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AR12 ‐ RECORD COLLECTION – BILLED AR (BANK DEPOSIT) 

Source Document: Copy of Customer Check or Money 
Order 
Departments Invoice for Billed AR 
Departments Payment Batch Header 

Module: Accounts Receivable (AR) 

Roles: AR Payment Processor 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

This training describes the recommended procedures for recording collections of billed Accounts 
Receivable (AR). Collections for items previously billed are recorded in the AR module. The AR 
Payment Processor will record and apply payments received from customers. These payments are 
applied to invoices using the Worksheet process. However, for payments in full, the Payment Predictor 
can be used as an option; in which case, the system will automatically create and finalize the 
worksheet. 

In this training, the AR Payment Processor will use Payment Predictor to apply a payment in full; and 
use worksheet to apply a partial payment. 

Refer to the eLearning course list for AR training on other receipt collections such as unbilled receipts 
and direct transfers. 

Departments will use their existing business processes to deposit receipts to their bank prior to 
posting in FI$Cal. 

The Source Documents for applying payments for billed AR bank deposits are: 
1. Departments Payment Batch Header 
2. Copy of Customer check or money order and the departments invoice for billed AR 
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AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

The Department of Finance prepares a Payment Batch Header report to document details of the customer 
payments that will be posted in FI$Cal. An example of the Payment Batch Header shown below shows two 
billed receipts: $200 that will be applied using Payment Predictor and $300,000 that will be applied using the 
Worksheet Application. 

NOTE: Payment Predictor applies payments against receivables based on configured rules and reference 
information associated with the payment and generally may be used when a payment amount matches the 
AR amount. Worksheets are used to apply full or partial payments towards all AR’s. 

DEPARTMENT OF FINANCE 
PAYMENT BATCH HEADER 

Useful 
information such 
as bank deposit 
slip number and 
date are included 
on this form. 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

Below are examples of source documents such as a customer check and departments invoice for billed 
accounts receivable. 
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AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

In this training exercise, we will assume that a Deposit Slip entry process has been completed and the 
corresponding AR Regular Deposit has been created in FI$Cal (refer to job aid FI$Cal.389). 

The AR Payment Processor will find an existing AR Deposit Entry in the AR Module. Steps are: 
1 ‐ Navigate to Accounts Receivable>Payments>Online Payments>Regular Deposit 
2 ‐ Enter your “Deposit Unit” in the Find an Existing Value tab 
3 ‐ Enter the “Deposit ID” in the Find an Existing Value tab 
4 ‐ Click Search 
1 

2 

3 

4 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

The AR Payment Processor will verify that the prepopulated fields in the Totals tab matches the 
deposit slip: 
1 ‐ Verify the Accounting Date (Bank deposit date) 
2 ‐ Verify that “STATE” is selected for Bank Code 
3 ‐ Verify that the Bank Account reflects the correct CTS account 
4 ‐ Verify that the Bank Deposit Number matches the Deposit Slip number 
5 ‐ Verify “USD” is selected for Control Currency and Format Currency fields 

1 

2 
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5 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

The AR Payment Processor will verify the information in the Control Totals section of the Totals tab 
and update as necessary: 
6 ‐ Update the Total Count 
7 ‐ Verify the Control Total Amount (should tie to the Deposit Slip) 
8 ‐ Click on the Payments tab at the top 

8 

6 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

For the first payment of the deposit, the AR Payment Processor will post the following fields on the Payments tab: 
1 ‐ Enter Payment ID 
2 ‐ Enter Amount 
3 ‐ Click on the Payment Predictor box (recall from slide 3 that the first payment is using payment predictor) 
4 ‐ Select “Check” for Payment Method 
5 ‐ Under the Additional Payment Information, select “Check” for Payment Method and “Gen Cash” for Cash Type 
6 ‐ Optional – document  notes or relevant information in the Notes box 
7 ‐ Optional – Legal  Authority and Reason for Request 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

Use the scroll bar to scroll down to the Reference Information: 
1 ‐ Enter “I” in the Qual Code field 
2 ‐ Click the Look Up tool next to the Reference field. 
3 ‐ Enter the AR in in Item ID field 
4 ‐ Select “Look Up” 
5 ‐ Select the item found in the Search Results 
6 ‐ Save 

No further action from the AR Payment 
Approver is required when Payment 
Predictor is selected. If the Payment 
Predictor checkbox is selected, and the 
receipt has the same amount as the AR 
and references the Item ID, then batch 
processes will automatically apply the 
payment to the AR. 

Prepared by Department of Finance, Fiscal Systems and Consulting Unit 9 



                     
                  
   
 

                                 
         
                               
                   
             

                 

         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

Using the scroll bar, scroll back to the top of the page: 
1 ‐ Select the to add the second payment 
2 ‐ Enter Payment ID 
3 ‐ Enter Amount 
4 ‐ DO NOT CLICK on Payment Predictor or Journal Directly boxes, this payment will use the Payment Worksheet 
5 ‐ Select “Check” for Payment Method 
6 ‐ Under the Additional Payment Information, select “Check” for Payment Method and Gen Cash for Cash Type 
7 ‐ Optional – document  notes or relevant information in the Notes box 
8 ‐ Optional – Legal  Authority and Reason for Request 
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AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

Use the scroll bar to scroll down to the Reference Information: 
‐ Enter “I” in the Qual Code field 
‐ Click the Look Up tool next to the Reference field. 
‐ Enter the AR in in Item ID field 
‐ Select “Look Up” 
‐ Select the item found in the Search Results 
‐ Select Save 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

Using the scroll bar, scroll back to the top of the page: 
1 ‐ After clicking Save, the NEXT functionality of FI$Cal will assign a unique Deposit ID. 
2 ‐ The deposit will show “Balanced” when the payments match the control totals 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

The final step for the AR Payment Processor will be to create a worksheet for payment number 2 of $300,000.00: 
1 ‐ Navigate to Accounts Receivable>Payments>Apply Payments>Create Worksheet 
2 ‐ Enter Deposit Unit 
3 ‐ Enter Deposit ID 
4 ‐ Select Search and click on the payment sequence associated with the partial payment 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

In the Payment Worksheet Selection, scroll down to Worksheet Action: 
1 ‐ Confirm the Item Reference matches the billed AR that you wish to apply the payment towards 
2 ‐ Select Build 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

In the Payment Worksheet Application: 
1 ‐ Confirm that the “Sel” box is checked for the AR you are building the worksheet for (your department 

may have multiple AR’s per customer) 
2 ‐ The Pay Amt shows the total balance of the AR, change this to the amount of the payment 
3 ‐ Click Save 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

In the Payment Worksheet Application: 
1 ‐ In the Item List, 2 line items now appear – the  line item for the payment amount and a line item for the 

remaining balance. Do NOT select the check box for the remaining balance. 
2 ‐ Select Worksheet Action 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

In the Payment Worksheet Action: 
1 ‐ Select Create/Review Entries 

FI$Cal auto‐generates the accounting entries based on the billed AR 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

The below screen will appear with the system generated entries. 
1 ‐ Click View All to see all distribution lines 
2 ‐ Click Save 
3 ‐ Click Return To Previous Panel 
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         AR12 ‐ Record Collection – Billed AR (Bank Deposit)(cont’d) 

In the Payment Worksheet Action: 
1 ‐ Select Save 

Submit the Bank Deposit Report of Collection and supporting documents to the AR Payment Approver to 
approve the applied payments. See AR14 ‐ Approve Collection – Billed AR 
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