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Billing Module

Overview

Core-CT Online Billing provides State Agencies with a common process for creating and recording customer bills. By Entering Bills Online, Agency users are able to bill other State Agency Customers (Transfer Invoice process), Federal Customers, and any external customers. External customers need to be entered by the Billing Processor prior to creating a bill for that customer.  Initially, State and Federal Agency customers were entered by Core-CT. New Federal and external customers need to be entered by the Billing Processor prior to creating a bill for that customer.
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Manager / Supervisor Information
Customer Navigation: Customers > Customer Information > General Information
Creating a Bill Online Navigation: Billing > Maintain Bills > Standard Billing
· Customer Information must be entered before you can create bills or process customer payments. 

· There are three types of customers in Core-CT: State agencies, Federal agencies, and external customers.

· The Billing Processor can run customer reports, statements and dunning letters, but Core-CT must first set it up for the agency to run statements and dunning letters.
· Each bill line must have an associated accounting line. Each bill line can have multiple accounting lines associated with it, but if there’s a change in account, fund or SID there must be separate bill lines for those.
· Expenditure and revenue accounts cannot be used on the same transfer invoice. However they may appear on separate bill lines for FED,  EXT  and other agency-specific bill types 
· Bill Type Identifiers are all entered by Core-CT based on agency requirements. Listed below are Bill Types available to all State agencies:

1. EXT - External: Non-Federal and Non-State – (Customers who are neither State nor Federal). AR offset account configured as 11224

2. ET - Expenditure Transfer Invoice is used when billing State agencies to reimburse an expenditure account. Only accounts beginning with 5 or 2 are valid values.

a. Bill State agencies to credit current year expenditures

b. Expenditures only, no revenue coding

c. AR offset account configured as 11620 – (Funds due from State agencies)

3. FED - Federal Billing is used to bill the Federal government.

a. AR offset account configured as 11460 – (Funds due from Federal agencies)

4. GT - Grant Transfer is used when agencies bill to receive a grant from another State agency regardless of the funding source. Only 47100 and 47200 (Federal Customer and Non-Federal Customer) accounts are valid values.

a. AR offset account configured as 11620

5. ST - Service Transfer is used for billing State agencies that generate revenue for goods or services. (a revenue account is used). Only accounts beginning with 4 or 2 are valid values.
a. Revenues only, no expenditures coding

b. AR offset account configured as 11620

· A Pro Forma invoice is a sample invoice produced for review or approval before finalizing the bill and generating invoices.  The Billing Processor can make any necessary adjustments to the invoice prior to running the Finalize and Print process.  

· Running the Finalize and Print Invoice process allows the Billing Processor to print the invoice that will be sent to the customer.

· The bill must be in Ready status (RDY) in order to Finalize and Print an invoice.

· This process changes the status of the bill from Ready (RDY) to Invoiced (INV).

· Once a bill has been Invoiced, it can no longer be changed.  Invoices that are in error have to be adjusted, credited, or credited and rebilled. 

· Reasons for Bill Line Adjustments:

· Specific lines within a bill are coded incorrectly

· Specific lines within a bill have the incorrect amount, quantity or charge code
· Specific lines within a bill were billed to the wrong customer 
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Figure 1 - Billing Process Flow
Catalog of Online Financial Reports 
Billing Reports 
	Report Number
	Report Name

	biarrt01
	AR Pending Items 

http://www.core-ct.state.ct.us/reports/docs/biarrt01.doc
This report reprint is used to review pending items processed in a specified AR entry date range

	biivc002
	Invoice Register by Invoice Number 

http://www.core-ct.state.ct.us/reports/docs/biivc002.doc
This report is used to review invoiced bills created in CORE by invoice number and date range.

	biivc003
	Invoice Register by Customer Name 

http://www.core-ct.state.ct.us/reports/docs/biivc003.doc
This report is used to review invoiced bills created in CORE by customer name and date range.

	ar31001
	Customers by SetID 

http://www.core-ct.state.ct.us/reports/docs/ar31001.doc
This report is used to review customers within a set ID.

	ar31002
	Customers by Unit 

http://www.core-ct.state.ct.us/reports/docs/ar31002.doc
This report lists all customers and their addresses within a business unit.

	ar31003
	Contacts by SetID 
http://www.core-ct.state.ct.us/reports/docs/ar31003.doc
This report lists all contacts and their addresses within a set ID. This report will only show results if the agency has entered contacts.

	ar31004
	Contacts by Unit 

http://www.core-ct.state.ct.us/reports/docs/ar31004.doc
This report lists all contacts and their addresses within a business unit. This report will only show results if the agency has entered contacts.

	ar50001
	Accounting Entries 

http://www.core-ct.state.ct.us/reports/docs/ar50001.doc
This report is used to list accounting entry information by accounting date and business unit.  Accounting line information can be reviewed at either a detail or summary level, for the MOD_ACCRL ledger, MOD_CASH ledger, or both.


Frequently Used Job Aids

Job Aid Page
http://www.core-ct.state.ct.us/financials/bi/Default.htm
Billing Navigation

http://www.core-ct.state.ct.us/financials/bi/doc/ar-bi_navigation.doc
Setting Up Distribution Codes in Billing


See the UPK

Adjusting Selected Bill Lines

See the UPK
Set Up Charge Codes 
See the UPK


