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Accounts Receivable

5.0

5.1

Batch Processing

Batch processing automates processes which are performed on a regular basis. Within
the Accounts Receivable module, batch processing is used for bill generation and the
dunning process applicable to delinquent accounts. Process logs are available for each
batch.

Dunning Process (AR200)

The Dunning Process is used to assess the Debt Collection Act (DCA) charges (Treasury
late fees) against delinquent bills. The system determines which bills are assessed DCA
charges of interest, administrative fees, and penalties based on the bill due date and
parameters established on the System Types and Codes (AR050) and Bureau Parameters
(ARO055) screens.

The dunning process creates system generated bill adjustment transactions, and
applicable general ledger entries, on the Bill Adjustments (AR004) screen. There are
three reports available upon completion of the dunning process which is: Summary
Dunning Process Report, Dunning Process Reject Report and Dunning Process Activity
Report.

There are two options for initiating the Dunning Process. The first is by including the
Dunning Process in a scheduler which will be automatically kicked off at a specified time
every night. The second option is for the Database Administrator to manually execute
the Dunning Process.

The normal business process will be to include the Dunning Process in the nightly
scheduler. User intervention is not required if the process is generated and successfully
completed in the nightly scheduler. However, if the nightly scheduler does not
successfully complete the process (i.e., system down, power failure), the Database
Administrator can manually intervene and generate the process.
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5.1.1 Execute Dunning Process

The Dunning Process screen (AR200) consists of a single selection parameter which is
the Bureau Code. The Dunning Process (AR200) screen is displayed below:

“I% AR Dunning Process Screen (AR200 VER-2.7.0.10)

Dunning Process I Process Log |

Bureau Code: AL -

Bun LCancel

The following field applies to the AR200 Dunning Process launch screen:

Note: As this process uses a centralized database and is kicked off by the Database Administrator, access to this screen
will be granted to a very limited number of users. Users who do not have access to this screen will use the ARI45 - AR

Dunning Process Log under the Reports Section in order to generate the Dunning Process Report (See Section 6-Reports).

Field Name Definition Attributes
This field displays the Bureaus established in Optional
the system. LOV Available
Bureau Code Note: The default for this field is ALL.

Upon accessing this screen, the Bureau Code will default to the value of ALL. The
Bureau Code has a separate drop-down list from which the Database Administrator
(DBA) can select another value. Once the parameter is selected, the DBA will click the
‘Run’ button to start the dunning process or click the ‘Cancel’ button to exit the launch
screen which will not initiate any processing. Once the DBA clicks on the *‘Run’ button,
the process will start and the system will begin to log the process’s progress.
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To view or print the AR200 Dunning Process, users execute the following steps:

Step | Action
Select the AR200 - Dunning Process option from the Navigator Menu to access the Dunning
1 Process screen. The focus will be on the Dunning Process tab

Click on the down arrow from the Bureau Code field to select the Bureau from the drop down
2 list or use the default value of ALL.

Click on the Run button to execute the dunning process. A message “Dunning Process is

3 complete” will appear on the screen if the process runs successfully.
4 Click the OK button in the confirmation dialogue box.
5.1.2 Process Log

The Process Log tab allows the user to view the progress of a particular process. If a user
accesses the AR200 Dunning Process screen while another dunning process is in
progress, the screen displays a message which notifies the user there is another process
still running. The following message will be displayed: “AR200 is currently processing,
unable to start a new batch.” Only one batch process can be executed at a time.

Once the process is completed, the user can click on the Process Log tab to review or
print current or previous batches. The Process Log (AR200) screen is displayed below:

Dunning Process I Frocessz Log |

— Bakch Logs

Batch D Batch Mame
P43 DUMNING PROCESS MIGHTLY JOE

Start Time Errar

Finizh Time

Finizh

| -

2432 |DUMMIMG PROCESS MIGHTLY JOB

29-MAR-2006 22:11:M

23-MaR-200E8 22:17:1F

2430 |DUNMING FROCESS MNIGHTLY JOB

28-MAR-2006 22:11:01

28-MAR-2006 22:717:1E

2428 |DUMMIMG PROCESS MIGHTLY JOE

27-MAR-2008 22:11:01

27-MAR-2008 22:77:18

2426 |DUMMIMG PROCESS MIGHTLY JOB

26-+AR-2006 22:11:0C

2E-MAR-200E8 22:17:13

2424 |DUNMING FROCESS MNIGHTLY JOB

25-MAR-2006 22:11:0

20-MAaR-2006 2217112

2422 \DUMMIMG PROCESS MIGHTLY JOB

24-MAR-2006 19:11:0C

24-MAR-2008 19:117:11

2420|DUMMIMG PROCESS MIGHTLY JOB

23-MAR-2006 22:11:M

23-MaR-200E8 22:17:1E

< = < =] <] <| <| B
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The following fields apply to the Process Log tab on the Dunning Process (AR200) screen:

Field Name Definition Attributes
This field is a system assigned sequential System generated
Batch ID number.
This field identifies whether the batch process System generated
was manually executed or system generated in
Batch Name the nightly scheduler.
This field identifies the time the assessment of System generated
Start Time late fees process started.
This field identifies the time the assessment of System generated
Finish Time late fees process completed.
This field displays Y if process was completed System generated

and N if not yet completed.
Note: Process can be completed although the

Finish batch may contain errors.
This field displays Y if the batch contained System generated
Errors errors and N if no errors were detected.

5.1.3 Dunning Process Report
Upon completion of the Dunning Process, users can execute the Dunning Process Report.
The Dunning Process Report cannot be run for a particular batch until the batch process
is completed for that batch.

The following is an example of the Dunning Process Report launch screen, which is
accessed from the Reports section:

£18 Dunning Process Report — | Dlil

— ARZ00
Bureaw: SLL hd
Admin. Office: [ALL [

" AR100 Customer Bills Repart
{~ SF1080 Report

' SF1031 Report

% Batch Summary Report

Run I Cancel
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The Dunning Process Report is divided into three sections:

. Summary Dunning Process Report
. Dunning Process Reject Report
. Dunning Process Activity Report.

The Summary Dunning Process Report provides a statistical summary of the dunning
adjustments that were generated during the dunning process. The Dunning Process
Reject Report lists the records that could not be processed by the dunning program and
the associated error messages by Bureau. The Dunning Process Activity Report lists the
Treasury Late Fees (DCA interest, administrative fee and penalty) assessed on the bills
within the receivables by Bureau and Admin Office.

Users should perform the following steps to execute the Dunning Process Report:

Step Action
Select the AR200 - Dunning Process option from the Navigator Menu to access the Dunning
1 Process screen. The focus will be on the Dunning Process tab
2 Click on the Process Log Tab. The Process Log Tab will display current and previous batches.
Highlight the batch to be printed. The batch process must be completed before the user can
3 execute the Dunning Process Report.
Double-click on the batch to be printed. The system will pop-up the Dunning Process Report
4 Launch Screen with the default on the radio button Batch Summary Report
Click on the Bureau Code field to select the Bureau from the drop down list or select the
5 default value of ALL.
Click on the Admin. Office field to select the Admin. Office from the drop down list or select
6 | the default value of ALL.
Click on the Run button to execute the Dunning Process Report. The system will display the
7 Dunning Process Report on-line.
8 Click on the right arrow to view the Summary Dunning Process Report on-line.
9 Click on the right arrow to view the Dunning Process Reject Report on-line.
10 | Click on the right arrow to view the Dunning Process Activity Report on-line.
Click on the printer icon on the toolbar to print a hard copy of the report. The Print selection
box will be displayed. On this box, the user will define the printer and the number of copies to
11 | be printed.
12 | Click the OK button to print the report.
Click on the X icon at the top right corner of the launch screen to exit the screen. The system
13 | will return the user to the Dunning Process Screen on the Process Log tab.
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Step Action

Click on the door icon on the toolbar or the X icon at the top right corner of the Dunning
14 | Process Screen to return to the Navigator Menu.

Click on the Report Engine Background at the bottom of the screen. Once the Report Engine

Background screen is open, click the X (Close) icon at the top right corner of the background
15 | screen to exit the screen.

5.1.3.1 Dunning Process Report Example

The following pages include examples of the Dunning Process Reports.
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Current Date: 25-APR-2006 11:12 ARZ00

United States Depattment of Cammerce
Accaunts Receivable Dunning Pracess Repart

Batch D 2482
Batch Mame:  DURMMIMNG PROCESS MNIGHTLY JOB
Bureau.  ALL
Admin. Office: ALL
StartFinish Time;  24-APR-2006 22:11:00 - 24-APR-2006 22:11:15

User Mame: OPSEBARGIBOT

May 2006 -8
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Current Date; 25-APR-2006 11:12

Currert Date: 25-APR-2008 11:12

Mumber of Receivables Azzeszed. 9

United States Department of Commerce
1d-MOAL
Accounts Receivable Summary Dunning Process Report
CASC-CENTRAL FINAMCE BRAMCH

Mumber of Receivables Aszessed: 1

Murmber of Billz Azsessed: 1 Mumber of Interest Adjustments:
Murmber of Bill Adjustments: 1 Mumber of Penalty Adjustnents
Mumber of Rejected Records: 0

United States Departinent of Commerce
14-MC8,0
Accounts Receivable Summary Dunning Process Report
HETRS-GERMANTCW FIRANCE OFFICE

Mumber of Admin Fee Adjustments: 0

Mumber of Bils Azsessed 11 Mumber of Interest Adjustments: 10
Mumber of Bill Adjustments: 10 Mumber of Penalty Adjustments ]
Humber of Rejected Records: 1

May 2006
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Currert Date: 25-APR-2006 11:12

Receivable Mo,

Bill Mo.

United States Department of Commerce
14-MOLL

Accounts Receivable Dunning Process Reject Report
HETRS-GERMAMTCWYM FINAMCE OFFICE

Feject code  Eeason For Reject

595

20130 20130 FAILED TO UPDATE PERCEMT FOR MEGATIVE BALAMCE BILL MDL. BILL MDL 1D =4451, MDL BALAMNCE =-1.23

May 2006
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Current Date: 23-APR-2006 11:12 ARZ200

United States Department of Commerce
1 d-MOLS
Accounts Receivable Dunning Process Activity Report
CASC-CENTRAL FINARMNCE BRARCH

Receivable Bill Adj.
Mo, Customer Hame Bill M. Cue Date Tans. Mo. Intersst Amount Admin Fee Amournt Penatty Amount Total Aszessed Amount
3560 GREGORY BYRD 1 22-hey-2005 3583 0.1 0.00 133 1.44
Admin. Office Totals: 0.1 0.00 1.23 1.44
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currert Date: 25-APR-2006 11:12

United States Department of Commerce
14-MOLL
Accounts Receivable Dunning Process Activity Repoart
HRTRS-GERMANTCiY FINARNCE OFFICE

Receivable Bill Adj.
M. Customer Hame Bill Mo Oue Date Trans. Mo, Interest Amount Admin Fee Amournt Penalty Amount Total Assessed Amount
0633 JESSE KEITH MURRAY 16 01-AUG-2004 224675 005 0.oo 014 0.z0
11374 TU WA PHAM 12 01-AUG-2004 224676 0.1 0.oo 0.3z 043
11375 TU WA PHAM 12 01-AUG-2004 2277 0.1 0.oo 0.3z 043
11859 SANH W TRAN 12 01-AUG-2004 278 0.76 0.00 227 203
24257 TIMOTHY J OTT 2 28-JAM-2005 22579 004 0.00 0.26 el ]
26267 CAJEEINC & 28-JAM-2005 2530 023 0.00 5.00 583
& I8-APR-2005 2353 0.83 0.00 5.00 583
9 I3-hAAY-2005 23582 0.83 0.00 5.00 583
41188 ALFREDO GUZNiAN MARTINES 1 I4DEC-1005 23584 240 0.00 7.450 10.00
42348 FRANCISCO ARENDON 1 I4-hiAR-2006 23585 1.25 0.00 0.00 125
Admin. Office Totals: 7.3 0.00 2582 3313
Bureau Totals: 7.4 0.oo 2F.05 3457
May 2006 -12
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The Create Bill Process is used to generate scheduled bills which have a status of
‘Pending’ and where the bill date is equal to or less than the current system date. In
order for a bill to be updated during this process, the corresponding receivable must be in
an open status. If the receivable status is open, the system checks to see if any associated
bill(s) for the receivable has a bill date equal to or less than the current system date. If
the bill(s) meets the above criteria, the bill status is updated from Pending to Open
during this process. This process also creates applicable general ledger entries. Once the
process is completed, the user can access the AROOL - Receivable screen and/or the
ARO002 - Bill screen to verify the system updated the status of the bill from ‘Pending’ to
‘Open’.

The Generate Bill Process can be generated in two ways: 1) The first is by including the
Generate Bill Process in a scheduler which will be automatically kicked off at a specified
time every night. 2) The second is by the Database Administrator who can manually
execute the Generate Bill Process. The normal business process will be to include the
Generate Bill Process in the nightly scheduler. There will not be any user intervention if
the process is generated and successfully completed in the nightly scheduler. However, if
the nightly scheduler does not complete the process (i.e., system down, power failure) the
Database Administrator can execute the process.

5.2.1 Bill Generation Process

The Generate Bill Process screen consists of two selection parameters which are: Bureau
Code and Admin. Office with a default value of ALL. Each selection parameter has a
separate drop-down list from which the Database Administrator (DBA) can select if not
selecting the default value.

After selecting the applicable parameters, the DBA will click the ‘Run’ button to start the
bill generation process or click the “‘Cancel’ button to exit the launch screen which will
not initiate any processing. Once the DBA clicks the ‘Run’ button, the process will start
and the system will begin to log the process’s progress.

Note: As this process uses a centralized database and is kicked off by the Database Administrator, access to this
screen will be granted to a very limited number of users. Users who do not have access to this screen will use the
AR146-Bill Generation Process Log under the Reports Section in order to generate the Bill Generation Process Report
(See Section 6-Reports).



‘1 AR Bill Generation Process Screen (£R202 VER-2.7.0.10)

Bill Generation | Process Log

Buresu Code: AL -

Admin Crffice; I,.i-.'|_|_ |

Eun Cancel |

The following fields apply to the Bill Generation Process (AR202) launch screen:

Field Name Definition Attributes

This field displays the Bureaus established in Optional

the system. LOV Available
Bureau Code Note: The default for this field is ALL

This field displays the Administrative Offices Optional

established in the system. LOV Available
Admin Office Note: The default for this field is ALL

To initiate the AR202 Generate Bill Process, the Database Administrator will execute the
following steps:

Step Action

Select the AR202 - Create a Bill Process option from the Navigator Menu to access the
1 Create a Bill Process screen. The focus will be on the Bill Generation Process tab.

Click on the down arrow from the Bureau Code field to select the Bureau from the drop down
2 list or select the default value of ALL.

Click on the down arrow from the Admin. Office field to select the Admin. Office from the
3 drop down list or select the default value of ALL.

Click on the Run button to execute the process. A message “Generate Bill Process is
4 complete” will appear on the screen if the process runs successfully. Click the ‘OK” button.




Once the Generate Bill Process message is displayed, the user can access the process log
tab which will display current and previous batches which have been executed. On the
process log, the system will display the Batch ID, Batch Name, Start Time, Finish Time,
Finish (process completed) and Errors (the process can be completed although the batch
may contain errors).

The batch process information is all system generated. The Batch ID is a system
assigned sequential number. The Batch Name identifies whether the batch process was
manually kicked off by the launch screen or the batch process was system generated in
the nightly scheduler. The Start Time states when the generated bill process was started
and the Finish Time states when the generated bill process was completed. The column
titled Finish displays a Y if the process was completed and an N if the process has not yet
completed.

The Process Log tab allows the user to view the progress of a particular process. If a user
accesses the AR202 Bill Generation screen while another bill generation is in progress,
the screen displays a message which notifies the user that there is another process still
running. The following message will be displayed: *“AR202 is currently processing,
unable to start a new batch.” Only one batch process can be executed at a time.

Once the process is completed, the following message will be displayed: “Bill Generation
Process is complete.” Once this message is received, the user can click on the Process
Log tab to review or print current or previous batches.

The Process Log (AR202) screen is displayed below:

Bill Generation | Process Log

— Batch Logs
Batch |D Batch Mame Start Time Finizh Time Finizh | Ermar
243 UPDATE BILL STATUS MIGHTLY JOB | 30-MAR-2006 22:05%:01 | 30-MAR-20068 220507 | L
2431 |UPDATE BILL STATUS NIGHTLY JOE 9-MAR-2006 22:05:01 PA-MAR-2005 22:05:07 i i
2429 |UPCATE BILL STATUS NIGHTLY 106 S-MaAR-Z006 22:05:01 2E-MAR-2006 22:05:07 i i
2427 IUPDATE BILL STATUS NIGHTLY JOE J-MAR-Z006 22:05:00 E7-MAR-20068 22:05:06 i i
2425 |UPDATE BILL STATUS NIGHTLY JOE 6-MAR-2006 22:05:01 P6-MAR-20056 22:05:05 i i
2423 |UPDATE BILL STATUS NIGHTLY 106 S-MAR-Z006 22:05:01 5-MAR-2006 22:05:06 i i
2421 |UPDATE BILL STATUS NIGHTLY JOE 4-MaAR-2006 19:05:01 P4-MAR-2006 19:05:07 i i
2419 |UPDATE BILL STATUS NIGHTLY JOE 3-MAR-2006 22:05:00 23-MAR-20056 22:05:06 i i j




Field Name

Batch ID

Batch Name

Start Time

Finish Time

Finish

Errors

Definition

This field is a system assigned sequential
number.

This field identifies whether the batch process
was manually executed or system generated in
the nightly scheduler.

This field identifies the time the generated bill
process started.

This field identifies the time the generated bill
process completed.

This field displays Y if process was completed
and N if not yet completed.

Note: Process can be completed although the
batch may contain errors.

This field indicates if the batch contained errors

5.2.3 Bill Generation Report

Attributes

System generated

System generated

System generated

System generated

System generated

System generated

The Bill Generation Batch Summary Report can be run for a particular batch after the
batch process is complete.

The following is an example of the Bill Generation Report launch screen, which is
accessed from the Process Log tab on the AR202 screen:

1% Bill Generation Report

The Bill Generation Report Launch Screen will produce a Bill Generation Report with a

— AR202
= &AR100 Customer Bills Repart
i~ SF1020 Report
{~ SF1031 Report
% Batch Summary Report:

Bill Generation Detail Report. The detail report will list each Receivable/Bill No.,

associated Customer/Contact No. and Customer Name, the bill amount, and the status of

the bill that was included in the Generate Bill Process.



Step

Action

Select the AR202 - Create a Bill Process option from the Navigator Menu to access the

1 Create a Bill Process screen. The focus will be on the Bill Generation Process tab.

Click on the Process Log Tab. The Process Log Tab will display current and previous
2 batches.

Highlight the batch to be printed. The batch process must be completed before the user can
3 execute the Batch Summary Report.

Double-click on the batch to be printed. The system will pop-up the Bill Generation Report
4 Launch Screen with the default on the radio button Batch Summary Report

Click on the Run button to execute the Bill Generation Report. The system will display the
5 Bill Generation Report on-line.
6 Click on the right arrow to view the Bill Generation Detail Report on-line.

Click on the printer icon on the toolbar to print a hard copy of the report. The Print selection

box will be displayed. On this box, the user will define the printer and the number of copies
7 to be printed.
8 Click the OK button to print the report.

Click the X on the toolbar or the X icon at the top right corner of the report screen to exit the
9 screen. The system will return the user to the Generate Bill Process Report launch screen.

Click on the X icon at the top right corner of the launch screen to exit the screen. The system
10 will return the user to the Generate Bill Process Screen on the Process Log tab.

Click on the door icon on the toolbar or the X icon at the top right corner of the Generate Bill
11 Process Screen to return to the Navigator Menu.

Click on the Report Engine Background at the bottom of the screen. Once the Report Engine

Background screen is open, click the X (Close) icon at the top right corner of the background
12 screen to exit the screen.

5.2.3.1 Bill Generation Report Example

The following pages include examples of the Bill Generation Report.
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Currend Dates  19-hiay-2002 13007 Linited States Departrmer of Commerce

Accounts Feceivable Bil Gznzraticn Repart

Batch D 4
Doty Mam=: UPDATE BILL STATUS MARJAL JO3
Buread: 14-MOLA
Mdrin Offics; HDEQTRS-HELCZULITERS
=tarttimsn himss 1 E-JUL-2002 10:10:00 - 16-JUL-20C2 - 01 G0
Rurrber cf Recards Processed: N
Hunibaer 2f Resords Passed. 0
Flamber of Records Failed: 0

Ugor Mamz: OPSHATI8CSC] ]
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Currend Diate: 108N L 1907
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Curerd Jole 13-MAN 2002 " 2.07 Uniled States Depsrmen: of Comrmerce
MzcoLmns Recs w»sals Bill Gemarstion Error Repot
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