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College of Medicine' s- Contracts Database
|. Purpose.

In the past the College of Medicine had no centralized way to track and monitor the
billing and receivables of our contract revenue. The ARReport Excel spreadsheets were
created to attempt to track our contract revenue, but they were cumbersome and tracked
each department and each contract separately. They did not give us any college-wide
reports to monitor our contract revenue.

This database has two main goals:

1. Track our contract revenue. Each contract isinput into the database, along with its
projected payment schedule. From this payment schedule we are able to create budget
projections and extracts for the Hyperion Planning budgeting system. With your help we
will also be able to verify that we're receiving the revenue we expect from each contract.
Thiswill help us know if our contract revenue is causing any budget shortfalls.

2. Track miscellaneous revenue by faculty. We also will be able to track the revenue
each faculty member brings in through both his/her contract support and non-contract
miscellaneous revenue. This will alow usto credit each faculty member with the
revenue his/her efforts bring to the college. Thisinformation will be combined with
other data to report individual faculty productivity.

II. How it’sorganized.

As each contract is entered into the database, it is broken down in parts by its contract
length, the division(s) and the faculty member(s) receiving credit for the revenue.

For example a contract which includes payments for clinical work of two faculty, medical
directorship efforts of one faculty, and secretarial support, would have four parts. An
entry would be created under this contract for each part to credit each faculty for his’her
revenue generating effort, and also to credit the department for the administrative
support. In addition, if this contract renewed annually, a new set of these parts would be
created for each year the contract was renewed.

Payment records are then created (budgeted) under each of these parts. Aswe bill and
collect for the activity in the contract, we simply fill in the dates and amounts billed and
received.

I1l. How to usetheWeb Client.

a. Loggingin.

The web client islocated at: https://webapps.health.ufl.edu/contracts
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(I recommend bookmarking this in your favorites.)
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Authorized users will log in using their Gatorlink username and password.
b. User Forms.

Y ou navigate around the application by using the navigation buttons found in the Main
Menu, and at the bottom of each input screen.

i. Man Menu.
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The Main Menu gives you access to the seven main user modules: Entering/printing
invoices, Creating unscheduled invoice entries, Entering payment received information,
Creating un-invoiced payment entries, Viewing online reports, Viewing contract and
revision details, and updating your user information.

Page 3 of 12



ii. Invoicing Scheduled Payments.

Use the “ Scheduled Invoices’” form when invoicing on a contract which has had budgeted
payments generated. (We'll cover non-budgeted payments later.)

a. Select a contract either by using the dropdown list or the “Help” button. The “Help”
button allows you to search by contract name, our Contracts and Affiliations number, or
Shands contract number.

b. Select the month you are invoicing. Hint: thisis usualy the month the work is done.
If we are paid in advance, the scheduled invoice date is usualy the 1% of the month. If
we bill for work done, the scheduled invoice date is usually the last day of the month.

c. Click “Show Billing Info”.
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Enter the actual invoicing date, actual amount invoiced. Make sure each line to be
included on the invoice has the [Print] box checked. Click “Save Information”. (Note: if
you make an error, you can re-open that billing period, click on the Bill Date or Bill
Amount field you need to change and re-save.)

The system will then create a due date based on the terms of the contract.

The next screen will give you the option to print an invoice for this entry.

TRt led Cogueren - “Weusod Inlersel Eplores =8| x|

Ma Bl Ve Fwodbei Tooh  Heb -
bk v = v Z) A PRewd (ajfeoim Fede F S8 O S = O

L e — e w———rr——er————— T
Googhe- [ =] @hcewcvws - | @ | Ehisodeced Eopees 8

schadulad Envoeces | Marn Mani Contracts YWl Cliant

Page 4 of 12



'glll Colege of Medicine - Microsslt Inberset Frplorer
Fis  Edt Wew  Faviedes Took  Help

Bk - o - [ A Bhseach EFewie e of | Bh- S ool o] g
Aecimss S| hitys s ps M th LU Aok oot iscbs e e o i

T

Contracts Wab Client

[n#okce Delsls
Wil From;
- vour deparemant's biling addrasel thore Fare - &
+ Ernsl D s Dok [oh e obon Bl L scha] st o
ldapartmant's main biling inFo and neli updata

khiz apuss -
[Barmrsila. FL 32620

Inwokes 43 10014 Terms;
Ienien B ke iresce Buriod
Bill Ta:
[Ehande @ UF -
Jkn: Tt Sontrect Sffice
0 B wooes
[Haresalle, FL 326w
Combract: Taoitad D
abave's Test Contredt $3,567.349
Comments

| Flain Msnu I I Frnt dnwvass I

The [Print Invoice] button will bring up a .pdf invoice with the above information.
Attach backup documentation, if necessary and send it to your vendor.
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iii. Invoicing Un-Scheduled Payments.
An Un-Scheduled payment is one that has not been built into the budget.

There are three situations where you might create an Un-Scheduled Payment:
a. Adding unscheduled payments to a contract. Unscheduled payments would include
“reconciliation payments’ or any other extra payments outside the normal schedule.

b. Adjusting the budgeted split of a contract. If the Payment Information form does not
have entries for the correct Deptl D, type of service, and faculty, you can create the
needed entries here. This requires adding a new revision. (A revision is a combination of
DeptID, type of service, and faculty name.) For example: a payment that was to be
budgeted in a contract to Dr. ‘A’ now needs to be credited to Dr. ‘B’

c. Miscellaneous non-contact payments. Miscellaneous non-contract payments would
include payments for depositions, honorariums and miscellaneous consultations. Y ou
will find a contract called “Miscellaneous Non-contract Payments” specifically for this
purpose.

(Note: If the contract does not exist in the database, i.e. a new signed contract, or one
that was missed in the budget process, please contact me. I'll get it added to the system.)

From the Main Menu, choose [Unscheduled Invoices]. Choose the contract you need to
add a payment to from the dropdown. (If thisis not affiliated with a contract, choose the
“Miscellaneous Non-contract Payments’ contract.)
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Select the revision you want to add a payment to. If you do not see the correct revision
combination (DeptlD/Desc of Services/Faculty), select “Add a new Revision”
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Here, I’ ve selected an existing revision:
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Fill in the “Bill Amount” and “Save Invoice’. If the “Bill Due In” filed is not filled in,
you may edit the “Bill Due Date, also. You'll then have the option to print the invoice
from there.

Here, we're adding a new revision:
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Fill in Start and End dates of the revision to match the rest of the contract.

Choose the correct DeptlD and Employee using the “Help” buttons.

Choose the correct “Description of Services’ from the dropdown.

Enter the total amount for the entire contract period, if known.

“Save Revision” and you' |l have the option to print an invoice for this one item on the
next screen.
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If you want to include this new item on an invoice with other from the same contract, you
may now pull this contract up under “ Scheduled Invoices.” The new item can now be
included the Scheduled parts of the invoice.

Note: Once the invoicing information is in the system, you will receive the payment as a
Scheduled Payment.

iv. Recelving Scheduled Payments and FCPA Deposit Slip.

A Scheduled Payment is any payment that is already in the database. This includes
payments created in the budget process, and payments which were created under
“Unscheduled Invoices’. For scheduled payments (again, we'll cover nonbudgeted ones
in a moment), once you receive a payment, you'll go to the “ Scheduled Payments’ form,
select the contract and billing period the payment is for.
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Select the proper FCPA Object Code from the dropdown, enter the check received date
and the payment amount. If the payment is broken down among different faculty, break
it down on this screen as well.

(Note: if the breakdown on this screen does not match the way you need to break down
the payment, STOP. Go to “Unscheduled Payments® (see section v.), then come back.)

Once you have the payment broken down the way you want, check the “Slip” checkbox
next to each payment. Enter the FCPA account number to deposit to, Dates of Service,
and Description. And “Save Information”.

On the next screen, click “Print Deposit Slip”, and you will get ready- made FCPA
deposit dlip, with all the information we need to properly credit this contract and it's
employees.
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Cool, huh? If you get one check that makes
payments on more than one contract, you will need to print more than one deposit dip for
the single check.

(Note: if the deposit dip does not come up, you may need to change the following
settings in Internet Explorer: Tools>Internet Options>Temporary Internet
Files>Settings...> change setting to check for new versions on stored pages... on every
visit to the page.)

v. Receiving Unscheduled Payments.
Y ou will only use the Unscheduled Payments form for payments that are truly
unscheduled... Not entered in the budget or through an Unscheduled invoice. (Note:

Handle payments created as Unscheduled Invoices through the Scheduled payment
screen.)
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To create an Unscheduled Payment, go to the “Unscheduled Payment” form, and select a
contract. The existing revisions will be displayed, along with alink to add a new

revision. (Again, arevision isacombination of DeptlD, type of service, and faculty
name.)
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To add a payment to an existing revision combination, select the correct revision.
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Fill in the “Actua Bill Date” if applicable, Payment date, Amount, Object code, FCPA
account number for the deposit, Dates of Service, and Description of the payment, and
click “Save Payment”.
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You' Il then have the option to print adeposit dlip of that one payment, add another
payment to that Revision, or go to another Revision or Contract. If you want to include
this payment on the same deposit dip with others on the same contract, you can now go
to the “ Schedule Payments’ form and include it there.

To add a new revision combination, click “Add a new Revision”.
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Enter the start and end dates of the contract period in mm/dd/yyyy format.

Select the Division and Employee using the “Help” buttons. (For non-faculty use “No
Employee.”)

Select the Description of Services from the dropdown.

Enter the total expected to be collected for the entire contract period. (If unknown, enter
$0.)

Click “Save Revision.”

This takes you to the new payment screen. (Same as above)
Just as above, you may now print a deposit dip for that one line, add another payment to
the same revision combination, choose a different revision, or choose a different contract

to add a manua payment to. Go back to the “ Scheduled Payments’ form to include this
line in with others on the same contract.
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vi. User Profile.
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Please update your user profile to include your contact information. This will assist me
in contacting you with any questions, so we can keep the data in the database as accurate
aspossible.

C. User Reports

Demo.
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