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Processing an Accounts Receivable via iPayments

What is an Accounts Receivable? An Accounts Receivable is an invoice, a bill, a charge, a statement, etc. Itis the
mechanism used to charge non-TAMU (02) accounts for goods or services provided by TAMU (02) accounts. This includes
accounts external to TAMU System. The same is true for TAMUS (01) accounts billing non-TAMUS (01) accounts, TAMUG
(10) accounts billing non-TAMUG (10) accounts, and HSC (23) accounts billing non-HSC (23) accounts.

AR Test

Is the department selling a good or service?
I Yes: Continue to next question.
[0 No: Process a Reduction to an Expense

Is the customer a member of the same agency as the selling department (01/01; 02/02; 10/10); 23/23?
I Yes: Continue to next question.
[0 No: Process AR

Is the customer a Student Organization using an SOFC (TAMU) account or an SORG (TAMUG) account?
[0 Yes: Process AR
[0 No: Continue to next question.

Is the account provided by the customer an Advanced Research Account (02-160XXX; 10-169XXX)?
[ Yes: Process AR
[J No: Continue to next question.

Is the account provided by the customer a Renovation Account (02-806XXX)?
L] Yes: Process AR
[0 No: Process an Interdepartmental Transfer (IDT)

Once it is determined that an Accounts Receivable should be processed, several criteria must be met prior to
proceeding with the iPayment process. Are the selling account and appropriate revenue codes set up in iPayments?
Does this department have approval to extend credit? Does the customer exist? Please send an email to
ipay@tamu.edu to request an account and code be set up in iPayments. Send an email to ar@tamu.edu to determine if
you have approval to extend credit. See page 3 to determine if the customer number exists.
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Confirm Customer Number exists. Customer numbers are 13 digit accounts designed to permit multiple payments or
transactions. These numbers allow us to track customers’ normal business activity and delinquent payments. These
numbers are required to create invoices through iPayments.

On FAMIS screen 602 or screen 603, enter the customer name in the customer field. If information pulls forward, verify that it
matches the customer information being searched. If no information pulls forward, refine your search.

SOFC customer numbers all have ‘SOFC’ as the first word of the customer name

System members names may begin with the System member part number (28 TEES, 06 AgriLife Research, etc)
Remove/add article when searching for name (Cat Clinic or The Cat Clinic)

Enter the customer number by following the criteria listed below

Each customer number is created based on specific criteria for each type of customer.

TAMU System Members- First 2 digits equal the System Part Number of the customer, next 6 digits equal the members 6 digit
account number (provided to you by the customer), and the last 5 digits equal the support account or ‘00000.’

® Research Foundation account 469811-00001 equals 9946981100001

o TEESaccount 123456 equals 28123456000000.

Student Organizations- First 2 digits equal ‘68’ if TAMU or ‘88’ if TAMUG, next 6 digits equal the SOFC 6 digit account number
(9419XX-95XXXX with department code SACT ORG if TAMU and 947XXX-948XXX with department code SORG if TAMUG), and
the last 5 digits equal the support account or ‘00000.” Although SOFC accounts are set up as TAMU (02) or TAMUG (10)
accounts in FAMIS, they are considered external customers.

Renovation Accounts- First 2 digits equal '68’ if TAMU or ‘88’ if TAMUG, next 6 digits equal the 6 digit account number
(806XXX), and the last 5 digits equal the support account or ‘00000.” Although Renovation Accounts are TAMU (02) or TAMUG
(10) accounts, they must be billed via AR because they are state funded accounts. Renovation accounts that are not (806XXX)
should be processed via IDT.

Advanced Research Accounts- First 2 digits equal ‘02’ if TAMU or ‘10’ if TAMUG, next 6 digits equal the 6 digit account number
(02-160XXX or 10-169XXX), and the last 5 digits equal the support account or ‘00000.” Although Advanced Research Accounts
are TAMU (02) or TAMUG (10) accounts, they must be billed via AR because they are state funded accounts.

All Others- First 2 digits equal ‘55’ if TAMUS, ‘68’ if TAMUor HSC, or ‘88’ if TAMUG and the remaining 11 digits are assigned by
Sales & Receivables. The Customer Information Form must be completed and signed by the customer prior to providing
goods/services and extending credit. Once the department verifies the identification of the customer and that the form has
been completed in full, the form must be faxed to (979) 458-4188 for TAMU or (409)740-4460 for TAMUG. Sales & Receivables
will verify the information with the customer and the IRS, and assign the customer number. Once you have been provided with
a customer number, please shred your copy of the form. Sales & Receivables will retain the faxed copy. If the customer refuses
to complete the Customer Information Form, payment must be received at the time of service.

e Includes individuals, students, companies, other government agencies, other state agencies outside of TAMUS, foreign
entities, non-profit organizations, etc.
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Request Customer Number Set up. If the customer number does not exist, a request will need to be submitted to FMO.
There are two types of customers- Internal and External.

INTERNAL customers are TAMU System members. Use the TAMU System Customer Form to request a new customer.
Customers allowed to be submitted on this form include all system members included 99- Research Foundation and 68/88
Student Organizations.

Customer Account Information

System Part: |68 - TAMU external customers including SOFC accounts  [v| Select the campus code of customer from drop box.
Account Number:  [17-956330-00000 Enter campus code-6 digit account- Sdigit support account.
Enter customer name.
Customer NMame: |SOFC Fish Camp
Billing Address
Mail Stop: 1236 TAMU - .
P Enter the Billing Address of the customer. Use Mail Stop for
Street: | campus customers only.
City: |Co||ege Station
State:  |TX
Zip Code: |77843-1236

Alternate Address (Optional)

Mail Stop: )
Optional Alternate Address usually left blank.
Street: |
City: |
State:
Zip Code:
Customer Contact Information
Name: [ill Aggie Provide customer contact information. This is usually the
Phone: |379-999-9999 person responsible for paying the invoice. Information
provided here will be used in collection efforts.
Email: il Aggie@tamu.edu

Billing Department Information (All fields required)

Submitted By:  |Joe Smith _ _ o _
e Eneryor crtot Homation, T il sed oty o
Email:  [Joe.Smith@tamu.edu Enter the Biling Part. This is the agency that will be billing this
Billing Part: |02 - Texas A&M University [~ customer.
Billing Department:  [FISC
Mail Stop:  [BOOOTAMU

Once the form is complete, click submit. This will forward the
form electronically to FMO.
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