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Accounts Receivable and Prompt Payment
Data Entry
User’s Guide

Overview

Introduction  DOA has developed a web-based system that allows agencies to enter their
quarterly Accounts Receivable and Prompt Payment activity into a database.
Authorized users may access the Accounts Receivable and Prompt
Payment Data Entry system using the internet. Users can access the system
at https://secure.doa.virginia.gov/receivable/ or through DOA’s home page.

The Accounts Receivable and Prompt Payment Data Entry system has
been designed to be as user-friendly as possible and requires little intervention
from outside resources. However, DOA realizes there may be some functions
individuals may need assistance with and has developed this Guide to aid

agency personnel.
Accounts The Accounts Receivable and Prompt Payment Data Entry system
Receivable provides Commonwealth of Virginia agency personnel the means to:
and Prompt
Payment e Enter data directly into a database thus eliminating duplicate keying
Features efforts.

e Store electronic versions of the Accounts Receivable Summary reports for
future inquiry.

e Store electronic versions of the Prompt Payment Summary reports for
future inquiry.

e Ability to download data in Excel spreadsheet format.

e View Help pages on each page of Accounts Receivable and Prompt
Payment system.

Continued on next page
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Accounts Receivable Overview, Continued

Database State-of-the-art security features are provided to maintain confidentiality of
Security report information.

e Application Security - requires a Logon ID and password for system
access. Individuals will be required to keep this information confidential
to provide the utmost security to Commonwealth data.

e Secure Socket Layer - SSL - uses a 128-bit encryption routine to protect
the data as it travels back and forth over the Internet.

e Encrypted File System - EFS - is an operating system feature that
protects sensitive data and prevents unauthorized access to the file
directory.

Access e Browser must be enabled for Java Script.
Requirements Browser must be enabled for Cookies.
e Browser must be enabled for Secure Socket Layer (SSL) Security (128-bit
version).
e [f connecting to the site from behind a firewall or proxy server, it must
allow SSL (port 443) communication.
o Internet Explorer browser, version 4.0 or higher.
e Designed to be viewed at a screen resolution of 800 by 600 or greater,
with a minimum of 256 colors.
e (Connection speed of 56k modem (or higher) is highly recommended.

Web Address  https://secure.doa.virginia.gov/receivable/
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Accounts Receivable and Prompt Payment Users Security

Security
Levels

Individual
User

Accounts Receivable and Prompt Payment system has two levels of
application security.

» Systems Administrator - DOA application specific personnel who
establish individual agency Accounts Receivable and Prompt Payment
User security.

» Individual User - Agency personnel that use the Accounts Receivable and
Prompt Payment system to access, enter, and/or view their Accounts
Receivable and Prompt Payment data.

An agency is required to identify at least one Accounts Receivable Individual
User. The Accounts Receivable and Prompt Payment Individual Users are
responsible for adding, deleting, and modifying Accounts Receivable and/or
Prompt Payment data. Security access for Accounts Receivable individual
user must be requested by completing the Accounts Receivable Security
Logon Request form. The form can be found on DOA's website at
http://www.doa.virginia.gov and then click on Accounts Receivable System
link.

Security access for the Prompt Payment individual user must be requested by
completing the Prompt Payment Security Logon Request form. The form can
be found on DOA’s website at http://www.doa.virginia.gov and then click on
Prompt Payment System.

The form must be completed by the Individual User and forwarded to the
Department of Accounts — Financial Reporting Unit.

Each agency is responsible for determining who is deemed appropriate to
enter Accounts Receivable and Prompt Payment data into the web-based
system. If an agency requires multiple logon ids, a separate Accounts
Receivable and Prompt Payment Security Form must be submitted to DOA
for each individual.
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Accessing Accounts Receivable and Prompt Payment

General The employee enters his Logon Id and password and clicks on the Logon
Logon with a  button.
Valid
Password
Step Action

1 Enter Logon ID (must be five digits)

2 Enter the User Password (must be 8 characters)

3 Click on the Logon button.

4 If initial logon, click on the box next to the “I Agree” on the

“Acceptable Use” page.

displays.

If a correct password is entered and you, the Broadcast Messages page

¢ | Log On Home Page - Virginia

File  Edit

Back

Wieww  Favaorites

Forward

Addres

Toals

hitp:fict2ictdevvernaReceivabledogin.ctm?FreshPage=0347 & &Message=Successtully %20Logged 3% 2001F

Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Help "
= =2 = = = = »
%] 2] ] e Ay € s = R

Stop Refresh Home: Search Favorites Histaory Mail Prirt Edit

'TDOA

> Log On Home Page

Virginia Department of Accounts

Accounts Receivable & Prompt Payment-'

Forgot Password

L4

Accounts Recervable and

HEW=»=5= ARPrompt Pay Changes Prompt Pay User Guide

i Accounts Receivable :
Security Authorization Form |
|POF] [Waord]

Please enter your Logon ID and password:

Logon ID

{must be 5 digits) Vi ACCOUNtS Recelvable

Surnmary Report Format

Password [Excsl]

1 Prompt Pay Security Form

[PDF] [WWord]

Successfully Logged Off 1¥ Prompt Pay Excel
Spreadsheet Shell [Excel]

__________________________________

In order to access this system, you will need a pre-assigned Logon ID and Password.
If you do not have a pre-assigned Logon ID and Password, click on the
Accounts Receivable Security Authorization Form or the
Prompt Payment Security Authorization Form located

&) Error on page:

% Local intranet

Office of the Comptroller

Continued on next page

Commonwealth of Virginia
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Accessing Accounts Receivable and Prompt Payment, Continued

Navigation Navigation buttons located in the left-hand margin of the page link the user to
other Accounts Receivable and Prompt Payment pages or perform requested
functions as described below.

BUTTON DESCRIPTION

Log On Initiates the logon process for Accounts Receivable and
Prompt Payment with entry of a valid login and password.
Forgot Password | Links user to the Forgot Password page where user can view
their previously stored hint or receive an email to their
previously stored email address providing their password.

Contact Us Allows the user to send an e-mail with suggestions and/or
questions to DOA.
Security Links the user to information on application security and access

requirements that support the Accounts Receivable and
Prompt Payment application.

Help Help buttons are located on the left-side of the menu through
the website to provide assistance.

Continued on next page
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Accounts Receivable and Prompt Payment
Data Entry
User’s Guide

Accessing Accounts Receivable and Prompt Payment, Continued

Invalid Logon If an invalid Logon ID is entered, the message "Invalid ID" is displayed.
Info

a Log On Home Page - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

: File Edit Wiew Favorites Toolz  Help ,"
= 3 . A = A .. o 22
@ . © % 2] {}] /- s \ 5, = b m
Back (AT Stop Refresh Home Search Favorites Hiztary il Print Ediit

: Address :,gj hitp: dicf2fctdeyvernaReceivabledLogin.cfmMessage=Invalid %20Password%200 2% 20%iolations ) | . L]

ﬂ) O A Accounts Receivable & Prompt Payment
Virginia Department of Accounts

Log On Home Page

Forgot Password

Contact Us

Security

E Accounts Receivable and

MEW===== ARPrompt Pay Changes Prampt Pay User Gulde |

Accounts Receivable |
Security Authorization Form |
[PDF] [Word] |

Please enter your Logon ID and password:

Logon ID

{must be 5 digits) ¥ Accounts Receivahle

. i Summary Repart Format |
Password ‘—| | e |
Prompt Pay Security Form
| [PDF] [Word]
Invalid Password (2 Violations) '# Prompt Pay Excel |

Spreadsheet Shell [Excel]

In order to access this system, you will need a pre-assigned Logon ID and Password.
If you do not have a pre-assigned Logon ID and Password, click on the
Accounts Receivable Security Authorization Form or the
Prompt Payment Security Authorization Form located

|~
|

?E] \-_J Local intranet

Continued on next page
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Accessing Accounts Receivable and Prompt Payment, Continued

Suspended
Account

After 5 (five) failed logon attempts the following message is displayed "ACCOUNT
SUSPENDED DUE TO SECURITY VIOLATIONS."

Violations can only be cleared by a DOA Systems Administrator. Send an email to
AcctsRecv(@doa.virginia.gov or PromptPay@doa.virginia.gov to request the

violations be cleared. Alternatively, Accounts Receivable and Prompt Payment
violations will be cleared each work day evening.

a3 Log On Home Page - Vi

: File Edit “iew Favorites
&
&) '
- o
Back (Rl

rginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Tools  Help ,1."
- ,‘I " - n -~ »
4 b J L' = A 5
%] 2] ol 7 s © % e b
Stop Refresh Home Search Favorites Hiztory Mail Print Edit

: Address |§_'] hittp: dcf2ictdeyvernaReceivableLogin.cfm?M

b coourt%20suspended % 200due % 20t0% 20zecurity % 20violstions .

TOA

> Log On Home Page

Contact Us

Security

|

Forgot Password

Accounts Receivable & Prompt Payment
Virginia Department of Accounts

E Accounts Receivable and

MEW===== ARPrompt Pay Changes Prompt Pay User Guide

'¥ Accounts Receivahble

Please enter your Logon ID and password: :
Y g P Security Authorization Farm |

P [PDF] [WWord]
Logon ID i
(must be 5 digits) '+ Accounts Receivable
P — Summary Report Farmat
Password | | [Excel]
E Frompt Pay Security Farm
v [PDF] [Ward]

1 Prompt Pay Excel
Spreadsheet Shell [Excel]

Account suspended due to security violations.

In order to access this system, you will need a pre-assigned Logon ID and Password.
If you do not have a pre-assigned Logon ID and Password, click on the
Accounts Receivable Security Authorization Form or the
Prompt Payment Security Authorization Form located

\-_é Local intranet

Office of the Comptroller
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Forgot Password
Forgot If an Accounts Receivable and Prompt Payment user has forgotten the
Password assigned password, the user must enter their five-digit logon id and the click

on the Forgot Password button.

A previously stored hint will be displayed to help the user remember their
password. If the hint does not help you to remember and you have selected
three security questions, enter the answers to all three security questions and
click on the “Next” button to reset your password.

orgot/Reset Password - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

. File Edt Miew Favortes Toolz  Help th
3 A P, LY — = = »
Q v o Iﬂ 2] d s ] @ i
Back iy Stop Refresh Home Search Favorites Histary hdail Prirnt

devvernaReceivable/Forg

ﬁ)o A_ Accounts Receivable & Prompt Payment, _' - e a
Virginia Department of Accounts Y |

> Forgot/Reset Password Contact Us | BELEUMEEY © Entive site @ capp only

Forgot Password

You previously stored a password hint in your Security Record.
Your password hint is Verna@47.

If the hint does not help you to remember your password, or if you did not previously supply a hint,
then you must answer the following three questions and click "Next".

Mother's maiden name:
City in which you were horn:
Name of your first pet:

égl'[ Daone \-JJ Local intranet

Continued on next page
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Forgot Password, Continued
Forgot Once you have supplied the answers to the three security questions that were
Password previously stored in your security record, the Reset Password page is

(continued) displayed.

a Forgot/Reset Password - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOLUNTS

File Edit “iew Favorites Tools  Help a‘,’
P, A = A ; = e »

. ?) \ﬂ 2| g 7 A & = b

(A Stop Refresh Home Search Favorites Histaory Mail Prirt

http: ficf2ictdewvernaReceivableForgot_PIN_Hint cfm?1003

Online Services | Commonwealth Sites | Help | Governor

Financial

ﬂ)o A Accounts Receivable & Prompt Payment}§ oy
Virginia Department of Accounts - }

' R
el P '.. 44
> Forgot/Reset Password Contact Us | BLEEUNNBIEY © Entire site @ capp only B

Reset Password

New Password (must be 8 characters): 1

Reenter New Password for Verification Purposes: | i

Hint {Don't forget ta change your hint): :'Tests@éla

= New Password must be different than current password. ***

&) Done %) Localirtranet

Continued on next page
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Forgot Password, Continued
Forgot If the hint does not help you to remember and you have not provide the
Password answers to three security questions, then you must click on the “Next” button
(continued) and do so in order to reset your password.

a Forgot/Reset Password - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favorites Toolz  Help '
5 ) %] 2] l v pAY 5, o
[aTE] Stop Refresh Hame Search Favartes Histary Mail Print

hittp: Sicf2ictdevvernaReceivableForgot _PIN_Hint.cfm

-es | Commonwealth Sites | Help | Governor

Financial

ﬂ) O A Accounts Receivable & Prompt Payment
Virginia Department of Accounts

el - .‘ . . i ‘
Contact Us | EEEUNEUYY © entiresite ® capp only E

> ForgotfReset Password

Forgot Password

You previously stored a password hint inyour Security Record.
Your password hint is Tests@47.

If the hint does not help you to remember your password, or if you did not previously supply a hint,
then you must reset your password by clicking "Next".

R

égll Done \_J Local intranet

Continued on next page
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Forgot Password, Continued
Password The Password Expired/Reset page allows users to reset their passwords. You

Expired/Reset must select three security questions and provide the answers before resetting
your password. You will need to answer these questions to reset your
password in the future. Passwords expire every 30 days.

2 Password Expired - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

. File Edit iew Favortes  Tools  Help :','
& al A =y A, - 5 . »
o . © B 2] v ’ P © - t%
Back 1y G Stop Refresh Home: Search Favarites Histary Mol Print
Address g‘} Hitp: e t2 e fdevvernaReceivablePassword_Expired ofm?0045 V Go
- o = v— ] N
= Password Expired Contact Us | EEURANOLY © Entive site ® capp only

Password Expired/Reset

Your password has expired or it requires resetting

You are now required to provide answers to three Security Questions before your can logon to the Accounts Receivable
and Prompt Payment System.

You are also required to provide a new password that is 8 characters in length (must be a combination of three of the
following: letters, numbers, a combination of upper case and lower case |etters, or special characters).

You must enter the same password trice for verification purposes. Don't forget to update your Hint.

Challenge Question 1: | Please Select | Required

Challenge Question 2: Required

Challenge Question 3: il | Required

Mew Password (must be 8 characters):

Reenter Mew Password for Verification Purposes: ‘
Hint: Don't forget to update your hint, Tests@47
Subimit
=+ New Password must be different than current password. ***
w

£ | &
@L[ Done \-JJ Local intranet

Continued on next page
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Data Entry
User’s Guide
Forgot Password, Continued
Password Once the user has provided the answers to three security questions, and has
Expired/Reset entered a valid password, the user is successfully logon to the system. Click
(continued) on the “Continue” button to proceed.

3 Password Expired - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

. File Edt “iew Favorites Tools  Help s
¢ g al A ) S ”
Qo . 2 %] 2] {] o RS © t
Back [T Stop Refresh Home Search Favarites Hiztary hiail Prirt
: Address |§_'] hitp: fiof2icfdevvernaReceivablePazsword_Expired cfm?1023 w | Go

Financial
Accounts Receivable & Prompt Payment}
Virginia Department of Accounts

> Password Expired

Accounts Receivable and Prompt Payment Password Updated

Your Password has been successfully updated.

ég'] Dane \-_é Local intranet
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Data Entry
User’s Guide
Acceptable Use Policy
Acceptable During the initial logon process, after the user has entered a valid id and
Use Policy password, the “Acceptable Use Policy” page is displayed. This page is

presented once during the initial logon process for the user to acknowledge
that they have read DOA’s Acceptable Use Policy. Please read the
information and click on box next to the “I Agree” to continue.

File Edit “iew Favorites Tools  Help :’}'
s Ty ‘_‘l L] N A " - . 2
= 1 L b - = LY - A
O . © %] 2] v / s & =
Back IR Stop Refresh Haome Search Favorites History Mail Prirt

Address ;.‘Ej hittp: ot 2icfdevvernaReceivabledLogin2 cfm v ﬁ Go

Online Services | Commonwealth Sites | Help | Governor

Virginia. gc
Financial y leporﬂng Excellence. : (:'1’”

@ﬁ)o 1‘ Accounts Receivable & Prompt Payment
Virginia Department of Accounts -

it .
Contact Us | EEELSRNL © cntire site @ cAPP Only

> hcceptable Use

Acceptable Use Policy

| Policy Statement 2
The purpose of this policy is to provide guidance to DOA employees on the use of agency-provided Intemst —
and electrohic communication systems, including, but not limited ta, electronic mail {e-mail), telephone voice
tnail, and related computer hardware and software. DOA is supportive of the use of the above systems for the
purpose of conducting agency business.
Il Business Use
Agency-provided Intemet and electronic communication systems are the property of D04 and are provided to
facilitate the effactive and efficient conduct of State business. Users are permitted access to these systems
to assist in the performance of their jobs.

¥

I have read and agree to the terms outlined in the Department of Accounts’ Use of the Internet and Electronic Communication Systems
policy. By clicking "I Agree”, | acknowledge receipt and agree to abide by the terms of this policy. Further, | understand that if | do not
agree to the terms, use of the REDI Virginia website is prohibited.

O I Agree Submit @

@ Done \JJ Local intranet

Continued on next page
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Broadcast Messages

Broadcast and A successful Login brings the user to the Broadcast Message page. This

Special page is used to communicate to the user’s information from DOA pertaining

Messages to the Accounts Receivable and Prompt Payment Data Entry system.
Periodically, a Special Message may be broadcasted to users. When a Special
Message occurs, users should click on the Special Message option from the
left menu. Users will have the option to save or delete the Special Message.

From Broadcast Messages you have the option to choose Main Menu.
Clicking on this button will take to the main menu of the application.

3 Broadcast Messages - Virginia Department of Accounts - Microsoft Internet Explorer provided by Dapartment of Accounts

File Edt view Favorites Tools Help o
T A = ol - oy 3 . 1 3
@ -~ \ﬂ \g ol ’ 2 W © = = Mo, L) ﬁ . 3
Refresh Home Search Favorites Histary Mail Print Edit Discuss Research  Messenger

Back. Forward Stop

ulletin.cfm?1429

ces | Commonwealth Sites | Help | Governor

@ﬁ)o A Accounts Receivable & Prompt Payment <l
Virginia Department of Accounts TN |

> Broadcast Messages Contact Us | BIaee W0I0SY © cntire site @ capp only m

Broadcast Messages

=+ fecounts Receivable Information
Current Quarter is 12/31/2006 and will close on September 23rd.
This Quarter is CLOSED
CUTOFF -02/16/2007

“++ prompt Payment Information ***
Welcome to the New Decentralized Agency Data Entry System

Call if you have questions or need to make any adjustments.
Although your security allows entry. the Accounts Receivable amd Prompt Payment System is temporarily Closed

@ S Local intranet
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Data Entry
User’s Guide
Main Menu
Main Menu From the Main Menu page, select an option from the left-hand menu.
Options Selecting the Data Entry link will take the user to the Form Selection Menu

for data entry of Accounts Receivable and Prompt Payment data. The DOA
Utility option will be displayed only if you are a DOA application’s System
Administrator.

A Main Menu - Virginia Department of Accounts - Microsoft Internet Explorer, provided by Department of Accounts

File Edt Wiew Favortes Tools Help ,"
= N —~ | - - 1
| | b } = -, | b
Q. © N B @  f w © 8 % # . [J @ 3
Back Stop Refresh Home Search Favarites History Mail Frint Edit Discuss Research  Messenger

fiddress wsE] hitpe,

cf2 cfdesvvernalReceivable/Main. Manu. cfr? 1427 &0

d. g()\-" Online Services | Commonwealth Sites | Help | Governor

Financial Ace

ﬁ)o A Accounts Receivable & Prompt Paymentill A -,
Virginia Department of Accounts e - '

o — — n
> Main Menu Contact Us | BLEagem W0y © Entire site @ capp only

Receivables Data Entry Menu

Main Menu
Prompt Pay Data Entry Menu

Personal Options
Welcome Verna P Left

Broadcast Messages
Please select an option from the left-hand menu bar.

;Ej ‘-3 Local intranet:
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Personal Options Page

View Personal The View Personal Options page allows Accounts Receivable and Prompt
Options Payment users to view/update existing information regarding their:

e LogonID

e Password (the actual password is not displayed, but an * indicates it
does exist.) Note: Passwords can be changed only one time during
a 24 hour period. You must wait 24 hours from the last password
update before attempting to change it again.
Security Challenge Questions and Answers
Telephone Number
Email Address
Email Address 2
Hint (to help in remembering current password.)

e Date Password Changed - reflects last date your password was altered.

Click on the “Edit Personal Options” button to update the information.

A Personal Options - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

'z P - ol y A . - y
Q - = Iﬂ Iﬂ ol o -3 \ 5. -~ = ff
Back FyYE Stop Refresh Home Search Favorites History M=l Prirt
Eile: Edit Miew  Favorites  Tools Help Links
Address __"Er'rrlp:.r.rc:f2.fc:fdevverna.fReceivable.fPersonaLOptions.cfm?Fresh=0834 v -é {elu]

Financial

Accounts Receivable & Prompt Payment

- —= L
Contact Us | FILLIY © entire site @ capp only

View Personal Options

[ Edit Personal Options _]

Logon_ID 85722

Cha_lleni;e Question1 Mother's maiden name swmiley

‘Challenge Question2 City inwhich you were bhorn  siefmand

Challenge Question3 Mame ofyour first pet  swike

Telgphone Humber 18042253088

_Email Address ve ma.leﬂ_@_dua.vi [__g!nia._gclv

Email Address 2 verma@yahoo.com

Hint Werna@y 9

Date Password Changed 09/09/2009

-

% #
@Ll Dione \JJ Local intranet T

Continued on next page
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Personal Options Page, Continued

Edit Personal  The Edit Personal Options page provides the Accounts Receivable and
Options Prompt Payment user the ability to change any one or all of the following:

e Password (the actual password is not displayed, but an * is displayed
for each password character. Also note that you cannot change your
password more than once in a 24 hour period. You must wait 24
hours from the last password update before attempting to change
it again.)

Security Challenge Questions and Answers

Telephone Number

Email Address

Email Address2

Hint (to help in remembering current password.)

After entering the new information, press the “Accept” button and the
information will be displayed on the View Personal Options page. A “record
updated” message will appear at the top of the page.

If the information entered is not correct or if the user is not satisfied with the
changes, press the Cancel button and the user is returned to the View
Personal Options page.

Office of the Comptroller 17 Commonwealth of Virginia



Accounts Receivable and Prompt Payment

Data Entry
User’s Guide
Contact Us
Contact Us Selecting the Contact Us link will present the opportunity for a user to

communicate with DOA. Use this link to ask questions or submit comments
about the Accounts Receivable and Prompt Payment Data Entry System. A
DOA employee will respond to your email.

ntact Us - Virginia Department of Accounts - Microsoft Internet Explorer, provided by Department of Accounts

File Edit Wwiew Favorites Tools Help i
p = . - \ 5 : |
- I [ L S Pl y 25
o . © %] El ) o g ) = b M e 2
Back Forward Stop Refresh Home Search Favorites History Mail Print Edit Discuss Research  Messenger

Financial AGe

Accounts Receivable & Prompt Payment
Virginia Department of Accounts

> Contact Us

Contact Us

Data Entry System:  [] Accounts Receivable [0 Prompt Payment
Category: [0 Technical Difficulty [0 Enhancements/Suggestions [0 Other
Comments:

(Up to 500 Characters)

Logon ID: [W

Name: ['vema P Laft |

Agency No.: |151—]

Phone Number: IBD4—225—3089 3
E-Mail Address: Iverna.leﬂ@dua.virginia.guv

Flgaae varify your E-Mall Address! We will not e able to contact wou withowt a valid address.

&] Dare 8 Lacal intranet
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Accounts Receivable Data Entry

Form Number By selecting the Receivables Data Entry option from the Main Menu, the user

Selection will be linked to the Form Number Selection Page. This page has been
divided into eight (8) sub-forms. See the following chart for description of
each form. The user has the option to print or download the Accounts
Receivable Summary Report data in Excel format.

2 Data Entry Main Menu - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wew Favorites Tools  Help ;,’
i Ll = ) - Loy - 1 2
@ L \ﬂ \g (o s P @ = e L7 N ﬁ ““
Back, Formard Stop Refresh Home Search Favarites History Mail Print Edit Discuss Research  Messenger

devverna/Receivable/Select_Form.cfm? 1427

Online Services | Commonwealth Sites | Help | Governor Search Virginia.gov m

Sh—
=
|

Financial AGee rting Excellence.

ﬁ)o A Accounts Receivable & Prompt Paymentil
| Virginia Department of Accounts

> Main Menu > Data Entry Main Menu

APP Only E

Prompt Pay Data Entry Menu . .
Accounts Receivable Data Entry - Main Menu

Select a Form to process

Form 1 - Quarterly Activity | Form 6 - Receivables By Type
Form 2 - Aging of Gross Receivables ‘ Form 7 - Fund/Fund Detail

Form 3 - Collection Status/Over 60 Days | Form 8 - Explanations/Signature

Form 4 - Uncollectible Debts Analysis | Print Quarterly Report(s)

Form 5 - Detail of Collection Efforts ‘ Download Data In Excel Format

égl'l Dane ‘-J Local inkranet:

Continued on next page
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Accounts Receivable and Prompt Payment
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User’s Guide

Accounts Receivable Data Entry, Continued

Form Description of each form is described below.
Selection
(continued)

FORM # DESCRIPTION

Form 1 Selecting this link will take you to the Quarterly Activity portion of the
report. Use this link to enter your current quarterly Accounts Receivable
activity.

Form 2 Selecting this link will take you to the Aging of Total Gross Receivables.
Use this link to enter the past due amounts according to number of days
past due.

Form 3 Selecting this link will take you to Collection Status of Accounts Over
90 Days Old. Use this link to enter the status of over 90 days past due
accounts (Inhouse, Collection Agency or Attorney General Office).
Form 4 Selecting this link will take you to Analysis of UnCollectible Debts. Use
this link to enter any recoveries, write-offs or discharges that may have
occurred during the quarter.

Form 5 Selecting this link will take you to Detail of Collection Efforts On Past
Due Receivables. Use this link to enter any amounts sent to or recovered
from the Attorney General’s Office, a Private Collection Agency or Tax
Debt Setoff Program for past due accounts.

Form 6 Selecting this link will take you to Receivables By Type. Use this link to
classify your agency’s Receivables. The categories are: Individuals,
Private Business, Interagency, Federal Government Related or Other.
Form 7 | Selecting this link will take you to Fund/Fund Detail. Use this link to
specify the Fund/Fund Detail for your agency’s Receivables.

Form 8 Selecting this link will take you to Explanations/Certification. Use this
link to explain any adjustments entered on any of the Forms. This link
will also allow you to certify your data and submit it to DOA.

Print/ Selecting the Select Print Forms link will take you to Print Form
Download | Selection page. Use this link to print one or all pages of the Accounts
Forms Receivable Summary Report. You can print current and/or prior

Summary Reports. Selecting the Download Data link will take you to
Download Data Selection page. Use this link to download current or
prior quarter’s data in Excel format.

Continued on next page
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Accounts Receivable and Prompt Payment
Data Entry
User’s Guide

Accounts Receivable Data Entry, Continued

Form Use Form 1 — Quarterly Activity to enter current quarter’s data. The
Selection Beginning Balances are automatically brought forward from the previous
(continued) quarter’s Ending Balances. Use this form to enter any Adjustments, Billings,

Collections or Write Offs for the quarter. Subtotals and Totals are
automatically calculated by the system and are presented to the user as read-
only fields.

2 Data Entry Main Menu - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wew Favorites Tools  Help ,‘:."
i Ll = = - iy - 1 o
EF ) ’ w 9 |k e mo. L) 4
Stop Refresh Home Search Favorites Hiskory Mail Print Edit Discuss Research  Messenger

Search Yirginia.gov m

i
I
|

Financial AGe riing Excellence.

@ﬁ)o A Accounts Receivable & Prompt Paymentil
| Virginia Department of Accounts

> Main Menu > Data Entry Main Menu APP Only E

Prompt Pay Data Entry Menu . .
Accounts Receivable Data Entry - Main Menu

Select a Form to process

Form 1 - Quarterly Activity | Form 6 - Receivables By Type
Form 2 - Aging of Gross Receivables ‘ Form 7 - Fund/Fund Detail

Form 3 - Collection Status/Over 60 Days | Form 8 - Explanations/Signature

Form 4 - Uncollectible Debts Analysis | Print Quarterly Report(s)

Form 5 - Detail of Collection Efforts ‘ Download Data In Excel Format

égl'l Dane ‘J Local intranet

Continued on next page
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Accounts Receivable Data Entry, Continued

Form Use Form 2 — Aging of Gross Receivables to enter current quarter’s data. The
Selection Not Past Due amount is automatically calculated based on the data entered.
(continued) Use this form to enter past due amount that are 1 day to Over 1 year old.

Subtotals and Totals are automatically calculated by the system and are
presented to the user as read-only fields.

4 Form 2 - Aping of Gross Receivables - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of A

File Edit Wew Favorites Tools Help ,"
T ( 3 L S 3
o . © %] El (o) 7 A s @ wm o, ) B 3
Back Forward Stop Refresh Hame Search Favorites Histary Mail Print Edit Discuss Research  Messenger

Mgt:l.ressE http: /fcf2 fcfdevvernafReceivablefadd_RecvFrmz.cfm?FreshPage=1457

#h=

\"ll_'gll a.g()\-' Online Services | Commonwealth Sites | Help | Governor

Financial

ﬁ)o A Accounts Receivable & Prompt Paymentill
Virginia Department of Accounts

= - - il g
> Main Menu > Data Entry Main Menu > Form 2 - Aging of Gross Receivables Contact Us | BEGUEANY © Entire site @ cape only

m View Form 2 - Aging of Total Gross Receivables
Commonwealth of Virginia Receivables Summary Report - By Type
For Quarter Ended 12312006
—
Agency: | 151 V| DEPARTMENT OF ACCOUNTS Sec. Area 13
-
m Accounts Interagency Subtotal Current ‘ Long Term Fed. Student Total
_ Quarterly Activity Receivables Receivables Receivables Receivables Loans Receivables
Not Past Due | 50 50 50 50 50 s0|
PastDue: 1-30Days | 0 0 o D D 0
3160 Days | 0 0 0 0 o 0
£1-80 Days | 0 0 0 0 0 0
I I I |
91-120 Days | 0 0 0 0 0 0
121- 180 Days | o 0 i 0l ol 0
181 -1 Year | 0 0 0 0 0 0
@] 8 Local intranet

Continued on next page
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Accounts Receivable Data Entry, Continued

Form Use Form 3 — Collection Status/Over 60 Days Past Due to enter the collection
Selection status of accounts that are over 60 days past due. The Total amounts are
(continued) automatically calculated based on the data entered on Form 2 — Aging of

Gross Receivables. Use this form to specify the status of these past due
accounts. The categories are: In-house, Collection Agency or Attorney
General’s Office. Subtotals and Totals are automatically calculated by the
system and are presented to the user as read-only fields.

A Form 3 - Collection Status - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wew Favorites Tools Help i
E = ' -~ 1 = E 1

7 [ L A oy | 2

Q. -0 ¥ @B © L w € g « @.[)] @d @B

Back Stop Refresh Home Search Favorites History Mail Print Edit Discuss Research  Messenger

v G0
Search Virginia.gov

< 1‘|

Financial

ﬁ)o A Accounts Receivable & Prompt Paymenti§ % _i -
Virginia Department of Accounts il

» Main Menu > Data Entry Main Menu > Form 3 - Collection Status CAPP Only
o matching record found for 151 - Use Add New Data.

View Form 3 - Collection Status of Over 60 Day Old Accounts

| Earm 1 - Quarterky Activity | Farm 2 - Aging of Gross Receivables | Form 4 - Uncollectible Dehts Analysis

| v £ Dbl Pallnidinen FfAde | Caoe @ Fiaaniiablan Mo Tove | Fomen T FrndiTind Dadnil 15 nmen 0 Fainlomndinm s i e b,

Commonwealth of Virginia Receivables Summary Report - By Type
For Quarter Ending 12/31/2006
—
Rgency: | 151 | DEPARTMENT OF ACCOUNTS Sec. Area 13
o
m Accounts Interagency Subtotal Current Long Term Federal Student Total
_ Collection Status Receivables | Receivables Receivahles Receivahles Loans Receivables
In House Collection 50 §0 50 50 50 §0|
o i |
[Collection Agency D 1] 1] 0l 1] o
| Attarney General's Office i 0 i 0 0 o
Total Over 60 Days $0| $0 $0 30| 50 $0
€

‘-J Local inftranet

Continued on next page
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Accounts Receivable Data Entry, Continued

Form Use Form 4 — Uncollectible Debts Analysis to enter and adjustments,
Selection recoveries or write-offs for the quarter. The Beginning Balances are
(continued) automatically brought forward from the previous quarter’s Ending Balances.

The Write-off amount reported on Form 1 — Quarterly Activity is also
automatically populated (excluding a Federal Student Loan write-ofY).
Subtotals and Totals are automatically calculated by the system and are
presented to the user as read-only fields.

‘@ Form 4 - Uncollectible Debts - Virginia Department of Accounts - Microsoft Internet Explorer. provided by Department of Accounts

Office

File Edit ew Favorites Tools Help i
- - M = . :

7 T [ | A O y 2
.0 ¢ @ 6 P % €@ g & @.[) @d B

Back, Stop Refresh Hame Search Favorites History Mail Print Edit Discuss Research  Messenger

@ﬁI)O A Accounts Receivable & Prompt Paymentill
Virginia Department of Accounts

= Main Menu > Data Entry Main Menu > Form 4 - Uncollectible Debts

o matching record found for 151 - Use Add New Data.
m View Form 4 - Analysis of Uncollectible Debts
Commonwealth of Virginia Receivables Summary Report - By Type
For Quarter Ending 12/31/2006
—
Rgency: [151 % DEPARTMENT OF ACCOUNTS Sec. Area 13

=

m Uncollectible Accounts Interagency = Subtotal Current Long Term Federal Student Total

_ Debt Analysis Receivables | Receivables Receivahles Receivables Loans Receivables
\Beginning Uncollectinle Total 50 $0 §0 $0 50 $0!
Adjustments 0 0 0 0 0 o
[Less) Recaveries 0 i} 0l il 0 i
Add Write-offs 0 il il 0| il il
?(Less)D\scharges i 0 0 il il ol
| Ending Uncollectible Total $0| $0 $0 $0 $0] $0 v

@'] Done ‘-J Local intranet

Continued on next page
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Accounts Receivable Data Entry, Continued

Form Use Form 5 — Accounts Sent Out For Collection to the Attorney General’s
Selection Office, Collection Agency or Tax Debt Setoff. The Beginning Balances are
(continued) automatically brought forward from the previous quarter’s Ending Balances.

Use this form to enter any adjustments, new receivables sent out, returns or
discharges. Subtotals and Totals are automatically calculated by the system
and are presented to the user as read-only fields.

2 Form 5 - Collection Efforts - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wew Favorites Tools Help ,"
7 I [ A = o - oy y 1
C © N B © L v & g L @ . [J @d B
Back, Stop Refresh Home Search Favarites History Mail Print Edit Discuss Research  Messenger

Address :SE_LI http:/icf2jcfdevverna/Receivablejadd_RecvFrmS.cfm?FreshPage=1453 L2l G0

V![gmia :‘,()V Online Services | Commonwealth Sites | Help | Governor

Financial

ﬁ)o A Accounts Receivable & Prompt Payment§
Virginia Department of Accounts

= Main Menu > Data Entry Main Menu > Form 5 - Collection Efforts CAPP Only
o matching record found for 151 - Use Add New Data.

Add New Data
View Form 5 - Detail of Collection Efforts

Commonwealth of Viirginia Receivables Summary Report - By Type
For Quarter Ending 12/31/2006
—
Agency: | 161 ¥ | DEPARTMENT OF ACCOUNTS Sec. Area 13
=
m Attorney Collection Tax Debt
_ Accounts Sent Out for Collection General's Office Agencies Setoff Totals
|Beginning Gross Receivable Sent Qut §0 0 0 50 T
| -
Adjustments U; 0 1] 0l
Add Recy. Sent Out 0| 0 0 0
[iLess) Collections 0 0 0 0
i(Less) Accts Returned but not Discharged 0 0 0 ol
liLess) Accounts Discharged 0 0 1] 0 v
égl'i Dane ‘-j Local inkranet:

Continued on next page
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Accounts Receivable Data Entry, Continued

Form Use Form 6 — Receivables By Type to characterize your agency’s
Selection Receivables. The total must match the total Receivables reported on Form 1 —
(continued) Quarterly Activity. Percentages, Subtotals and Totals are automatically

calculated by the system and are presented to the user as read-only fields.

A Form 6 - Receivables By Type - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit ¥ew Favortes Tools  Help i
3 = A = i o N v - 1 24
e . © X 2 4 A ow @ | B b mo. ) ® 3
Back Forward Stop Refresh Home Search Favorites History il Print Edit Discuss Research  Messenger
Address :fEl hitp:ffcf2 efdevvernafReceivablelAdd_RecvFrmé. cfm?FreshPage=1429 V Go

V![glnia 20V online Services | commonwealth Sites | Help | Governor Search Virginia.gov

el

Financial ting Excellence.

ﬁ)o A Accounts Receivable & Prompt Payment N |
Virginia Department of Accounts i I

> Main Menu > Data Entry Main Menu > Form 6 - Receivables By Type Contact Us | BEEUMAENGY © entire site ® capp only
o matching record found for 151 - Use Add New Data.

View Form 6 - Receivable By Type

Delete Current Data
Commonwealth of Virginia Receivables Summary Report - By Type

For GQuarter Ending 12/31/2006
-
Agency: | 151 V| DEPARTMENT OF ACCOUNTS Sec. Area 13

—
_ Receivables By Type AMOUNT GROSS

[Receivablas from Individuals §0 0%

[Receivables from Private Businesses 0 0%

InterAgency Receivables 0 0%

[Federal Governmment Related Receivables il 0%

[Other Receivahles 0l 0%

| Total Gross Receivables | $o0| % ]
@ Dore \.j Local inkranet

Continued on next page
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Accounts Receivable Data Entry, Continued

Form Form 7 — Fund/Fund Detail to categorize your receivables by fund type. If the
Selection fund totals do not match the Gross Receivables Totals entered on Form 1, an
(continued) error message will be displayed.

2 Form 7 - Fund/Fund Detail - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edt Wiew Favortes Tools Help ﬂ"'
T I R y <A = Ve \ . = Q3
@ - & |1L] \g g} s s @ P bt L7/ . ol 3
Back Fatiward Stop Refresh Home: Search Favarites History Mail Print Edit Discuss Research  Messenger

Address ;E] htkp:ffcf2/cfdevvernajReceivable/add_Recvfrm?. cfm?FreshPage=1459

Vll_ﬁ 1 g()\" Online Services | Commonwealth Sites | Help | Governor

Accounts Receivable & Prompt Payment

Virginia Department of Accounts il
> Main Menu > Data Entry Main Menu > Form 7 - Fund/Fund Detail Contact Us | © Entire site ® capP only
Add New Data
View Form 7 - Fund/Fund Detail
Delete Current Data
Commonwealth of Virginia Receivables Summary Report - By Type
Receivables Data Entry Menu For Quarter Ending 12/31/2006
Prompt Pay Data Entry Menu _
Agency: ’Eﬂ DEPARTMENT OF ACCOUNTS Sec. Area 13
Accounts Interagency Subtotal Current Long Term ' Federal | Total
Gross Receivable Aging Receivables | Receivables Receivables Receivables | Student Loans | Receivables
0100 General Fund | 50 50 0 s 50 50
-(Less) Allowance | BI D U\ U' U| U
Collectible 0100 $0 $0 $0 $0 §0 §0
6200 Special Revenue . $-ﬁ $Dl $D” $Dl $Di“ $ﬁ
{Less) Allowance | 0 D: D} D! D| _D
Collectible 0200 | $0 $0 $0 $0 $0 50
6300 Higher Education | $-ﬁ $DI $D.‘. $DI $Di“ $ﬁ ]
éﬁj Done h.j Local intranet

Microsoft Internet Explorer

L) E Column must equal the total amount reported on Form 1, Quarterky Ackivity,
La

Continued on next page
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Accounts Receivable Data Entry, Continued

Form Use Form 8 — Explanations/Certification link to enter adjustment explanations
Selection and to certify the data. This is the last step to completing the required
(continued) Accounts Receivable data entry process.

2 Form 8 - Explanations/Signatures - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Acco

File Edt Wiew Favortes Tools Help ,"
= N —~ | = 3 1
T [ X L Y R
Q. © ERE 0 > K © B = . -
Back Stop Refresh Home Search Favarites History Mail Frint Edit Discuss Research  Messenger
B cf2fcfdesvverna/Receivable/ExplainCert. cFm?FreshPage=1400 v &0

fAddress ;sE]

Financial

ﬁ)o A Accounts Receivable & Prompt Paymentill -
Virginia Department of Accounts ; R '

st = — =Py
= Main Menu > Data Entry Main Menu > Form 8 - Explanations/Signatures Contact Us | BLae Moy © entire site ® capp only

Add New Data

View Form 8 - Explanations/Signature

Delete Current Data
Commonwealth of Virginia Receivables Summary Report - By Type

Receivables Data Entry Menu For Quarter Ending 12/31/2006

Prompt Pay Data Entry Menu _
Agency: | 151 :| DEPARTMENT OF ACCOUNTS Sec. Area 13

Agency 151 must complete Forms 1 thru T before completing Form 8.

| Eorm 1 - Quarterly Activity | Form 2 - Aging of Gross Receivables | Form 3 - Collection StatusiOwver 60 Days
Log OFF | Eorm 4 - Uncollectible Debt Analysis | Farm & - Detail of Collection Efforts | Form 6 - Receivable By Type | Form 7 - FundiFund Detail
| Brint Receivable Report | Download Data/Excel |

‘-3 Local intranet:
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Printing Accounts Receivable Statistics

Printing Use the Select Print Form link to select current or prior quarter’s report to
Accounts print. You have the option to print one or all pages of the report.
Receivable

Statistics

2 Print Receivables Quarterly Reports - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of A

File Edit Yiew Favorites Tools  Help

Q.0 MW B 66 L % € & L @m.l] @& B

Back Forward Stop Refresh Home: Search Favarites Histuory Mail Prink Edit Distuss Research  Messenger

fddress :El hikp: [ fcf2 cFdeswvernafReceiable/Print_Form_Select. cFm?FreshPage=1402 Ll o

\’1[311]13 . g()\-" Online Services | Commonwealth Sites | Help | Governor

Financial

ﬂ)o A Accounts Receivable & Prompt Paymentil}
Virginia Department of Accounts

> Main Menu > Data Entry Main Menu > Print Receivables Quarterly Reports

Receivables Data Entry Menu . . .
Print Receivables Quarterly Reports Selection

Prompt Pay Data Entry Menu

DOA Litilities
Note: The Accounts Receivable Quarterly Reports are formatted to print in Landscape page orientation.

Quarter Ended Date Select Form(s): Agency:

1273172006 ¥ | Al Pages v [Pick An Agency |

| Eorm 1 - Quarterly Activity | Form 2 - Aging of Gross Receivables | Forrm 3 - Collection StatusiOver 60 Days
| Form 4 - Uncollectible Debt Analysis | Form & - Detail of Collection Effarts | Form £ - Receivable By Type | Form 7 - Fund/Fund Detail

| Earm & - ExplanationsfSignature | Download DatalExcel

l.j Local intranet

;El Done
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Download Accounts Receivable Statistics

Download Use the Download Data In Excel Format link to select current or prior
Accounts quarter’s data to download.

Receivable

Statistics

A Download Receivables Quarterly Data - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of &

File Edt Vew Favorites Tools Help f,"
2 T T A = A : Pl . 4
o . © K 2 0 »’ . 8 | L e W, ) H B
Back “oinard Stop Refresh Hame Search Favorites Histary Mail Print Edit Distuss Research  Messenger

Aeress [ @] hey v e
V!_l:gl[lla .20V online Services | Commonwealth Sites | Help | Governor Search Virginia.gov —

|

HJick2 fefdevwvernafReceivable/Download_Data.cfm?FreshPage=1454

Financial

ﬂ)o A Accounts Receivable & Prompt Paymentill Naa
Virginia Department of Accounts ..

& i |
= Main Menu > Data Entry Main Menu > Download Receivables Quarterly Data Contact Us | BIEUe O] @ entire site ® capp only

Receivables Data Entry Menu

Download Receivables Quarterly Data Selection
Prompt Pay Data Entry Menu

DOA Litilities

Quarter Ending Date: | 12/31/2006 v|

Agency No. |1UU v

| Earm 1 - Quartetly Activity | Form 2 - Aging of Gross Receivables | Formn 3 - Collection StatusiOwer 60 Days
| Eorm 4 - Uncollectible Debt Analysis | Earm & - Detail of Collection Efforts | Farm 6 - Receivable By Type | Form 7 - FundiFund Detail
| Eorm 8 - Explanations/Signature | Print Receivable Repart

@'] Done ‘-J Local intranet
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Accounts Receivable and Prompt Payment

Data Entry
User’s Guide
Prompt Payment Data Entry
Prompt By selecting the Prompt Pay Data Entry option from the left-hand menu on
Payment Main Main Menu page, the user will be linked to the Prompt Payment Main Menu.
Menu This page displays three functions for the user.

Add/Edit Prompt Payment Statistical Data;

Print Prompt Payment Statistical Data; and

3.  Download Prompt Payment Statistical Data into Excel spreadsheat
format.

N —

2 Data Entry Main Menu - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wew Favorites Tools Help i

N B & P v & g & = . @d B

Skop Refresh Home Search Favotites Hist.ory Mai\ Pint Edit Discuss Research  Messenger

Address ;SEJ http: [fcf2fcfdevvernafReceivablefSelect_Form_PramptPay.cfm?l417

V![glll- P20V  Online Services | Commonwealth Sites | Help | Governor

o

ﬂ)o A Accounts Receivable & Prompt Paymentill el |
Virginia Department of Accounts ' a8y

> Main Menu > Data Entry Main Menu CAPP Only

Prompt Payment Data Entry - Main Menu

Choose from the options below

Add/Edit Prompt Payment Data

Print Prompt Payment Data

Download Prompt Payment Data

;g‘| 8 Local intranet

Continued on next page
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Prompt Payment Data Entry, Continued

View Prompt  Clicking on Add/Edit Prompt Payment Data button on the Prompt Payment

Payment Main Menu will link you to the Prompt Payment Data Entry Page. Use this

Statistics page to enter in Prompt Payment Data for the fiscal month indicated at the top
of the page. Totals and “% Payment in Compliance” and “% Dollars in
Compliance” columns are automatically calculated by the system and are
presented to the user as read-only fields.

This page is in View Mode when initially displayed to the user. Click on the
“Add” button in the left-hand menu to link you to add the Prompt Payment
data to the database.

A Prompt Payment Statistics - Yirginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit View Favorites Tools  Help ,',”
3 = A, = . : P g 1 2
GO - © ] El )l 7 ). & (= g 9 el 2
Back, Foriat Stop Refresh Home Search Favorites History Mail Print Edi Discuss Research  Messenger

Address ;&Ej http: ffcf2 fcfdevvernafReceivablefPrompt_Pay.cfm?FreshPage=1532

ices | Commonwealth Sites | Help | Governor

Financial A

ﬂ)o q Accounts Receivable & Prompt Payment
Virginia Department of Accounts -1

» Main Menu > Data Entry Main Menu > Prompt Payment Statistics [ E=ATEN W Search DOA © entire site ® capp

Only : E

View Prompt Payment Statistics

Decentralized Agencies
Current Fiscal Month July, 2008

Agency: '

VPl & STATE UNIVERSITY Sec, Area 03
Month Month Late | Month Total Month Late Month Total % Pymts In % Dollars
Date Humber Number Dollars Dollars Compl. In Compl.
[Edit] [Delete] July 807 16,400 $1.445403.189, § 37,656,763.62 95.08% 96.16%
August 110 111 $111.00] F111.00 0.90% 0.00%
YTD TOTAL 917 16,511 $1,445,514.19 $37,656,874.62 94.45% 96.16%
Print Prompt Pay Data | Download Prompt Pay Data | Prompt Pay Wain enu
ot
égl'l Daone "J Local intranet

Continued on Next Page
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Prompt Payment Data Entry, Continued

Adding Type in the requested information using only dollars and cents. When

Prompt finished, click on the Accept button in the left-hand menu. Clicking on the

Payment Cancel button will void the transaction and return the user to the view mode.

Statistics Clicking on Help will give the user general information to help guide them
through the process.

a Prompt Payment Statistics - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edt Vew Favorites Tools Help ﬂ."
: - 1 - ) s
¥, | N\ Y oy Vo tad } : a
@ ~ o \ﬂ \g o 7 g @ i b b ol 3
Back “oinard Stop Refresh Hame Search Favorites Histary Mail Print E Distuss Research  Messenger

2 cfdewvernafReceivablefPrompt_Pay. cfm?FreshPage=1525 | Go

ommonvrealth Sites | Help | Governor Search Virginia.gov E

.
ﬁ)o A Accounts Receivable & Prompt Paymentil ‘
| Virginia Department of Accounts

= Main Menu > Data Entry Main Menu > Prompt Payment Statistics APP Only B

Add Prompt Payment Statistics

Decentralized Agencies
Current Fiscal Month July, 2008

Agency No: 208 VPI & STATE UNIVERSITY Sec Area: 03
Fiscal Fiscal Month Late Morith Total Month Late Monith Total
Month Year Number Number Dollars Dollars

i I | o | o | o

@'] Done ‘-J Local intranet
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Prompt Payment Data Entry, Continued

Editing After you have added the data into the system, you will have the opportunity
Prompt to edit or delete the data for the current fiscal month only. To edit previously
Payment entered data, click on the “Edit” button next to the current fiscal month’s data
Statistics

3 Prompt Payment Statistics - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edt View Favorites Tools  Help i
T 7 A = A 5 g | 3
G . © EinF ) »Fow @ @ b J LB 3
Back Stop Refresh Hame Search Favorites  History Mail Print: Edi Discuss  Research  Messenger

iddress ;:EJ http: ffef2 fcfdevvernafReceivable/Prompt_Pay, cfm?FreshPage=1557 ] i

Vl[glnia 5 g()\-" Online Services | Commonwealth Sites | Help | Governor

Financial

ﬂ)o A Accounts Receivable & Prompt Payment,
Virginia Department of Accounts

> Main Menu > Data Entry Main Menu > Prompt Payment Statistics

CR
pronet Py sy o _|
aves |
s |
g ]

—
&

View Prompt Payment Statistics

Receivables Data Entry Menu

20, QA LSO R R Decentralized Agencies

DOA Utilities Current Fiscal Month July, 2008

Agency: ‘Fﬁ__‘ﬂ WPl & STATE UNIVERSITY Sec, Area 03
Log Off | [ Month 1 Month Late l Month Total 1 Month Late l Month Total l % Pymits In | % Dollars
Date Number Number Dollars Dollars Compl. In Compl.

[Edit] [Delete] July . 807 15,400. §144540318  §37,656,763.62 95.08%. 96.16%

August 110. 111. $111.DD: $111.DD. 0.90%. 0.00%

YTD TOTAL | 91Tl 16,511 $1.445,514.19. $3?.ﬁ§ﬁ.8?4.62l 94.45% 96.16%

Print Prompt Pay Data | Download Prompt Pay Data | Prompt Pay bain Meny
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Prompt Payment Data Entry, Continued

Editing The data is now displayed in Edit mode. Make the changes and then click on
Prompt the Accept button in the left-hand menu. Clicking on the Cancel button will
Payment void the changes and return the user to the View mode.

Statistics

(continued)

a Prompt Payment Statistics - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit Yiew Favorites Tools Help

Q. 0. R @ 06|p *# € & & J B 3

Back “ntiward Stop Refresh Home Search Favorites Histﬁry i\'lail Prinit Edi Discuss Research  Messenger

JPrompt_Pay. cfmi?FreshPage=1527

| Commonwealth Sites | Help | Governor Search Virginia.gov @

i
I
|

cf2/cfdevverna/Recaivable

Financial AGe rting Excellence.

(Gﬁl)o A Accounts Receivable & Prompt Paymentil
| Virginia Department of Accounts

> Main Menu > Data Entry Main Menu > Prompt Payment Statistics

Edit Prompt Payment Statistics

Decentralized Agencies
Current Fiscal Month July, 2008

Edit Agency No: 208 Agy Name: VPl & STATE UNIVERSITY Sec Area: 03
Fiscal | Fiscal Fiscal | MonthLate Month Total Month Late Month Total
Month Month Date Year Number Number | Dollars Dollars

m | duly 2008 [ ED?” 16400| 1445403143] 3?658?63.625

[E3]]

‘-J Local intranet

;ng Done

Continued on Next Page
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Deleting
Prompt

Payment
Statistics

a Prompt Payment Statistics - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

After you have added the data into the system, you will have the opportunity
to edit or delete the data for the current fiscal month only. To delete
previously entered data, click on the “Delete” button next to the current fiscal
month’s data

File Edt ¥iew Favories

@ /
- &

Back

“TDOA

Receivables Data Entry Menu
Prompt Pay Data Entry Menu

DDA Utilities

Addrass i.;é:]_l;-ttp:N.cf-_zj’c-FJe-vvernaiﬁecew;a-l.:-lé

Tools  Help

H B & P

Search

Stop Refresh Home

/i

Accounts Receivable & Prompt Payment

Virginia Department of Accounts

= Main Menu > Data Entry Main Menu > Prompt Payment Statistics

Favorites

Prampk_Pay cfm?FreshPage=1509

ommonwealth Sites | Help | Governor

\ 3 - E 1
w @ B = !

Histary Wil Print iscl

Financial

Discuss

g3

Research  Messenger

APP Only B

View Prompt Payment Statistics

Decentralized Agencies
Current Fiscal Month July, 2008

Agency: 208 ]

l Month
Date

[Ediff [Delete] July
August

YTD TOTAL

MonthLate = Month Total

Number

VPl & STATE UNIVERSITY

Month Late WMonth Total
Number Dollars Dollars
BO7? 16,400. §144540319  § 37656 76362
HU‘ 111l $111‘UUj $111‘DUl
917 16511  $14551410  § 37.656874.62 .

Print Prompt Pay Data | Download Prorpt Pay Data | Prompt Pay Wain Menu

Sec. Area 03

. % Pymts In . % Dollars

Compl. In Compl.
95.08%. 96.16%
U.QU%l 0.00%
96.16%

94.45%

é@j Daong

. J Local intranet
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Prompt Payment Data Entry, Continued

Deleting The data is now displayed in Delete mode. Click on the Accept button in the
Prompt left-hand menu to delete the data. Clicking on the Cancel button will void the
Payment deletion and return the user to the View mode.

Statistics

(continued)

a Prompt Payment Statistics - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File

; = . - \ s
7 [ | \ A O y
o . © £ 2 £ 4 g © pa e

Forwat Stop Refresh Home: Search Favorites Hiskary Mail Print

Edit  Wiew Favorites  Tools  Help

Accounts Receivable & Prompt Payment

| ﬁ)OA. Virginia Department of Accounts

> Main Menu > Data Entry Main Menu > Prompt Payment Statistics

Discuss

g 3

Research  Messenger

Delete Prompt Payment Statistics

Decentralized Agencies
Current Fiscal Month July, 2008

Delete following record?

Agency Number: 208 VPl & STATE UNIVERSITY

Fiscal Fiscal Fiscal Month Late | Month Total =~ Month Late
Monith Month Date Year Number Number Dollars
01 July 2008 807 16,400 § 1,445,404

Sec Area: 03

WMonth Total

Dollars

§ 37 656 TE4

‘-J Local intranet
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Printing Prompt Payment Statistics

Printing Clicking on Print Prompt Payment Data button on the Prompt Payment Main
Prompt Menu will link you to the Print Prompt Payment Statistics Selection Page.
Payment Use this page to print a Decentralized Agency Prompt Payment Data Report.
Statistics

The user can print the Year-To-Date report or select a quarter to print. Select
from the drop down boxes to generate the report.

3 Print Prompt Payment Report - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edt View Favortes Tools

Help i

O . © N @ & £ % e g % = . @ 3

Back Forward Stop

Refresh Home Search Favarites Histuory i‘ﬂail Prikt Edit Discuss Research  Messenger

Accounts Receivable & Prompt Payment

rginl
ﬁ)OA Virginia Department of Accounts | . r

& |
= Main Menu > Data Entry Main Menu > Print Prompt Payment Report Contact Us | BLEagem W0y © Entire site @ capp only

Prompt Pay Data Entry Menu

;@j Dane

Print Prompt Payment Report Selection

Decentralized Agencies

QUARTER: FISCAL YEAR: AGENCY:
[Year—to—Date v1; TEDDB v} IPickAnAgency V1:

Prompt Pay Data Entry | Download Prampt Pay Data | Prompt Pay Main Menu

[
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Printing Prompt Payment Data Entry, Continued

Printing The user can View and/or Print the report. Click on the Print button to print
Prompt the report or click on the Close button to return to previous page.

Payment

Statistics

(continued)

a http:/icf2icfdevverna/Receivable/Print_PromptPay.cfm?FreshPage=-1542 - Microsoft Internet Explorer provided by Department of Acc

File Edt Vew Favorites Tools Help !?
7 M A = A : oy : a
@ L7 \ﬂ \g o 7 e @ b ) ﬁ 3
Back “oinard Stop Refresh Hame Search Favorites Histary Mail Print E Distuss Research  Messenger
Address i&éj-l;ifp:;!.,f“cf-_2_,;c-F.d;werna:;l;__Receivéini%liﬁrint:__P_mmEtPa}{_.cf-m?Fre;HPage=1542 _v_ Go
Print Close
Commonwealth of Virgiia
Prompt Payment Statistics - Decentralized Agencies
For Fiscal Year 2008
Agency No: 208 VFI & STATE UNIVERSITY Sec Avea: 03
Month Late Month Total Month Late Monih Toial %0 Paymenis %% Dollars
Fiscal Month TNumber Number Dollars Deollars In Compliance In Compliance
Tuly 207 16,400 §1,445.403.19 §37,656,763.62 B508% 96.16%
August 110 11 §11100 FiiiLm 0.90% 0.00%
TOTAL YTD 917 16511 $1445514.19 § 37,656 874,62 94.45% 96.16%
@'] Done ‘-J Local intranet
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Download Prompt Payment Statistics

Download Clicking on Download Prompt Payment Data button on the Prompt Payment
Prompt Main Menu will link you to the Download Decentralized Agency Prompt
Payment Payment Statistics Selection page. Use this page to download a Decentralized
Statistics Agency Prompt Payment Data Report in Excel spreadsheet format.

The user can print the Year-To-Date report or select a quarter to download.
Select from the drop down boxes and click on the Download button in the
left-hand menu to download the report.

File Edt ‘Wew Favorkes Tools Help ,'
- = = = . = : !
7 [ 3 s Pt | 25
Q. © Ei B | X W ¥ |k e = _[)J £ 3
Back -Orials Stop Refresh Home: Search Favorites History Mail Print Edit Discuss Research  Messenger

fAddress :&?J hitp: | fef2)cfdevvernafReceivable/Download_PromptPay_Data.cfm?FreshPage=1524

v Go
Search Virginia.gov

Y|

\’1[g11113 ; g()\-" Online Services | Commonwealth Sites | Help | Governor

Financial orting Excellence,

ﬁ)o A Accounts Receivable & Prompt Paymentill
Virginia Department of Accounts

> Main Menu > Data Entry Main Menu > Download Prompt Payment Data

Receivables Data Entry Menu

Download Prompt Payment Data Selection
Prompt Pay Data Entry Menu

DOA Litilities ” :
Decentralized Agencies

QUARTER:  |YearoDate v|

FISCAL YEAR: |2005 v/

AGENCY: T

Print Prompt Pay Data | Prompt Pay Data Entry | Prompt Pay hain Menu
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Download Prompt Payment Statistics, Continued

Download A file download box will appear. The user can either open the report or save
Prompt the report in Excel format.

Payment

Statistics

(continued)

File Download

Do you want to open or save this file?

@ j Mame; - Download_PromptPay_Data.xls
. Type: Microsoft Excel Warksheet

Frarm: cf2

[ Open ][ Save ]| Cancel |

harm your computer. If pou do not tuzt the zource, do not open or

@ Wwhhile filez from the Internet can be useful, some files can potentially
zave this file, What's the righ?
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