UK Receipts entry onto Opera

Remittance advices Or remits for short, are received from the customers every day either by email, post or fax. When they come in by email they need to be printed out, all UK remits need to be placed in the UK remits tray. When possible I try and make the email remits fit on one page each. Quite often they are over several pages on an email and you only need to print the first page, others come as PDFs and are simple to print. 

When you come to process the remits, the first thing to do is to find which account/s the receipt is for. This is done by either going in to intrastats – Magnifying glass - Invoice / Customer Reference. In the second box down – Invoice number - type the number part of the invoice number referenced on the remit. Write down the account number next to each invoice listed. 

If there are invoice numbers that are not correct on the remit or if there are a lot and you think they maybe the same account. You can look in the Intratstats Debtors report – Opera Tab - Debtors Report Viamed. Find the account, they are in account number order. Then click the Reminder button which takes you into the account, where you can see all the outstanding items on the account. You can also do this in Opera Sales I account. 

On remits, that have several accounts on them. You need to circle the highest invoice number on the remit. If there are more then two accounts, add up the value of invoices that are not for the account you are putting the receipt on. This is then adjusted off and moved to the correct Opera accounts. 

Once they have the account number on them, put them in to the plastic folder - Remits Awaiting Bank Statement. This is sorted roughly into value order - under £100, under £200 and the over a £1000. This way it is easier to find the correct remit. 


Unprocessed remittance advices should be kept in the red middle Remits to be Processed tray. 

You cannot pay the invoice off the customers I account, on Opera, until the receipt shows on the Bank Statement. At present we print out the bank statement, including the last day from the previous bank statement. Tick off the ones that are already on opera, so that is those on the previous statement, that have a date next to them. 
Now you need to find the remit for each receipt on the bank statement. Go through the remits file, it may be helpful to split these up on the desk, into its sections so you can find the right values. Check for the amount and the company or hospital. Once you have found the correct remit to the receipt. Place it face down in a separate pile. This way when you are done you turn the pile over and you can put them onto opera in the correct order. If there is no remit, you can search Googlemail for the amount or company name. If you can’t find one put a mark next to the amount on the bank statement and move in to the next one. 
When the remit appears on the bank statement we can put it onto opera and then we note the current date on to the remit. This is done with the dated Opera stamp. 

Occasionally the date of entry could be different to that of the bank eg, if a receipt is missed and it is past the end of the month. Receipts entered in to a different month to that of the bank need to be put to the first of the month so it is obvious and can be seen easily. 


To post the receipt onto the customers account on Opera. You must go into sales and choose
processing and then find,  enter the 8 digit account number starting with an I . 

Once in the account click Receipt. The the transaction date must be the date from the bank statement. Ref 1 should be the highest invoice number from the remit preceded by RE instead of IN as this makes it easier to separate receipts from invoices when looking at the customers statement. Ref 2 is method of payment in, it defaults to GIRO/BACS, because this is the most common method of payment. If the payment is by any other method you use the space bar to change this. The options are – CHEQUE, GIRO SPLIT, VISA, CASH, CONTRA, CHEQUE/SPT AND PAYPAL. We only use Cheque, Visa, Cash and paypal.  

The next entry is the value received as per the bank statement, as sometimes customers make errors and the remit may have a different value to the bank. Next the choice is on a/c - Yes or No. This mean that you can put the receipt on without matching it to any invoices or credits on the account.  If you know that the receipt completely clears the invoices listed then select N and press return, the next page will appear. 

With your down arrow select the first invoice you want to pay, and hit F5  Pay do this against each invoice the customer has paid. When complete the balance at the bottom should show ‘0.00 to Allocate’ in red. If you are happy you have paid the correct invoices off then select F9 Accept to complete the transaction.

If there is no remit or you are unsure of what is being paid off. Put ASS in Ref 1 before the invoice number you think it is eg ASS148000. At this point you can put the receipt On Account so that if it is wrong it can be put against the correct invoice later. Once allocated against an invoice you cannot undo it. So if in doubt put on as unallocated and it can be allocated later. 

If the customer has over or under paid and you want to post the amount unallocated on their account then select Y yes on the first page, enter or arrow down and you will be asked if you want to Post Receipt No Yes. If you are sure click Yes. 

Quite often the NHS trust will pay invoices from more than one hospital within the same receipt. When this happens we have to show the full amount being paid onto the first account as an
Unallocated receipt and then do an adjustment between the accounts to pay off the invoices on the other account(s).

For example we received a receipt of £100.00. Which consists of invoice number IN148000 for £60.00 on account number I0002500 and invoice number IN148001 for £40.00 on account number 0002570.

To process this receipt you would have to post an unallocated receipt of £100.00 onto a/c I0002500 for invoice IN148000 for £60. Then you would then have to do an adjustment to take the extra money £40 off this account. Once done you can go in to Allocate and using F5 Pay match the lines that make up this receipt. It will show a zero balance at the bottom when this all matches. Then press F9 Accept. The amount that has been taken off account I0002500 needs to be put on the correct account I0002570 and then going into Adjustment.

To do this once the receipt is on remain in the same account, the receipt went on to and go to Adjust. For any movement of money between accounts always use the same date as the receipt in. In Ref 1 type the invoice number eg. RE148000, in Ref 2 select Contra. The Value is the amount you are moving to the other account or accounts (for more then one account you will need to total up the amount going to different accounts).  This is a positive amount. IT IS A POSITIVE AMOUNT WHEN ADJUSTING A RECEIPT FROM A SALES ACCOUNT. (reducing the amount of money on an account) In the comments box put from 2500 to 2570. If there are more account add them after the to, then post adjustment No or Yes. 

Once the adjustment is on the account, go to allocate and using F5 Pay match off all the items you have just entered against the invoices being paid. 

Now you can enter the other adjustments, on to the other accounts you have on the remit. In this case go to I0002570 - Adjust. Use the same date,  Ref 1 is still the Invoice number used on the primary receipt i.e. RE148000. Ref 2 is Contra then the value is the amount from the remit for this account. In this case it is £40. This amount has to be a negative amount -£40. 

IT IS A NEGATIVE AMOUNT WHEN ADJUSTING A RECEIPT TO A SALES ACCOUNT. (increasing the amount of money on an account). 

In the comments box write From 2500 to 2570. After the TO put the account you are adding the money to. Once done arrow down and confirm. Then go in to Allocate and match off the invoice and adjustment. Do this for all the account on the Remit.  Tick each item off as you go, so you do not get lost mid adjusting. If you get broken off make notes on the remit so you can easily fine where you got to.  

Once you have finished with a remit, stamp it with the Opera stamp with the correct date and file them in the Remit waiting filing tray. These are then boxed and archived. 
 

 

Export Receipts entry onto Opera USD
US Dollar receipts usually come in by fax. They are called payment advices. If we have amounts in on the USD bank and no fax have come through, these can be printed from the Bank. 
Once on Barclays.net go to Cash Statements – Advices – Credit Advices You then need to search the correct currency and date period. 
Sometimes when payment advices are received they do not always give enough information however some customers will email or fax beforehand to let us know they are making a payment.
If it is unclear which invoices they are paying then have a look at their account/s go into allocations and using F5 Pay you can see what combinations make up the correct value, the total can been seen at the bottom of the allocations page. Remember that most US Dollar receipts will have an amount of bank charges. Usually they will be paying the oldest invoices, but not always. If in doubt leave the receipt unallocated and contact them to find out.

Unprocessed remittance advices should be kept in the red top tray Export Remits to be processed. 

Bank charges are usually $10 but can be as much as $60. These charges are deducted from the receipt amount by the customers bank and by our bank. 

Sometimes when putting export receipts on they are paying a Proforma or Quote. In these cases use the proforma or quotes in Ref 1 and put the receipt on as unallocated. As there will not be anything to match it against until the order has been invoiced. 

If there is no remit or you are unsure of what is being paid off. Put ASS in Ref 1 before the invoice number you think it is eg ASS148000. At this point you can put the receipt On Account so that if it is wrong it can be put against the correct invoice later. Once allocated against an invoice you cannot undo it. So if in doubt put on as unallocated and it can be allocated later. 


Any information you find out make a note of it on the payment advice. We do go back to the remits when doing reminders. 


You cannot pay the invoice off the customers I account on Opera until the receipt shows on the Bank Statement. 

At present we print out the bank statement including the last day from the previous bank statement. Tick off the ones that are already on opera, so that is those on the previous statement, that have a date next to them. This is the US Dollar account and the Euro account. 
Now you need to find the remit for each receipt on the bank statement. The export remits are in the top tray Export Remits to be Processed. Split these in the USD and Euro remits. Now go through the bank statement and find the remit for each receipt. Once you have found the correct remit place it face down in a separate pile. This way when you are done you turn the pile over and you can put them onto opera in the correct order. If there is not remit, you can search Googlemail for the amount or company name. If you can’t find one put a make next to the amount on the bank statement and move in to the next one. 

When the remit appears on the bank statement we can put it onto opera and then note the current date on to the remit. 

Occasionally the date of entry could be different to that of the bank eg, if a receipt is missed and it is past the end of the month. receipts entered in to a different month to that of the bank need to be put to the first of the month so it is obvious and can be seen easily. 


To post the receipt onto the customers account on Opera. You must go into sales and choose
processing and then find,  enter the 8 digit account number starting with an I.

Once in the account click Receipt. The the transaction date must be the date from the bank statement. Ref 1 should be the highest invoice number from the remit preceded by RE instead of IN as it makes it easier to separate receipts from invoices when looking at the customers statement. Ref 2 is method of payment, it defaults to GIRO/BACS because this is the most common method of payment, if the payment is by any other method the space bar will change this, the options are – CHEQUE, GIRO SPLIT, VISA, CASH, CONTRA, CHEQUE/SPT AND PAYPAL. We only use Cheque, Visa, Cash and paypal. 

The next entry is the value received as per the bank statement. Most of the time with US Dollar receipts the amount on the bank does not match the invoice amount. The payment advices can have several values on them including the amount originally paid, the amount our bank received and the amount they have put into our account. On the Faxed payment advices the amount you want is the Credit Amount. But you should always use the amount that shows on the bank statement.

Then a/c Yes or No, this mean that you can put the receipt on without matching it to any invoices or credits on the account.  At this point you need to leave it as N no and go on to the matching page. This way you can see how much the bank charges are going to be and which invoices are being paid. On this page if you F5 Pay against the invoice that you think are being paid you can note the amount that is different. Then write the bank charge amount on the payment advice. Once you are happy with this press Esc and it will take you back to the front page where you can press Y - On A/C. Now the receipt is on we can put the bank charges on. 

Bank charges are posted by clicking Credit on the account menu. Use the same date as the receipt. Ref 1 is B/chg and Ref 2 is left blank. The currency is already set to that of the account. Then  put the Dollar value in the Value (US Dollar) box.  This it the bank charge amount that you have noted on the payment advice. Arrow past the Exch. Rate and Value (Sterling) boxes and arrow to the next page. 

On the next page put BC in the first box Analysis, then press enter. This moves the text box up to the Goods box, put in the bank charges value and press enter. 

On rare occasions the box after the Goods box will have a 1 and not an E this means the account is Vat-able, we don’t have VAT on bank charges so this can be turned to a E. Once the correct amount is in the bottom line will turn red and have a zero value to Analyse. Press F9 Accept. Now go in to Allocate and match off the receipt, invoice/s and the bank charge amount. 

With your down arrow select the first invoice you want to pay, and hit F5  Pay do this against each invoice the customer has paid. When complete the balance at the bottom should show ‘0.00 to Allocate’ in red. If you are happy you have paid the correct invoices off then select F9 Accept to complete the transaction.

If the customer has over or under paid and you want to post the amount unallocated on their account then select Y yes on the first page, enter or arrow down and you will be asked if you want to Post Receipt No Yes. If you are sure click Yes. 

If the account is proforma we have to go back at a later date to allocate off the receipts that are on before the invoices. We can add the bank charges at this point as well. 

 
Different payment methods UK

Most receipts come in by BACS bank transfer. But we receive receipts in by credit card, cheques, Paypal, Cash and Western Union. Some come in as a pre payment for a Quote or Proforma and some are to pay existing invoices. Each method has different fee or costs attached to it. 

Cheques - When we take UK cheques to the bank, the bank then process them and they usually show on the UK Pound bank statement within a few hours. This will appear as a single amount with reference CROSSHILLS REM. You will have to break down this amount, into individual receipts so you can find the remits for them. At present we write CC on the bank statement, next to the amount. Then make a list of the individual cheque values. These are entered the same as normal remits but you select CHEQUE instead of GIRO/BASC. For putting cheques into the bank see VM3COP20.52 How to process cheques received from customers. 

Credit Cards – When we receive receipts by credit card we process them as per VM3COP03.02 How to fill in a credit visa card slip. Once processed they usually take a week to appear on the bank statement. When you are inputting remits and you get to a credit card amount, it will show as reference PDQ1 RECONCILED it is similar to the cheques as it is one single amount made up of several receipts.  Once in the bank you will have to work out what credit card payments it is made up of. 

To do this go to the secure credit card drawer in the MD’s room and bring them to the accounts office. Remove the security number from all the slips by cutting the section from the credit card slip. 

Then put them in date order. The payment will be made up of the oldest receipts. Add them up until you get the correct amount that matches to the bank statement. This may also include any refunds. At present we write on the bank statement next to the amount, a list on of the amounts that make up the whole total. These are entered the same as normal remits but you select VISA instead of GIRO/BASC. 

As with normal remits, when on the system, stamp the slip with the Opera stamp. Then file in the accounts office secure drawer. 

Remember to always use the date the receipt appears on the bank, to enter receipts into opera.

Different payment methods Export
Sometimes we receive cheques from export customers these cannot go to the bank they have to be sent off so need to be processed as per VM3COP20.52 How to process cheques received from customers. 
We only accept credit card payments from trusted export customers as there is a great risk of charge backs. 
Most payments come in by BASC and usually this is straight forward but there are the occasions when they transfer in the wrong currency, which causes there to be a reduction in the money we receive we call this Exchange Rate Difference. In these cases we contact the customer and make them aware. Sometimes they pay the difference and sometimes they refuse and we end up writing this off.  

Quite often companies pay the correct amount into the wrong account. So a Euro payments in to the Dollar account. This is ok as the Payment advice will have the value of the payment in USD and Euros. In the tops section Credit amount and Payment amount.  See below. 

The invoice on the account is for 473.50 Euros, but we received it into the USD account. 
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Account Statement
Printed On:23/02/2017 11:15

Search Criteria:
Account Number: 89771244 Statement Date: Absolute From: 30/09/2016 To: 17/10/2016

Search Result

Account Number Account Name Currency Account Type / Status
89771244 VIAMED USD usD Current Account / OPEN
IBAN Bank Identifier Bank Name
GB73BARC20784289771244 207842 BARCLAYS BANK PL
Address
Leicester,Leicestershire, UNITED KIN , LE87,2BB
Opening Ledger Total Payment Amount/Payment Count Total Receipt Amount/Receipt Count Transaction Count Latest/ Closing Ledger
32,526.87 As At: 30/09/2016 13,812.02/4 28,592.36/18 22 47,307.21 As At: 17/10/2016
A
Transaction Payment Ledger ) (744
Entry Date fransaction Details Type Customer Reference Amount Receipt Amount Balance S+ @n } +
Balance Brought Forward 32,526.87 S - A
30002016 | INWARD PAYMENT NUFER MEDICAL AG 301845 Inward Payment | NUFER MEDICAL AG 356,26 f— /
30/09/2016  § INWARD PAYMENT ICHINEN JIKCO CO 015155 BANK OF | inward Payment | ICHINEN JIKCO CO 1244144, 34,127.27
03/10/2016 | CHARGES 142432 TELEDYNE DR Adjustment | TELEDYNE 19.68
03/10/2016 | OUTWARD PAYMENT TELEDYNE 142432 TELEDYNE S:;‘;’nf:t TELEDYNE 13,489.95 20,617.64
04/10/2016 | MONEY TRANSFER SWEVET AB 053940 IN146518 Credit SWEVET AB 16222 |77 g - [CZ é ( ZZ 24,
L, 104/10/2016 | INWARD PAYMENT VITALAIRE GMBH 189516 IV.IN146 inward Payment | VITALAIRE GMBH 19923 |~ -~ 2,
04/10/2016 INWARD PAYMENT Theramed AG 102247 10007410 Inward Payment | Theramed AG 208.59 7 g, ! O
CHEQUE LODGEMENT, VALUE 06/10/16 USD 7571.93 ; )
06102016 | 5 5 S600993 7497 Credit NONREF 7,539.43 Zg, ( 1)
07/10/2016 | MONEY TRANSFER Jacomedic As 061191 INVOICE Credit Jacomedic As 20194 [0 - ()
INWARD PAYMENT 1/SARL PDG SYSTE 0756256 VIR
07/1012016 oo Inward Payment | 1/SARL PDG SYSTE 1,639.61 LS’ [0
071012016 | GVARD PAYMENT 1/OKAN BAHRI CEL 081972 BURO 1050 payment | 1/0KAN BAHRI CEL 227810 | P& | ()
MONEY TRANSFER PROMEIC C V M A 051949 1 T
11102016 | seovEicE Credit PROMEI C C VM A 5759 21 O
11/10/2016  { INWARD PAYMENT 1/AR-TEKIN 220214 INV:0411 Inward Payment | 1/AR-TEKIN 47826 |9 $ - [ ()
11/10/2016 | INWARD PAYMENT 1/BIOSANCTA SAS 014438 /RFB/202 | Inward Payment | 1/BIOSANCTA SAS 66278 {7 C ()
117102016 | pWARD PAYMENT INTERNATIONAL ME 080051 UNION | a1 payment | INTERNATIONAL ME 215243 | 2 [0
Qi . é
11/10/2016 | MONEY TRANSFER SWEVET AB 067680 IN146681 Credit SWEVET AB 5907.34 | 7 S - [0 éS‘Z I Z
12/10/2016 | MONEY TRANSFER EMSTEC SERVIC 090965 MEDICAL | Credit EMSTEC SERVIC 5251312 (> ( O
12/10/2016 | CHARGES 113634 BLUEPOINT USD DR Adjustment | BLUEPOINT USD 27.39
OUTWARD PAYMENT BLUEPOINT USD 113634 Outward
1211012018 | 5\ jEpon Payment BLUEPOINT USD 275.00 | )
14/10/2016 | MONEY TRANSFER Jacomedic As 064982 INVOICE Credit Jacomedic As 1,091.33 Z S‘— (0 é IO l O . 6 (3
INWARD PAYMENT VIOPROMITHEYTIKH 0597 -
14102016 | 0N OPROMITHEYTIKH 056700 GCC- | \uard payment | VIOPROMITHEYTIKH 162186 | 2 S ()
v 17102018 | INWARD PAYMENT ASQA A.S. 155431 146688,1 Inward Payment | ASQA A.S. 227612 | 2 &)
Balance Carried Forward 47,307.21

You may have to adjust to a larger paper size and/or use a landscape paper orientation to have all the data found in summary grids appear on the printed paper
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When we receive a receipt into the Dollar account and it is for a Euro Opera account. We write the Euro amount next to its line on the bank statement. 

I have included below a US Dollar bank statement with the corrections written on it for reference. Some of these fields will be added to intrastats but you get the idea. 
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To VIAMED LTD
Date 17/02/2017

1/001 Fax Server

71542

Payment Advice

We have arranged to credit your account as follows

Your Account |207842 89771244

Qur Ref | 078810

Your Ref| 7906NO017053261X

Credit Amount |491.97 USD Exchange Rate | 1.039
Payment Amount |473.50 EUR Value Date | 17/02/2017
Ordering Customer : Ordering Bank
Jacomedic As DNB BANK ASA
Solgaard Skog 131 1599 MOSS DRONNING EUFEMIAS GATE 30
NO

0SLO
Via: In favour of :
DNB BANK ASA
0SLO
DRONNING EUFEMIAS GATE 30 0191 OSLO
NORWAY
Payment Details : )
INVOICE NO. IN148828
Original Amount : Exchange Rate : Other Banks Charges :

Reconciliation Data :

Charges Details :





Month End
At the end of a month end we have to close the sales for that month. Before this happens
we have to try to make sure that all the receipts that appeared on the bank statements that month are entered into Opera. 

Unidentified Receipts 
Sometimes amounts appear on the bank accounts and we do not know who they are from. If there is enough information on the bank statement you may be able to assume the account. You can search the reference in intrastats as some will already been in linked to the correct account. Or search in Googlemail.  

If you have no idea what the receipt is for, then the receipt needs to be posted into one of the suspense accounts. When you find out who the receipt is for you will need to adjust the receipt from the suspense account to the correct customer account. 

It will be a positive adjustment from the suspense account and a negative adjustment on the correct account. 

Any thing entered on the suspense account has to have a note added to the memo on the suspense account to say the amount, date and the reference from the bank statement. When you remove items from the suspense account move the memo to the completed section. 

There are three suspense accounts a UK Pound I0008000, US Dollar I0007999 and a Euro I0007998.


***NEW PROCEDURE NEEDED RE RECEIPTS IN SHOWING ON INTRASTATS.  NEEDS WAY TO SHOW WHAT BEEN DONE, WHAT HAPPEN. REMIT OR OTHER (JOURNAL ETC) 

Unidentified at time of entry, amount error,  NEED AWAY TO PUT IN THE EURO/USD VALUE WHEN PAID TO WRONG ACCOUNT***
8

