
LESSON 7: MANAGING REVENUE 
AND ACCOUNTS RECEIVABLE 

PROCESSES



156

Lesson 7 Learning Objectives

Upon completion of this lesson, you should be 
able to:
– Record revenue in the proper fiscal year.

– Understand the CGO and STO year-end revenue and 
deposit requirements.

– Review Accounts Receivable balances.

– Review and clear all undeposited cash amounts.



Key Terms and Concepts

Receipt Date – The date received by the agency.
Deposit Date – This is the date of the Bank Validation 
noted on the bank deposit slip. 

SCEIS Terms
Document Date = Bank Validation = Deposit Date
– So the STO can match the deposit.
Posting Date – Determines which 
fiscal year the transaction will post.
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Key Transactions

F-04  - Post with Clearing: Header Data

FBL3N  - G/L Account Line Item Display

FBL5N  - Customer Line Item Display

158



Revenue at Year-End

All cash received by June 30th must be posted to the prior 
fiscal year.

The posting date determines which fiscal year the revenue 
is posted.  For example:
– All revenue received in the agency as of June 30 must have a 

posting date of 6/30/2011 or prior to post to 2011.

– All revenue received as of June 30, but deposited in July must have 
a posting date of 6/30/2011 to post to 2011.

– All revenue received after June 30 must have a posting date of 
07/01/2011 or after and must post to 2012.
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Revenue at Year-End cont.

Received 
Date

Bank 
Validation 

Date

Document 
Date

Posting Date

6/28 6/29 6/29 6/29
Period 12, 2011

6/29 6/30 6/30 6/30
Period 12, 2011

6/30 7/1 7/1 6/30
Period 12, 2011

6/30 7/7 7/7 6/30
Period 12, 2011

7/1 7/2 7/2 7/2
Period 1, 2012
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Revenue at Year-End cont.

Deposits for Period 12 (FY2011), and Period 01 (FY2012),
must be deposited on separate deposit slips and entered 
as separate transactions in SCEIS.

Agencies must deposit all cash on hand that was 
receipted as of June 30, 2011, as Period 12 of FY2011 
revenues and will have until 10:30 a.m. July 5th or 6th to 
enter the bank deposit in SCEIS for approval by the STO.

All deposit slips transmitted for FY2011 pertaining to 
Period 12 must be received in the State Treasurer’s Office 
not later than 10:30 a.m. July 5th or 6th, 2011.
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Revenue at Year-End cont.

If a bank deposit has been validated after 
Wednesday, July 6, 2011, you must contact the STO if 
you need that deposit recorded in Period 12, FY10-11.  
This should be a rare exception, as revenue 
deposited on or after July 1, 2011 should be recorded 
as FY2012 revenue.

It is not necessary to contact the STO prior to 
submitting deposits for Refund of Expenditure or 
Refund of Travel for FY2011.  Use Period 12 on these 
deposits and submit them in the normal manner until 
July 15th.
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Revenue at Year-End, cont.

All deposits received 7/1 and after must have a 
posting date of 7/1 or after.  
There is only one exception – refunds of 
expenditures.
Refunds of expenditures can be posted as a 
prior year receipt after 6/30, since these will 
post as a reduction of a prior year expenditure, 
not revenue.
Refunds of expenditures for the prior year must 
use a posting date of 6/30.
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Post with Clearing F-04
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Revenue at Year-End cont.

If a deposit validated by the bank as of June 30, 2011 
has not been recorded by the STO by July 15th, it will be 
necessary to record this deposit as a FY2012 
transaction and the Agency must contact the Central 
State Financial Reporting Division of the CGO for 
appropriate adjustments in accordance with GAAP 
requirements.

Agencies are reminded that the year-end cutoff for
FY2011 revenue is subject to audit and the Agency must 
maintain documentation to support the cutoff.
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Revenue at Year-End cont.

Funds classified for GAAP purposes as part of the "Zero-
Balance Clearing Fund" (see Appendix A-2 of the GAAP 
Closing Procedures Manual) should have a zero balance
at the end of the fiscal year.  

If your Agency deposited cash during the previous fiscal 
year into such a fund, you must transfer all remaining 
balances to the proper funds and general ledger codes 
before the end of Period 12, FY2011.  

Transactions to transfer such balances must be entered 
on or before July 15th.  
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Revenue at Year-End cont.

Cash balances remaining in Earmarked, Restricted, and 
Federal funds after July 31, 2011 will be brought forward 
into the new year.  

Cash balances from the previous fiscal year will be pooled
with new fiscal year cash balances during July for 
extended period 12 and period1 - only for non-state funds.

Transactions will not overdraft cash accounts for 2012 if 
there is available cash in both fiscal years combined.
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Accounts Receivable at Year-end
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Accounts receivable balances need to be 
reviewed at year-end to ensure balances are 
appropriate and the detail AR balances agree 
with the GL balances.
A listing of AR GL balances can be viewed by 
using T-code FBL3N.
If you know the customer number, use T-code 
FBL5N to display individual AR balances.



G/L Account Line Item Display –
FBL3N
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G/L Account Line Item Display –
FBL3N cont.
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G/L Account Line Item Display –
FBL3N cont.
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G/L Account Line Item Display –
FBL3N cont.
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G/L Account Line Item Display –
FBL3N cont.
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G/L Account Line Item Display –
FBL3N cont.
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G/L Account Line Item Display –
FBL3N cont.
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G/L Account Line Item Display –
FBL3N cont.
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G/L Account Line Item Display –
FBL3N cont.
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Display Customer Line Items –
FBL5N
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Display Customer Line Items –
FBL5N cont.
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Display Customer Line Items –
FBL5N cont.
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Display Undeposited Cash – FBL3N

The “Undeposited Cash” account 100001XXXX must be 
$-0- (cleared out) at year-end.
Funds are first deposited into this account, then moved to 
the 1000030000 when the deposit validation is entered.
Once verified by the STO, they are available to spend.
Funds in the Undeposited Cash account means the STO 
has not been able to match your bank deposit or you 
have not completed the transaction.
To review Undeposited Cash receipts, use FBL3N.
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Display Undeposited Cash –
FBL3N cont.
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Include all of your 
undeposited cash 
accounts by using a 
range 1000010000 to 
1000019999.



Display Undeposited Cash –
FBL3N cont.
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Lesson 7 Summary

You should now be able to:
– Record revenue in the proper fiscal year.

– Understand the CGO and STO year-end revenue and 
deposit requirements.

– Review Accounts Receivable balances.

– Review and clear all undeposited cash amounts.


