eReceivables Customer Training Guide

Virginia State Police

Target Audience: Virginia State Police Billing Account Holder
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1. Introduction

eReceivables is a web-based, self-service Oracle application that provides customers secure access to
invoices with a standard web browser. Customers can use eReceivables to view their own account
information, print transactions, and pay invoices. This manual assumes that the customer has an
account to one of the Virginia State Police systems (Firearms, Back Ground Checks, Safety).

2. Login into eReceivables (eBilling)
Open a web browser (Chrome and Internet Explorer are supported)

You must allow eReceivables through your pop-up blocker. Please refer to the appendix for instructions.

In the Address box, type the following URL: ebilling.vsp.virginia.gov

The customer will see the following screen:

eReceivables Self Service Portal

News “ Login

User Name
Password

For questions about your billing, please contact VSP Accounts Receivable Department at (804) 674-2151 or via email at
billingandpayments@vsp.virginia.gov Legin

Hours of Operation: 9:00 a.m. to 4:00 p.m. Monday through Friday
System Downtime

Tuesday, October 7, 2021 at 7:00 AM for 4 hours

VSP eReceivables will be unavailable during this time due to system maintenance.

The username and the password instructions will have been emailed to the account holder by the
Virginia State Police’s Oracle Support Team. If this is your first time logging in, simply click the Login
Assistance link located under the Login button. On the next screen enter the user ID provided in the
email. Another email will be sent to the Account Holder’s email on file with a link to create/reset the

password.

There is a separate document at vsp.virginia.gov/eReceivables that specifically covers password creation

and reset called Customer Password Creation and Reset Instructions.
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3. View Account Details

The landing screen (a.k.a. Home Page) provides various options such as to Logout, return to the
Dashboard, return to the Account details screen, indicates the Account name and number being
accessed and a few other buttons at the top that will rarely, if ever, be used by a customer.

If you are responsible for multiple accounts at VSP, your landing page will require you to select the
account that you are wishing to manage. See the second page of the Quick Reference guide for
instructions.

If only responsible for one account, your landing page will show the Account Summary screen.

Lgged In Aa
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Cheuarimsen of Slate Polce Digarm

Account Summary
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Tedal Spars Recideablad
Opan Payments
Unapplied ©redit Memaa
Argirant Balandd

Panding Crest Regussts

Rumainirg Guaraniss

Privacy Siabement

Dashboard (a.k.a. Account Summary screen)

The Account Summary screen has details on the account balance, including receivables, payments, and
aging information. You can drill down to view more details by clicking any amount in blue.

Clicking on the Show Aging link will display which past due balances are in which aging bucket. Clicking
the Hide Aging link will hide the aging again.
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Dashboard

Account Summary
Currency USD[V] Go

Your Account Balance: UsSD 477744

Overdue Receivables 4777 44

Current 0.00
Total Open Receivables 4777.44 1-30 Days Past Due 0.00
Open Fayments 0.00 31-60 Days Past Due 0.00
Unapplied Credit Memos 0.00
61-90 Days Past Due 0.00
Account Balance 4777 44
91-180 Days Past Due 1348 .40
Pending Credit Requests 0.00 181-360 Days Past Due 2307 14
Remaining Guarantee 0.00 361+ Days Past Due 1121.90

Definitions:
Account Summary Field Description

Your Account Balance | This is the total dollar amount left to pay on all outstanding invoices against
your account.

Show Aging Click on “Show Aging” to see how old the overdue invoice is.

Overdue Receivables Click on the amount to display a list of current and/or overdue invoice(s) on
the Account Details screen.

and

Total Open Receivables

Open Payments Payments made but not yet posted to our system. Click on the amount to see
unapplied payment information.

Unapplied Credit This is the amount of credit (usually refunds or corrections) on the account

Memos that can be used to reduce the amount due or to pay off an invoice.

Account Balance This is the total outstanding invoice balances less any pending payments and
credits.

Pending Credit Request |If a Dispute has been created, this is the amount of credit that is pending
approval.

Remaining Guarantee | This field is not utilized by VSP.
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Account Details

The Account Details can be accessed by clicking any of the amount values on the Account Summary
screen (Dashboard) or by clicking the green Account button on the home page. This screen will display
the list of current and/or outstanding invoices. It also provides search functionality.

Dashboard

My Account

Account Details

Account Balance: 4777.44

Search
Status Overdue ~] Currency USD[¥]
Transaction Type All Receivables [v]
Transaction
[6)
P Show More Search Options
Go Clear
Total Transactions 18 Total Original Amount 4777 .44 Tc

Select Receivables: MAKE PAYMENT | we»

[] Transaction - Type = Status -~ Transaction Date - Due Date - Origin:
[ 2021-03ABGJRS Invoice Overdue 03/0372021 04/0272021
] 2016-04-ABGHBG Invoice Overdue 04/12/20186 05/1272016
[] 2016-04-ABGMLP Invoice Overdue 04/12/2018 051272016
[ 2021-03ABGSKA Invoice Qverdue 03/03/2021 04/0272021
[ 2020-04BGNJP Invoice Overdue 04/06/2020 05/06/2020

www.vsp.virginia.gov/ereceivables eReceivables Customer Training Guide Page 4 of 11



Account details — Search options

1. Transactions can be searched by Status.

Account Details

Account Balance: 4777.44

Any Status
Search =
Cpenfpending
@ Overdue Currency USD[¥]
1-30 Days Past Due : i
- 31-60 Days Past Due Transaction Type All Receivables
Transaction (g4 g9 pays Past Due
91-180 Days Past Due
) Show More S 181-360 Days Past Due
361+ Days Past Due
Current
oo Clear
Total Transactions 18 Total Original Amount 4777.44

2. Transactions can be searched by Transaction Type.

Account Details

Account Balance: 4777 44

Search

Status Overdue geocy USD[V|
Transaction Type JOINTEEIE I ES
Transaction All Transactions

é_;} Chargebacks
Consolidated Billing Number
) Show More Search Opfions Credit Memos

Credit Requests
Debit Memos
Go Clear Deposits

Total Transactions 18 Guarantees m
Invoices

Select Receivables: | VIPay | +so Bayments

- . . - . o " - . - .

3. Search by Transaction Number

Account Details

Account Balance: 477744

Search

Curmrency USD[¥]
Transaction Type All Receivables

) Show More Search Options

Go Clear
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View/Print the Invoice:

In the list of invoices on the Account Details screen, click the transaction number to view the Invoice

with all line items that make up the invoice.

GElect Hacelvables: NAKE PAYMEENT | s#e

[] Transaction -~
[] 2021-03ABGJRS
0 AT
[] 2016-04-ABGMLP
[] 2021-03ABGSKA
[] 2020-04BGNJP

Type -
Invoice
Invoice
Invoice
Invoice

Invoice

To Print the Invoice, click the Printable Page button at the top right (shown below). Right-click on the

new window and select “print”

To navigate back to the Account Details screen from the Invoice, click on the Return to Account Details
link at the bottom left of the invoice or the Account link breadcrumb in the upper-left corner (both are

shown below).

My dcooum

Ao

Invoice Z016-04-ABGHEG

Invoice Information

Edl Ta

Department Of
TOOMorh ! Sireet
RICHWMOND, WA 23215

Irrvcice Mamber
205 D4-ABHBG
Irretece Drabe Do Dratie
22006 QS 32008
Afimchumesnd
ol

Customer Number Cussiomes Contact Name Causlomer Phone # Cusslomer Fax # Customer Tax Regesirabon Mumber
ARTO51
Ibesmi Mum Product and Service Description Transasction Date Quantity Uinit Price Amount
1 Frrvesbgatre Hours 1 AT AT I9
Sipcial INSIUChord S Tl 4T e
"I ACCOnEancE wath th: Cose of Virgania §7 7 4805 ard §6 2.300, th: Sllowang efs may De assessnd, Lae fees will incur a Tl L)
1% penaity fee if the Balance i nol pued in Al by B imvoice due date An addtional 0 5% peraity will be changed every 30 .
days after &0 days if unpaid. Returned checks or debononed credst or debit cand paysments shall incur 3 handiing lee of $50 Parymienits & -'\F!unll_l;_w;ll\ ;$
Lafe Fee

Chastanding Balanos AT F3

Restuimy o Account Detals
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Paying An Invoice

An invoice must be selected (by clicking its checkbox) before hitting the payment button. The customer

may select multiple invoices and make a single payment. Partial payments can only be made on a single

invoice. In other words, if multiple invoices are selected, the customer must pay the total amount.

Total Transactions 18

Select Receivables:

[=] Transaction - Type -
] 2021-03ABGJRS Invoice
M 2016-04-ABGHBG Invoice
] 2016-04-ABGMLP Invoice
M 2021-03ABGSKA Invoice
[] 2020-04BGNJP Invoice
] TIMMONS Invoice
[ 2016-04-ABGJYT Invoice

MAKE PAYMENT

Status
Overdue
Overdue
Overdue
Overdue
Overdue
Overdue

Overdue

Total Original Amount

4777.44

Transaction Date -~

0310372021
041272016
0471272016
03/03/2021
04/06/2020
032172014
041272016

After selecting the invoice(s) to be paid, press the MAKE PAYMENT button. This will open a new
browser tab to the payment vendor’s website. If pressing the payment button fails to open a new tab,

please check your popup blocker (and select “Always Allow” for this website), and then try pressing the

payment button again.

Virginia State Police

Transaction Detail

SKU

Description

Unit Price

2016-04-ABGHBG

2016-04-ABGMLP

2021-03ABGSKA

Total

Payment

Payment Type

Payment Type *

BG1051

BG1051

BG1051

Select One
Credit/Debit Card
Electronic Check

Customer Information

$47.29

$47.29

$50.55

Quantity
1
1

1

Amount

$47.29

$47.29

$50.55

$145.13

Next

Transaction Summary

BG1051
BG1051
BG1051

$47.29
$47.29
$50.55

TOTAL

Need Help?

$145.13

Select Payment Method and Continue fo proceed

with payment.
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Customers may elect to pay by a branded bankcard (Visa, MasterCard or Discover), or by electronic
check. The Virginia State Police does not save customer banking information from previous payments.

Check payments cannot be made from international accounts, and require both the routing and account
number (printed on the bottom of a paper check or deposit slip).

Click Next and the Payment Information screen is displayed. The customer can review the details. Fields
with an asterisk must be completed. Enter a valid email address to receive a payment receipt by email.

Payment )
Y Transaction Summary
Payment Type w BE0E 55055
TOTAL $50.55
Credit/Debit Card
Customear Information w Heed Help'}

Emadl Address

Payment Information

Coesi Card Mumber * i) Corescil Cad Ty

Expiration Mont = Expiration Year *

Sacury Cooe * i

Use the Edit button to change the address if needed. The address should be the billing address of the
credit card being used. This will not change the business address that VSP has logged in our system.

Complete the standard credit card payment information and click Next. Review the information on the

next screen and click Submit Payment.
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Payment Information

Complete all required fields [ * ]

Credit Card Number * @) Credit Card Type
A1 | @ |

h 1

Expiration Month * Expiration Year *

| 03 - wmarcn M@ 2025 =i

Security Code * (@)

[123 |
Name on Credit Card *

David| x

Next

Once the payment is complete a receipt will be displayed and emailed to the email address provided.

Virginia Stare Police

eReceivables

Thank you for your payment. Below Is a copy of your payment detalls for your records. This receipt has been emalled to the address below.

Payment Detalls: Transaction Detalls:

Total Ameounk Paidh 500513

Transacteen ID: H18975E

Eels-ABCOOSR BaSD 547
Payment Date; 005500 &4l 7128
4-BBIG B S50
Irafisted From: (Aecenvabis
s i $50.5

Pagment Typa: Cieds

Payer Hame: Dwpartment O

Receipt Email VERIPGINIA G
Card Type: V152

Acctm: "TI0

H you have any questions, please contact the Accounts Recelvable Department at 804-674-1151 or billingandpayrments@vapvirginia.gov,
Virginla State Police

Proparty and Finance Division

Attn: Accounts Recelvable

PO, Box TTATZE
Richmond, WA 23361

Prinit

Use the Print button in the bottom left corner to print a paper copy or save as a PDF.
At this point, you can close the receipt browser tab.

On the eReceivables browser tab, select the orange Dashboard button to see updated account
information. There can be a delay in the Account Summary reflecting payments made due to latency in
the banking system.
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4. Pop-up Blockers

To use the eReceivables system, you must either disable or adjust the setting of your browser’s pop-up
blocker. Chrome and Internet Explorer are supported by Oracle. The following explains how to add
eReceivables to the list of acceptable sites in Chrome and Internet Explorer. Other browsers will be
similar, but please refer to their specific instructions for allowing sites past their pop-up blockers.

Chrome (Google may change the look and feel in the future)

When Chrome blocks a site, you will notice a new icon on the right side of the address bar

| Logged In As iMEETIEE

If you left-click on that icon, a dialog will display. Select the “Always allow pop-ups and redirects from
https://ebilling.vsp.virginia.gov” and click Done.

WVrYYFq1c-TWkPI3gHPHw.. B @
X

Pop-ups blocked:

= https://stg-vsppaym.. 44b5-a849-1e87c22db581 Y
ways allow pop-ups and redirects from https:y//

biztest.wspvirginia.gov

(O Continue blocking

th Credi

Internet Explorer

You may get an alert about a pop-up being blocked. Select “Always Allow” to prevent seeing this in the
future.

Always allow

Internet Explorer blocked a pop-up from *.wsp.virginia.gov. Allow once Options for this site ¥ Maore settings
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