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Non-Student Accounts Receivable Overview

Banner Terminology

Aging Report—This is a report that lists the outstanding invoices due for each customer, with a total balance due
for the customer. The Aging report is broken into categories that indicate how long each invoice has been
outstanding.

Apply Payment—The process of matching up a payment from a customer with one or more of their specific
outstanding invoices.

Billing Address—The customer’s address to which UNM sends invoices and any required collection
correspondence. A customer may have more than one billing address.

Block—A collection of records in a Banner form that are grouped together for ease of entry and review.

Charge—A single Non-Student A/R transaction that will both create an invoice (billing) for a customer and
generate revenue for a UNM Department.

Collection—The process of formally contacting a customer to request payment because an invoice that has been
delinquent past a specified time limit.

Customer—In Banner, each customer has at least one customer number, but some customers may have more than
one customer number (i.e. Lovelace).

Customer ID Number—A unique 9-digit identifier that is related to the company’s billing information. For Non-
Student A/R Main Campus, this number will begin with “N”, which represents Main Campus or a branch campus.
An example is N01601605.

Detail Code—A unique 4-digit identifier that represents the specific Banner index and account where this
transaction will be posted. In Non-Student A/R, detail codes always start with a letter. Main Campus detail
codes, the first letter is always “N”. Examples are NOO1 or N117. All charges must have a detail code, which
prints an associated description on the invoice.

Form—Forms are the different screens available in Banner. Each form has a 7-letter name, such as TFADETL.
Forms may be used for reviewing information or for data entry and are organized to present similar information
together on the screen to create a convenient “view” of the data.

Field—One piece of data contained within a Banner record. For example, the detail code is one field in each
transaction record, another field is the amount.

Record—A set of fields that contain information about one Banner transaction. For example, a record could
represent a charge from the bookstore, which contains many fields such as description, date and amount.
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Log into Banner 9
To log into Banner 9: Click on the Banner 9 link in the business application section of MyUNM or click on
this URL link https://lobowebapp.unm.edu/applicationNavigator

000

Laura's UNM
S T O

Click on
“Banner 9
Forms”

- = UNM Business Applica...

Transaction and Real-time Quer
e Banner 8 Forms (INB)

e Banner 9 Forms :
e LoboWeb [
e LoboAchieve

e LoboMart

e LoboTime

e UNM]Jobs

o Workflow

o AppReview GradApp
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https://lobowebapp.unm.edu/applicationNavigator

Enter User name and password and click on Login

1 UNM Central Authentication & X

<« ¢ o ® @ httpsi//login.unm.edu/cas/login? TARGET = https%3A%2F%2Flobowebapp. oo @ | | Q Search LN O H
1 Policy # Help Desk 1kt UA 4% Directory 1%t Pcard @ Retirement Manager @) Fidelity [] GZVUPLD () Fundriver W SinglePoint 1t CRLegin 1t Account Codes & https://lobowebappi.u... [ Conference room »

m THE UNIVERSITY OF
N\ NEW MEXICO

UNM Central Authentication Service

For security reasons, quit your web browser when you are done accessing services that require authentication!
Enter your Username and Password
Be wary of any program or web page that asks you for your NetlD and password. Secure UNM web pages that ask you for your NetlD and

Usermame password will generally have URLs that begin with *https#/login.unm edu” In addition, your browser should visually indicate that you are
hian accessing a secure page.

Password Need help with your NetID?:

Jsesssssss) « Create a UNM NetiD

+ Reset Password
* Change Password

m}

LOGIN CLEAR

Sensitive and Protected Information Statement:

(am me before logging me into ofher sites.

When using UNM online services, you agree to act in accordance with applicable laws, regulations, and also in accordance with The University of New Mexico policies, procedures and operational
controls regarding UNM sensitive and protected data as identified in UNM Policy 2520, which states: "Users are responsible for proper use and protection of University information and are prohibited
from sharing information with unauthorized individuals.” 2520 also states "Access to ... sensitive and protected information must be authorized by the department head and approved by the University
designated data custodian.”

For assistance with the operational controls for HIPAA information, please consult the HSG Privacy Office; for assistance with FERPA information, please consult the UNM Registrar. For all other
sensitive or protected data, please open a HELP ticket, and the UNM Information Security and Privacy team will assist you in identifying the appropriate data steward

Banner Welcome page:

4 Application Navigator

& C @ @ https://lobowebapp.unm.edu/applicationNavigator/seamless e @ || Q Search v n@oO @ =
K Policy 4 HelpDesk 11 UA @ Directory 11 Pcard @ Retirement Manager @ Fidelity [] GZVUPLD (D Fundriver Il SinglePoint 11 CRLogin M Account Codes 4 https://lobowebappiu... [# Conference room »
= Q The University of New Mexico ) HuihuiTan @ Sign Out

Welcome

Keyboard Shortcuts
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TEADETL — Form for entering charges in Non-Student A/R Module

Enter customer ID
\ Click on “Go”

(=] - [u] X

Aceaunt Detail Farm (T2 |
€ - C O [ & Securd [ ntipsyy unm.edu/applicationNavigator/seamless#Account Detail Form (TFADETL) |\ «@ & :
Apps [ Help- ITSelfSenfce [ MyUNM [3 UNMH Intranet [E] GZVUPLD B9 INTG Other bookmarks
University of New Mexico ) Huihui Tan @ Sign Out ?

¥ Account Detail Form TFADETL 9.3.5 (BANI) TED  gf Tools

Insert
Ear-a——
1D [Y00000193 -] UH General Receivables Credit Limit: © ReCO I’d

Get Started: Fill out the fields above and press Go.

a X
EDIT KEY_BLOCK HOLD_PASSWORD [1] ellucian
) Save Add Doc for Retrieve Doc Insertnew  Tools
Detai| code Xtender for Xtender recor Menu
\ e o X
Applicaon Navigator X
&« cl O | & Secure | hup;»,|ubowgbapp..unm.edu,r‘apph:an}\ igator/seamless#Account Detail Form (TFADETL) \ i}‘ o & i
Apps Help - IT Self Service [ MyUNM [) UNMH Intranet [ GZ\/UPLD\%BQINIG \ OtheNpaokmarks
O\ buihuiTan @& Sign Out

RETRIEVE & RELATED

£ TooLs

Start Over

'000§0193 UH General Receivables Credit Limit:  User: HTAN Holds:

@in¥n @@Delete FmCopy | ¥, Fiter

Address Type*  Sequence * Amount* Source* PayNum  DocNum TransPaid  TransNum Receipt  Text
[EY  |Payment-HSC UHACH El 1 4,845,133.49 000 T TEST TEST 20844
YY08 UH Clin Affairs Epi-Antimicrob El 1 1,111.00 1,117%Q_ T TEST 20843 Y

YG01 UH-Gain Share Gastroenterol BI 1 9,999.00 9999.00 TEST 20842 Y
YPOO Payment - HSC UH ACH BI 1 1.159,022.66 000 T 20841
YG01 UH-Gain Share Gastroenterol BI 1 250,000.00 000 T Juy 20841 20840
YG01 UH-Gain Share Gastroenterol BI 1 10,000.00 000 T 20841 20839 Y
YPOO Payment - HSC UH ACH BI 1 105,000.00 000 T 123456 20838 Y
YY08 UH Clin Affairs Epi-Antimicrob BI 1 11.258.74 125874 T 20837
Y08 UH Clin Affairs Epi-Antimicrob BI 1 11,25337 125337 T SEP1 20836
YA31 UH-CDD Milagro MOU BI 1 7.416.76 741676 T ocTI7 20835
M 4 [_)of20s5 M | |10 7| PerPage Record 1 of 20844

Feed/Cashier  Cross Ref
Efiective * (017242018 [ | Statement  01/24/2018

Transaction * [01/24/2018 | | Entry 01/24/2018

had

Record: 1720844

TBRACCD.TBRACCD_DETAIL_CODE [1] ellucian

Version 6.0 Page 6 of 32



Basic Process Overview

Financial Services uses the Non-Student Accounts Receivable (NSAR) process in Banner as the only accepted
method for departments to bill outside entities for goods or services that are identified to be billed to an
unrestricted funds index. Departments should not mail any other types of invoices to customers. If a department
only occasionally bills outside entities, a mock invoice can be sent to the Unrestricted Accounting Office, who
will create the Banner invoice. A centralized A/R billing function creates one central place for all University
billings to external entities to be documented for recordkeeping and audit purposes.

In order for the Non-Student A/R Module to correctly reflect the balance due for each customer, all payments
on invoices must be centrally processed by the Unrestricted Accounting Office, where the payment can be
properly applied against the correct outstanding invoice. Centralized payment processing allows for timely
reporting of amounts due from customers and accurate aging reports that enable departments to monitor their
progress in collecting payment from their customers.

Much of the correspondence between the Unrestricted Accounting office and the UNM departments that create
Non-Student A/R invoices happens through e-mail. If you have a change in staffing or assignment of duties,
please be sure to let the Unrestricted Accounting office know so that the e-mail address contact for your
department can be updated.

Invoicing, Aging Reports, and the Collection Process

o Invoicing Customers

1. Main Campus invoices customers on the 1st and 16th of the month. There are three billings for the month
of June — 11, 215, July 1%,

2. On the 15" of the month and the last business day of each month, the Non-Student A/R system will close
for one day to allow for invoices to be printed on the following day. By the third day following the A/R
system close, all invoices will be mailed to the customers by Unrestricted Accounting.

3. Each department that submitted invoices through Non-Student A/R will have a copy of their invoices
plus any backup that was mailed, uploaded to webxtender by the third day following the A/R close.

4. All invoices with a credit balance, a zero balance, as well as those with notes stating “Do Not Send,”
will automatically be rejected and not mailed. Those rejected invoices are for department and Financial
Services office records.

5. If a credit needs to be mailed to the customer, please work closely with Unrestricted Accounting to
provide the correct information and a special letter will be created and sent to the customer with the
credit.
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A/R Aging Report — MyReports

MyReports is the reporting tool for Banner that creates the A/R aging report, FARUNAG. The information in
MyReports is exactly the same as what appears in Banner, except that MyReports’ data comes from a central
database, the ODS, that is only refreshed at night. So MyReports shows yesterday’s information, whereas
Banner is real-time.

Log in to “My UNM” at my.unm.edu and select the Employee Life tab. In the Banner Applications channel
(box), there is a link under the Reporting section for “MyReports.”

Log in with your NetID and password and click on the folders on the left side until you have found the “F All
Campus” folder, as indicated below. (Click YES if it asks if you want to display non-Secure items.)

MyReports

myreports.unm.edu

« |/ Finance

» 4 My Content

# | Shared Content

w+ |/ F All Campus Reports
L' FARUNAG - Unrestricted Aging by Department Main
@ FBRBAVL - Budget Availability Detail and Summary
4!l FGRGLDS - General Ledger Detail and Summary
@ FGRSABL - Summary of Account Balances in General Ledger
@ FNRECDS - Effort Certification Detail and Summary Report
(il FNRECRT - Effort Certification Status Report [
! FNRFAIC - Fixed Asset Inventory Control
@ FNRGSLB - Grant Salary Labor Benefits Encumbrance Report
(il FNRIFOP - Hierarchies and Index Lookup
(i FNRLDST - Labor Distribution Report
4l FNRMBTA - Main and Branch Transfers Allocation
{zll FNRNSFL - NSF Salary Limits
{l! FNRPCRD - PCard Transaction Report
Lzl FNRRCAT UAP7000 Reserve Categorization

Click on the report name “FARUNAG Unrestricted Aging by Department Main” to open the report. If you do
not see your department’s name on the available drop down list, please call Unrestricted Accounting. The print
option is under the File menu. When you close the report, MyReports might ask you if you want to save, click
NO.
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Sample Aging Report

Aging Report Descriptions

M

@
(€)

4)

https//myreportsunmedu/ibl_apps/WFServet

The date will reflect actions through the day before, for example, this date states October 27, 2014.
This reflects activity through October 26, 2014.

Department Name
Customer Name and ID number

Invoice numbers with blank Invoice dates, means that the charges have been
posted in the Banner module, but not yet mailed to the customer.

0 - & 2 G raruNAG - nrestri.. X

File Fdit View Favorites Tooks Help
% Hcoment v MWSelect

~
University of New Mexico - Main
Unrestricted Aging Report for MTTC Cleanroon Ops
as of Oct 27, 2014
INVOICE BILL 0TO30 31TO60 61TO9 91TO 120 NEW CHARGES TOTAL
NUMBER DATE CATEGORY AGE INDAYS  --DAYS--  --DAYS--  --DAYS-- --DAYS-- PENDING INVOICE BALANCE
MEP - MTTC Cleanroon Ops
—> 3D Glass Spftitions (ID™NQ1622899 )
52914470 04/30/2014 EP 180 .00 .00 .00 .00 630.60 .00 630.60
$3071853(  10/05/2014 MEP 22 2,532.00 .00 .00 .00 .00 .00  2,532.00
$3071858 10/05/2014 EP 22 2,369.25 .00 .00 .00 .00 .00 2,369.25
53095364 MEP . .00 .00 .00 .00 .00 2,625.00 2,625.00 <4——
*SUBTOTAL 3D Glass Solutions 4,901.25 .00 .00 .00 630.60 2,625.00  8,156.85
BioDirection, Inc (ID: NO1692765 )
$3000387 09/05/2014 MEP 52 .00 7,274.48 .00 .00 .00 .00 7,274.48
53095362 MEP .00 .00 .00 .00 .00 21,193.50  21,193.50
*SUBTOTAL BioDirection, Inc .00 7,274.48 .00 .00 .00 21,193.50 28,467.98
Defiant Technologies, Inc. (ID: N0O1622898 )
52375706 12/31/2012 MEP 665 .00 .00 .00 .00 .85 .00 .85
Raytheon KTECH (ID: N0O1622904 )
53095363 MEP .00 .00 .00 .00 .00 380.63 380.63
TriLumina, Inc. (ID: NO1622885 )
53071855 10/05/2014 MEP 22 780.40 .00 .00 .00 .00 .00 780.40 v
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1)

2)

1)

2)

3)

o Aging Reports

Aging reports are to be obtained on your own through MyReports — Report FARUNAG. See the
Reference Materials section for more information.

Review your aging report. Compare the aging report to the current invoices that were received to ensure
that the department received copies of all invoices sent to customers. If the department is missing an
invoice stated on the aging report, please request a copy from the Unrestricted Accounting by e-mail.

o Collection Process

Departments should initiate contact with a customer to inquire about the status of any invoice older than
60 days.

Collection letters will be focused on invoices older than 90 days. At various times throughout the month,
Unrestricted Accounting will draft collection letters, and e-mail those to the department for review. The
department will be given a deadline for replying with any changes.

The collection letter, along with a copy of the original invoice and any backup, will be mailed on the day
following the deadline for changes, with a copy also e-mailed to the department for their records.

“Past Due” Collection Letter process

1)
2)

3)

4)

5)

6)

The collection letters will be focused on the invoices with past-due balances over 90 days old.

At various times though out the month, collection letters will be generated and e-mailed to the
department for approval.

These letters are not for the customers at this time, please do not mail, fax or scan letters, they are for
department approval only.

If you do not want a collection letter generated for a specific invoice, you will need to contact
Unrestricted Accounting by e-mail with specific reasons why. Departments requesting that collection
letters NOT be sent must contact the Unrestricted Accounting by the deadline that is provided when the
letters are sent for approval.

If you do not notify us by the deadline, we will assume that the letters are correct, thus indicating your
silent approval. The collection letter, along with a copy of the original invoice and any backup, will be
mailed on the business day following the deadline.

An exact copy of the customer’s collection letter will be kept on file in the Unrestricted Accounting
office and will be e-mailed to the department for their records.

Departmental Role in Collection Process

Since charges originate within the individual departments, each department is ultimately responsible for
collecting funds owed to them. While the Unrestricted Accounting office can help departments to identify
needed information and be a resource, the best customer service will come from the department. The department
staff members are the ones who understand the customer’s issues and concerns. Ideally the final outcome should
be due to the efforts of the department in resolving any issues.

Please review the columns of the aging report for any invoices over 60 days old and resolve them with your
customers. Being especially aware of these past-due balances will help identify non-payment issues in the early
stages of the collection effort.
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Adding New Customers
You must first verify if the customer is paying with federal funds or federal pass through funds. If the
customer is using federal or federal pass through funds, contact the Office of Sponsored Projects (277-4186;
osp.unm.edu) for a determination to be made as to whether the proposed activity meets the “Sponsored
Research” to be billed through Main Campus Contract and Grant Accounting, or the “NSAR” criteria to be
billed by Unrestricted Accounting.

o How do you get a Customer ID number?
Send an e-mail to Karen Diaz, kdiaz0l@unm.edu at Unrestricted Accounting Office (and copy Steffany
Sandoval, steffany@unm.edu with the following information:
e What is being billed?
e s there a signed agreement?
o If so, send a scanned copy. Fiscal Services will determine if it should be done through NSAR.
Will the customer be paying with federal funds or federal pass through funds?
Company Name
Billing Address
Attention to (if any)
Company phone number
Is there any foreign component involved in this activity?

Unrestricted Accounting will reply by return e-mail with the Company’s new customer number.

o What does the “N” stand for in the customer number?
The letter “N” represent the Non-Student Accounts Receivable customers on Main Campus. There are many
different types of customers — for example, those beginning with a number “1” are for Accounts Payable’s use.
Always use a customer number that begins with a letter “N” for billing Main Campus customers.

o What is the difference between a Bl address and a BU address?
The “BI” address is the “Billing” address used by the Non-Student A/R module to produce invoices that are
mailed to that company’s billing address with the current charges. Accounts Payable uses the “BU” address for
generating payment to vendors, and Banner will not produce invoices for charges with a “BU” address. This
choice is made in the “Address Type” field in the TFADETL form; always use the “BI” address.

Version 6.0 Page 11 of 32


mailto:kdiaz01@unm.edu
mailto:steffany@unm.edu

Adding New Detail Codes

o Do I have to have a Detail Code to post charges?
Yes, all charges must have a detail code to provide an automatic description on the invoice and to determine
which index and account code to credit for the department’s revenue.

o Can I change the description when I’m posting?
Yes, you can add or delete information that is in the description field by moving the cursor into the
description field and typing what you want to appear on the invoice.

o How do | obtain a Detail Code?
Send an e-mail to Steffany Sandoval, steffany@unm.edu and copy Karen Diaz, kdiaz0l@unm.edu at
Unrestricted Accounting-Main. Provide an index number for revenue and a description of the type of charges
to be posted.

o Can | have more than one Detail Code?
Yes, each major charge description can have its own detail code, though it is not suggested for a one-time
use. Multiple detail codes can have the same index number or different index numbers. It depends on the
needs of the department. Discuss your department’s needs with Karen or Steffany.

Monthly Deadlines

The following schedule shows the proposed processing deadlines, which will be adjusted to avoid weekends
and holidays.

NSAR Processing Deadlines

Day of each Month Function to be completed Completed by

Mid End of

Month Month

14th 29th Deadline for entering invoices to process Department Staff
Unrestricted

15th Last day Non-Student A/R Invoices closed for month Accounting, Main
Unrestricted

16th 1st Customer invoices printed Accounting, Main
Unrestricted

19th 3rd Customer invoices mailed out Accounting, Main
Unrestricted

19th 3rd Scanned copies of invoices e-mailed to Department Accounting, Main

Departments receive monthly aging report Unrestricted
N/A 3rd via e-mail Accounting, Main
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Procedures for Entering New Customer Charges

Identify the Customer Number

1) From the Banner main menu, type in the form name TFADETL. Bypass any unneeded screens by

closing them until you get to the form TFADETL.

2) Type the Customer ID # in the “ID” Field. The company’s name will automatically populate in the next

field, if it does not, hit the <enter> key.
3) If the Customer ID # is unknown:
Click on the drop down arrow next to “ID” field.

Click on “G0” button.
Find the correct title and look for the 9 digit number that starts with a “N”’.
letter “N” is identified as Main.

®o0 oW

An option box will appear. Place your cursor on the “Non-person Search” and click only once.
The FOICOMP form will appear, Click “Add another Field” to add “ID” and “Name” field, for “ID”

f. Leave cursor on the “N” number in the left hand column and click on “Select”, this will automatically
take you back to the previous TFADETL form and will bring the customer ID number with it.
g. If you want to filter a different Customer ID number, click on the “Start Over” button and it will

clear your screen to start over.

Drop Down . . Select “Non-
Option List
. Person
Will Appear
Application Navigator X e - X
& C () | @ Secure | hitps/loboviebappi.unm.edu/applicationNavigator/seamless#Account Detail Form (TFADETL) w & & i
52 Apps [ Help- IT Self Senvice WYUNM \[) UNMH Intranet ] GZVUPLD g B INTG Other bookmarks

a Huihui Tan & Sign Out ?

B Ao

B REREVE M RELATED ¥ TOOLS

Get Started: Fill out the fields above and press Go

Option List

Person Search (FOIIDEN]

Alternate ID Search (GUIALTI,

G$_OPT_BLOCK OPT_SEL[1] ellucian
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FOICOMP

= Q !.‘b The University of New Mexico D) Martin James Desautels @ Sign Out ?

Finance Non-Person Search Form FOICOMP 8.0 (BAMI) a0 B RETRIEVE

B o ATEL
[T

] v | | Starts With v [N e
Name v || Contains v e

Audd Ancther Fiedd ... »

CANCEL  SELECT

SPRIDEN SPRIDEN_ID [1]

Type "N" to filter Type complete or partial Click on "Go" to Filter
Main Campus Customers customer name to search

Select Proper Detail Code

4) Click on the “Go” button. This will jump to the second section (block) of the form, where you can
review or enter records.

5) Ifit’s a new customer this record will be blank. If this customer has been invoiced before, postings will
appear as in the next example.

6) The most recent posting will always appear on top and the oldest posting will always appear on the
bottom (use scroll bar).

7) The highlighted section is the focused record. Use the up and down arrow keys to move between records.

There will always be two records in view; the highlight indicates the record being worked on.

8) To create a new charge record (posting):

h. Click the “Insert” icon.

i. This will create a blank highlighted field where you can key in a new charge (posting).

J.  Type the correct detail code into the “Detail Code” field; the description for that detail code will
automatically populate. You can type over this if you want to create your own description for this
charge, or you can add more information about this charge in Additional Text, which is described
later. Note: Don’t forget the HIPAA rules regarding protected health information when typing
information about individuals.

k. Hit the tab key to move to the next field. In the “Address type” field make sure this states “BI” for
Billing address. Note: If it does not, you have the wrong customer or the wrong address. Sometimes
you will see a BU address, do not use this address as it is not the correct address.
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. Click “Insert” to
Enter Detail Code Check Address Type insertja new line

Application Navigator

¢ 0 C O e

x

] x
hitps://lobowebappi.unm.edu/applicationNavigator/seamlefs#Finance Non-Person S

ce Non-Person Search Form (FOICOMP) * @ &

Other bookmarks

Q Huihui [Tan

ADD B RETREVE & RELATED $§ TOOLS

& Sign Out ?

T HTAN  Holds:

Insert @ Delete @ Copy ¥ Filter

Detail Code Description * AddressWype * Sequence Units Rate Amount * Balance Source * Pay Num Doc Num Trans Paid Trans Num Receipt Text

Payment - HSC BI 1 375.00 000 T 2529 2 2061396
I | PED-Summer Asthma Institute 8l 1 T

YD94 PED-Annett Court Testimonies Bl 1 1.500000 250.000000 375.00 000 T

Feed/Cashier  Cross Ref
Effective* 0211512018 | B8 | Statement

Transaction* (02152018 |@8 | Enty 024152018

Bil

2 1 Y
Record 2 of 3

woice Number

Due Invoice Paid |

~ BALANCE DETAILS

Query Balance Memo Balance

Account Balance NSF

Amount Due 0.00 Receipt? |

]l
|

SAVE

EDIT Record: 213 TBRACCD.TBRACCD_DETAIL_CODE [2] ellucian

Enter Charges

9) There are two options to post charges: by unit cost or in total.

a. Option #1- Quantity multiplied by unit cost. Tab to the “Units” field and enter the number of
units (quantity). Then, tab to the “Rate” field and enter the unit cost (cost of single item). If you

tab to the “Amount” field, Banner will automatically populate the total amount.

b. Option #2 — Total amount only. Tab through all fields to the “Amount” field, type in dollar

amount.

10) Tab to “Doc Number” field. This is an optional field that will print on the left side of an invoice for each

charge. Enter a document # or reference to something, for example, a PO number.

11) Tab through or click on the “Invoice number” field on the far right side of the form and select one of the

options below:

a. Option A — New Invoice number. Type in the word “NEXT?”, and hit the tab key. This will

generate a new number.

b. Option B — Multiple postings/charges on the same invoice number. Type in the exact invoice #
that you want this charge to be displayed on (used when adding to or crediting an existing

invoice).
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12) Check your work. Either make corrections now, or start over by clicking on the Tool Menu, then
click Clear to erase all fields in this record.

13) Click the “SAVE” button (once you click on “save,” it will remain in Banner forever, regardless of
whether it is correct or an error).

Approvals Notification F- X

Charge Amount Option #1 — Units & Ratey-(ere is 5 units @ $20.00) = Automatic Total

e - x
€ > C {1 secure | httpsy/ du/applicationNavigator/seamless#Approvals Notification Form (FOIAINP) * @ &
i Apps [) Help- TSelfSevice [ MyUNM [3 UNMH Intranet [ GZVUPLD Xt B9 INTG / Other beokmarks
= Q % The University of New Mexico ) Huihui Tan & Sign Out ?

Account Detail Form TFADETL 9.3.5 (BANI)

ADD B RETREVE ® RELATED $f ToOLS

" sartOver
ID: 01624180 The Duhigg Law Firm  CreditLimit;  User: HTAN Holds:

[PV T  Deposits  Memos

~ CHARGESIPAYMENTS @insert @Delete TmCopy ¥, Filter
(" Receipt Details | () Additional Text |

Detail Code * | Detail Code Description * Address Type*  Sequence * Units Rate

Ayffount Balanef Source® PayNum  DocNum  TransPaid  TransNum | Receipt Text
YPO1 Payment - HSC BI 1 375.00 000 T 2529 2 2061396
YD94 PED-Summer Asthma Institute El 1 5.000000 20.000000 100.0¢ wooo [§ |
YD94 PED-Annett Court Testimonies BI 1 1500000 250.000000 375.00 0.00 T 2 1 Y

Record 2 of 3

Feed/Cashisr  Cross Ref
Efiective* [02/15/2018  |H | Statement
Transaction* [02/15/2018  |@ | Entry | 02/152018

Bil Invoice Number |
Due Invoice Paig |
~ BALANCE DETAILS t @ Del "a Y.
Query Balance Memy/Balance
Account Balance NSF 0
Amount Due Receipt? [N |
a | X

SAVE

7

TBRACCD TBRACCD_SRCE_CODE [2]

ellucian.

Type “Next” or the Exact S # Click “Sqve”
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Charge Amount Option #2 — Enter amount only

Approvals Notification F- X e - x

& S5 C (Y | & Secure | https://lobowebappi.unm.edu/applicationNavigator/seamless#Approvals Notification Form (FQIAINF) &
2% Apps [} Help - IT Seif Service MyUNM [§ UNMH Intranet [E] GZVUPLD 21 B9 INTG Other bookmarks
Q Huihui Tan & Sign Out ?

= Q % The University of New Mexico

ADD BB RETREVE & RELATED $f ToOLS

x Account Detail Form TFADETL 9.3.5 (BANI)

ID: ¥01624180 The Duhigg Law Firm CreditLimit: ~ User: HTAN Holds:

(oL A Deposits  Memos
~ CHARGESIPAYMENTS Insert @@ Delete ¥ Copy | ¥, Filter

[ Receipt Details ] (@ Additional Text

Detail Code * Detail Code Description * Address Type * Sequence * Units Rate Amount * Balance Source * Pay Num Doc Num Trans Paid Trans Num Receipt Text
YPO1 Payment - HSC Bl 1 375.00 000 T 2529 2 2061396
YD94 PED-Summer Asthma Institute Bl 1 100.00 10000 |

YD94 PED-Annett Court Testimonies Bl 1 1.500000 250.000000 375.00 000 T 2 1 Y

Record 2 of 3

Feed/Cashier  Cross Ref
Effective* (02115/2018 | | Statement

02152018 |m@ | Entry |02/15/2018

Invoice Number

Transaction *

Bill

Due Invoice Paid |
v BALANCE DETAILS [+] @ Delete g Co ¥, Filte:
Cuery Balance Memo Bafance
Account Balance NSF 0
Receip? [N |

Amount Due

ellucian

TBRACCD.TBRACCD_SRCE_CODE [2]

Type “Next” or the exact S#
Click “Save”

Enter Additional Text

14) Additional Text is the part of a record that allows you to insert comments on the invoice below the

charge/posting information.

15) Click on the “Additional Text”.

16) This will open a new form. Note: if you need to type multiple lines, you will need to click Insert each
time to start a new line. Also, don’t forget the HIPAA rules regarding protected health information when
typing information about individuals.

17) Click on “save” icon. Click on “return” button on bottom right of screen, this will return you to the
previous TFADETL form. Once you have completed all of your invoices, exit the screen by clicking on
the small “X” in the upper right hand corner of your screen.

(There is a sample of the Additional text screen on the next page.)
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Additional Text

Approvals Notification F X

e - x
& S5 C (| & Secure | https://lobowebappi.unm.edu/applicationNavigator/seamless#Approvals Notification Form (FOIAINP) W@ &
2 Apps [) Help-TSeffService [ MyUNM [) UNMH Intranet [] GZVUPLD Her B9 INTG Other bookmarks
= Q % The University of New Mexico @) HuihuiTan @ Sign Out ?

Account Detail Form TFADETL 9.3.5 (BANI)

D B RETREVE M peiatED g ToOLS

ID: Y01624180 The Duhigg Law Firm CreditLimit:  User: HTAN Holds:

~ ADDITIONAL TEXT CONTROL

[+]
o
=]
o
P

Detail Code [YD94 |  PED-Summer Asthma Insiitute Transaction Number

~ ADDITIONAL TEXT

Insert @@ Delete ¥ Copy | Fiter

Record 3 of 3

SAVE

TBRACDT.TBRACDT_TEXT [3]

ellucian

Type Additional text lick “Insert” to insert new lines Click “Save”

Entering Another Charge Record

18) If you need to continue with other invoices, select one of these options:
a. If using the same customer number, start with instruction #8 above, to enter a new record.
b. If the invoice is for a different customer, click the “Start Over” button. This will take you to the

top block (section) where you will input a different Customer ID number and follow same
instructions.

Close the Session

1) When all charges have been entered for the day, you must close out your session (batch) so that it will
post the revenue. From the Banner main menu, type in the form name TGACREV

2) Type in your Netld in the “Session User” field, tab to “Session Number” field, this number should be
zero, if not, change it to zero.

3) Click on “Save” icon
4) Move your cursor to “Payment/Charge” field.
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5) Click on the “Tools” menu and select “Close Session”.
6) Click on the “Tools” menu to look at more information about this session:

a. Review Cashier Session Detail — A review of what you have posted for this session; you can
print the screen if you want a copy for your records.

b. Display Totals — A total of the closing session. Compare your totals to your total invoice
amounts to catch any errors.

c. Display User Sessions — Listing of all the previous sessions closed under the user’s name. You
can view any previous session by using the number to the left, click on start over, and go back to
step 2 above and input the session number in the “Session Number” field, click “save” and it will
pull the information only from that session.

7) Exit form by the “X” button in the top left corner.

TGACREV Form - to close a session:

1: Enter . : .
Ste?\l ‘D te Step 4: Move cursor on Step 2: Session Step 3:
e 3 .
e\ Payment/Chgrge Number (Always 0) S a?e
e - o x
Application Navigato X
< C {d | & selure | httpsy//lobowebappi.unm.edu/applicabnNavigator/seamless#Cashier Session Review Form (TGACREV) o | @ &
2 Apps [ Help- IT Self Yervice MyUNM [} UNMH Intranet GZVUPLD 1 B9 INTG Other bookmarks
\e University of New MexCo & Sign Out ?
X Cashier Session Review Form TGACREY 9.3.5.1 (BANI) ADD B RETREVE AU RELATED 4§ TOOLS
¥ CASHIER SESSION REVIEW Insert = Delete '-Ct-py '?_ Filter
Session User* [HTAN Session Number *
~ SESSION DETAIL SELECTION 3 Inse B Deete FgCo ¥, Filte
Payment/Charge | Category | =|
~ CASHIER SESSION SUMMARY o B Deletd Ty Co T, Filte
Detail Code Payment/Charge Source Description Base Amount Currency Code Foreign Amaoyint
Record 1of 1
- X

EDIT Record: 111 TBRCOLRTBRCOLR_SESSION_NUMBER [1] ellucian
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Step 5: Click “Tqols” menu and select “Close Session”

[} - [u] X
Application Navigator %
C () | & Secure | hitpsy/ unm.edu/applicationNavigatory #Cashier Session Review Form (TGACREV) % G &
Apps [4 Help-TSeifSenice [ MyUNM [3 UNMH Intranet F] GZVUPLD M8 89 INTG Other|pookmarks

Q, search

ACTIONS
Refresh =
SESSION DETAIL SELECTION
Export Sh-F1
Print P
Clear Record Shiyrs
s escription Base Amount Ce
Clear Data shif-rs

ltem Properties
Display ID Image
Exit Quickfiow

About Banner
OPTIONS

Display Totals
Review Cashier Session Detail

Display User Sessions

BANNER DOGUMENT MANAGEMENT

Retrieve Documents A

‘ Count IMaiched Documents hé

javascript;

Step 7: Use “X” to Exit Step 6: Click “Tools” menu and review more options

e - o X
Application Navightor X

& & Secure | http: unm.edu/applic

/s #Cashier Session Review Form (TGACREV) a| @ & i
Apps [}/Help- ITSelf Sevice [ MyUNM [} UNMH Intranet [ GZVUPLD ¥t B9 INTG

Other bookmarks

sa_ @ Sign Out ?

Q [search

ACTIONS

Refresh =

SESSION DETAIL SELECTION

Export ShiteF1

Print otieP.

Clear Record ShiftsFa

nount Currency Code

Clear Data ShiteFS
Item Properties
Display ID Image
Exit Quickflow
Avout Banner
OPTIONS
Display Totals
Review Cashier Session Detail
Display User Sessions
Close Session
BANNER DOCYMENT MANAGEMENT
—_— 1

Retrieve Documents AR

‘ Count Matched Documents hd

javascript;
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Payment Processing

Where to send payments for depositing

All checks must be delivered to the Unrestricted Accounting Office, located in the Perovich Business Center,
Suite 3100. No checks should be left unattended at any time. Do not forward checks via inter-campus mail. All
checks must be delivered in person. University policy states that any monies received shall be deposited the
next business day unless the monies total less than $50, in which case they must be deposited within a week.

Application of payments

o How do invoices go from Unpaid to Paid? When a department receives funds (check, electronic wire,
etc.) for payment on Non-Student A/R invoices, those funds must be applied (deposited) by the Unrestricted
Accounting office in order for the payment and the invoice to be matched up.

o What if the check amount is different than the invoice amount? A payment that cannot be matched up
with a specific invoice will be “generally applied,” meaning that it will be shown as a general payment on
account and will reduce the customer’s overall balance due. However, if a payment is not matched up with
the correct invoice, that invoice remains on the aging report as unpaid and the department is charged for the
bad debt percentage on any outstanding invoices.

There are three possible scenarios when payments are applied:

1. Direct application: The amount of the check exactly matches the invoice.

2. Over-payment: The amount of the check exceeds the invoice indicated. The remaining amount is
applied as a general payment on account, not to a specific invoice.

3. Short-payment: The amount of the check is less than the amount of the indicated invoice. The balance
of the invoice remains outstanding.

o How do you determine where the funds will be applied? The application of payments is first based on
any instructions received from the customer. If there is no clear indication of which invoice the check is
supposed to pay, then the payment is just applied as a general payment on account and the department is
asked to contact their customer for instructions on where to apply they funds. Once the department has
instructions from the customer, then the department must send those instructions to Unrestricted Accounting,
who will ensure that another member of the Unrestricted Accounting office corrects the application of the
payment. Paying multiple invoices on one check is acceptable. It is also acceptable to combine payments
for several customers on one check.

o What if the funds are applied to the wrong invoice in error? Contact Unrestricted Accounting if you
have found that the funds were applied incorrectly, or if you need a copy of the check to discuss with the
customer if they have a question about how the funds were applied. It is possible to make corrections to
where payments have been applied.
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Bad Debt Calculation and Policy

Because customers sometimes do not pay their debts, the University must create a reserve for uncollectible
charges called the Bad Debt Reserve. Each quarter, Unrestricted Accounting office will calculate the amount
that each department will be charged for their share of the Bad Debt Reserve based on the department’s unpaid
customer invoices. The calculation is based on a combination of the amount and how long the invoice has gone
unpaid (its age). An invoice entered on May 1% and unpaid on May 31% is 31 days old.

Typically, the Bad Debt calculation formula is as follows:

Age of invoice: % of Amount Reserved in Bad Debt
0-30 days 2%

31-60 days 25%

61-90 days 50%

91-120 days 75%

Over 120 days 100%

When a charge is moved to the Bad Debt Reserve, it is assumed that this charge is still owed to the University,
but that collection on the debt is unlikely. If there is a collection on the debt once the charge has been moved
to the bad debt reserve, the department’s bad debt expense will be credited in the next quarter.

Contracted Collections and Legal action

If the Department, in conjunction with Unrestricted Accounting, has exhausted all avenues to collect outstanding
amounts owed via collection letters, phone calls, etc., then the involvement of a collection agency and/or legal
action by the University’s attorneys will be implemented on a progressive basis.

First, if the invoice or invoices in question have been outstanding longer than 150 days, then a contracted
collection agency will be employed to take over collection efforts.

Second, as a last resort, if the collection agency’s efforts fail, attorneys from UNM or a contracted firm will be
utilized for legal proceedings if deemed necessary.

Researching Items in Banner

There are several ways to find out if an invoice has been paid, as discussed in the following sections defined by
the Banner form used. Payments using detail code “NP01” are payments made by check/cash, “NP02” are credit
card payments, and “NP08” are Wire/ACH payments. “NP03” belong to that customer, but Unrestricted
Accounting couldn’t find one specific invoice to apply it against, S0 it was applied only as a general payment
on account.
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Query Invoices in TGIACCD: (when you have one data element, like Invoice #)

From the main Banner menu, go to the TGIACCD form and scroll across to the “Invoice Number” column.
Click in the field and type in your invoice number. Click on the “Execute Query” icon. Scrolling across the
form will display information on this invoice. If the amount and balance columns are the same, then a payment
or a deduction has not been made. If the balance column is zero or the amount has been reduced, then it reflects
that either a payment or a credit has been applied towards that invoice.

Query in TFIAREV: (when you have the customer ID number)

From the main Banner menu, go to the TFIAREV form. Enter customer ID number, and click “next block.”
This will give you a full listing of the invoices created and payments applied for that customer ID number. You
can also enter and execute a query here if you are looking for more specific information, such as payment details
(Detail code YP%)

Query in TFADETL.: (when you have the customer ID number)

From the main Banner menu, go to the TFADETL form. Input the customer ID number and click “next block”.
Click on the “Enter Query” icon. You can query by detail code, amount, check number, invoice number,
transaction number, or any combination of these. Click the field(s) you want to query on, and type in the
information. Click the “Execute Query” icon. That record’s information will be displayed. Look in the balance
field, if there is an amount then money is still owed,; if it is zero then the payment has been received or credit
issued.

Departmental Procedures and Recordkeeping

1. Keep a list of the customer numbers and detail codes that your department uses. Each time you request a
new customer number or detail code, be sure to add that to your list.
2. Set up a file for each customer. Keep departmental copies of your Non-Student A/R billings and any
correspondence in the customer’s file.
3. Unrestricted Accounting office uses the following system for each customer. The following documents are
scanned and uploaded into Xtender in Banner.
i.  Copies of checks
ii.  Copies of invoices
iii.  Copies of collection letters
iv.  Copies of credits
v. Internal Correspondence

Customer Dispute Resolution

Department members need to respond quickly to any customer’s questions about their invoices from UNM. If
the customer disputes a charge, and the department does not settle the dispute with the customer and notify
Unrestricted Accounting in a timely fashion, then the department’s revenue will be reversed and the invoice will
be moved to the Bad Debt Reserve account. If the disputed billing issue is subsequently resolved and the invoice
is paid, the correction can be made and the department’s revenue will be restored.
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Customer Adjustments, Credits and Refunds

Every credit must be connected to another invoice, so you will need to have the invoice transaction number
(“Trans Num”) that you want to apply the credit to. Credits are not normally sent to customers, so if you want
a copy of the credit mailed, you must contact Unrestricted Accounting.

Refunds are issued only by the Unrestricted Accounting office. If a refund needs to be sent to a customer, you
must contact Unrestricted Accounting.

Instructions for entering credits in Banner:

If you do not apply the credit to the correct invoice in steps #5 & #6 below, it will apply against the oldest
outstanding invoice and create more of a problem. This is very important — call Unrestricted Accounting!

1. From the main Banner menu, go to the TFADETL form. Enter the customer ID number and click next
block.

2. Look for the original charge where you are going to apply the credit and note the detail code, the invoice

number and the Trans Num.

Insert a record, and enter the same detail code as the original charge.

Tab to the amount field and enter the amount of the credit as a negative number, such as “-10.00”

Tab to the Trans Paid field and enter the Trans Num of the original transaction that you want to apply

this credit towards.

6. Tab over to the Invoice Number field on the far right side of the screen and enter the invoice number from
the original charge — do NOT create a new invoice number by typing NEXT.

7. Click Save. Click on the Additional text box and type in a reason for the credit, making sure that there is a
checkmark in the “PRINT” column on the right side.

8. Send an e-mail to the Unrestricted Accounting to inform us that you have entered a credit that needs to be
sent to the customer.

a. If you absolutely do not want the customer to receive the credit, type “DO NOT MAIL” in the top
of the additional text. Make sure there is a checkmark in the PRINT column to the right.
9. Click the Save icon, the click return at the bottom right of the screen. Exit the form.

o s w
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Banner Access Roles Needed

1. Loginto my.unm.edu and select the Employee Life tab. In the Banner Applications channel (box), there is

a link under the Banner Resources section to
2. Log in to the Banner Authorization Requests usi
you have selected the roles for:

the “Banner Authorization Requests.”
ng your NetID and password, then locate and be sure that

o Department Accounts Receivable Processor — to enter new charges
o Department General Inquiry— to access reports in E-print and MyReports.

Quick List of Banner Forms (Screens):

Non-Student accounts receivable module forms:

Form Form Name

TFADETL Account Detail Form
TGACREV Cashier Session Review Form
TGIACCD Account Detail Query Form
TFIAREV Account Detail Review Form
TFAACCT Account Review Form

Finance forms:

Purpose
To enter new charges

To close your session
Query invoice or detail code
Query customer activity

Current customer balance due
(Billing Date Aging info only!)

Presents view of:

Form Form Name
FGIBDST Budget Status
FGITRND Detail Transactions
Version 6.0

Year to date revenue and expense balances

Individual revenue and expense transactions
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Sample Invoices

University of New Mexico Page 1 of 1
| Unrestricted Accty - Main
THE UMNIVERSITY ¢ U _mﬁaﬁ[’m_
TEAAT AT i ie0
NEW MEXICO Albuguerque, MM 87131-0001
Imvoice Mumber: S377E5T0
Bill To:
RAYTHEON KTECH Customer ID; MN01622504
ATTH JASON A JARRELL Bill Date: 10/15/2016
MATERIAL PROCESSING AMD COATINGS LABORATORY
10421 DEVELOPMENT RD SE Due Date: 111142016
ALBUQUERQUE, MM 87123-3731
[poc # Date Description Rate Units Bill Amount]|
SEP 2016 10132016 MTTC Cleanrcom Usage 96.25 46 34275
Imvoice for use of the MTTC clean room by Raytheon
KTECH in September 2016.
4.6 hours of clean room usage billed at $96.25hr = $442 75
Total = 5442 75
Contact info: David Milton, S05-272-7154
miltondi@unm.edu
Total Due: 4275

Customer Name: RAYTHEON KTECH

Please reference Customer ID and Invoice Mumber on check. Detach this portion of the invoice and retum with payment for proper handling.

Customer ID: MNO16Z22904 Balance Due: 544275

Irvioice Mumibser: S377ESTD Amount Remitting:

Please make check payable to: University of New Mexico

Credit Card Payments can be made online at-  httpafiua.unm.edw/non-student-accounts-receivables htmil

Mailing Address: Unrestricted Acctg - Main, M3C01 1260, 1 University of New Mexico, Albuguergue, MM 87131-0001

Version 6.0
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University of New Mexico
_| Unrestricted Acctg - Main
THE UNIVERSITY #f Ui MSCE; 1EEDM_
= T ¥ 1 r‘ll'u'BI'Slj blm'f ico
NEW MEX I(’ O Albuguergue, MM 87131-0001

Bill To:

MM MESA IMNC.
2808 CENTRAL AVE SE STE 124
ALBUQUERQUE, MM 87106-2245

Page 1of 1

Invoice Mumber: 53751241
Customer ID: NO1712042
Bill Date: 1015372016
Due Date: 117142016

Doc® Date Description Rate

Units Bill Amount]

09302016 1042016 Univ Sves - Mailing Services
Please include the following information with your payment:
MD1712042 and 53751241
Description: NM Mesa
PR# 3BEE38
[Crora Dominguez
505-277-23665

$90.95

Total Due: $90.95

Customer Mame: NM MESA INC.

Please reference Customer I and Invoice Mumber on check. Detach this portion of the inwoice and retum with payment for proper handling.

Customer ID: NO1712042 Balance Due:  $90.95

Invoice Mumiber: 5375124 Amount Remitting:

Please make check payable to: University of New Mexico

Credit Card Payments can be made online at:  httipffua. unm.eduwnon-student-accounts-receivables htmi

Mailing Address: Uinrestricted Accig - Main, MSC01 1260, 1 University of New Mexico, Albuguerque, NM 87131-0001

Version 6.0
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Sample Collection Letters
First letter:

Month xx, 20xx

Name
Address

City, ST ZIP
Re: Payment of Outstanding Invoice(s)

Dear Sir/Madam:
Enclosed please find a copy of past due invoice(s):

UNM Acct# Invoice Date mailed Amount
NXXXXXXXX SXXXXXXX m/d/201x FXXX.XX

According to our records, this invoice remains unpaid as of this date. If payment has been submitted,
please provide the following information dependent upon the method of payment. For checks, please
provide a copy of your check, front and back. If paid electronically, please provide the wire transfer
trace or reference number, the date wired and wire amount.

If payment has not been submitted, please process as soon as possible. If there are issues which
prohibit payment, please contact NAME at (505) 277-xxxx or via email at xxxx@unm.edu.

Thank you in advance for your prompt attention to this matter.

Sincerely,
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Sample Collection Letters
Second letter:

Month xx, 20xx

Name
Address
City, ST ZIP

Re: Payment of Outstanding Invoice(s)
Dear Sir/Madam:
Enclosed please find a copy of past due invoice(s):

UNM Acct# Invoice Date mailed Amount
NOXXXXXXX SXXXXXXX m/d/201x BXXX.XX

According to our records, this invoice remains unpaid as of this date. If payment has been submitted,
please provide the following information dependent upon the method of payment. For checks, please
provide a copy of your check, front and back. If paid electronically, please provide the wire transfer
trace or reference number, the date wired and wire amount.

If payment has not been submitted, please process as soon as possible. If there are issues which
prohibit payment, please contact NAME at (505) 277-xxxx or via email at xxxx@unm.edu.

Thank you in advance for your prompt attention to this matter.

Sincerely,
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Sample Collection Letters

Third letter:

Month xx, 20xx

Name
Address
City, ST ZIP

Re: Payment of Outstanding Invoice(s)
Dear Sir/Madam:

Enclosed please find a copy of past due invoice(s)

UNM Acct# Invoice Date mailed Amount
NOXXXXXX SXXXXXXX m/dlyyyy X, XXX. XX

Our records indicate that CUSTOMER has an outstanding balance of $XXXX for invoices dated
prior to m/d/yyyy. An invoice has remained unpaid for xxx days and your account is considered
delinquent and past due.

We will assume that this debt is valid unless you dispute its validity within 30 days after receiving
this notice. If you do not dispute the validity of this debt, we expect payment to be made within 30
days after receipt of this notice. Failure to make payment will result in CUSTOMER being placed
on a list of problem debtors in order to avoid any further business between your company and the
University. In addition, if the amounts owed are not received within 30 days after receipt of this
notice, we will refer this matter for collection.

If there are issues which prohibit payment, please contact NAME at (505) 277-xxxx or via
email at xxxx@unm.edu

Thank you in advance for your prompt attention to this matter.

Sincerely,
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