QCC Quick Reference Guide
Processing Receipts using QCC Invoice & Billing Management

To process receipts in the QCC Invoice & Billing Management System, you only need to be
familiar with two screens: the Receipt Entry screen used to add, change, inspect, and delete
receipts and the Receipt Print Box used to print receipts, receipt prelists, and receipt registers.

‘ﬁ QS5 ControlCenter 90 - S.C.COUNTY OFFICE OF EDUCATION .. | = = =

File View District Year Messages Window MNews Help+Video

E‘ - Favorites N

'ﬁ?‘ Account Maintenance

E Go
- 1 Print Manager [ Job Menu [ Utilities

m

System Admin
Finance
= % AR (AR, ¥R, RR - No invaicing)

AR (Invoicing and Biling Management - RI, RF) I

Budget Development

#, Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

= Finance Job Menu -

T

Last Run: 10/15/2014 16: | Yr:2015 Dist:90 Site:0 GS: W | 10/16/2014 | 7:14 AM

e Select the Finance — AR (invoicing and Billing Management — RI, RP) option.

Invoicing/Billing M t Year: 17 90 - SCCOE (COPYSC SSAOASIS = B
3 nvoicing/Billing Managemen ear; (i ) Q55/1 STATUS R
File Tools Help+Video N\
Invaice Entry TI Receipt Entry T Irwaice Print T Aging/Statements T Receipts Rpt/&pp T Dep Ltr/Sales Tax
Invoice Mumber: | Invoice Date:  Heceipt Mo, Receipt Date:  Reference Mo: Terms: Irvoice Amount:  Bunning Balance:
[170108 07/22/2M6 | | | [oa/mz2me - [21203 | [Met 30 daps | 71768 | $717.68]

Tustomer I Customer Mame: Tax|D: T ax Authoriby: Tax Rate: Running Receipt: Bunning Recan.:
o001 41 CAMPBELL UMION ELEM SCH DIST g} SANTA CLARA COUNTY B.7500 | $U_.6LU‘ | $U.UU|
Line| lbem | D escription | Qtyl Unit Costl Type | Tx | Line: TaHl Line Total Add Recsipt

1 “wfelcome Lether 1.00 $659.92 s $57.74 $717.66

2 Fequested: Marla Sanchez =

-

Enter Invoice number for Receipt and press the

i R, | Click on the Add Receipt button to enter a new receipt |
TAE key so the invoice details will display

Line Fnd Rese ¥ Objt SO Goal Fune CstCtr Ste Fnd Resc ¥ Objt 50 Goal Fune CstCtr % Split $ Split
RT Check # D escription Feceipt Amount Recon. Amount Fnd Besc ¥ EBalance
[ 1[z00-0000-0-8633-00-0000-7200-718020-000-2[200-0000-0-3210-00-0000-0000-000000  T00.00( $717.E6]
| [ [ [ 71766

|\|| | || ||| |
|\|| | || ||| |

| | | | | =l
Totals | $0.0] $0.00] 717,66

Irwoice printed (07] 12:53:31 P 07/22/2016 by 4445

1:YCRYYYFFFFFFF7YYYYY7YYYFBY00009115010000YNYY0000921000009209-2:NY12312341234YNYYYY [FRS01IDISEO0ISEE OGS ©/3/2016 [10:53 AM

e The Receipt Entry screen will open in Inspect mode (status).
e C(Click on the Add Receipt button to create a new receipt.
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Processing Receipts using QCC Invoice & Billing Management

The screen status will change to Update Receipt or Cancel Entry and the Receipt Number box will
display *NEW* because receipts are auto-numbered and the number will be assigned after you update

this screen.

& Inveicing/Billing Management Year: 17 90 - SCCOE (COPYSC) QSS/0ASIS STATUS CHANGE Elilﬂ—hJ

File Tools Help+Video
Enter invoice # for receipt Receipt number will be assigned when this screen is updated

>
Invoice Entry | Receipt Entry y Irvoice Print T Aging/Statements T Feceipt: Rptiapp T Dep Lir/Sales Tax

Invoice Date: ~ Receipt M Feceipt Date:  Reference Mo: Terms: Invoice Amount. Running Balance:
07/22/2016 | [MEW™ [08/03/2016 21203 | [Met 30 days | [ §717 66 $617.66]
Custorner M ame: Tax D T ax Authority: Tax Rate: Running Recei t F!unnmu Recon.:
000141 CAMPBELL UNION ELEM SCHDIST | [oom | [5AmTA CLARA COUNTY | g7a0d | $100.0 $0.00]
Line| Item |Descnpt|0n | Qt_l,ll Uit Eostl Type | Txl Line Taxl Line Total R
1 wielcome Letter 1.00 $659.92 A $57.74 $717.6E :
2 Fequested: Marla Sanchez Cancel Entry
Line Fnd Rese ¥ Objt S0 Goal Func CstCtr Ste Fnd Resc ¥ Objt S0 Goal Func CstCtr * Split £ Split
RT Check # Description Receipt Amount Hecon .ﬁmount Fnd Resc ¥ Balance
1[200-0000-0-2635-00-0000-7200-718030-000-2[800-0000-0-5210-00-0000-0000-000000- | 100.00(] $717.66
P [120001 |020416 Deposit on order [ $100.00 $D i | -0-2 $517.6|

7
! For each account line, enter the Receipt Type (RT), Check # (optional), |
i @ ||: Description (6-digit date + SPACE + description), Amount, then press
o continue. The total receipt amount and running balance will be
i TAB t ti The tot t t
[| caldulated before you update the receipt.

| | |

| | | =

Totsls: | $100.00] $0.00] 361766

1:¥CRYYYFFFFFFF7¥YYYY7YYYFBY00009115010000YNYY0000921000009209-2:NY 12312341 234YNYYYY [NES01MIDECo0ISIe0Gol | £/3/2016 |12:48 PM

There are three required steps to enter a new receipt (as labeled above):
1. Enter the Invoice Number, then press TAB to display the invoice information
2. Enter the receipt item information

a.
b.
C.

RT (Receipt Type) (please see Receipt Type description and usage on Page 3.)

Check # (optional)

Description (type 6-digit date MMDDYY + SPACE first for the Deposit Letter, then
optional description information

Amount (required for when the RT is P, F or B)

Click Tab after this field to accept this entry. The receipt amount and running balance
will be caculated and display before you update the receipt.

3. Review the receipt information, then click on the Update Receipt button to save the receipt.
(Changes can actually be made until the receipt has been printed.)

4. You can also use the Cancel Entry button to cancel any receipt entries as long as they have not
been updated.
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Partial Receipt

Final Receipt

Close Account

Balance Adjustment

Roll to Next Fiscal Year

QCC IBM Receipt Types

Use for partial payment of account line when additional payments
are expected

Use for final payment when an accountline is considered paid in full.
If the amount of the final payment is less than the balance due for
the accountline, the program will automatically reconcile the
balance to reduce the amount of the AR expected

Use to increase or decrease the amount of an account line after the
invoice has been printed. A positive entry decreases the balance
due on the accountline. A negative entry increases the balance due
on the accountline. In both cases the amount subtracted or added
to the account will automatically reconcile in the AR expected

Used when an accountline is not completely paid, but no more
payments are expected. Closing an accountline will reconcile the
balance with the AR expected.

Use only to process fiscal year end activities to roll the balance of the
invoice into future year revenue accounts.

Select the Receipts Rpt/App tab and print Receipt Report (to verify that all items and accounts on the

unapproved receipts are correct)

:}_ Invoicing/Billing Management

Year: 17 90 - SCCOE (COPYSC) QSS}'OASI?‘ i

File Tools | Help+Video |

Invoice Entry T Receipt Entry

i

Invaice Print T Aging/Statements ] Receipls Rpt/App I Dep Lin/Sales Tax

| — Receipts Report Il

— Receipts Approval

Report Title INAPPROVED RECEIPTS] = 1. Enter optional Report Title
Fiom Receipt Date: IUS.v‘m /2016 - — 2. Enter Receipt date range
To Receipt Date: IUS."31 A2016
Dept: Department:
ad | 3. Department, User ID and Invoice number
Select by Usar D are optional selection criteria.

Select by Invoice Number:

Sort:  Department; l_‘l Custamer; |_2 /

Irvoice: | 3 Receipt: |_4 et
" Appioved & Unapproved Bath _~ 6. Click on Print Receipt Report

4. Use default sort order (or change sort
options if desired.

—= 5. Select "Unapproved” receipts

Fiint Feceipt Fieport / 7. Review report and correct receipt errors.

1:YCRYYYFFFFFFF7YYYYY7YYYFBY00009115010000YNYY0000921000009209-2:NY12312341234YN Yy 2007 IDEEo0lSe0lcoauil | 5/3/2016 | 2-54 PM
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Sample Receipts Report

050 3CCCOE (COPY3C) Unapproved Customsr Receipts Report J23TE ARO130 L.01.03 0B/03/1€
[UNAPPROVED RECEIPTS For Invoices Received From: 08/01/2016 To: 08/31/2016
Department: 0011 FRINT SERVICES/LINDA NGUYEN/LEE BLEVINS
Inv Ho Inv Date Receipt Humber Rept Date Customer
170105 07/22/201€ 170851 08/03/201€ 000141 CAMPEELL UNICH ELEM SCH DIST
Fnd Re=sc ¥ Objt 30 Goal Func C=tCtr Jte Mngr & Jplitc % 3plit BT Beceived Amount Recon. Amount Balance Amount
BO00-0000-0-BE39-00-0000-7200-718030-000-2300 100.000% £717.6€ P £100.00 £0.00
Invoice Receipt= from 0B8/01/201€ to 08/31/2016: $100.00 $0.00
Invoies Total: £717.€€ £100.00 £0.00 £E17. €€
17010€ 07 /22/201€ 170252 08/03/201€ 002878 COUNTIRY LANE 3CHOOL
Fnd Re=c ¥ Okjt 30 Goal Func C=tCtr Jte Mngr & Jplitc £ 3plit BT Beceived Amount Recon. Amount Ealance Amount
B00-0000-0-B€35-00-0000-7200-71B030-000-2300 100.000% $E0.7B F SE0.TH £0.00
Invoice Receipt= from 08/01/201€ co 0B/31/2016: SED.TE £0.00
Invoice Total: SE0_TH SE0.TH £0.00 £0.00
170108 07/22/2016 170353 0B/03/201€ 000470 LOS GATOS-SABATOGA HIGH 3CHOOL DIST
fnd Re=c ¥ Objt 30 Goal Funec C=tCtr Jte Mngr ® Jplic £ 8plit BT Beceived Emounts Recon. Amount EBalance Amount
B00-0000-0-B&35-00-0000-7200-71B030-000-2200 100.000% $13.05 F $13.05 $0.00
Invoice Receipts from 0B8/01/201€ to 0B/31/2016: £13.05 0.00
Invoice Total: $13.05 $13.05 $0.00 $0.00
Department Receipts from 08/01/201€ to 0B/31/2016: £173.83 0.00
Department Total: 5791453 $173.82 $0.00 SE1T.EE

Return to the Receipts Entry tab to correct any data and approve the receipts.

3 Invoicing/Billing Management Year: 17 90 - SCCOE (COPYSC) QSS/OASIS e e
File Tools Help+Video
Irvaice Entry T Receipt Entry T Invoice Print T Aging/Statements T Receipts Rpt/app T Dep Lir/Sales Tax

Irwoice Mumber:  Jhvoice Date: Feceipt No: Receipt Date:  Reference No: Terms: Irwoice Amount: Running Balance:
[17m05 o7/22/2016 ] =] [oe/0zeme [21203 | [Met 30 days il 717,68 | $E17 65
LCustomer [0 Customer Name: TaxlD: T a Authority Tax Rate: Running Receipt: Aunning Recon.:
o041 | [CAMPBELL UNION ELEMSCHDIST ] [00m | [SaWTaCLaRa COUNTY] [ 87500 | 100.00] | $0.00]
Line[Item | Diescription | O] Unit Cost] Type [ Tx] Line Tax] Line Tatal Add Receipt

1 “welcome Letter 1.00 $659.92 v $57.74 $717.65 E

2 Fequested: Marla Sanchez Edit Receipt |
VEnter the Invoice # you wish to edit, approve or delete and press the TAB key, Apprave Receipt

(Only unapproved receipts can changed or deleted.) DEEhesss

Line Fnd Resc ¥ Objt 50 Goal Fune CstCor Ste  Fod Resc Y Objt S0 Goal Fune CssCor % Spit $ Split

RT_Check # Description Receipt Amount
[ koo 2

Fiecon. Amount_Fnd Resc ¥ Balance
IR IEE

100.009 $717.66

-5210-00

-8633-00 ]

[080416 Deposit on order | 4100.00]

-8 $617 66)
[ ] [ I | |
[ \ [ [ | | |
[ ] [ I | \
[ [ [ [ [ | |
[ ] [ I | |
[ [ [ [ [ | |
[ ] [ I | \
[ [ [ [ [ | |
[ ] [ I |
[ [ [ [ [ [=l
Tows: [ s00]  s00) [ s
|
Invoice printed (0] 1253:31 PM 07/22/2016 by 4445, Last change 2:00:33 PM 08/03/2016 by 6248, Unapprowed.
1.YCRYYYFFFFFFF 7YY 7rYYFEYO00031 150100007 NYY 0000921 000009209-2: N 12312341 234Ny vy NSO Eo0isieoieal | 8/3/2016 2.:50 PM

To edit, delete or approve a receipt, enter the Invoice Number which will display the last receipt you
entered for that receipt. Only unapproved receipts can be changed or deleted. You may also use this
screen to add more receipts for the currently displayed invoice. The invoice print date & time with user
ID, change date & time with user ID and approval status is displayed at the bottom of the screen .
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Receipts can also be approved using Batch Receipt Approval found on the Receipts Rpt/App tab.

3 Invoicing/Billing Management Year: 17 90 - SCCOE (COPYSC)

—————

QS5/0ASIS

File Tools Help+Video

InvoiceErty | ReceiptEnty | Invoice Print

| Aging/Statements | Receipts RptZApp | Dep Lu/Sales Tax

Receipts Repatt

Once you have run a receipts report
for all UNAPPROVED receipts, you
can quickly approve the entire group
of receipts by using the Batch Receipt
Approval option.

The most common selection is the
Date Range so that all unapproved
receipts entered during those dates
are approved.

(Alternately, you can enter a receipt
number range to approve a batch of
receipts.)

After you enter your range selection,
click on the Approve Receipts button.

Receipts Approval
Batch Receipt Approval

From Receipt Number:

To Receipt Murnbsr:

From Receipt Date:
03/01/2016

To Receipt Date:

0431 /201

Approve Receipts

09-2:NY12312341 234YNYYYY [E2017IDISEO0ISIE0GSIIN | 8/4/2016 | 11:54 AM

1:YCRYYYFFFFFFF 7YY 7YY YFBYD0009115010000YNYY00009.

When all receipts have been approved, generate a Deposit Letter from the DepLtr/Sales Tax tab.

3 Invoicing/Billing Management Year: 17 90 - SCCOE (COPYSC)

QSS/0ASIS =

File Tools Help+Video

T Aging/Statements T Receipts Rptiapp T Dep Ltr/Sales Tax

V¥ Sort/SubTotal by Fund
v Sort/SubTotal by Resource

[ SubTotal by Object

@+ Approved © Unapproved  ( Bath

Inwoice Entry T Receipt Entry T Invaice Print
Depaosit Letter Sales Tax Repart
Deposit Number. [T80475 < For Deposit Number, ke.y |n.the 6-digit date.ihat
was entered at the beginning of each receipt
Cepesiaiefi05/04/2015 description line. It triggers the line to be
To: |DBAS ACCOUNTANT included with the deposit letter.
Fram: [BHARRIS - DIST 30
Ficferense: [[BM DEFOSIT To, From, Reference, Text fields are optional.
Text: -

— |
Click on Print Deposit Letter to begin the job

Subtotal by Fund & Resource

Select Approved receipts

Invoicing/Billing Management - Job Confirmation &J

| A print job was submitted. The job id is 2380.

1:YCRYYYFFFFFFF7YYYYY7YYYFBY00009115010000YNYY0000921 000009209-2:NY12312341 234Ny [NE200 IDISCo0NSILE0/GaI | £/4/2016 12:30 PM
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Go to the Print Manager and print the file that you created.

Q55 ControlCenter 90 - 5.C.COUNTY OFFICE .. [ |[8][X)

File View Qeiyl=dl Year Go Messages Window Mews Help
Favorites ke’
—| Go
5-F¥ Print Manager / Job Menu [ Utilites
;.’ Print Manager (LSPOOL) F——
EE Job Menu
@ Upload / Download Files (Q35XFR)
+ System Admin
+ Finance
=+ Fixed Assets / Stores .
Last Run: 08/29,| Yr:2013 Dist:90 Site:D GS: W | 8/30/2012 3:23 P

-
£ Print Manager (LSpool) 90 - SCCOE (COPYSC) Q55/0ASIS s o

File View Options Help=Video
e SRR EEEIEIE R
Y gdaae

© Print Files. | Spool Files/SSTNUST | Local Print Files | Session History | Server Commands |

HARRISE Ret. LM |Slct|R|P File # |Date/Time Jobg Beg/End (Lines) |Report Title Program Title -
(20 Al Files \P 001 |N YN 005193 |08/04/2016 12:39PM (102331 [0f4 (186) IEM INVOICE & RECEIPT POSTING DETAILED GEMERAL LEDGER I
g ?;;:S 002 (N [Y ([N 005192 (08/04/2016 12:29PM  |J02380 |1/1(36) Depasit Letter (Approved Receipts)
[ Program Title 003 N YN 005187 (08/03/2016 04:10PM 102376  |0/3 (65) UMAPPROVED RECEIPTS Unapproved Customer Receipts Report
[ Report Title 004 |N YN 005181 (08/03/2016 02:48 PM 102373 |0/0 (14) IBM Receipts 8-4-16 All Customer Receipts Report i
< 3

User Preference Setting: Months to look back for print files set to 2 Months _ 8/4/2016 | 2:07 PM J!I

==

Sample Deposit Letter

090 SCCOE (COPYSC) J2380 ARO0131 L.01.00 08/04/16 PAGE 1

Deposit Letter (Approved Receipts)

Number: 080416

To: baas AccomwTANT QCC Invoice & Billing receipts credit the revenue
Refapiom B o O account when the receipt is approved, and debits
the Cash Awaiting Deposit Object code 9115
(which rolls up into Object 9140)

Text:

Deposit No: 09 20 080416

Fnd Resc ¥ Objt 80 Goal Func CstCtr Ste Mngr Amount AR
1. 800-0000-0-8638-00-0000-7200-718030-000-2300 s100.00 ¥

120001 080416 Deposit on order
2. B800-0000-0-8639-00-0000-7200-718030-000-2300 $60.78 Y

heck £ . ith H H H

3. aéé?géoo—0—863g?gg%gogoff:zoof?f?agziggo—2300 $13.05 Y The DepOSIt Letter summarizes the recelpts by

CAsH 780415 Paid Cash Fund and Resource to give you totals to enter into

Resource 0000 Total: a General Ledger Cash Deposit using the account
Fund 800 Total: $173.83

4. 930-9113-0-8685-00-0000-0000-411140-000-3102 §175.00 ¥ - _0)- _00- - " " "

e o 00-0000-00004 fund-resc-0-9115-00-0000-0000-000000-000-0000

Resource 9113 Total: $175.00 . .
for each summarized total on the Deposit Letter

Fund 930 Total: $175.00

District Total: $348.83
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Create a Cash Deposit in the General Ledger system to transfer the cash awaiting deposit to cash.

.
# QS5 CantrolCenter 90 - SCCOE (COPYSC) QSS/OASIS (1.48.1)

o o[ ) |

File VWiew District Year Messages Window MNews Help+Video

Finance

AR (AR, ¥R, RR - No invoidng)
AR (Invoicing and Biling Management - RI, RF)

Budget Development

Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

: Finance Job Menu

I'i Journals, Transfers (DC, JE, TF, TV) I
" Manual Fayroll Encumbering

@ Payroll Transfers

ﬁ Warrant Management (Cancels, Hand Issues, Recon.)

m

| Last Run: 08/03/2016 10:49:13 201 IDISEO0ISILE0IGERM | 8/4/2016 |2:21 PM
L

Enter one account line per FUND-RESOURCE combination using Object 9115 and the total of that FUND-

RESOURCE combination from

the Deposit Letter (see example below):

@ Tranzaction Maintenance [FIO00Z] l

ﬂ GL Application 90-5CCOE (COPYSC) QSS/OASIS | = = %
File Options View Help+Video
. ® [ [1 . b
AN F LPH> e X P e
Add

Journal Entry [FIDZIE] T Pro Forma Joumnal

|_Cash Deposit (FI020C) ||  Cash Xfer (FI02TF/TY) |

() District: |30 - SANTA CLARA COUNTY OFF OF EDU -

Date: |08/04/2016 j Depaosit Number: [*Mew?

+ B s R X

Description: |IBM DEPOSIT LETTER 080416

3 2|50 930-9113-0-9115-00-0000-0000-000000-000-000C

Dist |Fnd Resc ¥ Objt 50 Goal Func CstCtr Ste Mngr| Amount AR Description
1|90 200-0000-0-9115-00-0000-0000-000000-000-000C 173.83|No IEM DEPOQSIT LETTER. 080416
175.00 | No IEM DEPOSIT LETTER. 080416

Deposit Tatal: 34883

DCUPDT : ¥0 Y YN [CASH DEPOSITS=Y]

1 NEIDTIDSESOISEEESN | 5/4/2016 248 PM
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QCC Invoice & Billing Manangement (Revenue by Reserve) Posting Summary

QCC Invoice & Billing for SCCOE and SBCOE Districts has been set up for posting revenue by reserve. In
other words, the revenue is not recognized until a receipt has been entered and approved for the
invoice account. The chart below explains the posting to the General Ledger of the QCC IBM transactions
of Invoices & Receipts, and also how the Cash Deposit for QCC IBM receipts is posted.

SCCOE AR Posting Strategy

INVOICES RECEIPTS GL Cash Deposit
Cash Awaiting Cash Awaiting
AR Post AR Reserve Deposit AR Post CASH Deposit
9215 (9210) 9220 9115 (9140) 9210 9110 9115 (9140)
DR CR DR CR DR CR
(8xxx)
AR Reserve AR Revenue
9220 8Xxx
DR CR

Always make a PDF copy of your receipts and reports so that you have archival copies in an easily
accessible space — especially since the Print Spool only saves files for 30-45 days.

E § Print Manager (LSpoacl)

90 - S.C.COUNTY OFFICE OF EDUCATION

QSS/OASIS | o e |

File View Options Help+Video

d X :@m"mim HERO|EReN| 8

Create PDF file copy on your desktop and then drag it to a folder to archive it
User Preference Settings: Load Print Manager Users? Only my user. Automatic load of Job List($5TDLIST)? Load on demand.
® Print Fiies | Spool Files/SSTDLIST | Local Print Files | Session History | Server Commands |

‘=3 HARRISE |Ret.|LN__|Slct MP File # |Date/Ti|Job# |Beg/End (lines)| Report| Program Title Program
-2 A Files F 001 v || |384812 | 10/17/2c( 106375 |ofo (55) AR STATEMENTS (SPECIAL FORMS) |ARD121
-0 Dates o0z [ |v|n |364807 | 10/17/2c| 106363 |0f1 (25) Customer Aging Report ARD120
% i.?g;am Title 003 [N || |384799 | 10/17/2c| 106345 |0f2 (21) Customer Invoice Register ARD112
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