REVENUE/TRUST
A/R MAINTENANCE

Al though this UFS nenu only includes the A/R Mai nt enance and TCB Loan

Mai nt enance option, there are other procedures that will be addressed under
this heading. Regional centers mght consider conpleting these additional
procedures prior to beginning the actual AR maintenance as it could affect
A/ R nai nt enance.

Suppl enent al Procedures

1. Commi tted Funds
a. Cenerate the Commtted Funds Report (CLMES2, 16)
This report will identify the clients who have had cash receipts

whi ch were commtted (B&C or P& ) and not yet disbursed. The
client's source of fund, committed for B& or P& , the nonth and
year, and the anmount committed will be printed on the report.

b. Relieve Conmtted SOF' s (PSMENG, 4)

This procedure will allow regional centers to uncommt client
funds. The procedure will request regional center staff to sel ect
either to uncommt all or only by specific clients. The
prevailing practice would be to select specific clients. Regional
centers shoul d use caution and not select all clients to uncomit.

2. Conpl et e processing of all outstanding PGS, Trust, including noney
managenent transactions. This is necessary to insure that any bal ances
in the clients' accounts are accurately reflected so that any SCF and/ or
TCB | oan nai nt enance can be conpl et ed.

3. Edit and Post Al Qutstanding Journal Entries (GAMENZ, 2)

The editing and subsequent posting of all journal entries once again
will insure that UFS data files will accurately reflect actual bal ances.
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A/ R Mai nt enance Menu Qpti ons
1. Enter/ Update A/ R Transactions
This menu option will allow regional center staff to:
a. Adj ust receivabl es created during the recurring receivables to

reflect the result of cash receipts and/or invoicing where an
actual | oan has been created. The receivable can be increased or

decr eased.

b. Wite-off and state claiman uncollectible SO | oan.

C. Adj ust two receivables at the sane tine.

d. Use a client's avail able bal ance to relieve a | oan

e. Adj ust a cash receipt. The cash recei pt can be increased or
decr eased.

ERROR MESSAGES

1. NEGATI VE AMI ENTERED
The amount entered is a negative. The procedure does not allow
negati ve amounts. The adjustenents should either be entered into
the adjust 'up' or adjust 'down' fields.

2. DETAI L NOT AVAI LABLE H STORY RECCRDS

The receivabl e and sequence nunber is not available since it has
been ' archi ved'

3. CANNOT DELETE RCVBL TRANSFER TRANSACTI ON
4. PLEASE ENTER CLIENT ID #

Cient UC has not been entered.
5. PLEASE ENTER RCVBL #

The recei vabl e nunber has not been entered.

6. PLEASE ENTER SEQ #
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The correspondi ng sequence nunber to the receivabl e nunber has not
been entered.
7. I N\VALI D CLI ENT | D

The UQ has not been established in the dient Masterfile. This
usual |y neans that the client has been del eted (purged) fromthe
Cient Masterfile. To correct, regional center staff will need to
conplete Aient Masterfile mai ntenance.

8. I NACTI VE CLIENT ID
The client's CMF record has been flagged for deletion. To
correct, regional center staff will need to conplete client
masterfil e mai nt enance.

9. RCVBL- SEQ COVBI NATI ON NOT PCSTED
The receivable identified has not been posted.

10. RCVBL # DCOES NOT EXI ST
The receivabl e and sequence number does not exi st.

2. BEdit A/R Transacti ons

This menu option will validate the transactions created during the
Enter/update A/ R transactions procedure.

Areport will be generated that will list the dollar anount for each
transaction, for each category and for all passing, as well as, not
passing edit.

Regi onal center staff will need to review the transacti ons that passed

to insure they are accurate. Additionally, regional center staff nust
mai ntain the transactions that did not pass edit before continuing.
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3. Post A/ R Transacti ons
This menu option will create two journal entries. One to reflect the
recei vabl e mai ntenance and a second to reflect the physical cash

transfer activity.

Journal Entries

a. For Receivabl e Adj ust ment (RA)
1. I ncr ease
02- 00- 0- 02010 02 dient Support Receivable
G 02- 00-0- 20010 or 02 dient Support SSI/SSP
02- 00- 0- 20020 02 G her dient Support
2. Decr ease

Dr: 02- 00-0- 20010 or 02 dient Support SSI/SSP

02- 00- 0- 20020 02 QG her dient Support
G 02- 00- 0- 02010 02 dient Support Receivable
b. For Paynent Adjustnents
1. I ncrease (CR
02- 00- 0- 01020 02 Cash In Bank - Checking
G 02- 00-0- 20010 or 02 dient Support SSI/SSP
02- 00- 0- 20020 02 G her dient Support
2. Decrease (CV
Dr: 02- 00-0- 20010 or 02 dient Support SSI/SSP
02- 00- 0- 20020 02 QG her dient Support
O: 02- 00- 0- 01020 02 Cash In Bank - Checking
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For Wite-offs (W)

1.

Dr:

d ose

Rel i eves Recei vabl e

02- 00-0- 20010 or 02 dient Support SSI/SSP
02- 00- 0- 20020 02 G her dient Support

02- 00- 0- 02010 02 dient Support Receivable

Rel i eves Loan

02- 00- 0- 10090 02 Due to OP Fund - SCOF Loans
01- 00- 0- 02081 01 Due Fromdient Fund - SCF
Loans

Reverses the expense

01- 00-0-32010 or 01 Comunity Care Facility
01- 00- 0- 65080 01 P& Expense

02- 00- 0- 32000 or 02 PCS - Board & Care Exp
02- 00- 0- 32100 02 PCS - P&l

Creates a State d ai m Record

a Receivable By Applying dient Avail abl e Bal ance (W)
Rel i eves Recei vabl e

02- 00-0- 20010 or 02 dient Support-SSl/SSP
02- 00- 0- 20020 02 G her dient Support

02- 00- 0- 02010 02 dient Support Receivable

Rel i eves Loan

02- 00- 0- 10090 02 Due to O Fund - SOF Loans
01- 00- 0- 02081 01 Due Fromdient Funds - SOF
Loans
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Transfer Cash

01- 00- 0- 01070

02- 00- 0- 01070

Recei vabl e Transfer

1

Recei vabl e Amount to be

02- 00- 0- 02010

02- 00- 0- 20010 or

02- 00- 0- 20020

Recei vabl e Amount to be

02- 00- 0- 20010 or

02- 00- 0- 20020

02- 00- 0- 02010

Rel i eves Loan

02- 00- 0- 10090

01- 00- 0- 0208l

Transfer Cash

01- 00-0-01070

02- 00- 0- 01070

01 Cash Transfer - POS

02 Cash Transfer - POS

Decr eased
02 dient Support Receivable

dient Support-SSl/SSP
02 G her dient Support

| ncreased

dient Support-SSl/SSP
02 G her dient Support

02 Cdient Support Receivable

02 Due To OP Fund - SCOF Loans

02 Due Fromdient Fund - SCF
Loans

01 Cash Transfer - PCS

02 Cash Transfer - POS
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Physi cal Cash Transfer

1. 02 Cash
Dr: 01- 00- 0- 01070 01 Cash Transfer - PCS
O: 02- 00- 0- 01020 02 Cash | n Bank- Checki ng
2. 01 Cash
Dr: 01- 00- 0- 01030 01 Cash | n Bank- Checki ng
O: 01- 00- 0- 01070 01 Cash Transfer - PCS
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RECEI VABLE MAI NTENANCE

CLI ENT NANME CLIENT ID  TRANS REMAI NI NG
LINE # STAT RCVBLE SEQ MJ YR SOF CODE AMOUNT RCVBLE BAL
LI NE FUNCTION (A, C,D) A CLIENT ID RCVBL SEQ
WRI TE- OFF RECVBLE TRANSFER 2ND RCVBL

ADJUSTMENT upP DOWN

PAYMENT ADJUSTMENT UP DOWN

APPLY TRUST BALANCE

CMD 5: CLIENT INQURY 8: REVIEW 9: REVI EW FROM LI NE # 10: BATCH TOTAL
CVMD 7: END OF JOB
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FI ELD DESCRI PTI ONS:

1

Li ne Nunber

a. Not required, unless changing an existing line.
Functi on

a. Requi r ed.

b. A - Add, C- Change, or D- Delete a record.

Cient ID (UQ)

a. Required, enter the client:s Ud nunber.

Recei vabl e Nunber

a. Requi red, enter the nunber of the receivable to be nmaintai ned.
Recei vabl e Sequence Nunber

a. Required, enter the sequence nunber of the receivable to be
mai nt ai ned.

Wite-Of (Optional)

a. Enter the anount to be witten off and state clained. The state
claimtransaction record will be created and the associ ated SCOF
| oan amount will be relieved.

Recei vabl e Transfer Second Recei vable (Qptional)

a. Enter the nunber of the second receivable to be reversed agai nst
the receivabl e nunber entered in #4. This is a special situation
that will allow two receivables to be reversed. The account
nunbers and anounts will be automatically reversed. Note: This is
usual |y used after the first cash receipt after the SSI/SSA rate
change ($1.00 difference between SSI and SSA).

Adj ustment (Qpti onal)
a. Used to adjust an open receivable amount. Enter the anount in the

appropriate »UP- or »DONN field. This nay be used only if there is
not an outstanding | oan.
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9. Pay Adjustment (Optional)

a.

10. Appl y

Rev: 2/99

Enter the amount for the payment adjustment. This may be used for
credit menos or vendor refunds. (Regional center staff may want
to consider using the Prepaid nodul e for these type of
transactions).

Trust Bal ance (OQptional)

Enter the anount of the client:s avail able bal ance to be used to
relieve a SOF loan. May be used in conbination with wite-off.
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