Receivables Edge Process for HSS Staff

2/14/14

I.	POPS Payment Entry

[bookmark: _GoBack]Each morning clerical supervisors review payments that were received by Chase Bank the previous day.  

*Payments deposited in Receivables Edge the previous work day must be assigned by Payment Supervisor to the clerical supervisors by 10:00 a.m.

*Clerical supervisors must enter payments assigned to them in POPS before 2:00 p.m. 

 1.	Payments will be entered into POPS Check Log by the designated clerical supervisor. 
a. 	“Date Entered” is automatically populated when a check is entered and cannot be edited. Therefor e, it is imperative that all checks are entered into POPS daily in order to maintain an accurate “checks & balance” system. There should never be more than 3 days between the Chase transaction date and the POPS “Date Entered” field (3 day window only applies to weekends, holidays and acts of GOD). 

b.	PIV# - Chase Bank does not use “PIV #”.  The PIV# field will be blank when entering the payment in POPS.  When the payment is “swiped” from the Chase Bank account into the State Treasury account, PIV # will be assigned to all payments in that batch.  HSS is dependent on OMF to receive the PIV#.

2.	After the payment has been entered in POPS by the Clerical supervisor  she will copy the check & any supportive documentation, such as the Payment Transmittal Form, from Receivables Edge and forward to the Program Desk.  The payment will be forwarded as a PDF attachment via email.  Email subject line will contain “Lockbox Payments” and today’s date. (Example:  Lockbox Payments 12/16/13). Some documents are delivered to clerical via email others are printed & hand delivered to the clerical at the discretion of the clerical supervisor.

3.	Program Desk clerical will link payment(s) to appropriate application in POPS and complete HSS processes as usual.

II.	Checks and Balances

1.	Each day at 2:00 p.m. Payment Supervisor Carter will generate a Check Log Report from POPS.  The total amount entered in POPS that day should equal the amount of money deposited in Receivables Edge the previous work day.  *Chase Bank deposits will be 1-3 days earlier than POPS “date entered”.  Exceptions will be explained in a comment on the Check Log Report.  The report should be exported in Excel format from POPS.  We are currently using a .csv format.
2.	The Check Log Report is emailed to Office of Fiscal Management (OFM).

III.	Receiving checks in HSS SO 

A.	Payments Non-Sanction

Effective January 6, 2014 all payments, except Sanctions, should be submitted to the Chase Bank Lock Box.  If a check, other than for Sanctions, is received in HSS office please do the following:

1. Complete Payment Transmittal Form
a. Generate a Payment Transmittal Form from ACO if the payment is from a valid provider in ACO. 
b. Initial License application payments, miscellaneous payments, and payments from remitters who are not assigned a State ID – Complete Payment Transmittal Form in MS Word or by hand. Write legibly.
2. Make copies of the checks to be attached to the hard copy license application or documentation received with payment to be forwarded to the appropriate program desk.
3. Each check and the corresponding original Payment Transmittal Form will be individually connected by paper clip and placed into a single Priority Mail envelope which is given to Administrative Coordinator, or Janice Walter if Administrative Coordinator is absent.

Payment Supervisor is responsible for preparing payments for mailing to Chase Bank. If Payment Supervisor is absent, then either Clerical Supervisor 1 or Clerical Supervisor 2 will perform this task.

4. Administrative Coordinator/Janice will bring the envelope to the post office to be mailed. 
a. Return Address - HSS physical address
b. Mail Address –  DHH Licensing Fee, P. O. Box 62949, New Orleans, LA 70162-2949
c. Administrative Coordinator will receive a tracking receipt from the post office. 
5. Administrative Coordinator/Janice gives a copy of the tracking receipt to the person who brought her the envelope with checks.
6. A copy of the tracking receipt, each check and Payment Transmittal Forms will be copied & given to Administrative Coordinator/Janice to be attached to receipt from the post office and also as a record of which payments were sent to the post office in that transaction.



B.	Payments – Sanctions

At this time (Feb 2014) there is no lock box for Sanction payments, therefore, Sanction checks received at HSS will continue to be sent to OMF via courier mail.

Payment Supervisor Carter is responsible for entering Sanction payments in POPS.  If she is out of the office, then either Clerical Supervisor 1 or Clerical Supervisor 2 will perform this task.

1.	Copy check and all attached documents, including either the Sanction letter or settlement letter.  If there were no documents received with the check, then, obtain the documentation (Sanction letter or settlement letter) from the Program Desk clerical or Jim Taylor.
2.	Attach the copy of the check to the original documents.
3.	Attach the original check to copies of the documents.
4.	Enter the payment information into POPS as a Non-License Related Application.
All Sanction payments will have a State ID.
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5.	Sanction payments are separated into two categories:
a. Nursing Home (NH)
b. Non Nursing Home (Non NH)

	When entering the payment please be sure to select the correct Type Provider and Reason.
	Example 1:
If Type Provider = Nursing Home, then Reason = NH Sanction/Civil Money Penalty
[image: ]


Example 2:
	If Type Provider = Non NH, then, Reason = Non NH Sanction/Civil Money Penalty
[image: ]

6.	Print a separate Check Log Report for each Sanction type (NH and Non NH).
Health Care Fund = Non NH Sanction report
Nursing Home Fund = NH Sanction report
	[image: ]



7.	Place the original check and copies of documentation in a courier envelope addressed to:
	BIN 23
	Attention: Leslie Coates
8.	Place copy of check and original documents in Program Desk mailbox.


IV.	Retrieving & Saving Payments Using Receivables Edge

Web address: 	https://access.jpmorgan.com/jpmalogon

1.	Enter username & Password & Left click “Log On”
[image: ]
2.	Left click Receivables under the “Reporting” header on J. P. Morgan Dashboard 
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3.	View Payments

a.	New payments will normally be retrieved by clicking the “Payments Received Previous Day” hyperlink under Action Items .
[image: ]

b.	This will bring you to the Transaction Search Results view (a list of deposited payments).  
Currently the only payment identifying information from this view is the “Payment #” (the deposited check/money order#).

Note: At this time each payment must be viewed to determine which program it is associated with.  Within a few weeks, the State ID and Type Payment Code will be displayed in Receivables Edge.  

Each morning Payment Supervisor Carter will assign payments to the appropriate clerical supervisor.
Payment Supervisor Carter is the primary person responsible. If she is out of the office, then either Clerical Supervisor 1 or Clerical Supervisor 2 will be responsible for assigning payments.  

Payment Supervisor will complete Assignments by 9:00 a.m. each work day.  Clerical Supervisor 1 and Clerical Supervisor 2 are responsible for verifying assignments have been made no later than 9:30 a.m.  If assignments have not been made by Payment Supervisor due to absence, then Clerical Supervisor 1 and Clerical Supervisor 2 will determine who will enter the checks during Payment Supervisor’s absence. Entering checks into Receivables Edge is a priority.

After State IDs are implemented by Chase Bank, then Payment Supervisor, the  primary clerical supervisor, will be responsible for researching all payments that do not have a State ID and assigning them to the appropriate clerical supervisor.  If she is absent, Clerical Supervisor 1 or Clerical Supervisor 2 will assume this responsibility. The clerical supervisors will determine  who is to be responsible in Payment Supervisor’ s absence.
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3.	Clerical Supervisors review and process each payment assigned to them. 

a. 	Click the first “Payment #” to view the check and related documents. 
b.	Save Payment PDF Files to the desktop and forwarded to the responsible program desk clerical.
i.	Save the document to your desktop - double click anywhere on the document and you will be brought to a Java view of the document with a toolbar. 
ii.	Click the disk icon to save the document.  
iii.	You will receive a popup that will allow you to save a page range or All – select All. You will also have the option of saving the document as a TIFF or PDF; select PDF. 
iv.	Once these selections have been made, click OK to proceed with saving the document.  
v.	Name the document using the facility name and payment number. (Ex. Wyatt Manor (pymt#9718).pdf). 
vi.	After the document is saved, click “Return to Transaction Details” to return to the Transaction Details view. 
vii.	Click the Transaction Search Results link to continue to view received payments.  
[image: ]
You may navigate through payments by clicking Previous or Next on the right side of page just above the payment information above the check image. Continue this process until you have viewed or verified that you have saved all payments you are responsible for.
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c.		Enter each payment in POPS.
d.		Assign work code “C” after payment entered in POPS.

V.		Workflow Codes

1.  	code “A” will be assigned automatically when a payment is assigned to specific person.
		Indicates the payment has been assigned.
2.		code “R” is automatically assigned after the Transaction Details are viewed.
		Indicates payment has been reviewed.
3.	code  “C” – closed, is assigned after clerical supervisor selects “Close” from the Transaction Details window. Indicates the payment has been entered in POPS.
4.	code “E” Code “!” – exception, is assigned when this is selected from the Transaction Details window.   This code should be used for any payments that have not been entered in POPS. This indicates additional research is required to process this payment.
[image: ]
VI.	Resources
Full Address to access JP Morgan Receivables Edge:

https://access.jpmorgan.com/jpmalogon?TARGET=$SM$https%3a%2f%2ftssportal.jpmorgan.com%2fpp%2fpp%2fWSQ%2fservlet%2fappmanager%2fjpmaportal%2fjpmahome&brand=jpma


Receivables Edge User Guide
This document is located on the J.P. Morgan - Receivables Edge website.
a.	login to JP Morgan
	b.	left click “Receivables”
[image: ]

	c.	Left click “Product Guides”
[image: ]

	d.	Left click “Receivables Edge User Guide”
[image: ]

	e.	Left click “Open” or “Save”.
Select Open to view the document
Select Save if you desire to save the document to your “My Documents” folder.
[image: ]

	The user guide is 187 pages. Table of Contents found on pages 2-5.
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