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Introduction

Thank you for purchasing the SUSTAIN Accounts Receivable Assistant.  As you probably already know, SUSTAIN is a complete family of products upon which you can design, develop, and implement sophisticated information systems.  

The SUSTAIN Assistants and Service Providers, available as optional components, complement and/or enhance the capabilities provided by your SUSTAIN Managers.  Furthermore, since each SUSTAIN Manager, Assistant, and Service Provider was designed with each of the others in mind, all of your SUSTAIN software works together to form a single, consistent, integrated information system.

It should be noted that SUSTAIN and SUSTAIN Assistants are constantly being revised and enhanced. This, coupled with the fact that you may customize SUSTAIN’s “look and feel” to meet your specific functional and aesthetic requirements, may cause some illustrations used in this manual to appear slightly different from your system.  

Conventions Used In This Guide

Except when used in the title of a chapter, heading, index, or in a note to the reader, all function key names, menu names and commands will appear in bold black type and all caps (ex. FILE, F1, PRINT.)  To differentiate between a file name, menu name, or a command, look at the context surrounding the word.  For example, if we ask you to choose COPY from the EDIT menu, then the command is COPY and the menu that command can be found in is the EDIT menu.  

Important notes or suggestions will appear in bold, blue type, preceded by the word “NOTE,” as shown in the example below: 

NOTE:  Colors used in the illustrations in this guide may differ from those found in your system. 

Chapter One:

Working With The Accounts Receivable Assistant

Overview

The Accounts Receivable Assistant records each File’s Open Items (receivables), monitors time payment plans, calculates and maintains the arrearage and interest owed on delinquent accounts, and enables your organization to produce a variety of accounts receivable management and analysis reports.  In addition, each Open Item is associated with one or more “Line Items,” such as Court Costs and Fines.  For each Open Item you may specify a time payment plan and an interest method.

The Accounts Receivable Assistant is integrated into SUSTAIN through the use of the Journal EntryXE "Accounts Receivable:integration with the journal entry" and the Open ItemXE "Accounts Receivable:integration with the open item detail".  The Accounts Receivable Assistant can be used independently, or in conjunction with, the General Ledger Assistant and the Cash Receipts Assistant.

There are five components of XE "Accounts Receivable:five components"the Accounts Receivable Assistant, listed below.

xe "Open Item:explanation"Open Item Entity:  The Open Item may be configured under the Party, the Charge, or the Sentence under the Charge, or under the parent of the Charge and contains the payment plan, the status, and the Journal Entry information needed to maintain multiple assessment amounts within a receivables account. 

Journal Entry:  XE "Journal Entry:explanation"The Journal Entry is used to record payments and credits against Open Items and is also used to integrate Accounts Receivable with the other SUSTAIN accounting Assistants.

xe "Journal Type Table:explanation"Journal Type Table:  The Journal Type table is used to validate the entry of Journal Types in the Open Item record and the Journal Entry entity.  In addition the Journal Type table validates if the Journal Type is processed as a credit on an Open Item. 

xe "Interest Type Table:explanation"Interest Method Table: The Interest Method Table is used to define the Interest Journal Type Code for each method, to validate interest types, record the rate of interest, how often it is posted, and whether compounding is used.  

xe "Open Item Type Table:explanation"Open Item Type Table:  The Open Item Type table is used to validate the entry of Open Item Types in the Open Item record, to indicate if the Line Items of the Open Item should be distributed based on Priority or Equitable methods, and to define the Completion Journal type.  If indicated in the Open Item Type Table, SUSTAIN will automatically merge Open Items if they have identical payment plans.

Open Items may be accessed directly from the File or from the Browse.  In the following section we will begin by accessing Open Items by File.

Accessing Open Items BY FIle

To access Open Items by File, first log into SUSTAIN and open a File.  For our example, we will use the File 97-CR-100.  When the File opens, select the Open Items folder.  For our example, the Open Item is configured under the Party entity, as shown in the following illustration.  Please note that our example may appear different from the Case in your database. 
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An Open Item, as shown in the above illustration, contains the payment plan, the balances, and the Line Item information.  When an Open Item is added, Journal Entries are added under the Open Item’s parent.  In our example, the Open Item’s parent is the Party record, Glenn Allen Davidson.  

NOTE:  Users should not modify or delete the Journal Entries created under the Open Item’s parent record when an Open Item is added.  The General Ledger Transactions created when these Journals are applied are necessary for Accounts Receivable functionality.  If these Journal Entries confuse users, you can hide them on the Folder, not configure them on the Folder, or secure the Folder View by making it non-modifiable. Journal Entries are created under Open Items when a payment is received and should not be modified or deleted by the user.  If a payment is entered incorrectly, it should be voided and reentered through Cash Receipts.

To access the Open Item Record, select an Open Item and click the OPEN RECORD toolbar button or choose the command OPEN from the RECORD menu.  For this example, we will select the Misdemeanor Fines and Costs Open Item, shown in the previous illustration.  The Open Item Record will open as shown in the illustration below.
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The example Open Item above includes a time payment plan.  To see all the fields, use the scroll bar to the right of the upper table.  The fields in the upper table are as follows:

Order Date:  The date the Receivable becomes effective or the date of the order or sentencing.

xe "Open Item:period field"Period:  The accounting period corresponding to the date.  This field is required if the General Ledger Assistant is installed.

Type:  The xe "Open Item:open item type field"Open Item Type, in our example, Misdemeanor Fines & Costs. 

xe "Open Item:first payment date field"First Pmt Date:  The date the first payment is due.

xe "Open Item:payment frequency field"Pmt Frequency:  How often the payments must be made.  The following five payment frequencies are allowed:

1. BW:  Bi-Weekly (Payments due every other week.)

2. F:  Full (Total amount due in full.)

3. M:  Monthly (Payments due on a monthly basis.)

4. W:  Weekly (Payments due on a weekly basis.)

5. TM:  Twice a month (Payments due on a twice-monthly basis.)

xe "Open Item:date field"Normal Pmt Amt:  The amount of the periodic payment to be made.

Balance Due:  The balance of the Line Item minus all applied payments. 

Principal PTD:  The amount of principal of all applied payments to the current date.    

Total Amt:  This is the total of all the Line Items, (i.e., the total due).

Last Pmt Date:  Date of the last payment received and applied to the Open Item.

Last Pmt Amt:  Amount of the last payment received and applied to the Open Item.
Final Pmt Date:  Date of the final payment received and applied to the Open Item.
Final Pmt Amt:  Amount of the final payment received and applied to the Open Item.

Satisfy Date:  Date the final payment was received.

Rescind Date:  Date an Open Item was revoked.

Rescinded Period: The fiscal period an Open Item was revoked in.

Rescinded By: The user who rescinded the Open Item.

Closed:  Date the Open Item was closed.

Arr Posted Date:  Date arrearage was posted.

Cur Arr Due:  Current amount of arrearage due.

Int Posted Date:  Date interest was posted.

Int Method:  Formula by which interest is applied, (ex., compound, simple, daily, weekly, etc.)

Int PTD:  Amount of interest paid to current date.

Cur Int Due: Current amount of interest due on the Open Item.

Two command buttons appear between the Open Item and Open Item Detail; these command buttons are illustrated and explained below.

[image: image3.bmp]  Allows you to revoke an Open Item if a payment has already been received on the Open Item.  For more information, please see the section, “Rescinding An Open Item,” found later in this chapter.
[image: image4.bmp]  Allows you to apply Journal Entries to update the balance on this Open Item only.  For more information, please see the sections, “Rescinding An Open Item,” and “Using the Apply Command Button,” found later in this chapter.
Immediately below the command buttons is the Line Item table, illustrated below. 
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This table contains the following information:

Type:  xe "Open Item:line item field"These are Line Items validated by the Journal Type reference table.  Up to thirty Line Items may be entered indicating the Journal Entries to be generated when payments are made, the amount of each entry, and the xe "Priority:order that open items are paid off"order in which they are to be paid.  

xe "Open Item:payment amount field"Amount:  The amount assessed for this Line Item.

xe "Open Item:interest method field"

XE "Interest Method:arrearage"Amount PTD:  The total amount paid to date for this Line Item.

Accessing Open Items BY Browse

To browse Open Items, select “Open Item” from the list of entities found in the Entity drop-down list box, located on the toolbar of the SUSTAIN desktop.  Once the Open Item Browse window is open, select a key to browse by, assign your starting from/ending at values, apply any filters you would like, and click the BROWSE command button.  The Open Items meeting your browse criteria will now be listed in the Browse window as illustrated below.
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To access an Open Item, click the row number of the Open Item and click the OPEN RECORD toolbar button.

Adding Open Items

The Open Item is the entity used to record each File's receivable accounts or unpaid assessments.  Each Open Item contains the balance, time payment plan and the Line Items (or Journal Types) owed.  In addition, functionality exists to calculate and maintain the arrearage and interest owed on delinquent Open Item accounts so that notices can be sent.  All this is integrated into SUSTAIN through the Journal Entry.

An unlimited number of Open Items may be added.  Open Items should be created only if there will be an outstanding balance on a File.  If all fees are being paid, the payment should be entered in the Cash Receipts Assistant.  For example, if someone is sentenced to Fines & Costs and pays the full amount immediately, no Open Item is necessary and the payment is processed using the standard option of the Cash Receipts Assistant.

In the following example, we will add an Open Item for Restitution to Case 97-CR-100.  Open File 97-CR-100.  When the File opens, select the Open Items folder.  If you configure Open Items under Parties, the Open Items folder should resemble the following illustration.
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Highlight the Party entity, which in this case would be “Defendant:  Davidson, Glenn Allen,” and click the NEW RECORD toolbar button.  When the New Entity Record dialog box appears, select Open Item and click OK.  The New Open Item window will open as shown in the following illustration.
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The Order Date and First Pmt Date fields should both default to the current date.  In instances that require a future date that is complicated to figure (ex., first payment due six weeks from the current date), you may wish to use the Date Calculation box.  To access this feature, click inside the Date field then press the F6 function key.  If you are unfamiliar with the Date Calculation box, please consult your SUSTAIN User’s Guide.  

Enter a Period of 11.  Please note that an entry in the Period field is required if the SUSTAIN General Ledger Assistant is installed.  For Type, enter REST for restitution.  The date the first payment is due will be 12-03-97.  Next, enter a Normal Payment Amount of $50.00. For Payment Frequency, select or enter M for monthly. 
Locate the Open Item Detail Table, found at the bottom of the New Open Item window.  Under “Type,” enter REST and under “Amount,” enter $750.  Your Open Item window should now resemble the following illustration.
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Close the window.  The Restitution Open Item appears on the folder as shown in the following illustration.
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Click the UNHIDE button and the folder will expand to show the “receivable” Journals under the Party, as shown in the following illustration.
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Some Users choose not to have these “receivables” configure on the Folder as they may cause confusion.  If this causes confusion, the Journal Entries can be removed from the view or may be “hidden” as on the folder.  The Journal Entries under the defendant Party update the Accounts Receivable accounts in the General Ledger Chart of Accounts.  Regardless of whether the Journal Entries are configured on a folder, they are created when an Open Item is created.  For more information on applying Journal Entries, please see the sections “Using the Apply Command Button,” and “Apply Journal Entries Utility,” found later in this guide. 

Taking Payments on Open Items
The Cash Receipts Assistant allows you to take payments on Open Items, using the following steps.  First, access the Cash Receipts Assistant by choosing the command CASH RECEIPTS from the TOOLS menu, or by clicking on the CASH RECEIPTS toolbar button.  If your organization uses a Till based system, you must first open a Till before taking a payment.  If you do not know how to open a Till, please consult your SUSTAIN Cash Receipts Assistant Guide.

The procedure for entering the payment and printing the Receipt is similar to taking a standard payment, with two exceptions.  First, select the Open Item option button located in the upper left corner of the Cash Receipts window.  Second, you must select an Open Item type from the drop-down in the Item column of the Cash Receipts window.  

After entering the Received From data and the Division and File ID, SUSTAIN defaults to the Open Item on the Account.  (If the file is already open, SUSTAIN will default to the Division and File ID listed on the file and you will not need to enter them.)  In most cases, the Item field shows the type of Open Item, the Payment Amount and the Balance Due.  Select the correct Open Item type.  For more information on finding an Open Item, please see the section, “Open Item Payment Look-Up Browse,” found later in this guide.

Next select the Journal Type from the drop-down.  The Journal Type for a payment taken on an Open Item must be Paid on Account.  Enter or select the Amount from the drop-down list. Click the TOTAL command button.  Enter the amount Paid.  Click the COMPLETE command button and a Receipt will print, if Print Receipt Checkbox is marked.  
SUSTAIN will prompt with a message box stating that the Receipt is completed and asking if you wish to clear the data in preparation for the next Receipt.  Click YES if you wish to clear.  Click NO if you do not wish to clear.

If there are further payments to be taken, repeat the above steps.  If there are no more payments to be taken, click CLOSE TILL. 

NOTE:  Open Item Balances are not updated until Journals are applied.

Using the Apply Command button
Your daily procedures will include applying Journal Entries by running the Apply Journal Entries Utility at the end of each business day.  For more information on this utility, please see the section “Apply Journal Entries Utility,” in Chapter Three of this guide.  

The APPLY command button is usually only run from an Open Item when you are rescinding that item.  For more information about rescinding an Open Item, please see the section, “Rescinding Open Items,” found later in this chapter.

Recording Credits
A defendant may be given “credit” for Community Service, for time served, or for a portion of fines and costs waived by an official.  

Journal Types to reflect this credit must be set up in the Journal Type Table with a Type of “CR.”  XE "Payment:credit against open item"

XE "Open Item:credit payment against open item"These Journal Types allow the user to enter a credit against an Open Item using the Cash Receipts Assistant without actually entering a payment, affecting the Till, or affecting the General Ledger Master (Chart of Accounts).

Please note that a “credit” Payment Instrument Type will need to be set up in the Payment Instrument Type Table so the Daily Cash Receipts Reports balance.  

If you are unfamiliar with the procedure for taking a payment on an Open Item, see the section “Taking Payments On Open Items,” found earlier in this chapter.

Modifying Open Items

Once an xe "Open Item:changing"

xe "Open Item:deleting"Open Item has been added, the data may be changed or the Open Item deleted in the same manner as any other record in SUSTAIN, until a payment is received.  Once a payment has been received only XE "Open Item:updatable fields after payment has been taken"the Open Item Type, Payment Amount, First Payment Date, and Payment Frequency may be modified.  To make changes other than these, you must rescind the Open Item and set up a new one reflecting your changes.

Deleting Open Items

If no accounting activity (i.e., no payment received) has occurred on an Open Item SUSTAIN will let you delete that Open Item.  If, however, a payment has been received on the Open Item and you attempt to delete it, you will receive an error message and will need to Rescind the Open Item.

RESCINDING OPEN ITEMS

An Open Item must be xe "Open Item:rescind"

XE "Rescind:open items"rescinded in instances where data needs to be modified, or the court order is amended after a payment has been made on the Open Item.  The Open Item is rescinded rather than deleted so SUSTAIN can create reversing Journal Entries and keep the General Ledger Chart of Accounts in balance.  For example, if an Open Item is set up with the wrong Journal Type code, and a payment has been taken, that Open Item would need to be rescinded.  This can be accomplished using the RESCIND command button, found in the Modify Open Item window and shown in the following illustration and by using the procedures listed thereafter.
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For our example, let's assume the Open Item for Misdemeanor Fines and Costs on 97-CR-100, was set up with the wrong Journal Type Codes and a payment has already been made.  The following steps should be taken when rescinding an Open Item.

1. Void any Receipt(s) that have been taken on the Open Item.  For more information on voiding Receipts, please consult the SUSTAIN Cash Receipts Assistant Guide.

2. Access the Open Item by browsing Open Items or highlight the Open Item on the folder and click the OPEN or MODIFY toolbar button.

3. If there are unapplied Journal Entries click the APPLY command button.  This will apply Journal Entries and update the balance on the Open Item.  (You would also click the Apply command button if you voided any Receipts.)  If no unapplied Journal Entries exist, go to step five.

4. A message box will open which reads; “Payments will be applied.  Are you sure?”  Click YES to apply. 

5. Click the RESCIND command button.

6. When the Rescind Open Item dialog box opens, as shown in the following illustration, SUSTAIN will default to the current Date, Time, and Period.  If you need to modify any of these fields you may do so.  For our example, we will enter 07-29-1998, 10am, and Period 6
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7. A message box will open which reads; “Open Item will be rescinded.  Are you sure?”  Click YES.  Once the Open Item has been rescinded, a Journal Entry of @RESC is added. 

8. The “rescinded” fields and the Closed field on the Open Item are updated as shown in the  illustration below.
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NOTE:  You may want to devise a procedure to change the Open Item Type so that original orders can be distinguished from the amended or rescinded orders.  Rescinded Open Items are considered closed.  

9. Create a new Open Item with the new terms or corrected data.  If you are unfamiliar with the procedure for adding an Open Item, please see the section, “Adding An Open Item,” found earlier in this chapter.

10. Once the new Open Item has been created, add any payments that may have been voided in the first step listed above.  Now a new payment on the New Open Item can be taken.

This procedure will provide a complete record of the original order as well as all amended orders.  To view this, access the Open Items folder of our example File, 97-CR-100.  Your Open Items folder should now display the rescinded item as shown in the following illustration.
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Note that the Open Item balance has not changed and a “Rescinded” Journal Entry has been created.  SUSTAIN considers this Open Item closed and prevents further payments being taken.

The rescinded Open Item will also be visible when browsing Open Items as shown in the following illustration of an Open Item Browse.
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Open Item Payment Look-UP BROWSE

The Open Item Payment Look-Up Browse may be needed if you perform a Revenue Transfer to or from an Open Item.  Select “Open Item Payment Look-Up” from the list of entities found in the Entity drop-down list box, located on the toolbar of the SUSTAIN desktop.

NOTE:  The Open Item Payment Look-Up Browse will need to be created in your organization, as it is a user defined browse.  

Once the Open Item Payment Look-Up Browse window is open, select a key to browse by, assign your starting from/ending at values, apply any filters you would like, and click the BROWSE command button.  The Open Items matching your browse criteria will now be listed in the Browse window as shown in the following illustration. 
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Once the Open Item Payment Look-Up Browse window is open, you will see the Open Items matching your selection criteria.  You may then copy and paste the Item number into the appropriate field in the Cash Receipts Assistant.  

Chapter Two:

Setup

Accounts Receivable Reference Tables

There are three reference tables (Interest Method, Open Item Type, and Journal Type) related to Accounts Receivable.  These reference tables follow the same procedure for setup and configuration as any other reference tables in SUSTAIN.  If you are unfamiliar with the Setup Procedure for reference tables, please consult the topic “Reference Tables,” which can be found in Chapter Three of your SUSTAIN Administrator's Guide.  

The Interest Method reference table determines how the Post Interest Utility computes interest and indicates what Journal Type to use when an Interest Journal Entry is added.  An illustration of an Interest Method Browse appears below.
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To add an Interest Method to the table, click the Add Record button on the Browse window and enter the following information:

· Code:  Enter the Interest Method code. 

· Description:  Enter the Interest Method description.

· Rate:  Enter the interest rate in decimal form (ex.10% as .10).

· Frequency:  Enter the annual frequency.  This indicates how often the interest will be posted to the Open Item (ex. monthly interest posted 12 times in a year would be entered as 12).  Entries are usually 1 for annually, 4 for quarterly, or 12 for monthly.

· Journal Type: Enter the Journal Type code to be used when interest is posted.  

· Compound:  Enter a “Y” or “N” to tell SUSTAIN whether or not to include the current interest balance in the computation, thus compounding the interest.

The Open Item Type reference table is used to validate the entry of Open Item types in the Open Item record and to set up the distribution of an Open Item.  The table consists of a code, description, Completion Journal Type, Distribution, retired, and audit fields.  An Open Item Type browse appears in the following illustration.
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To add an Open Item Type to the table, click the Add Record button on the Browse window and enter the following information:

· Code:  Enter the code.  You may want to have multiple types of Open Items or you may wish to restrict by Open Item Type for reporting purposes.  Each Open Item Type Code may be up to 6 characters long.

· Description:  Enter the Open Item Type description.  The description may be up to 30 characters long.

· Distribution:  The Distribution code tells SUSTAIN how to allocate the Open Item payments.  Leaving the field blank, as shown in the previous illustration, distributes the payments to the Line Items in the order in which they were entered.  This is known as a priority distribution.  You may choose instead to use an equitable distribution in which all amounts collected are spread to each Line Item based on its percentage of the total balance.  This is represented by an “E” in the Distribution field as shown in the following illustration.
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· Auto Merge:  If set to “Y,” Open Items with identical payment plans will automatically merge into one Open Item.    

· Completion Jrl Type:  The Completion Journal Type code tells SUSTAIN not to create Disbursements until all monies are received.  If an Open Item type has a Completion Journal Type then no money is paid out until all money is collected.  Each time the Apply Journal Entries utility is run, the balance is checked to see if it is equal to zero.  When the balance is zero, a Journal Entry with the Completion Journal Type Code is automatically generated and the Disbursements are created.  For more information on Disbursements see the Disbursements Assistant Guide.  This feature is used by organizations that do not disburse funds until the full amount has been collected.

· Retired:  If an Open Item Type should no longer be used, enter Y in the Retired field.  This results in the Open Item Type no longer appearing in the drop-down.  

The Journal Type reference table allows you to edit amounts entered by using the Operator and Amount fields.  For example, by using the “EQ” operator certified copies could be set to equal five dollars each as shown in the following illustration.
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Entries of an amount not equal to five dollars when a certified copy journal entry is made would cause SUSTAIN to display an error message.  You may also use the GE (Greater Than or Equal To) operator for some of your journal types.  Journal entries of an amount not equal to or greater than $10 for Bailiff Fees as shown in the illustration above, would cause SUSTAIN to display an error message. 

Other fields include Priority, Type, and Retired, as shown in the illustration below.
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You can assign Journal Types a priority, (i.e., first, second, third, etc.), by using the Journal Type reference table.  Once a priority has been assigned, users can then enter Journal Types on the Open Item in any order and SUSTAIN will reorder the Journal Types based on their priority.  Several Journal Types can have a Priority of 1, but only if they will be included in different Open Items.  To add a Journal Type, access the Journal Type Browse window.  Once the Browse window is open, click the NEW RECORD toolbar button.  A New Journal Type window will open.  To add a Journal Type to the table, you may enter the following information.

XE "Journal Type Table:code field"Code:  Enter the code in this field.  

XE "Journal Type Table:description field"Description:  Enter the Journal Type description in this field.  

xe "Journal Type Table:edit field"Operator:  The Operator field allows you to edit a Journal amount by using the codes “EQ” for “equal to” or “GE” for “greater than or equal to.”  If you enter EQ, then each time this Journal Type code is entered on a Journal record, the amount entered must be equal to the amount in this table.  If you enter GE, then each time this Journal Type code is entered on a record, the amount entered must be greater than or equal to the amount in this table.

xe "Journal Type Table:amount field"Amount:  The Amount field is the dollar amount to be edited.  When you enter this Journal Type on a Journal, Open Item, or Receipt screen, this amount is automatically filled in for you.

xe "Journal Type:priority field"Priority:  This field allows you to prioritize the Journal Types in the order that an xe "Open Item:priority"Open Item should be paid off.  For example, Courthouse Construction Fees have a priority over Law Library Fees.  If a defendant pays only part of the fines that are due to the court, the Courthouse Construction Fee will be paid first.  When adding an Open Item, you may enter the Journal Types in the line item fields in any order.  If the Journal Types have a priority number assigned to them in this table, SUSTAIN will sort the line items so that they are prioritized when you add the Open Item.  There can be many Journal Entries that have the same Priority, for example a “1,” as long as these Journal Entries do not appear on the same Open Item together.

XE "Journal Type Table:type field"Type:  This field xe "Journal Type Table:credit type"

XE "Open Item:credit against"

XE "Credit:against open items"

xe "Journal Type Table:credit type"

XE "Open Item:credit against"

XE "Credit:against open items"allows you to designate Journal Types with “CR” so they may be used as credits against an Open Item without actually entering a payment.  For example, to create a Journal Type for credit for community service or for time served, use a Journal Type of CRCS with a Payment Instrument of “NOCASH.”

If a Journal Type should no longer be used, enter Y in the Retired field.  This results in the Journal type no longer appearing in the drop-down when adding Journals.  You may also use the Retired field to exclude this Journal from reports.  The Journal type, will however, continue to translate previous Journals.

Once you are finished entering the information, close the record to save it.

Cash Receipts Settings Related to The Accounts Receivable Assistant
There are several Cash Receipts Settings that pertain to the Accounts Receivable Assistant.  To access the Cash Receipts Settings dialog box, you must first log into SUSTAIN Domain Administration.  Once you have logged into Domain Administration, select an Organization, enter your Password and choose the command CASH RECEIPTS from the SETTINGS menu.  The Cash Receipts Settings dialog box will open, as shown in the following illustration.
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The Cash Receipts Settings dialog box is divided into four Folders.  The first Folder, “Print,” shown in the illustration above, contains two items (Print Next Payment Date and Default Address) which concern Accounts Receivable.

Checking the Print Next Payment Date checkbox, ensures that the date of the next expected payment will appear on the printed receipt.  To ensure that the Next Payment Date is accurate the Post Arrearage utility should be run daily.  For more information on this utility, see Chapter 3 of this guide.

The Default Address – Standard and Open Item Receipts Entity refers to which entity’s address should print on Standard and Open Item Receipts.  Select Party if you allow defendants to mail in their payments and you need to send the Receipt back to them.  An example of this would be a traffic ticket paid by mail where the Receipt will print for the Defendant-Party entity and then be mailed to the defendant.   

You may use the FILTER command button to specify criteria.  In our example, we would need to create a filter for parties that are defendants such as Div = CR and Pty Type = DEF.  If you do not want addresses on the Receipts, leave this area blank.

For more information on the other fields of the Print Folder or for information on the Tills Folder please consult the Cash Receipts Assistant Guide.

The Open Items Folder, illustrated below, allows you to set up/create an Open Item View to display Open Item Data in the “Item” drop-down on the Cash Receipts window.  In the Selection List section you may choose/create a view.  The view should contain Balance Due, OI Ent Num, and any other fields needed to help select the correct Open Item to receive the payment.
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In the Default Payment Journal Type drop-down, shown above, you can select the “Payment” Journal Type.  This Journal type will default in the Type field on the Cash Receipts.  Using the Default Payment Type reduces error and data entry time.

The Support Accounts Folder is discussed in the SUSTAIN Support Accounting Assistant Guide.

The Entity Xref Folder Groups (Received From) drop downs, shown in the following illustration, allow you to select “Xref” Folder Groups  for Standard, Open Item, and Support Accounts Receipts.  These Folder Groups cross reference or “point to” data that appears in the Received From drop-downs in the Cash Receipts window.  
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For each “Received From” type that your organization uses, create an Xref Folder Group in your Case Manager.  Let's look at the Open Item one for our illustration.  A Folder Group was created in the Case Manager with the XREF Type.  The entities that we could receive payments from are selected for the Folder and reflect our Case Manager's configuration.
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Based on the Xref Folder Group, Parties on the File will display in the Cash Receipts “Received From” drop-down because they have both have been flagged as “XREF.” 
The Entity Xref Journal Entries section of the Entity Xref Folder, allows you to cross reference Journal Entries to who made the payment.  This functionality is available for Standard Receipts only.  You will want to use a sub entity of Entity Cross Xref called “Party Xref” as shown in the following illustration.  The creation of sub entities is covered in the SUSTAIN Administrator’s Guide. 
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Select an Xref Type code from the Xref Type drop-down to indicate “paid by”.  Below is an illustration demonstrating this functionality.  As you can see, the Journal Entry displays and the cross-reference information is underneath.
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When you have finished your Cash Receipts Settings selections, click SAVE to update the settings or CANCEL to abort.

Chapter Three:

Utilities

Accounts Receivable UTILITies Overview
Once you have logged into Domain Administration, select an Organization, enter your Password and choose the command ACCOUNTS RECEIVABLE from the UTILITIES menu.  The Utilities menu will expand to the right.  Make a selection from the expanded ACCOUNTS RECEIVABLE UTILITIES menu.  Accounts Receivable Utilities are discussed in greater detail in the following sections.

Post ARREARAGE Utility

The Post Arrearage Utility posts an arrearage amount to Open Items.  Arrearage is recalculated each time this utility is run by subtracting the principal paid-to-date from the “expected amount.”  The expected amount is computed based on the payment amount, the payment frequency, and the elapsed time from the first payment date to the current date.

Running this utility updates the Next Payment Date field and the Past Due Fields (Payments Past Due and Past Due Code) so you can print notices.  To ensure that the Next Payment Date is accurate this utility should be run daily.

To post arrearage, choose the POST ARREARAGE command from the expanded ACCOUNTS RECEIVABLE UTILITES menu.  This will cause a message box to open.  Click YES to post arrearage amounts, or NO to cancel.  If you click Yes, a report will print which lists the amounts posted to each Open Item.

Post Interest Utility

The Post Interest Utility posts interest to Open Items and adds a Journal Entry each time it is run.  If more than one Interest Method is used, you can run this utility for all Interest Methods or individually.  Interest is calculated by taking the arrearage balance and multiplying it by the Rate found in the Interest Method table.  The result is then divided by the Annual Frequency from the table.  In addition, if the Compound Indicator is set to “yes,” then the current interest due amount is added to the arrearage prior to making the computation.

NOTE:  Because interest is computed based on the arrearage balance and not on the principal amount, the Post Arrearage Utility should be run prior to running the Post Interest Utility.

To post interest, choose the POST INTEREST command from the expanded ACCOUNTS RECEIVABLE UTILITES menu.  The Post Interest dialog box will open as illustrated below.
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Select an interest method from the Interest Method drop-down list and use the spin buttons to select an accounting Period.  When both selections have been made, click OK to post interest.  If you do not wish to post interest, click CANCEL.

Apply Journal Entries Utility

The APPLY JOURNAL ENTRIES command updates the Open Item balance, generates an apply date on the Journal Entry record, and creates General Ledger Transactions for each Journal Entry.  The following General Ledger Transactions are created for a Journal Entry when the APPLY JOURNAL ENTRIES Utility is run.

Receivable Being Created:  Debit Accounts Receivable, Credit Revenue.

Paid on a Receivable:  Debit Cash, Credit Accounts Receivable, Credit Payables.

Credit Against a Receivable:  Debit Revenue, Credit Accounts Receivable.
To apply Journal Entries, choose the command APPLY JOURNAL ENTRIES from the expanded GENERAL LEDGER UTILITIES menu.  The Apply Journal Entries dialog box will open, as shown in the illustration below.
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Use the Journal Date boxes to enter a date range. (SUSTAIN defaults to the current date.)  Next, choose a mode to process by.  You may select either Process by Applied Date or Process by Journal Date.  For this example, we will choose Process by Applied Date, as this is the most efficient index to use if you apply on a daily basis, which is recommended.  If you have not applied for several days you may wish to use Process by Journal Date.  Click OK.  SUSTAIN will display a message box telling you that the Journal Entries will be applied and asking if you would like to proceed.  Click YES to proceed or NO to cancel.  SUSTAIN will apply the Journal Entries and display the number applied and rejected in the lower portion of the dialog box, as shown in the following illustration.
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When you are finished applying Journal Entries, click CLOSE.  An error report will be printed.  Check the report to ensure that there were no errors.

NOTE:  You may also use the APPLY command button found in Open Item Windows to apply Journal Entries for an Open Item.  For more information on the APPLY command button, please see the section “Adding An Open Item,” in Chapter One of this guide.  In addition, you may apply Journal Entries from the SUSTAIN General Ledger Assistant.  For further information, please consult your SUSTAIN General Ledger Assistant Guide.

Chapter Four:

Help
Accessing Help


To access the Help System you may:

1. Choose CONTENTS from the HELP menu.

2. Press the F1 function key.

3. Click the HELP toolbar button.

From the Contents Page of SUSTAIN’s Help System, click on the words “Additional Help Systems,” found towards the bottom of the page.  Another page will open which lists the names of other available Help Systems.  Click on the words that read, “Click here to access the Accounts Receivable Assistant’s Help System.”  This will open Accounts Receivable Help.

To choose another Help System, go to the Contents Page of Accounts Receivable Help, click on the words, “Additional Help Systems,” and choose another Help System from the list.
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