Current AR billing process:

1. Departments prepare billing requests using various systems (3rd party software, Excel spreadsheets, and manual systems) and send information to AR by email or by sending hard copies. 

2. For those departments which maintain their own systems, AR supplies the customer numbers back to them so the department can use the customer number on future requests.

3. AR enters the information into Oracle AR (Invoice source, customer number, line description (memo line), quantity, price, and other optional fields (reference, reference number, PO #, date service was provided, any other description). There is a transaction number that is created when the information is entered into Oracle. This transaction number will appear in the body of  the invoice.

4. The customer number and transaction number are written on the support or “back up” materials (the reference information for the invoice explaining or justifying the invoice).

5. AR makes a copy of the “back up” materials which will be sent to ITG.

6. The originals and copies are placed in a file folder awaiting the invoice process.

7. Two days before running the invoices, the copies of the “back up” materials for the invoices are sent to ITG through the OHSU internal mail system. The “back up” materials will be included with the invoices in the envelopes to the customer.

8. On the last business day of the month, AR runs several process to prepare for running the invoices:

a. Run Unapplied Receipts Register. This is done in Oracle to see if there are any unapplied payments on customer accounts that can be applied to current invoices before they get mailed. 

b. Run Incomplete Invoices Report This report is run in Oracle to determine if any invoices are not “complete”. If there are invoices on the report, AR changes the status to “complete”. All transactions must have “complete” status before they will be included on an invoice.  

c. Run Invoice Print Preview report – This report is run in Oracle and gives a summary of what will be generated. It is run by transaction number and date. It is reviewed for reasonability/accuracy and it is used to reconcile.

d. Run Transaction Register – This report is run in Oracle and gives a list of what transactions were included in the bill run. It is run by GL date and Fund and is used for reconciling.

9. When all processes in step 8 are completed and all errors are resolved, AR runs the Consolidated Bill process, specifying an ITG printer.

10. AR prepares a “Pull list” throughout the month, which is a list of invoices that should be removed from the invoice run ITG is processing and returned to AR for special handling. These usually include credit/debit memos and invoices which have past due amounts. For invoices with past due amounts, AR creates a manual Past Due Letter (process outlined separately below).

11. After running the Consolidated Bills, an email is sent to ITG to say the invoices have been processed and are ready to be printed, which has the “Pull list” attached.

12. ITG removes invoices which appear on the pull list and sends these to AR using the OHSU courier. The invoices usually arrive the next day in AR, though sometimes the invoices will arrive the same day as when they are “pulled”.

13. ITG prints the invoices on a perforated form. The invoice number is created and printed on the invoice when the invoices are run.

14. ITG matches the invoice with the “back up” materials using the customer number and transaction number to match items. 

15. After invoices and “back up” materials are matched, the pages are placed in a window envelope and sent to the customer. 

16. No notification is sent to AR that invoices have been sent. AR assumes the invoices have been sent when AR receives the items on the “pull list”.

17. While ITG is printing and preparing the invoices to be mailed, AR reconciles the Consolidated Bills. This is done by printing a copy of the Consolidated Bills, adding them up manually and comparing the total to the totals on the Transaction Register and Invoice Print Preview reports. All three totals should be the same.

Past due process:

1. One week before invoices are generated, an AR Aging Report is printed and reviewed to determine which customers need to receive a Past Due Letter. Letters are manually created in Excel for any customers with invoices over 61 days past due. As letters are created, backup is copied to accompany the letters and any customers receiving a letter that also have current charges, are added to the “pull list”. 

2. Once the Invoices have been generated and mailed, the Past Due Letters are reviewed to see if any payments have been made since the letters were created. They are then updated. 

3. After the letters are double checked for accuracy, they are printed in the AR office on OHSU Accounts Receivable letterhead. 

4. Before stuffing and mailing to customers, the letters need to be copied twice. Once for AR records and once to send a copy to the department that requested the customer be billed. 

5. AR attaches any letters to invoices from the pull list and then mails the letters to the customers and departments.
Note: currently, about 80% of the items on the “pull list” are past due items.

6. Once or twice per month, AR makes collection calls to customers that have received more than one Past Due Letter.

