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	Detailed Job Instructions
	Job Name:     Accounts Receivable   

Department:  Call Centre

Position:        Accounts Receivable Officer


	


	For company areas technicians need authorisation to issue accounts.  In general, we only give accounts to pre- arranged customers, companies and real estates. 



	1. 

When to issue an account
	A) Job (blue) sheets received in the mail – see reconciliation procedure.
B) Technician or Call centre have advised you of an account via email or phone.

	

	2.
Check payment record in booking system
	Where a job (blue) sheet has been marked “account” as the payment method:

· Make copy of job (blue) sheet, give to accounts receivable officer
· Accounts receivable officer to check booking system to make sure job has not been paid
- [Open] frmLogin from your desktop or favorites
- [Click on] Customer Search
- [Enter] Customer phone number or surname.  Note: this can be found on the top right hand corner of the job (blue) sheet.
- [Click on] Search
- [Click on] Select

- Locate the job in the job history

- [Click on] the job Note: the job should be highlighted.
- [Click on]  Go
- Check payment record.


	

	3.  Creating an invoice.
	 If no payment recorded [Print] booking sheet
· Accounts officer to then create invoice
- [Open] My Computer
- [Open] Network Drive -Data on Electrodry sbs (M) Drive
- [Open] Call Centre Folder
- [Open] Call Centre Folder (the top option)
- [Open] Accounts Receivable Folder
- [Open] ELECTRODRY – EDRY ACCOUNTS
- [Open] Excel template.

- (Enter] invoice

· (next invoice number is found in the accounts folder under each state) 
·  date customer/company details, date of job and price Note: If a company paying for the job, fill in the invoice to section with company details and in the next box reference where the job was done.

- Save As invoice number and customer surname or company name

- Print 2 copies, 1 Colour and 1 Black & White
· Fold the colour copy of the invoice and post. 
Note: if emailing bring up new message and attach invoice and send to nominated email address.
· Staple the Black & White Copy of Invoice to the printed off booking sheet and the copy of the blue job sheet. Write the date on the top and how the invoice was sent. 

· File in Accounts Folder under the correct state. Newest invoices go at the back of each section.

PLEASE NOTE: Fantastic Lounge Factory invoices are done the same as above however the are emailed to warranty@alijen.com.au and Kay.Williams@fantasticfurniture.com.au
	. 

Note: Different states have different templates, MELBOURNE template covers Melbourne, Ballarat, Albury, Wagga, Geelong and Sale. NEWCASTLE templates covers NSW, QLD and SA. PERTH and EDRY have their own templates also

Note: If a company paying for the job, fill in the invoice to section with company details and in the next box reference where the job was done.



	3. 
Payment of Accounts
	Accounts to be checked daily
· Log into NAB internet banking
· Check each account for paid invoices – They usually reference the invoice number, surname and post code.

· Find the corresponding invoice on My Computer>M Drive>Call Centre>Call Centre (top folder)>Accounts Receivable>Electrodry-Edry Accounts>Search for invoice
· Once the invoice is open [Click] Insert>Picture>Word Art
· WordArt how invoice was paid, date it was paid and your initials then click OK
· Print Copy
· Save changes and exit invoice
· Select the paid invoice Right Click>Cut>Paste into Paid folder.
· The job needs to be marked as paid in the booking system

- [Open] frmLogin from your desktop or favorites
- [Click on] Customer Search
- [Enter] Customer phone number or surname
- [Click on] Search
- [Click on] Select

- Locate the job in the job history

- [Click on] the job Note: the job should be highlighted.
- [Click on]  Go
- Enter Payment Method, Amount and Date
- In Internal job notes, write your name, details of how paid and date.
- Save
· Find the corresponding invoice in the Accounts Folder, staple the invoice that you printed earlier to the front of the paper work.
· File in Accounts Paid folder – Located on the bookshelf under the post supplies.

	

	4.

Chasing Account Payment
	Accounts are strictly 7 days unless otherwise stated, if the invoice has not been paid after this time follow the steps below
· Give the customer a reminder call or email to let them know the account is overdue and payment needs to be made promptly.
· If in another 7 days the account remains unpaid contact the customer again. Note: make sure you record any correspondence with the customer on the copies of their invoices in the Accounts Receivable folder.
· After about 3-4 calls or emails and a few months have passed contact the customer one last time. Let them know that if we do not receive payment within 7 days the account will be passed onto collections.
· THE CUSTOMER MUST BE INFORMED THAT THEIR ACCOUNT IS BEING SENT TO DEBT COLLECTORS Note: this can be done via phone call, email or collections letter (templates can be found on the M drive where the invoices are found).

	

	5. 
Collections
	Once the Customer has failed to pay their account they have been informed that the account is being passed onto collections accounts receivable officer will need to submit the account to our debt collectors
· [Open] www.dnb.com.au 
· [Click] DebtView (top right corner>3rd option from the left)
· Logon – Subscriber: 941780949 - User ID: 000001 Password 6HMZ7V
· [Click] Load Debts Individually
· A form will come up. Options: 

- Type of Action - Immediate

- Type of Debtor – Consumer

· Enter customer details. Note: ignore licence details and employer details
· [Click] Continue. Follow prompts.
· Once completed, adjust the invoice on the M drive to say “Collections” instead of “overdue” or “7 Days Only”. Also put on invoice what date it was submitted to collections.
· Pull corresponding invoice from Accounts Folder and put in the section marked COLLECTIONS

	



