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	Accounts Receivable and Billing – Process Narrative and Desktop Procedures



Process: Accounts Receivable and Billing (Non-Bursar Billing)
Date Created:	April 17, 2024	Last Updated:   August 22, 2025
Created By: Hei Hei Depew		         Updated By:	Hei Hei Depew

	Overview: Non-Bursar, Non-Research, Non-Medical Billing for Goods or Services requires due diligence from:
· Units: Managing process of invoice generation and Managing/Monitoring Aging. Reconciling AR Billing from subsidiary system(s) to General Ledger. Recording any necessary allowance for doubtful accounts and initiating the write-off process.  
· SSC: Where applicable, SSC will process payments against outstanding invoices. In addition, where appropriate, the SSC grants the SB role.
· Office of the Controller: Provide authorization for write-offs over 5K. Provide assistance on UBIT.
· Office of the Treasurer: Processes wire payments and payments to lockbox
· University Budget Office: Oversees Fees for Internal Users of Cornell Physical Space Policy




	Criticality:  High
	Frequency:  Other
	Turnaround:  Other



	Processing Time:  Varies by task and customer



	Start Date:  As triggered
	How Triggered:  When unit identifies the need to bill a customer for goods or services rendered.
	Due Date:  Other



	Process Owner(s) / Key Parties / Contacts / Responsibilities:  

Units: 
· Generating invoices: Units generate invoices for goods or services, including necessary details (Description of goods or services, quantities, prices, applicable taxes)
· Monitoring aging: Invoices are monitored for their aging status to identify overdue payments. Allowance for doubtful accounts is recorded as necessary. 
· Reconciling General Ledger with AR activity: Periodically reconcile the general ledger with AR activity to ensure the two entities are in alignment. 
· Where applicable processing payments against outstanding invoices: Unless processed by the Office of Cash Management 
· Where applicable, the Senior Business Officer in the unit will need to provide authorization for write-offs under 5K.
· Review unidentified receipts from Office of the Treasurer
· Review Space Fee Approval Policy and process TDX form
 
SSC: 
· Where applicable, SSC will submit edoc to process payments (cash, checks,etc.) against outstanding invoices.
· Where applicable, SSC processes GL entries to record and relieve receivables

Office of the Controller:
· Where applicable, the Office of the Controller will need to provide authorization for write-offs over 5K.
· Review Unrelated Business Income Tax Questionnaire and provide guidance to units as it relates to Tax Related activity

Office of the Treasurer: 
· Processes wire payments and payments sent to lockbox via edoc
· Works with unit to approve MID for credit card processing

University Budget Office:
· Reviews and approves Space Fee TDX forms


	



	Key Documents / Sources of Information:

Unrelated Business Income Questionnaire: Request Form - Unrelated Business Income Questionnaire (cornell.edu)

For inquiries related to Unrelated Business Income contact the DFS Tax Office: Request Form - DFS Tax Office Inquiry (cornell.edu)

Policy 3.17: Accepting Credit Cards to Conduct University Business
University Policy 3.17, Accepting Credit Cards to Conduct University Business

Policy 3.22: Safeguarding of Financial Assets, Including Cash, Checks, and Securities:
University Policy 3.22, Safekeeping of Financial Assets, Including Cash, Checks, and Securities (cornell.edu)

DFS Accounts Receivable: Accounts Receivable | Cornell University Division of Financial Services

Allowance for Doubtful Accounts: Allowance for Doubtful Accounts and Bad Debt Expenses | Cornell University Division of Financial Services

Writing Off Uncollectable Receivables: Writing Off Uncollectable Receivables | Cornell University Division of Financial Services

Interdepartmental Billings: Interdepartmental Billings | Cornell University Division of Financial Services

Authorized Direct Charge Processors: Authorized Direct Charge Processors | Cornell University Division of Financial Services

Processing Wires and ACH Payments: Processing Wires and ACH Payments | Cornell University Division of Financial Services

Notification of Expected Transfer Online Form: Cornell University Web Login

Allowance for Doubtful Accounts: Allowance for Doubtful Accounts and Bad Debt Expenses | Cornell University Division of Financial Services

Account Monitoring and Reconciliation Resources: Training and Templates | Cornell University Division of Financial Services

Reconciliation: Reconciliation | Cornell University Division of Financial Services

Reconciliation Guidelines | Cornell University Division of Financial Services

Account and Object Code Monitoring: Account and Object Code Monitoring | Cornell University Division of Financial Services

Interdepartmental Fee Requests TDX Webform: https://tdx.cornell.edu/TDClient/213/Portal/Requests/TicketRequests/NewForm?ID=-F3UDBTB1l4_&RequestorType=Service

Fees for Internal Users of Cornell Physical Spaces: Space_Fee_Policy_Approved_16_1109-1s3ykcp.pdf (cornell.edu) 

Cash Deposits: Cash Deposits | Cornell University Division of Financial Services




	System Access Needed:

KFS (ie. Interdepartmental Billings eDocs, Service Billing eDocs, WebFin2, etc.)
Invoice Generation Tool (ie. Quickbooks, Microsoft Office, Event Management System, etc.)
TDX webform for submitting interdepartmental fee requests





	Common Problems or Issues Encountered:  

Reconciling accounts receivable (AR) billing from an external system to an internal system can present several common issues:

· Inaccurate Record-Keeping: Discrepancies between the ledger and actual invoices can lead to confusion and errors during the reconciliation process.
· Delayed Payments: Late payments from customers can disrupt expected cash flow and complicate the reconciliation timeline.
· Duplicate Entries: The same invoice or payment may be recorded more than once, which can inflate the AR balance inaccurately.
· Missed Payments: Payments that are not recorded in the AR system can result in an understated AR balance.
· Incorrect Postings: Errors in posting payments to the correct customer accounts or invoices can cause discrepancies.
· Journal Entry Errors: A journal entry made to the general ledger that bypasses the subsidiary sales ledger is a common reason for differences when reconciling.
· Understated Allowance for Doubtful Accounts/ Overstated Accounts Receivable Balance: Transactions with a potential risk of being uncollectible are not properly assessed and/or the allowance for doubtful accounts is inaccurate. 

To mitigate these issues, it’s important to have a strong system of internal controls, a robust reconciliation process that includes regular checks and balances, clear communication between departments, and the use of automated systems to reduce manual errors. 

Regular reconciliation helps ensure financial records are accurate, which is crucial for reliable reporting and informed decision-making




	Detailed Step by Step Procedures (to be completed by Process Owner):

Step 1: Unit identifies need to Bill Customer (Non-Bursar, Non-Medical) for Goods or Services. Where applicable, the unit signs a contract or agreement with a customer. 

Step 2: When a unit engages in billing activity that is not related to education or sponsored research an Unrelated Business Income Tax (UBIT) Questionnaire needs to be complete. If the unit has already filled this form out for this type of billing activity, move forward. For additional questions in regards to UBIT please submit an inquiry here: Request Form - DFS Tax Office Inquiry (cornell.edu).

Step 3: Identify if the customer being billed is an internal or external customer.

Step 4: If this is an internal customer (Cornell entity with an account to process payments against). The unit can process a Service Billing edoc or an Internal Billing edoc to process payment. Refer to the updated Interdepartmental Fee Guidelines for updated guidance. For example, if the internal billing is related to new fees or revision of existing fees, for the use of rooms or physical space, refer to the updated guidelines: Space_Fee_Policy_Approved_16_1109-1s3ykcp.pdf (cornell.edu).

Step 5: If a Service Billing edoc is processed, it will not require a fiscal officer or a delegate to approve the edoc. For a unit to be granted a Service Billing Role they will need to work with the SSC to be granted this role. If a Service Billing role is not appropriate, then the unit will need to submit an Internal Billing edoc. If an Internal Billing edoc is processed then a fiscal officer or delegate will need to approve the edoc.

Step 6: If the customer is external then the unit generates an invoice.

Step 7: The unit monitors the amounts billed to customers.

Step 8: When revenue is earned but payment is not received the unit would create an AR Journal Entry.

Step 9: After the invoices are sent, and payment is received the unit needs to process payment. 

Step 10: Process payments once they are received. Review the AR Billing Flow Chart Payment Received Flow Chart for more details. Unit should review and reference policies (3.17, 3.22) for information on safeguarding financial assets and accepting credit card payments. Units are responsible per Policy .17 for reconciling daily all cash and check payments received to that day’s sales receipts. 

Step 11: The unit reviews the unidentified receipts spreadsheet to locate payment. 

Step 12: Unit monitors Accounts Receivable/Aging for payments due from customers. Units should consider using an allowance for doubtful accounts when they are regularly providing goods or services “on credit” and have experience with the collectability of those accounts. Allowance for Doubtful Accounts and Bad Debt Expenses | Cornell University Division of Financial Services

Step 13: Once payment is received and applied against the appropriate account, the unit reconciles AR Activity monthly. For more information on Account Monitoring and Reconciliation refer the DFS Reconciliation Guidelines | Cornell University Division of Financial Services.

Step 14: If payment is not received, the unit has checked the unidentified receipts spreadsheet, and after multiple attempts at collection have been made then the unit will need to write off the uncollected balance. 

Step 15: If the Write-Off is less than $5,000, authorization from the Unit’s senior business officer for Approval is required.

Step 16: If the Write-Off is over $5,000, authorization from the Office of the University Controller is required.

Step 17: Submit a Write-Off entry with authorization. For more information on Writing Off Uncollectable Receivables refer to Writing Off Uncollectable Receivables | Cornell University Division of Financial Services



	Key Risks
	Key Controls

	Inaccurate Record-Keeping
	Unit implements processes and roles to ensure records are accurate and current


	Delayed Payments
	Unit works with the customer and the Office of the Treasurer to ensure all payments are identified in a timely fashion. Roles are implemented to process payments in a timely fashion.

	Duplicate Entries
	Unit implements processes and roles to ensure there are not duplicate entries.

	Missed Payments
	Unit implements process to monitor payments and ensure customers are current with outstanding invoices.

	Incorrect Postings
	Unit reconciles budget versus actuals, and monitors general ledger entries for accuracy

	Journal Entry Errors
	A journal entry made to the general ledger that bypasses the subsidiary sales ledger is a common reason for differences when reconciling. Unit should implement processes to ensure journal entries are correct.

	Unauthorized or Improper Financial Write-Offs
	Unit obtains authorization for write-offs. Where write-off is greater than $5,000 the unit must acquire authorization from the University Controller. Where the write-off is lower than $5,000 the unit must acquire authorization from the unit’s senior business officer.



	Process Inefficiencies To Be Addressed:

1. Data Discrepancies: Inconsistencies between the subsidiary system and the general ledger can lead to errors in financial reporting.

2. Manual Reconciliation: The need for manual reconciliation between systems can be time-consuming and prone to human error.

3. Delayed Financial Close: Inefficiencies in the billing system can cause delays in the month-end financial close process.

4. Lack of Real-Time Data: Without real-time integration, the general ledger may not reflect the most current financial position.

5. Complex Error Resolution: Identifying and correcting errors across systems can be complex and resource-intensive.

6. Inadequate Reporting: Limited reporting capabilities of outdated AR systems can hinder financial analysis and decision-making.

7. Compliance Risks: Discrepancies and delays can lead to compliance issues with financial regulations.




	Process:

Refer to Flow Charts




	Metrics:
Aging Reports
Unidentified Receipts Reports





	Glossary of key terms/acronyms:

DFS – Division of Financial Services
AR – Accounts Receivable
SSC – Shared Services Center
UBO – University Budget Office
KFS – Kuali Financial System
SB – Service Billing
IB – Internal Billing
ACH – Automated Clearing House
IWD – I Want Documents
FTR - Financial Transaction Representatives
UBIT – Unrelated Business Income Tax
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