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Overview
All cash receipts that represent customer payments on account, meaning payments for billing invoices, are treated basically the same way.  Such cash receipts might include both OTC cash receipts and DBC cash receipts.

Note:  The NA customer payment detail entry screen has the capability to “Hold Posting” for credit card payments.  This feature is limited to very specific circumstances and should not be used without specific consultation with technical support.  For more information on how to handle customer payments by credit card refer to Cash Receipt Procedures – Credit Card Payments.

To process cash receipts for customer (billing-related) payments:

· Step 1.  Customer Payment Entries (UB/Customer Payments).

Click on Add to enter a customer payment.  

Customer Payments Are Retrieved from OTC Entry.  All customer payments for which an OTC entry has been made will be retrieved, and be waiting for you on the customer payment detail entry screen.  You can highlight the payment in the listing and the computer will automatically populate the customer payment entry boxes.  Unless you need to override the payment amount, you can click OK to lock in the customer payment entry.

Note: If the original OTC customer payment entry is incorrect, you should void the original OTC entry and create a new one.  Contact technical support for assistance.

Payment Allocation Records Created.  When the customer payment record is created, it is broken down by fund automatically (by the computer).  The detailed breakdown of each customer payment consists of one or more customer payment allocation records that can be found using AR/Accounts Receivable Detail.

What If Customer Payment Exceeds Account Balance?  Many customer payments exceed the total amount owed on the customer's accounts receivable balance (i.e., account balance).  NA does not allocate the payment amount in excess of the amount owed to the customer's accounts receivable balance.  Instead, NA treats the excess amount as an "overpayment" and credits the overpayment amount to the customer's "deposit" account balance.
Customer Payment Allocation to Accounts Receivable Balance.  For most customer payments, the entire amount of the payment will be credited to the fund(s) designated to receive the amount, such as the Water Fund or Sewer Fund, for each line item on the billing invoice.  However, the total amount allocated in this manner is limited to the total amount owed by the customer, that is, the customer's unpaid accounts receivable balance at the time the payment is made.
Customer Payment Allocation to Customer's Deposit Account Balance.  The customer payment amount in excess of the customer's unpaid account balance at the time of the payment is automatically allocated to the Customer Deposit Clearing Fund and credited to the customer's deposit account balance as an "overpayment".
Important: Customer payment allocations to Deposit Clearing are not subject to the normal AR posting of customer payments to Budgetary Accounting (see Step 2).  Instead, the computer automatically posts the overpayment amount to Budgetary Accounting at the time the entire customer payment is processed.  Such automatic postings will appear as individual cash receipts (in BA) to be deposited in the normal manner along with all other cash receipts.

· Step 2.  Post Customer Payments (AR/Post Customer Payments to Budgetary Accounting).

Using AR/Reports/Customer Payments Report enter a single date and click on Print Detail.  

The Customer Payments Report total should tie to the OTC Daily Cash Receipts Report total representing payments on account for OTC and DBC cash receipts.  If the report totals for the two reports tie, you can post these payments to BA.

The posting of customer payments in the Billing and Accounts Receivable system to Budgetary Accounting is normally done at the end of the day, prior to making the physical bank deposit at the bank.

During the posting process, all of the customer payment allocation records being posted are summarized by date and fund.  For each summarized record, a cash receipt entry is automatically created in Budgetary Accounting.

OTC vs. DBC Customer Payment Postings.  The customer payment allocation records for OTC payments are posted separately from DBC payments.  The reason for this is to make sure the related cash receipt entries created during the posting process are properly designated for the cash receipt deposit process in Budgetary Accounting.

· Step 3.  Print report of posted customer payments.

After customer payment allocation records have been posted, a report is generated automatically that identifies the payments posted and summarizes the cash receipt entries created in Budgetary Accounting.

· Step 4.  Deposit cash receipts.

The cash receipt entries created during the posting process will be deposited with all other cash receipts entered directly in Budgetary Accounting.
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