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Monthly Accounts Receivable and Billing - Procedure
Responsible Office:		MEDFIN Finance and Administration 
Procedure Sponsor:		Gina Kozak, Suzan DeCrescente					
Effective Date:			07/16/2025


Scope
This procedure establishes the process to be followed by the Yale School of Medicine’s (YSM) Controller’s Office and department business offices (DBO) related to the setup of non-sponsored customers as well as the submission and processing of related invoices in Workday. It also provides a high-level overview of the YSM Controller’s Office’s process for reviewing and writing off/reserving for outstanding and potentially uncollectible non-sponsored accounts receivable (AR) invoices. 
Procedure Purpose
YSM implemented the Workday non-sponsored AR system at the start of fiscal year 2018. This AR system is for all non-sponsored customers, which includes all non-insurance billed payments at YSM. Non-insurance billed payments include Veteran’s Affairs Intergovernmental Personal Act (VA IPA) agreements, affiliated hospitals, and clinical contractual services. 

With the implementation of Workday, the YSM Controller’s Office formed a centralized billing team to process all invoices. Historically, each DBO had the ability to invoice through BMS (the former AR system), but this function is no longer available.
Definitions
[bookmark: _Toc425171621]Cash Sale
A cash sale is a business process in Workday that records as income, payments for goods received or services rendered that have not been invoiced through the YSM Centralized Billing team and the Workday AR system.
[bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]Procedure Sections 
Overview
[bookmark: _Toc425171623]Each invoice instructs the payer to send the payment to Yale University Treasury Services (Treasury), thus centralizing the receipt of all payments. 

The YSM Centralized Billing team runs the AR aging reports in the Workday AR system. 
Quarterly, the reports are distributed to the YSM departments. 
Departments can also run the Non-Sponsored Receivables Aging Detail by Cost Center – Yale report in Workday independently.

Once DBOs receive or run the AR aging, they will identify invoices that may have been duplicated, entered erroneously, or need to be written off due to uncollectability.  

The YSM Centralized Billing team follows up with customers on collections for the first 90 days. After 90 days, the DBOs actively pursue collection on outstanding invoices. If there is a contract or service dispute prior to the end of the 90-day period, the YSM Centralized Billing team will also defer to the department to address collections internally.

Annually, a review is performed by YSM Controller’s Office and the DBOs to determine any items that are outstanding for more than 365 days for validity of charge and collectability. 
Accounts that are deemed to be uncollectable by the departments are written-off in accordance with the Non-Sponsored Accounts Receivable Write-Offs and Balance Sheet Reserves - Procedure
At Q2 and at fiscal year-end, the bad debt reserve is analyzed and adjusted, if necessary, by the Assistant Director, Accounting and Compliance, and reviewed annually by the YSM Assistant Controller.
Payments are received by Treasury and are posted directly to the appropriate accounts through the Cash Sale process in Workday. 
Departments complete the Cash Sale, and these Cash Sales, along with the checks, are submitted to Treasury. 
If the payment received is for a Workday invoice, a Cash Sale must not be processed. Instead, the check should be forwarded to Treasury with the invoice number.
Procedure for DBOs to submit an invoice
It is the responsibility of the submitting Cost Center to determine whether the customer has been set up in Workday.

Beginning in fiscal year 2024, as a result of the Post-ESAP (External Sales Approval Process) Management and Sales Tax for External Sales project, which focused on addressing compliance challenges related to external sales, a new Workday Non-Sponsored AR customer setup process was implemented, which replaced the use of the Salesforce queue with the creation of a centralized customer document repository, Hyland OnBase (HOB). 
For all domestic customers, the customer’s tax identification number will be needed for Workday setup. This number can be found on the customer’s W-9 form. 
To obtain access to HOB, send an email to customer.setup@yale.edu. 
To use the HOB workflow, login into Hyland OnBase via the Web Client. 
Only when the customer has been set up in Workday, the submitter will receive a verification email with the Customer ID number and NS_CUSTOMER NAME. After this, an invoice request may be sent to ysminvoicing@yale.edu. 
Send invoice requests to ysminvoicing@yale.edu with the attached Workday Invoice Template - Form.
The Workday form must be completed with all Workday segments and must include the account posting type Revenue Category (RC).  
The Workday form is to be included for one-time requests and variable contracts. 
For any taxable services that should include the 6.35% CT sales tax, use the applicable tab within the invoice template to note this amount for the Centralized Billing team to include in the invoice. 
If the invoice is for a new revenue agreement, then the contract and the Chart of Accounts (COA) information must also be included in the submission.
To avoid delays in processing the invoice, the COA must be included and the customer must be set up in Workday. 
Refer to the COA Information and Resources webpage for additional guidance. 

Special Situations & Exceptions
Exceptions to this procedure must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to Suzan.Decrescente@yale.edu.
Roles & Responsibilities
YSM Departments
· Responsible for customer setup and submitting non-sponsored customer invoices and/or cash sales in accordance with this procedure.
YSM Centralized Billing
· Responsible for following this procedure and approving exceptions.

Contact Information 
· [bookmark: _Hlk497987165]YSM Controller’s Office: Suzan.DeCrescente@yale.edu 
· YSM Controller’s Office: Deborah.Collins@yale.edu 
· YSM Centralized Billing: ysminvoicing@yale.edu 

Related Information
Workday Invoice Template - Form 
Non-Sponsored Accounts Receivable Write-Offs and Balance Sheet Reserves - Procedure 
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Version History
· 5/19/2025: Edited for new customer setup process through Hyland OnBase and for sales tax information; other formatting and grammar edits made.
· 2/12/2025: Added in under Section 2.3 that the Workday invoice template includes a CT sales tax calculation tab for applicable billings. 
· 5/30/2024: Clarification of certain steps in process; Deletion of links to documents on local drives. 
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