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Benefits Billing 



Section #:  BEN 235 


	Description
	The Benefits Billing Process is integrated with COBRA Administration, so qualified COBRA participants who elect coverage will be automatically enrolled in the Benefits Billing system.  

· COBRA participants who have been automatically enrolled in Benefits Billing will have a Billing Enrollment page with:  Billing Status = Active and Billing Reason = COBRA.

	Conditions
	Billing Calculation should be run the end of every month.

	Source Documents
	Documentation of qualified COBRA enrollment.

	Output Information
	The Benefits Billing Interface (BORIF26) file provided to accounting includes total charges (total_charge) for current COBRA Participants

	Procedure

Review Benefits Billing Parameters & Set Up Billing Calendar

	Path
	Set Up HRMS, Product Related, Base Benefits, Billing, Billing Parameters

	Step 1
	Page:  Billing Parameter

· Verify the following setup:

· Billing Frequency: Monthly

· Days Due: 30 (the number of days after the period begin date that payment is due)

· Days to Overdue: 28 (the number of days beyond the payment due date that make a payment overdue)

	Path
	Set Up HRMS, Product Related, Base Benefits, Billing, Define Calendar

	Step 2
	Page:  Billing Calendar

· Benefits Billing calendars may be created for the entire year as part of the Calendar Year End Process or each month as needed.  The naming convention for billing periods is YYMM.

· Example: Enter the billing period for June 2005 as 0506.

· Verify that all fields on the billing calendar for the current month are correct:

· Period Begin Date: First day of the month

· Period End Date: Last date in the month

· Payment Due and COBRA Payment Due dates are automatically set by the system according to the established parameters.  Users may override these dates, if necessary.

· Statement Comments:  Billing Period for (month)(year).

	Procedure

Billing Calculation Process

	General Information
	Charges calculated for enrolled participants during the Billing Calculation Process are based on the coverage and benefit program in effect as of the end date of the billing calendar.

NOTE: The Calculate Periodic Charges process can be run repeatedly until adjustments are entered or statements are printed.

	Path
	Benefits, Benefits Billing, Calculate and Review Charges, Calculate Periodic Charges

· Enter an existing or add a new Run Control ID to access the page.

	Step 1
	Page:  Billing Run Ctl

· Select the Billing Period corresponding to the current month.  

· The Payment Due and COBRA Payment Due fields will automatically populate based on information from the billing calendar and billing parameters.

· Restart Information group box 

· Chkpoint Interval in Minutes: 15

· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: None

· Format: None

· Click on OK to run the process, which returns you to the Billing Run Ctl page. 

· Click on the Process Monitor link to display the Process List page. Verify the process has successfully completed.

· Click on the Details link to display the Process Details page.

· Click on the View Log/Trace link to display the View Log/Trace page.

· Click on the Trace File link to review the sqr results.

· If error messages exist, run the Calculation Error Report. (Benefits, Benefits Billing, Review Processing Results, Calculation Error Report)

· Once the periodic charges have been calculated, the charges for the billing period may be viewed online.

	Path
	Benefits, Benefits Billing, Calculate and Review Charges, Rvw Charge Smry by Bill Period

· Enter an EmplID and/or a Billing Period to access the page. 

· To see charge information for a given billing period, enter the Billing Period and leave all the other fields blank.

	Step 2
	Page:  Charge Summary

· This page shows the employee charge detail information.

	Path
	Benefits, Benefits Billing, Manage Acct Status and Balance, Review Employee Balances

· Enter an EmplID to access the page.

	Step 3
	Page:  Employee Billing

· This page displays the employee balance and payment information.

· NOTE: The Calculate Periodic Charges process can be run repeatedly until adjustments are entered or statements are printed.  It is highly advisable to conduct a thorough review of billing charges before entering adjustments or printing statements.

	Procedure

Bill Charge adjustments

	Path
	Benefits, Benefits Billing, Make Adjustments, Adjust Charges

· Enter the EmplID or Name to access the page for a given employee.  

· To access all Charge Adjustment pages for a given billing period, enter only the Billing Period.  

	Step 4
	Page: Charge Adjustment

· Once a charge exists, it cannot be deleted.  All corrections to charges must be made through the Charge Adjustment page.

· NOTE: The Benefits Billing Interface contains charges and adjustments based on bill process date, regardless of the posting date entered.

· Adjustment details are entered in the lower portion of the Charge Adjustments group box. 

· Post Date: Defaults to today’s date, but may be changed.

· Adjustment Description: Enter the reason for the adjustment.

· Post Seq: Assigned by the system to differentiate among multiple charge adjustments for a given post date. 

· Adj Amt: Enter the amount of the adjustment.

· Save the page.

	Procedure

Process Benefits Billing Interface

	Path
	Board of Regents, BOR Benefits, Benefits Billing

· Enter an existing or add a new Run Control ID to access the page.

	Step 5
	Page: Benefits Billing

· Enter or select the Company and Billing Period.

· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

· Click on OK to run the process, which returns you to the Benefits Billing page. 

· Click on the Process Monitor link to display the Process List page. Verify the report has processed successfully.

· Click on the Details link to display the Process Details page.

· Click on the View Log/Trace link to display the View Log/Trace page.

· Click on the Trace File link to review the sqr results.

· Click on the borif26.pdf link to review the Benefits Billing / General Ledger Interface -- Records List.
· Click on the BBGLYYMM link to review the G/L interface file.
· Click on the BBARYYMM link to review the A/R interface file.
NOTE:  No mechanism exists to interface payments to A/R or from A/R into the Benefits Billing system.  The Benefits Billing Interface includes only charges and charge adjustments.

	Procedure

Print Statements 

	General Information
	The Calculate Periodic Charges process can be run repeatedly until adjustments are entered or statements are printed.  Print the Billing Statements to effectively close the Billing Calendar once the Billing interface to Accounts Receivable is complete.

	Path
	Benefits, Benefits Billing, Create Statements, Print Billing Statement

· Enter an existing or add a new Run Control ID to access the page.

	Step 6
	Page: Billing Statement

· Enter or select the appropriate Billing Period.

· As of Date: Defaults to today’s date, but can be changed.

· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

· Click on OK to run the process, which returns you to the Billing Statement page. 

· Click on the Process Monitor link to display the Process List page. Verify the report has processed successfully.

· Click on the Details link to display the Process Details page.

· Click on the View Log/Trace link to display the View Log/Trace page.

· Click on the Trace File link to review the sqr results.

· Click on the ben040.pdf link to review the statements.

· 

	Procedure

Posting Payments

	Path
	Benefits, Benefits Billing, Apply Payments, Allocate Payments to Charges

	Step 7
	Page: Payment Entry

· Bill Payment group box

· The Posting Date defaults to the current date, but may be changed.

· Enter or select the appropriate Form of Payment.

· The total amount entered in the Payment field will automatically be applied to unpaid charges, beginning with the oldest charge, but can be manually redistributed among unpaid charges.   Any charge not paid in full will remain open pending further payments. 

· The Posting Sequence number is generated by PeopleSoft to differentiate among multiple payments on an account with the same Posting Date.

· NOTE 1: Payments may be entered in Benefits Billing to produce accurate billing statements. The decision whether to enter payments in Benefits Billing is left to the discretion of each institution.  Payments entered in Benefits Billing are not included in the Benefits Billing interface, but may be entered to produce accurate Benefits Billing Statements.

· NOTE 2: Once a Payment has been entered and saved, no changes can be made through the Payment Entry page.  You must use the Charge Adjustment page to make any corrections to a saved payment record.
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