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This document describes how to use the AUC Human Resources module to bill and collect for detail assignments. 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 Tables Pay Codes Detail Billing Tab  

 

 
 

 
 
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. 

This field triggers Invoicing. Answer YES to use 
this pay code for invoicing. Selectin Yes 
requires answering the other prompts on this 
page. Select NO, the system will assume that this 
is NOT a billing pay code, and the fields for 
Billing/Vendor Charges will be “grayed out”.  
The invoicing process will select ONLY those pay 
codes with YES checked here. 
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Field Description 

TIMESHEET ENTRY 
Turn on Pay 
Code for 
Billing 
 

Answer Yes to turn on billing and require the operator to enter a customer number when using this 
pay code. The timesheet entry screen will issue an error message if this pay code is used and a 
customer number is not entered.  

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# 
Required 

Answer Yes if the operator must enter a reference number for the detail assignment.  The 
timesheet entry screen will issue an error message if a ticket is required but not entered. 

BILLING 

Apply 
Additional 
Charges 

The Billing Category Table allows creating additional charges associated with this pay code.  
Answer YES here if those charges are to be automatically applied when this pay code is used.  See 
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 
Charge Type 
 

Actual Pay:  Bill the customer for the amount the employee was paid (Option: add additional 
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 
Charge Type 

This field indicates whether and how to bill the customer for vehicle expenses associated with the 
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 

 

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

Other 
Charge Type 

This field indicates whether and how to bill the customer for other expenses associated with the 
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  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 added1. This screen 
determines how certain aspects of bills will be handled. 
 

 

 
 
 
 
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  Billing and Invoicing  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 is system-
assigned as type 87. It 
cannot be changed. 
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To add a new category, click on Add Category to be prompted for a category number. 
 

 
 

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

 
 
To delete a category, highlight the category to delete and click Delete Category.  
The system will present a prompt to confirm the action. 
 
 
 
There must be at least one category. Category 01 is system-defined as a 
required category and cannot be deleted. 
 
 
 
 
 

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. 
Category 

If interest is to be calculated on this charge, enter the bill category that represents the interest 
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. 
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1.3.2  General Ledger Integration 

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. 
 

 
 

• 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. 

 

• 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. 
 

 
 

 

Field Description 

Adjustment 
Allowed 

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

If Module Control 7002 is set to “Y”, enter the deferred revenue account that will be credited 
when bills are posted.   

Accounts 
Receivable 

If Module Control 7002 is set to “Y”, enter the accounts receivable account that will be debited 
when bills are posted.   
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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. 
 

 
 

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. 

$Fixed 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. 
 

 
This table should only be used in coordination with the ADMINS installer. 
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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]utomatically or 
customer numbers can be [M]anually assigned. Set the option in: 

Human Resources  Module Maintenance  #7000 

 

2.1 Add New 

To add a new customer, select  

Human Resources Detail Billing Customer Update.  

Click on [4 Add New]. 
 

 
 

 
 
 
 
 
 

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. 
 

If module control #7000 is 
set to Automatic customer 
numbering, enter the 
customer name in the 
prompt. 
 
If module control #7000 is 
set to Automatic customer 
numbering, supply a 
number and a name. 
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Field Description 

Customer 
Name 

Enter up to thirty (30) characters for the name of the customer.  This is a required field. 

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 
select from a list of valid cities.  Entering the zip 
code will automatically populate the City and State 
fields.  Zip code is a required field. 

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 
these numbers by type.  Use LOOKUP to display and select from a list of 
valid types. 
 
 
 

These tabs display billing 
history.  See the section on 
Customer Query. 
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Field Description 

Refund 
Vendor 

If this customer is also a vendor, has a record in the Vendor file, and you 
want to process refunds via the AUC Accounts Payable system, then 
enter that vendor number here. You can also use LOOKUP to display 
and select from a list of vendors using various indices. The refund 
process will create a report that will aid you in the creation of refund 
payment vouchers. 
 

Email 
Information 

Enter a valid email address for this customer. 

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). 

 

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

 
 
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. 
 

  
 
 

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

 

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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3.3 By Detail/Ticket# Tab 

This tab provides the same information, sorted by Detail/Ticket Number. 
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3.4 Transaction History Tab 

This tab provides transaction history information on the invoice. 
 

 
 

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.   
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This prompt will read 
“Required” or 
“Optional” depending 
on the setting in the Pay 
Code screen. If you enter start and finish 

times, the hours will be 
calculated automatically. If 
you leave these fields blank, 
you must enter the hours. 
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 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 Billing and Invoicing  Generate Invoices.  
The steps menu will appear to guide you through the process. 
 

 
 

5.1 Reset Invoice Files 

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

 
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. 

• Pay Code Calculation setup determines how the 
employee is paid, the accounting and separate 
check.   

• The Detail Billing setup in the Pay Code will 
determine how much the customer is billed. 
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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. 
 

  
 
You can 
run this 

process more than once.  If you have run it previously, the system will warn you 
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: 
 

 
 
 

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

 
The calculation edit report looks like this: 
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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 
*Vehicle--Fixed Amt/Time 
*Other--Fixed Amount 

 

*Meals--Add 2.00 per hour 
*Misc--Add $50.00 
 

 

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 
8 hours (or $70.00) 

  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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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 

 

Timesheet Entry 
 
 
 
 

        
 
 
 
 
 
 
 
 
 
 
 
 
 

  

125% of the amount paid to the employee (171.84 X 125%) 214.80 

Plus 10% of the hourly rate for vehicle charge (42.9591 X .10 X 4) 17.18 

        Total billed 231.98 
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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.  
 

 
 
 

 
 
 
 
 
 
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. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Click the Edit Invoice button to return to the summary screen and see the adjustment amount and the new invoice balance. 

Enter all or part of the name you are 
searching for. Be sure to use capital letters. 

Click here to sort the list by name 

Enter the amount of the adjustment (not the new 
amount). The system will calculate the new balance. 
 

Optionally add 
interest to the bill. 
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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. 

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

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

 
 
 

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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Example of detail report: 

 

Example of summary report: 
 

If no date is entered, 
the bill date will 
default to the current 
date. 

The due date is calculated based on the 
Bill Type. See Section 1.2 
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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. 
 

 
 

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

 

 

 

 

Invoice numbers are system-assigned 
sequential numbers. The starting number will 
be set by ADMINS at installation. 

Acme Construction 
1 Acme Road 
Cambridge, MA  02141 
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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  

 
 
 
 

 
 
 
 
 
 
 

5.6.1 Invoice Header and Footer 

Information 

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

 
 

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. 
 

 
 

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. 
 

 
 
 
 

Invoices intended for email cannot 
be reprinted from here. Email 
invoices are produced and emailed 
during the Post Invoices step. 

When this error is displayed, go to the Billing 
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 
 

 
 

Detail Billing Posting Report 
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5.8.2 General Ledger Posting Report 

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

 
 
 
 
 

 
 
 

 
 
  

Category 01 

Category 02 

Category 03 

Category 40 
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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. 
 

  

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  Billing and Invoicing  Correct Invoice Line – Customer Number 

  

In this example, Line #1 from the existing customer #762 invoice #6986 will be moved to customer #641. 
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Figure 2 As shown above, line 1 is for Ticket # 12613 for $501.60 

 

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

 

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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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  Detail Billing  Credit Balance Processing.  The steps menu will appear to guide 
you through the process. 
 

 

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. 
 

 
 

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. 
 

  
 

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). 
 
 
 
 

Enter the expected TO 
and FROM amounts. 

The system will display the 
actual amounts entered. 

This is the difference between 
expected and actual. 
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Transactions that 
were created are 
displayed here. 
Click Edit to view, 
change or 
remove a 
transaction. 
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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. 
 

 
 

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. 
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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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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. 
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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. 
 

        
 

If you submit a batch in error, you can restore it.  See Section 7.6. 
 

The report will display the batch status.  
Unbalanced batches will not post. 
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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. 

The process will create a report, 
which you can view in detail or 
summary format. 
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There are four posting reports: 

 
1. An error 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. 
 

 

 
2. A detailed adjustment posting report. 

The system will produce 
reports that you can print 
in the format of your 
choice, and will notify you 
when posting is complete. 
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3. A summary report by Billing Category 
 

 
 

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. 
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General Ledger Transaction Screen 

 

 
 

The adjustments are now reflected on the Customer inquiry screen. 

 

 
 

7 ENTER PAYMENTS 
To collect payments against Detail Billing invoices, from the menu select Human Resources  Billing and Invoicing  Batch 
Entry.  
 

 
 

7.1.1  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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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. 
 
 
 
 

  
 
 
 

Field Description 

Pay-Trx 
Date 

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

The system displays 
the amount actually 
entered. 

Batch is out of 
balance and will 
not post. 

Entered payments are displayed here. Click the Edit button to make changes to 
a specific transaction. 

The user enters 
expected 
amounts. 
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Field Description 

Deposit 
Date 

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

Revenue 
Date 

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

To ensure that the batch is balanced, enter the amount of cash, check and other instruments that 
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. 

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

 
Once the bill to be paid is located, click the box next to it in the Sel column. 
 
 

 



 

ADMINS Unified Community HR–490 Billing & Invoicing 

Human Resources 
13 May 2022 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 44 of 68 

 
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. 
 
 

 
 

• 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 
 

 

• 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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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. 
 

 
 
 

• 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 
greater than or equal to the bill total, all charges will 
be paid in full.  If the amount tendered is less than 
the bill total, the charges will be paid according to the 
Post Order in the Detail Billing Category setup (See 
Section 1.3.1). 

 
 
 
 
 
 

 

 

2. Click the Alt App button to apply a partial payment 
according to the Alternate Post Order in the Detail 
Billing Category setup (See Section 1.3.1). 

 

 
3. Click on the check box next to the charge you want to 

apply payment to.  The balance will be filled in 
automatically.  

 
 

If you use Apply 
or AltApp, the 
credit will be 
applied to the 
last charge in 
the order. 

If you manually enter amounts, 
you can determine which 
charge gets the credit. 
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4. Enter the amount you want to apply to each charge.  
The Sel box will be checked and the balance 
displayed automatically. 

 
 

 

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. 
 

 
 

You can print in detail or summary, and with a choice of formats: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Summary Report 

These transactions CANNOT be posted because the batch is not 
balanced. See Section 5.2.2 Maintaining the Batch Screen. 



 

ADMINS Unified Community HR–490 Billing & Invoicing 

Human Resources 
13 May 2022 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 47 of 68 

 
 
 
 
Detail Report 

 

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.   
 

• Selecting from the Batch Entry screen will submit the batch you are on.   
 

• 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. 

 

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



 

ADMINS Unified Community HR–490 Billing & Invoicing 

Human Resources 
13 May 2022 

 

 Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted. Page 49 of 68 

Detailed Report

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

 

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. 

 
The batch entry screen reverts to the label Current Batch. 

 
 
 
 
 

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). 
 

• Selecting Post Batch from the Batch Entry screen will post the currently selected batch. 
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• 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 have the option of printing the posting report in summary or detail.   
 

 
 

There are four posting reports: 
 

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. 

 

 
 

2. A detailed receipt report. 
 

 

You will be notified 
when the process is 
complete. 
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3. A summary report by Billing Category 

 

 
 

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

 
 
Payments are now reflected on the Customer inquiry screen. 
 

 
 

7.7 Correct Customer Numbers After Posting 
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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): 

 
Select: 

Human Resources  Billing and Invoicing  Correct Invoice Customer Number 

For example, customer #157 was erroneously billed for invoice #6376. The invoice belongs to customer #751. Enter the 
Invoice # and New Customer # in the prompt (each may be selected from a lookup): 

 
The system will quickly move the invoice to the correct customer. To confirm results, check the invoice summary screen for 
each customer. 

 
Figure 4 Before - the #157 vendor had been assigned invoice #6376 in error 
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Figure 5 After – the invoice #6376 no longer appears on the Invoice Summary screen for Customer #157 

 
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  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. 
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Selection: 

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

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

• 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. 

• 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: 

 

 
 
 
Customer #422  
All 

 
 
 
 
 
 
Open Only 

 
 

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

 

 
 

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 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. 
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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: 
 

• Add or reduce charges or payments 

• Transfer payment from one bill to another 

• 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. 
 

 

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. 
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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). 
 
 

 
 

Field Description 

Pay-Trx 
Date 

This will default to the current date, and you can change it if you wish.  This is the date that will be 
stamped on the transaction, and the date that the customer will be credited or debited with the 
adjustment. 

Deposit 
Date 

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

Revenue 
Date 

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

To ensure that the batch is balanced, enter the expected amounts of payment adjustments, charge 
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). 
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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: 

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

• Decreased the amount charged for Meals by $16.00. 

• Decreased the amount charged for Misc by $50.00. 
 

 

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

 
 
 
 
 

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  Add Category.  A lookup window will display a list of available charges (see Section 
1.3.1).  
 

 
 
 

After acceptance, the 
button will change to 
Clear Amounts. Click 
it to clear all the 
amounts.. 
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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. 
 
 
 
 
 
 
 
 
 
 

This is system-assigned.  
You cannot change it. 

In this example, we have added a 
charge of $40.00 for a Town Fee. 
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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. 
 
 
 
 
 
 
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. 
 
 
 
 

 

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.  
 

Enter the bill number you 
want to transfer the 
payment FROM, or use 
LOOKUP to display and 
select from a list of bills. 
 

Enter the amount of the 
payment you want to 
transfer as a positive 
amount.  The new balance 
will display. 

Enter the bill number you 
want to transfer the 
payment TO, or use 
LOOKUP to display and 
select from a list of bills. 

Allocate the payment over 
the charges as appropriate.  
The new balance will 
display. 

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

 
 
 
 
 
 
 
 
 
 
 
 
 

 
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. 
 
 
 
 

This is system-assigned.  
You cannot change it. 

Click here 
when done. 

Enter the amount 
you want to 
refund, as a 
positive number.  
It does not have 
to be the entire 
credit balance. 
The new balance 
will display. 

To send the refund 
to a different 
address, enter that 
address here. 
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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. 
 

 
 

The system will give you the option of print format: 
 

 
 

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. 
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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.   
 

• Selecting from the Batch Entry screen will submit the batch you are on.   
 

• 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. 

 

 
 

. 
 
 

 
 

 
 

 
   
   
 
 
 
 
 
 
 
 
This is the detail report, which indicates that the batch is in balance and will post. 
 

Verify that it is okay to 
continue. 

The process will print a report in 
either detail or summary. 
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This is the summary report.  

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

 
 

 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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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. 

 
 

 
 
 
 
 
 
 
 
 
 
There are five posting reports: 
 

The batch restore report is an optional report, which is 
identical to the batch submission report. 

These are output options for the posting reports. 

The system will display a message when the posting 
is complete. 
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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. 

 

 
 

2. The adjustment posting report: 
 

 
 
 
 
 
 

3. The adjustment posting report by Billing Category: 
 

 
 

4. The General Ledger posting report.  The revenue debit posted is the net of the refund, payment and charge 
adjustment. 
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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. 

 

 


