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1) RECEIVABLE DOCUMENT

1.1) PULL UP A LISTING OF ALL RECEIVABLE DOCUMENTS

=

Go into SmartStream
Go into Receivable Document
Select the Open File
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| Main Yiew |
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Field Operator Value [Case Sensitive) Add
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4. This search will give you a listing of all of the IDT receivable
documents, it will also tell you the status of that document. Either
the documents status is Open=awaiting payment or the status is
Closed=payment has been made and the receivable has been fulfilled.

1.2) FIND OUT THE BILLING UDAK’S FOR A RECEIVABLE DOCUMENT

1. Go into SmartStream
2. Go into Receivable Document
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h‘_:l Activity Windows

File Edit ©Options Settings Windows Help
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Main Yiew

Receivable Document:
Status:

Account:

Receivable Entity:
Category:

Type:

Terms:

D D ate:

1

Totals

Due Date:
Effective Date:

1
[

Age:
rControl Group

Identifier:

D ate:

rReference

Base Doc

Original Doc

Crozs Referenced To:

Youcher:

Goods and Services:
Freight:
Miscellaneous Charges:

Total Taxes:

Balance:

Total:

000

000

|Ready

I=1 3|
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Type in the Receivable Document Number you would like to find the

File Edit oOptions Settings ‘window Help
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Main View

Receivable Document:
Status:

Account:

Receivable Entity:
Category:

Type:

Terms:

Document D ate:
Due Date:
Effective Date:

ADT11-011]
"

C 1

L 1
1
[

| .|
Age: D
rControl Group
Identifier [ |
Date:[ 1]
rReference

Base Doc

Original Doc

Cross Referenced To:

Youcher:

Totals

Goods and Services:
Freight:
Mizcellaneous Charges:

Total Taxes:

Balance:

Total:

000

0.00

Ready
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4. Press tab and the receivable document will come up.

IFEI Activity Windows. d J@l
File Edit ©ptions Settings Wwindow Help

eo|| | SIS E = | oo m= = 2 2]
Receiyable Document.- IU110-001 _ =)

| Main View |

Receivable Document: IDT11-011 [ Comments: @
Status: Open Age: 24 Past Due
rControl Group

Account: 12700-PUBLIC SAFE

Identifier:
Receivable Entity: 84326
Date:
Category: Mvoice =]
Type: IDT rReference

e : Base Document: [DT11-011
Terms: L [EEN
S Original Do it IDT11-011

Document Date: [0571372004 Cross Referenced To: [ ]
Due Date: [0671272004 Youcher: 002015
Effective Date: 0551372004

Total
Goods and Services: 6.117.32 Total Taxes: 0.00
Freight: 0.00 Total: 611732
Miscellaneous Charges: 0.00 Balance: 6.117.32
Ready |Browse, Zaom Available =1 I3
M | %) rovell Group. .. : B8 smartStream f : EW Microsoft w... | 3& Microsoft Ex... | d’@ 10044 AM

5. Right-click anywhere in that screen and a drop down box
will come up.
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A o
Edit Options Settings  Wwindow  Help
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Zoom ko »
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6. Select the Accounting Distribution View from the menu of
choices.

w2l it
File Edit Options Settings  Window  Help

ool | B @I =) 0| olo mle =] o] 2]
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Wiain View.
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Type: IDT rReference—  Activicy View —
Bas| Document Tax Yiew 1
T 2 NET 3
S Origin. Currency Yiew ]
Line Wiew
Document Date: [05/1372004 HomRe o 1
Due Date: (0651272004 i istribution
Effective Date: 05/13/2004 Error Messages
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Goods and Services: 6.117.32 Tol Post Receivable ]
Freight: 0.00 2
a Go To Accounting Distribution
Miscellaneous Charges: 0.00 2

3 Armnount

Go ko Ikerm in Ervor

Copy Accounking Key

te Accoun
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Zoom to 3

| This view contains the accounting distribution information for this receivable document. |
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7. The UDAK’s used for the billing of that Receivable
Document will come up.

(=R vity Wi ndoys ﬂ._]ﬂ

Fil= Edit Options Settings Window Help

8| | w@lE m | ol mles El o 2]

rﬂ Receivable Document g aEoai| | L'Q'E‘
1| Accounting Distribubion Yiew
l] Distribution Type

Alias Entity Account Unit Project Rptg Year

Accounts Receivable

Sales 1

[Ready I == ™=
m | &% Movell Group... | B SmartStream ¥ Microsofk ... I B& Microsoft Ex... | & 10:49 AM
¥

2) BILLING DOCUMENTS

2.1) CREATING A BILLING DOCUMENT

1. Choose Billing Document.

2. Type in the document number.

a. Each department will have a different beginning document number.
IE IDT’s will start with IDT (period)-(sequential number), Accounts
Receivable will use AR (period) - (sequential number) .

Type in the Receivable Account. See 3.1

Type in the Receivable Entity. See 4.1

Type in the Type. Use flashlight for a list.
The terms and dates will automatically fill in.
Click on the binoculars. Choose list view.

a. Type in the Sales Item. Use flashlight for a list. See 5.1
1. If you do not have a Sales Item Price List, a pop up screen

will come up. Click OK.

b. Type in the quantity.

1. If you do not have a Sales Item Price List, a pop up screen
will come up. Click OK.

c. Type in the price or amount of invoice.

1. If you have a Sales Item Price List attached, it will
automatically fill in the price.

2. Do NOT hit enter unless you have more than one Sales Item to
input.

8. Click on the binoculars. Choose Accounting Distribution.

a. This should show the Sales Item UDAK (Revenue Account).
b. If it is incorrect, check your Billing Accounting Distribution.
See 4.2.
9. Save

~ o O b W
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10. The status will read pending approval. This billing document must
go through the approval process. See 2.2
11. Once the document is approved, the status will change to complete.

Then you may print the document. See 6.1
12. Once the document has been printed, it will run in the job scheduler

and create a Receivable Document.
2.2) BILLING DOCUMENT WORKFLOW APPROVAL

1. Notify the Accounts Receivable department either by e-mail, phone or
in person of the billing document that needs to be approved so that
they may do so.

2. Once you receive notification from Accounts Receivable that the
document has been approved either by e-mail, phone or in person you
may go and print your Invoices. See 6.1

3) CUSTOMER ACCOUNTS

3.1) CREATING A RECEIVABLE ACCOUNT

1. Choose the Receivable Account.

2. Type in the Receivable Account.

3. Type in the name.

4. Type in an address.

5. Click on the binoculars. Choose “General Information”.
a. Fill in the Remit-To. “Cashier’s Office”
b. Fill in the Terms. “Net 30”

6. Click on the binoculars. Choose “Reporting”. Make any necessary
changes.

7. Save

4) RECEIVABLE ENTITY POLICY

4.1) CREATING A RECEIVABLE ENTITY

=

Choose the Receivable Entity Policy.

Type in the Receivable Entity.

a. This field will take up to 5 alpha-numeric characters.
b. Use the project number.

3. Type in the name (department) or description

4. Type in an address, if needed.

N

a. Suggestion: Type in a contact name in the first line.
5. Click on the binoculars. Choose the “Phone and Fax”. Input
information.

6. Click on the binoculars. Choose the “Default Options”.
a. Fill in the Terms. “Net 30”
b. Fill in the Aging. “Standard”
c. Fill in the Remit-to. “Cashier’s Office”
d. Fill in the Type. Use flashlight for a list.
7. Click on binoculars. Choose “Default Accounting Distribution”.
Input the UDAK. (Receivable Account)
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8. Save
4.2) BILLING ACCOUNTING DISTRIBUTION

Choose Billing Accounting Distribution.

Fill in the Receivable Entity.

Choose the down arrow on the distribution type and choose “Sales”.
Input the Sales item UDAK. (Revenue Account)

DSw N

5) SALES ITEM CATALOG

5.1) CREATING A SALES ITEM

1. Choose the Sales Item Catalog

2. Fill in the Item
a. The item number should have a constant in it such as IDT
beginning with “IDT”.
3. Fill in the description.
4, Fill in the unit of measure. “EA”
5. Fill in the Sales Item Commodity. “IDT”
6. Save

5.2) SALES ITEM ACCOUNTING DISTRIBUTION

Choose the Sales Item Accounting Distribution.

Fill in the Item. Use the flashlight for a list.

Choose the down arrow on the distribution type and choose “Sales
Input the Sales item UDAK. (Receivable Account)

Save

r”

g W N

5.3) SALES ITEM PRICE LIST

1. The price list is only needed if you have a billing that is a
constant price each month.

2. Choose the Sales Item Price List.

3. Create a name for the Price List.

4. Type “USD” for the currency.

5. Type in the Item name. This will be the Sales Item Catalog name you
want the price list attached.

6. Fill in the unit of measure, start date, end date and the price.

7. Save

8. You will need to associate a default price list with the receivable
entity on the billing default window.
a. Choose Billing Defaults.
b. Type in the Receivable Entity, price list name, and the type of
price list. Use your flashlight to get a list.
c. Save

6) INVOICE

6.1) PRINTING AN INVOICE

1. Once the billing document has gone through the approval process and
the status is complete, you may print the invoice.
a. Choose Billing Document.
b. Type in the billing document number and press Tab.
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c. Right click and choose “Go To Billing Document Print”.
d. Highlight the billing document in the box.
e. Right click and choose “Print Now”.
2. This will take you Access and you may have to type in your ID and
password.

6.2) MAILING THE INVOICE

1. You should include the Invoice in the billing just behind the IDT
Stars Form 40.

7) RECEIVABLE DOCUMENTS

7.1) POSTING CONFIRMATION

1. Your copy of the IDT billing (copy of IDT form, copy of Invoice, copy
of departmental Invoice and/or any supporting documentation) should
be kept available for querying the next day to ensure proper posting.

2. Go into SmartStream and pull up the “12700” and the corresponding
revenue account for the UDAK that was used in the billing and check
to ensure that the billing posted to these two accounts.

8) MONTHLY RECONCILIATION AND REPORTS

8.1) RECEIVABLES TO LEDGER BALANCING

This report should be printed at the beginning of each month for the
period of the year thus far. The report must be run from the first day
of the first month in the fiscal year to the last day of the current
month being reconciled.

8.2) AGING
8.3) FOLLOW UP WITH PAST DUE ACCOUNTS

1. On the first day of every month the Receivable Statements will be
printed by the Accounts Receivable department and distributed to the
necessary contact person controlling the IDT receivables.

2. The statements containing past due receivables are to be stamped
“PAST DUE” in red ink and mailed out through IMS mail, by the 10" of
the month, to the appropriate state agency.

9) ERROR CORRECTION

9.1) DEBIT MEMOS

9.2) CREDIT MEMOS

10) WRITE OFF PROCESS

Upon receipt of an IDT payment that is less than the amount
billed our policy is to contact the billing department to
verify the payment is correct. If approved by the billing
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department we will write-off the unpaid portion of the bill.
If the department is expecting full payment of the billing
we will re-bill the IDT for the unpaid amount if necessary.

11) INQUIRY

12) NIGHTLY SYSTEM REPORTING

13) YEARLY PROCESSING

13.1) CLOSE-OUT PROCEDURES

1. A memo is sent out at the first of June requesting that all billing
departments submit IDT requests for that fiscal year by the end of
the third week of the month in order to get these in the system for
the fiscal year and properly check the postings.

13.2) ESTABLISH CLOSE-OUT PROCESS

14) SYSTEM SECURITY

14.1) GENERAL ACCOUNTING

1. General Accounting is responsible for entering IDT billings and
maintaining proper records for all IDT billings.

2. General Accounting is also responsible for reconciling the
Interdepartmental Transfers receivable account (12700) on a monthly
basis.

14.2) ACCOUNTS RECEIVABLE

1. Accounts Receivable is responsible for approving all IDT billings and
posting all Accounts Receivable activity on a daily basis.

2. Accounts Receivable is also responsible for printing the past due
statements at the beginning of each month and distributing these to
the proper contact person for IDT’s in a timely manner.
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