBADJEDT.REP Printed 16-Jun-2014 at 11:58:08 by KATHYC Page 1
Towm of ADMING
Adjustment Edit List

Trx# Trx Date Invoice§ Customer Category Int Date Charge Payment Refund
* Batch # : 40 ** Batch In Balance =% *
* Entered : § -152.00 Will Posat *
* Expected: § -152.00 *

1537614 18-Jun-2014 00022742 COMCAST
Charge 04-Tun-z014 -152.00

*#% Total *%+% Batch 40 -152.00

6400-HRPBADJEDT.FEP Printed 18-Jun-2014 at 11:58:08 by KATHYC Page 2
Town of ADMINS
Adjustment Edit List

Trx# Trx Date Invoice# Customer Category Int Date Charge Payment Refund

*##% Grand Total %+ -152.00
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10.6 Submit Adjustment Batch

After you have completed all entries and balanced the batch, you must submit it to a person authorized to post it. If you
have administrator privileges, you can control who can have access to the posting function. Even if you are authorized to
post, you must still run the submission process. While this basically means submitting it to yourself, it is a step that
prepares the batch for posting.

To submit, you can choose Submit Batch from the menu or from the Batch Entry screen.
e Selecting from the Batch Entry screen will submit the batch you are on.

e Selecting from the menu will display a list of batches that are in balance and therefore ready to be submitted. You
can select the one(s) you want by checking the selection box, or using the Select All button.

Submit Adjustment Batch

Select Al I Dezelect Al | Submit Batches I
User Batch Trx, Date Expected Entered Uzername
r 17-Apr—2014 172,00 -172,00  KATHYC
¢ 40 18-Jun—-2014 —-152,00 -152,00  KATHYC

[AUC] 6398-Submit Adjustment Batch

_ Verify that it is okay to
:.’/ PE50-CK to continue? continue.

WEs Mo

Task 6401: Clear Adjustment Batch

Clear Adjustment Batch

Print Report as: & summary ¢ Detail The process will print a report in

either detail or summary.
Run as & Preview ( Print  PDF y

If Printing use Duplex & vwes  No

LLookup | 0K I Cancel |

This is the detail report, which indicates that the batch is in balance and will post.
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6401-HRFEADJICLE.REP Printed 18-Jun-2014 at 12:05:47 by EATHYC Page 1
Towm of ADMING
Clear adjustment Batch
Trx# Trx Date Invoice# Customer Category Int Date Charge Payment Refund
* Batch # : 40 ** Batch In Balance ** -
* Entered : § -152.00 Will Fost *
* Expected: § -152.00 W
1537614 18-Jun-2014 00022742 COMCAST
Charge 04-Jun-2014 -l5z.00
#%% Total #*% Batch 40 -l5z.00
6401-HRFEADICLE. REP Printed 18-Jun-2014 at 12:06:47 by EATHYC Page 2
Towm of ADMINS
Clear adjustment Batch
Trx# Trx Date Invoice# Customer Category Int Date Charge Payment Refund
#%% Grand Total ##% -l5z.00
This is the summary report.
6401-HRPEADJCLR.REP Printed l8-Jun-2014 at 12:08:10 by KATHYC Page 1
Towm of ADMING
Clear Adjustment Batch
Trx# Trx Date Inwoice# Customer Cateqory Int Date Charge Payment Refund
* Batch # : 40 *%* Batch In Balance ** *
* Entered : § -152.00 Will Post -
* Expected: § -152Z.00 *
1537614 18-Jun-2014 00022742 COMCAST
Charge 04-Jun-2014 -l5z.00
***% Total *** Batch 40 -15z.00
6401 -HRPEADICLRE.REP Printed l8-Jun-2014 at 12:08:10 by KATHYC Page 2
Town of ADMING
Clear Adjustment Batch
Trx# Trx Date Invoice# Customer Cateqory Int Date Charge Payment Refund
#%% Grand Total %% -l5z.00

The Batch Entry screen will now indicate that the batch has been submitted.

Batch Entry Submitted on 18-Jun-2014

Batch Batch Type | Edtpigte |
PayTrx Date [IE-Jun-2014 Receipt Mo text availahle
Deposit Date 18-Jun-2014 f+ Adjustment

Revenue Date [18-Jun-2014

Posted Date

Restore Adjust Bstch |

If you submitted it in error, click the Restore Adjust Batch button on the left side of the Batch Entry
Screen. This is only to restore a submitted batch, not a posted batch.
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Task 6134: Restore Submitted Batch

Restore Submitted Batch The batch restore report is an optional report, which is
Issue Restore Batch Report & ves & No identical to the batch submission report.
Run as & Preview ( Print  PDF

If Printing use Duplex & ves © No

LLookup | oK I Cancel

10.7 Post Adjustments

The final step in processing adjustments is posting. This process updates the billing and customer files and creates general
ledger transactions as instructed by the accounting rules in the Detail Billing Category setup (See Sections 1.3.2 and 1.3.3).

If you have designated customers as Accounts Payable Vendors on the Customer Update Screen, posting refunds will create
payment vouchers in the Accounts Payable system (See Section 2.2). If not, you will need to process the refund checks
manually.

Choosing this option from the Batch Entry screen will post the batch you are on. When you choose this option from the
menu, a screen will display all batches ready for posting. You can select the one(s) you want by clicking on the checkbox or
using the Select All button. You can post multiple batches at the same time. Click on Post Batches; you will need to verify
that you want to proceed.

Post AdJUStmentS [AUC] 6399-Post Adjustments

Deselect 4l _| These are output options for the posting reports.

U=zer Batch Tr=, Date Expected

p ¥ 40 18-Jun-2014 -152.,00 -152,00  KATHYC H |

Task 6403: Post Adjustments

Post Adjustments

Run as ¢ Preview ( Print = PDF
If Printing use Duplex & Yes 1 No

LLookup | 0K I Cancel |

Adjustment Posting E

b 7 osEsis CamplEe The system will display a message when the posting

is complete.

o4 I Zancel

There are five posting reports:
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1. An error report showing accounts that were not posted because the accounting section of the Billing Category was
not completed. In this example, “No Records Selected” means there are no errors.

Accounte not posted because Billing Category Account not set

No Records Selected

2. The adjustment posting report:

6403-HRREP: HRPEADJPST.REP Printed 18-Jun-2014 at 12:14:13 by KATHYC Page 1
Town of ADMING
Post adjustments

Trx# Trx Date Invoice# Customer Category Int Date Charge Payment Refund
* Batch # : 40 ** Batch In Balance ** *
* Entered : § -152.00 Will Post *
* Expected: § -152.00 .

1537614 16-Jun-2014 00022742
Charge 04-Tun-2014 -152.00

**% Total #%% Batch 40 -152.00

6403-HRREP: HRFEADJPST.REP Printed 18-Jun-2014 at 12:14:13 by KATHYC Page 2
Town of ADMINS
Post ddjustuments

Trx# Trx Date Invoice# Customer Category Int Date Charge Payment Refund

*** Grand Total *+* -152.00

3. The adjustment posting report by Billing Category:

645Z-HRPEADJPETCAT.REP Printed l5-Jun-zZ0l4 at 12:14:13 by KATHYC Page 1
Towm of ADMING
Adjustment Posting Report - Category

Receipt Type Charges Payments Refunds
Charoge -152.00
#*% Grand Total **% -152.00

4. The General Ledger posting report. The revenue debit posted is the net of the refund, payment and charge
adjustment.
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6453-HRPEADTPSTGL.REP Printed 15-Jun-2014 at 12:14:13 by KATHYC Page 1
Towm of ADMING
Adjustment Posting Listing - GL
Posting#: 5§3543261
Batch#: 40
FY Date Code Account# Description Debit Credit
2014 15-Jun-2014 0Z200-000-0000-000-00-00-26750 DEFEFRED REVENUE-TAX LIENS 15&.00
Total for 0200-000-0000-000-00-00-26750 15&.00
2014 1§-Jun-2014 0200-970-0000-000-00-00-37205 B4-BACKHOE 152.00
Total for 0200-970-0000-000-00-00-37205 152.00
BEALANCE SHEET 15&.00 15&.00
#%% GRAND TOTAL #%% -—
Balance Zheet 152.00 152.00
Subzidiary Ledger

5. For refunds only, there is a report showing the refund address. This will assist you in creating payment vouchers,

which are not created automatically.

Tetail Billing Fefunds

Bill# Line

0Z-Apr-2012 00022435 1

Trx# Trx Date Categqory

1,057 Euployee and Wehicle Charge

1,057 0Z-Apr-z0lz 00022435 1 Town Charge 19,26

Vendor: 004053 FRewit: 01 Detail Billing Customer#: 0003685

FRAMINGHAM - U.5. PAVEMENT

39 INDUSTRIAL PAREWAT
WOBTEN, Mi 0l1S01-0000

172,00 §010-000-0000-000-00-00-51540

19,26 8010-000-0000-000-00-00-51540
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