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Billing – Business Process Analysis Questionnaire

The purpose of this document is to provide a foundation for discussion, decisions, and definition of your system.  This document defines the current Billing business practices of the State of Oklahoma along with ideas for the forthcoming implementation.  Please complete this to the best of your ability.  If a question does not apply to your agency within the State of Oklahoma, mark that question as N/A (Not Applicable).  If you can’t get an answer for a question, mark that question as N/R (Needs Researching). 

The completed questionnaire is due back to the Oklahoma Project Team by August 29, 2008.

Email the completed questionnaire to:  Lyndsey Rowden at 

lyndsey.rowden@core.state.ok.us
Agency








Responding Contact






Contact e-mail
 






Contact Phone
 






Question and Answers

Organization

List each billing system that your agency currently uses and a brief definition for each.

Which billing system(s) feed accounting entries to the General Ledger?

Are there any interdepartmental billings within your agency?  If they are processed through one of the above listed billing systems please identify the system and the nature of the billing.
Are there any interagency billings?  If they are processed through one of the above listed billing systems please identify the system and the nature of the billing.
Transaction and Database Volumes

1. Identify the different types of billing activity that you engage in.  For example, you may invoice employee work hours and dollars separately from purchases or services.
Where and how are invoices created? 
How many invoices are generated in an average month? How many are generated in an average year?
How many years of data are maintained? Where and how is it stored?  What storage is required by statutes/regulations versus agency rules?
Processing Procedures 

2. Describe or explain the current billing process (high level)?

Provide a listing of your billing cycles and the drivers behind each cycle. 
How are billing errors, adjustments, credits handled for invoices processed?  Are they made to the existing invoice or are new invoices created reflecting the differences for the customer?
List the payment terms that your agency uses.  If discounts are used, how are the accounting entries recorded?
If you have recurring bills, provide a listing of the types of bills and the timing that they are set up for.
Do you have any installment billing where a customer pays off a balance with interest?

Do you consolidate multiple invoices to a single customer?  If so, what are the drivers behind the consolidation?
Identify the numbering sequence for your bills/invoices.  Do they all have the same numbering sequence?  If different, how does the numbering sequence vary?

Are pro-forma (draft) invoices created?

List the different invoice forms that you currently use. What defines which form will be used?  Provide a sample of each form with this response.
Do your invoices have an accounts receivable account for each revenue line (one-to-one match) or one accounts receivable account for multiple revenue lines (one-to-many)?

On average, how many funding distribution lines are associated with each line on a non-grant related bill?  If more than one, identify if the distribution is by percentage or amount and what chartfields (i.e. fund, class, department, etc) typically change.

How many different A/R accounts do you use?  How many different revenue accounts do you use for your billing?

Are there any additional field values that are populated within the billing entries beyond the chartfields (i.e. fund, class, department, etc) currently available to your agency within PeopleSoft?
List the different tax rates that you use. Define the criteria for use of each rate.
Will your customers provide payment based on the invoice total, or will the payment be provided by line item on the invoice?
Identify any surcharges in your billing.  Also list what drives the application of each surcharge.
Do you utilize deferred billings on any activity? If so, is the deferred balance considered a liability until earned?
How are pre-payments handled in your invoices? 
Does your agency work with customers through a Letter of Credit (LOC)?  If yes, describe how this affects your billing and receivable process.

Customers

3. On what type of system (server, mainframe, workstation, etc) does your customer database reside?  What type of software is used for the database (i.e. database, spreadsheet, etc)?
Provide a count of active customers in your database.

When was the last time that maintenance (clean-up/archiving) was performed on your customer database?
Do you maintain other State Agencies as customers within your database?  If so, please identify the number of agencies and the purpose for billing them (i.e. licensing, wholesale, etc).

Who creates and/or maintains your customer database?

How are customer numbers assigned?

Are any of your customers defined with a credit limit?  If so, then is the credit limit by customer location or customer in total?

Are separate files/databases maintained for customer contacts?

Do you have customers with multiple addresses and/or locations?  How are they stored within the database?
Data Conversions and Interfaces

4. Identify which of your billing systems you expect will be converted into PeopleSoft.
List which of your billing systems (if any) will need to interface with PeopleSoft Billing.  Note:  transactions will be interfaced if the transactions begin in a 3rd party system, yet you are planning on PeopleSoft generating the invoices.

List which of your billing systems (if any) will need to interface with PeopleSoft Accounts Receivable.  Note:  transactions will be interfaced if the transactions and invoicing occur in a 3rd party system, yet you are planning on storing the open balance within AR for payment and expecting PeopleSoft to create the accounting entries.

If there are systems listed in Questions 2 and/or 3 within this section, please identify if the customer information will need to be interfaced in addition to the data, or if the customers already exist in the customer database planned for conversion.
How much history will be converted, i.e., open customer accounts, closed accounts?  Identify if there are statutes / regulations associated with the history conversion requirements.
Reports and Inquiries

5. What reports are required, i.e., accounting entries, journals, invoice detail, invoice register, other?

Provide a copy of existing Billing reports that your agency uses.

Security

6. Describe how security is currently defined and established for Billing and Customer entry/update within your system.
Identify how many people will need access to the billing system.  How many of those people already have CORE UserIDs for the General Ledger, Accounts Payable, and/or Purchasing modules?

How many different roles will these users represent? (i.e. Super-User, Manager, Clerk)

Are there paper/online approvals for any billing entries currently performed within your billing database system?
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