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  <Enter the Name of Your Institution Here>
Banner Student Project Task Log

Accounts Receivable

	Task No.
	Description
	Assigned To
	Estimated Start/End Date
	Actual Start/End Date
	Comments

	AR1
	Review current policies and procedures used in processing account information.
	
	
	
	Include review of at least the following:

· Pre-payments

· Deposits

· Payment plans

· Exemptions

· Third party billings

· Non-student accounts

· Miscellaneous transactions

· Returned check processing

· Billing cycles

· Collections agency assignment

· Application of payment priorities

· Cashier balancing and approval

· General Ledger account structure

	AR2
	Review Accounts Receivable Module forms and determine appropriate usage.
	
	
	
	Review required forms and values and determine how they will be used. Review optional forms and values and determine whether and how they will be used.

	AR3
	Determine how Accounts Receivable data will be maintained and tracked in Banner.
	
	
	
	


	Task No.
	Description
	Assigned To
	Estimated Start/End Date
	Actual Start/End Date
	Comments

	AR4
	Review Accounts Receivable Module Validation and Control forms in light of intended usage.
	
	
	
	Registration assessments, housing/meal/phone assessments, course fees, section fees, application fee charges (if automated), transcript charges (if automated), and financial aid disbursals all use Detail Codes defined in the Accounts Receivable Module.  Review use of Detail Codes in other modules as well.

	AR5
	Determine appropriate values for Validation and Control forms needed to support intended processing.
	
	
	
	

	AR6
	Revise current policies and prepare new policies as required.
	
	
	
	

	AR7
	Gather and annotate any special forms used.
	
	
	
	Review both pre-printed and data collection forms.  Include review of at least the following:

· Invoice/statement form

· Receipt form

· Contract (third party) authorization   form and bill

· Exemption authorization form

· Installation plan request/promissory note

· Cashier balancing/check-out form

· Collection agency assignment/ notification forms


	Task No.
	Description
	Assigned To
	Estimated Start/End Date
	Actual Start/End Date
	Comments

	AR8
	Determine which pre-printed forms will still be printed using Banner.
	
	
	
	

	AR9
	Review Accounts Receivable Module reports.  Determine required revisions and need for new reports.
	
	
	
	Include reports needed to produce any pre-printed forms.

	AR10
	Determine interface requirements.
	
	
	
	Interfaces to consider:

· Finance System interface

· Financial Aid System interface

· Lock box processing

· Credit Card Processing

	AR11
	Obtain necessary approvals for new policies, procedure revisions, reports and special forms.
	
	
	
	

	AR12
	Revise forms/prepare new forms.
	
	
	
	

	AR13
	Send special forms for printing.
	
	
	
	

	AR14
	Enter and validate Validation and Control forms values for required data elements.
	
	
	
	

	AR15
	Write specifications for report revisions, new reports and required interfaces.
	
	
	
	


	Task No.
	Description
	Assigned To
	Estimated Start/End Date
	Actual Start/End Date
	Comments

	AR16
	Write and test revised/new reports and interfaces.
	
	
	
	

	AR17
	User sign-off on revised/new reports and interfaces.
	
	
	
	

	AR18
	Determine table and form security for users needing access to Accounts Receivable Module forms and reports.
	
	
	
	

	AR19
	Grant table access and set up form level security for users needing access to Accounts Receivable Module forms and reports.
	
	
	
	


	Task No.
	Description
	Assigned To
	Estimated Start/End Date
	Actual Start/End Date
	Comments

	AR20
	Determine Accounts Receivable conversion scope and process.
	
	
	
	Most often, balances forward are converted, not account detail.

	AR21
	Write and test conversion process. Run conversion simulation.  Audit data to determine that results are correct.
	
	
	
	

	AR22
	Convert Accounts Receivable data
	
	
	
	

	AR23
	Verify and correct converted data
	
	
	
	

	AR24
	Review sleep/wake processing and determine its use in production of bills and receipts.
	
	
	
	Determine number of printers and printer locations.

	AR25
	Establish the Accounts Receivable report production schedule and report distribution. Write and test user procedures, reflecting Banner usage and new policies and procedures, for Accounts Receivable Module users.
	
	
	
	


	Task No.
	Description
	Assigned To
	Estimated Start/End Date
	Actual Start/End Date
	Comments

	AR26
	Train end-users in the use of the Banner Accounts Receivable Module.
	
	
	
	Navigation and General Person Module training will also be required unless previously provided. Train end-users using new procedures manual.

	AR27
	Train end-users in report generation.
	
	
	
	

	AR28
	Train end-users in use of sleep/wake processing.
	
	
	
	Inform users of printer destination parameters.

	AR29
	Accounts Receivable Module in production.
	
	
	
	The General Person Module must be in production before or brought into production at the same time as the Accounts Receivable Module. Data defined in the Accounts Receivable Module is used to create assessment rules for other modules, and receive assessments from other modules.
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