CT — Accounts Receivable DOM Fund Manager’s Manual

CLINICAL TRIALS —
ACCOUNTS RECEIVABLE

Revised March 7, 2022
Overview

Accounts receivable (A/R) should be well managed to ensure timely and appropriate payments made
by sponsor. A/R can be maintained by running QDB general ledger reports and reconciled routinely by
the Fund Manager.

Fund managers should carefully review the payment terms of the contract to determine the payment
schedule and and any events that trigger payments (Tip: review start-up, net, final payments and
milestones within payment terms). Payments are often initiated upon invoicing or when protocol-related
events occur and activates auto-payments as contracted. It is best practice to review and update the
A/R at least monthly or more frequently as indicated by payment schedule in contract-payment terms.

How to Generate an Accounts Receivable Report

1. Open Excel > Add-ins > QDB/GLPPP FPM Adhoc Reporting

g ©- Bookl - Excel

File Home Insert Page Layout Formulas Data Review V=" Add-ins Help ACROBAT Q Tell me what you want to do

Dean's Office Programs

I QDE/GLPPP FPM Adhoc Reparting I

2. FS General Ledger Custom Reports — Detail-All > Next

QDB/FPM
BTSN AATNTIS - A A

FS General Ledger Custom Reports PP Payroll Expense Distribution
Most Recent 202201 QDB 202201 - UCPath BW 20220219 MO 202202
Summary of Funds UCPath Salary by Month
Summary - By Sub UCPath Salary & Benefits by Month
Non-Zalary Expense Projection by Month (all fund types) UCPath Salary & Percentage by Month
Expense by Month UCPath Employee Sum
Summary - By Sub Object UCPath Admin Salary
Sales & Service Summary UCPath Payroll After Fund End Date
Detail - Closed UCPath ERS Detail Report (11/12 Academic and Non Academics)
Detail - Open UCPath ERS Detail Report (/12 Academics)
Salary Cap Flag —— PPP QDB REPORTS
Billing & Accounts Receivable Salary by Menth
Financial Reporting Application Salary & Benefis by Month
TOF Zero Out AccountsdSubs Salary & Percentage by Month
Detail Adjustments Reconciliation
FALU Sum
Link to Financial Web Reports (OFSR) Employee Sum
Link to download RAPID Closeout Tool Ledger Yr/Mo
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3. Enter Fund # (keep Cost Center blank) > select “Find Accounts” > select appropriate Revenue
Account (note: typically 257000/258000 for Clinical Trials Contracts & Grants) > OK > Next

FAL for Detail - & >
Enter the components of an FAL o repart on. To enter multiple walues, separate |
the valuez with commaz. To zpecify all possible values, uze an ™.

Accaunt: SEFO00 f.!
CLC: s | l
Fund: | FFFFF Find Accounts J
Toject:
>
MHon-Sal Sub | Sub:
Ohbject;
R - ————
Dept:
Choose an Account
Batch Processing Mumber from the list
and press Ok, I
' Load [ Col |
o
Cancel |
4. Select [X]ITD > Next
Date for Detail - All *

] ™ Date FRange

= [ mi=

MOST RECENT CLOSED LEDGER MOMNTH
JANUARY, 2022

YTD

% |TD [i.e. Contract & Grantz]
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5. Select [X] Appropriations & [X] Expenses > Next
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Detail - All >
Check the types of tranzactions you would like to see on
pour repork.
You must zelect at leaszt one field.
W Appropriations [ Include Reapprop.
v Expenzes
[ Encumbrance and Mema Lisn
6. Finish
>

COrder of Columns & SubTotals for Detail - 4All

a field in the box, and click the Up or Do button to move the field accordingly in the bos.

Sub
Trans Ref GL

Ledier Year Month
b ove

Object .
Account Selected Field

CC

Fund
Sub-Object Title
Source Code D awk
TE

Trans ID GL

Trans Doc Date

Trans. Eff. Date

Description

Up

Haow many levels of subtotalz do pou need? 1

L]

Goto ADHOC Cancel ! ¢ Back

.....................................

Arrange the fields in the box, from fop b0 battom, in the order pou want pour report gsorted. Select

Sub-0bj Sart
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7. Revenue report will generate

a. Select column ‘N’ Trans. Eff. Date
b. Select ‘A Z |’ to sort by chronological order

c. Sort
Home Insert Page Layout Formulas i Help ACROB, Q Tell me what you want to do
F [hFrnm Text/CSV D‘}‘ Recent Sources |7|TI§ [F Queries & Connections Y E’E [ Flash Fill E+o Consolidate ‘?
i A
D [éFrUm Web E Existing Connections L= : B-f Remove Duplicates -
Get Refresh Z| Sort Filter Text to o What-If F
Data ~ DFrom Table/Range All~ L Vo Advanced nltmis = Data Validation ~  [i] Manage Data Model Analysis -
Get & Transform Data Queries & Connections Sort & Filter Data Toaols Forecz
N1 v F
a
1lz|3 A B € D E F G H J K L M N o} P Q
1 |GL: 257000—FFFFF SINCE APRIL 2021 (ITD) Date: 03/04/2022
Ledger
Year Source Trans ID Trans Trans. Eff.
2 |Sub Trans RefGL Month  Project Object Account  CC Fund Sub-Object Title Code TE GL Doc Date |Date Description Appropriation Expense
3 20 i 20211 i 5000 i 257000 FFFFF  REVENUE-PRIVATE GIFT! '14 '12345 112321 | 114232021 | APPROP FUNDS 2772200
4 f 20 '202201 'GUUU r 257000 FFFFF  REVEMUE-PRIVATE GIFT! '14 '23456 1/28/22) 1/24/2022 |4PPROP FUNDS 1,008.00
5 f 20 '202201 'GDDD " 257000 FFFFF  REVENUE-PRIVATE GIFT! '14 '34557 128/22| 12812022 |APPROP FUNDS 545.00
6 f 20 MnmzEz '202201 cT VGDDD " 257000 FFFFF  REVENUE-PRIVATE GIFT! '5-3 '4156?8 125/22| 12512022 |ACH-83435 PM 545.00
r r r r rr
7| 20 02T 202110 CT 6000 257000 FFFFF  REVENUE-PRIVATE GIFT! 53 56789 11821 | 1003172021 |ACH-83435 PM 27,722.00
8 f 200 12MT '202201 cT 'SDDD r 257000 FFFFF  REVENUE-PRIVATE GIFT! '5-3 'STSBD 1M2/22) 1M2/2022 |ACH-83435 PM 1,008.00
2 |Sub 20 29,675.00 29,675.00
10 | Sub Grand Total Sort Warning ? % 29,675.00 29,675.00
1
Microsoft Excel found data next to your selection. Since you have not
12 selected this data, it will not be sorted.
= ‘What do you want to do?
14 :
15 (®):Expand the selectio
O LContinue with the current selection
16 C
18
8. Once sorted, appropriations (column P) and expenses (column Q) should appear staggered
A B T D E F G H ] K L [0 M o] p Q
1 |GL: 257000—FFFFF SINCE APRIL 2021 (ITD) Date: 03/04/2022
Ledger
Year Source Trans ID Trans Trans. Eff.
2 |Sub  Trans RefGL Month  Project Object Account CC Fund Sub-Object Title Code TE GL Doc Date Date Description A ppropriation Expense
L4 L4 L L4 L
3 20 0ETA 202110 CT 6000 257000 FFFFF  REVENUE-PRIWATE GIFT! 53 | 56789 11821 103142021 ACH-83435 PM 2772200
r r r r ror
4 | 20 20211 6000 257000 FFFFF  REVENUE-PRIVATE GIFT: 14 12345 112321 1172372021 APPROP FUNDS 27, 722.00
r r r r r_r
5 | 20 12MTA 202201 CT 6000 257000 FFFFF  REVENUE-PRIVATE GIFT! 53 67890 11222 11242022 ACH-83435 PM 1,008.00
r r r r For
6 [ 20 20221 6000 257000 FFFFF  REVENUE-PRIWATE GIFT: 14 23456 12422 /242022 APPROP FUNDS 1,008.00
r r r r r_r
7| 20 002z 202201 CT 6000 257000 FFFFF  REVENUE-PRIVATE GIFT! 53 45678 1/25/22  1/25/2022 ACH-83435 PM 945.00
r r r r ror
8 [ 20 20221 6000 257000 FFFFF  REVENUE-PRIWATE GIFT: 14 34587 12822 1/28/2022 APPROP FUNDS 545.00

Notes

1. Expense (column Q) = payment received by sponsor
Appropriation (column P) = payment appropriated to fund

- If expense is reported/payment received but missing appropriation, contact your
assigned EFM Accountant of Cash Management Team to check status of
payment/appropriation to fund. Follow-up with EFM weekly as needed.

2. Description (column O) = typically indicates payor (sponsor/CRO) name or type of payment
(ACH/EFT)
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3. Trans Ref GL (column B) = check number or date of ACH/EFT payment

4. Payment amounts reflect total costs (includes overhead).

FAQs
1. What if the payment is late?

- Review the payment terms of the contract to determine possible cause (i.e. milestone not
met, incomplete data/action, invoice missed, delayed payment due to pending

amendment, etc.)
- Communicate directly with sponsor during 15t attempt then involve PI/Study Team for

following attempts or as needed.

2. What do | do if the sponsor initiated payment (i.e. received a payment notice) but the payment
hasn’t been received by UCLA?

- Contact sponsor and request payment details (i.e. payment/check number, issued date,
amount) then contact EFM accountant to track payment.

3. What do | do if payment has been received (expensed to ledger) but not appropriated to the
fund?

- Typically payments are appropriated in a week (~5 business days). Contact your assigned
EFM Accountant of Cash Management Team to check status of payment/appropriation
to fund. Follow-up with EFM weekly as needed.

Contacts & Resources

EFM Staff Directory — EFM Accountant, Cash Management Team

CT Calc Template — A/R maintenance and reconciliation

EFM FAQs — Fund Closeout Procedures & Sponsor Invoicing
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