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Introduction/Background 
Welcome to the Agency Billing System’s (ABS) Accounts Receivable Report. The report provides 
transparency to the entire campus on activities related to Contracts and Grants invoicing, payment 
receipt and application, and aging of unpaid invoices. The report provides users with the ability to see a 
list of all outstanding invoices issued on extramurally sponsored contracts and grants funds by PI and/or 
department, view an aging of the receivables, and drill into invoice details. This information will assist 
departments with the tracking of potential issues. 

As background, the Accounting Office’s Extramural Funds (EMF) unit is responsible for many post award 
financial activities related to extramurally sponsored project activities. One of EMF’s responsibilities 
includes ensuring contract and grant sponsors are billed according to the award terms and conditions. 
For cost reimbursement payment terms, EMF will bill the sponsor based on expenditures posted to the 
general ledger. As sponsors are billed/invoiced, receivables are established in the general ledger. When 
the sponsoring agency pays the invoice, the payment is recorded and the receivable is reduced. 
Although EMF is the office responsible for the collection of outstanding invoices, it is important for 
departments to monitor outstanding receivables in order to make informed decisions about award 
activities. There are a number of reasons a sponsor may delay payment, such as delinquent progress 
reports, questionable costs, financial difficulties, etc. It is important to note that the campus does not 
have a reserve for bad debt on unpaid contracts and grants; therefore, when an invoice is deemed 
uncollectible, the award budget will be reduced and the department is responsible for identifying an 
appropriate funding source to transfer the unpaid expenditures.  

 The Accounts Receivable Report contains various criteria that can be used to generate the report:  

• Prime PI’s NetID;  
• Prime PI’s department;  
• Sponsor Agency; and/or  
• Fund Grouping 

o Detail 
o Summary 

Departments also have the ability to view invoices in detail. A log of payments, internal comments, and 
routing comments appear at the bottom of every invoice. 
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Access to the Agency Billing System 
Agency Billing System (ABS) roles are assigned via the Enterprise Access Control System (EACS). The 
department “Inquirer” role can be granted by a department’s SAA (see 
http://eacs.ucr.edu/eacs/EACS_SEARCH.SAA_list for a list of department SAAs). Please note, users 
granted the ABS Inquirer role will have the ability to view all outstanding receivable activity; access is 
not restricted to a particular Accountability Structure. Once system access has been granted, the ABS 
will be added the respective user’s Authorized Applications in R’Space.  

Click on the ABS application. 

 

Upon accessing the ABS, the inquirer will have the option to generate an Accounts Receivable Report, 
Review Billed Invoices, or review Help/FAQs/Glossary. 

 

 

http://eacs.ucr.edu/eacs/EACS_SEARCH.SAA_list
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Accounts Receivable Report 
Report Criteria 
To run an Accounts Receivable Report (also known as the “AR Aging”) , select the report from the 
Department Inquiry menu option. The report can be generated using various criteria; it is recommended 
the Prime PI department be used at a minimum to focus on transactions relevant to your areas of 
responsibility. 

 

1. As of Fiscal Year and Period are required fields: There are two options for “As of Fiscal Year” and 
“Period”: Last Reconciled and Interim Balance. Last Reconciled means the last accounting period 
that has been reconciled to the GL by the EMF unit; Interim Balance means the most current 
accounting period that has not been reconciled. Both options work in sync with each other.  

a. If “Last Reconciled” is selected for fiscal year, “Last Reconciled” must be selected as 
period.  

b. If “Interim Balance” is selected for fiscal year, “Interim Balance” must be selected as 
period.  

c. If the selection is out of sync, ABS will automatically sync with the selection made for As 
of Fiscal Year. 

2. Prime PI Net ID (Optional): For Prime PI NetID, click on the drop down arrow for a full list of PI 
NetIDs. To see the outstanding AR balances for a particular PI, make your selection here. “ALL” is 
an option as well and is the default. 

3. Prime PI Department (Optional, but recommended): For Prime PI Department, click on the drop 
down arrow for a list of departments. To see the outstanding AR balances for a particular 
department, make your selection here. Although “ALL” is an option for this report, it is 
recommended that a department be selected to focus the output on information relevant to 
your area of responsibility; particularly if a PI has not been selected. 

4. Agency (Optional): For Agency, click on the drop down arrow for a list of agencies. To see the 
outstanding AR balance for a particular agency, make your selection here. “ALL” is an option and 
is the default. 

5. Fund Grouping (Optional): There are five options in this category – All, State, Local Government, 
Federal, or Private. To see the outstanding AR balance for a particular fund grouping, make your 
selection here. “ALL” is an option and is the default. 
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6. Report Type (Required): There are two options, Detail and Summary, for this category. Making a 
selection is required. The “Detail” report will provide an aging of the outstanding balance for 
each fund number listed. The “Summary” report will provide the outstanding balance for each 
fund number listed. 

When a “Detail” report type is selected, the aged invoice(s) will appear in the appropriate aging 
columns:  

• 0-30 Days  
• 31-60 Days  
• 61-90 Days  
• 91-120 Days  
• 121-150 Days  
• 151-180 Days  
• Greater than 180 Days 
• Withholding amount, if applicable  

Most of UCR’s agreement terms require payment within 30 days. To ensure agency terms are met and 
for cash flow purposes, the EMF follows up on all invoices over 30 days old. Outstanding invoices greater 
than 90 days should be rare and may indicate there is an issue with progress reports, deliverables, 
unallowable costs and/or the sponsor’s ability to adhere to the terms of the agreement. A sponsor that 
consistently pays on time is an indicator of a reliable partner. 

Report Features 
1. The report can be sorted by a particular column when clicking on a header column. 
2. There is a drilldown into the invoice details when clicking on an amount appearing in an aging or 

withholding column (see screenshot below). 
3. The report can be exported to Excel.  

 



Campus User Guide Accounts Receivable 
Report        

BFS - Business & Financial Services 6 | P a g e  
A Division of Business & Administration Services (BAS)  

4. By clicking on the amount in the aged column, the user has the abilty to view an invoice. 

 

Overview of ABS Invoices 
The type of invoice generated by EMF Accounting is based upon the terms and conditions of the award. 
The Cost Reimbursement invoice type below provides information about the billing including invoice 
period, the current and inception-to-date expenditures, a payment log, and internal and routing 
comments (the log and comments are for internal use only). Other sponsor terms outline an installment 
payment structure; the installment type invoices do not include a breakdown of current and inception-
to-date expenditures. Please note some sponsors require UCR to use their specific invoice format; in this 
situation, an invoice is generated through ABS in order to record the receivable in the general ledger (i.e. 
UCRFS): the ABS invoice is never forwarded to the sponsor, only the manual invoice created in the 
sponsor’s format (the amounts in ABS and the manual invoice reconcile). 
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Cost Reimbursement Invoice Type 
The cost reimbursement type of invoice defines the invoice period and provides a breakdown of 
expenditures billed by agency category by current period activity and inception-to-date. An internal 
payment log along with internal and routing comments are for UCR’s use only. Although department 
ABS users will have access to invoice details, all requests for invoice copies must be referred to EMF for 
action.

 

 



Campus User Guide Accounts Receivable 
Report        

BFS - Business & Financial Services 8 | P a g e  
A Division of Business & Administration Services (BAS)  

Installment Invoice Type 
The installment type of invoice below will show the installment amount billed. The payment log and 
internal and routing comments will appear at the bottom. The log and comments are for internal use 
only. This type of invoice will not include current and inception-to-date expenditures. Although 
department ABS users will have access to invoice details, all requests for invoice copies must be referred 
to EMF for action. 

 

 



Campus User Guide Accounts Receivable 
Report        

BFS - Business & Financial Services 9 | P a g e  
A Division of Business & Administration Services (BAS)  

Review Billed Invoices 
Using Reviewed Billed Invoices under the Department Inquiry Option on the main menu, the department 
inquirer has the option to review all invoices generated for a particular Fund, Prime PI, or the Prime PI 
Department. The selection can be refined to a specific fiscal year and period or over all fiscal years and 
periods. 

 

Search Billed Invoices Criteria 
As noted in the screenshot below, a Fund number, Prime PI NetID or a Prime PI Department must be 
selected to conduct an invoice search. After inserting a fund number, now click on “Search All Invoices”. 
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Search Billed Invoices Features 
Upon performing a search of billed invoices, a list of invoices issued on the fund are returned. Each 
column header highlights specific information about an invoice. When clicking on a number in the 
“Invoice” column, the invoice details for that invoice number will be returned for viewing. Please note 
that invoicing on a specific contract and grant fund will be in sequential order starting with the number 
one. The ability to drill into invoice details is provided as a convenience for the departments and is for 
internal use only. All requests from sponsors or other (e.g. auditors) for invoice copies must be routed 
through the Accounting Office Extramural Funds unit.  

  

Conclusion 
The goal of this user guide is to provide instructions on using and interpreting the ABS’s Accounts 
Receivable report. The report is an exceptional tool that provides an overview of outstanding invoices 
for a particular department, PI, fund group, or fund. With this added transparency, it is expected that 
collections will remain a team effort enabling an open dialog for all critical issues. 

Contacts 
For general questions when reviewing the ABS Accounts Receivable Report, or when searching for an 
invoice, please e-mail emf@ucr.edu. For information on a specific fund or its invoice, contact the EMF 
accountant displayed on the specific invoice. 

mailto:emf@ucr.edu
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