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General Billing Uses

• Tracking Accounts Receivable

• Entering and tracking daily receipts



Accounts Receivable

Benefits
 Searching for receipt detail 
 Reporting

* Multiple reports can be ran during the year
 Invoices are available to send to customers including 

schools in your district
 Minimum setup – available to all Munis users
 Workflow can be setup to segregate duties



Required Setup
 Must setup Customers

General  Revenues, General Billing, Auxiliary 
Programs  and Customer F/M.

 Must setup A/R Codes for each Fund
General  Revenues, General Billing, Auxiliary 
Programs  and Customer F/M.

 Must setup A/R Charge Codes
General Revenues, Accounts Receivable, Auxiliary 
Programs and A/R Charge Code F/M

 Must setup A/R Adjustment Codes
General Revenues, Accounts Receivable, Auxiliary 
Programs and A/R Miscellaneous Code F/M



Customer Setup



A/R Code



A/R Charge Code F/M

Select General 
Billing Charge 
Codes





* A/R Code is chosen here and the revenue code as well.  Revenue 
codes must be updated each year for Fund 2 charge codes.



A/R Adjustment Codes



Add any necessary adjustment reason codes including a 
Description and Short description.



A/R Entry – Invoice Processing





Can Add 
Customer 

During Entry

* Customers can also be added from the Munis menu by going to General  Revenues, 
General Billing, Auxiliary Programs  and Customer F/M.



AR Codes setup in 
General Revenues, 
Accounts Receivable, 
Auxiliary Programs 
and A/R Code F/M



Charge Codes must be 
setup in Charge Code F/M



* Total amount of expected revenue should be entered.



* Once the batch is posted a journal entry is made to the A/R 
account and the revenue account.  Multiple entries can be made in 
a batch.



Applying Payment to A/R Entry



* Add a Batch to begin payment entry



* Find the invoice you wish to apply payment to and click Apply Pmt 



* Enter the payment amount, payment method (check, cash, bank 
transfer, etc.), and reference.  A receipt will be available to print.



* Multiple payments can be added in a single batch.  Once all 
entries have been made post the batch



* Once the batch has been posted you must do a final post to 
apply it to the account.  



* Choose the batch type you wish to post.  This will locate all 
entries ready to post.  



Editing an A/R Invoice



Click on Modify and enter the Year, Period and Effective date that 
this adjustment should post.  Enter a Journal description.  In the 
Invoice Year enter the year that the invoice was created.  Enter 
the invoice number and then hit enter.



Click on 2scr



Click on the Update button and change the desired fields.  When 
you hit enter it will ask for an adjustment reason code. Once you 
choose the code, output and post the adjustment. 



Daily Receipts (Misc. Receipts)

 Used when an A/R entry was not made and no 
corresponding invoice is available

 Create a batch by following the same steps used for 
A/R payments or add the entries to a current batch.  
Both A/R payments and misc. receipts can be entered 
in the same batch and posted together.



Click to enter a Misc. Receipt



*  The receipt number will default to the next available number.  Choose the 
location, Customer number, Charge Code and enter the amount.  The code will 
be displayed based on the Charge Code setup and can be changed.  Enter a 
description as well.



* Choose the payment method (check, cash, bank transfer, etc.), enter 
reference number and additional payment reference if needed.  
Post the batch and then the final post as well (same process as A/R Entries).



Printing Statements





Custom Reports

 Customized reports can be purchased with Tyler 
Forms for the following:

* Invoices
* Customer Statements
* Receipts



Invoice



Customer Statements



Receipts


