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WWIISSCCCCRRSS  IInnvvooiicciinngg  
 

The CBC invoicing system generates invoices on DOJ check requested by the BECR staff (ad hoc – 
to be paid by provider) or DOJ checks run automatically. The system will also allow the CBU staff to 
trigger ad hoc invoices, credit notes and adjusted invoices. The system also creates 30 and 60 day 
reminders for unpaid CBC fees that have been invoiced by WISCCRS. All invoice documents are 
mailed out from Thornton Ave printing facility and mailed to the location that is marked HQ for the 
licensee.  
 
At this time, the invoicing functionality does not include forfeitures or other fees.  
  
AAuuttoommaatteedd  IInniittiiaall  IInnvvooiicceess  
  
Once the background check is run (DOJ check status = complete), the system creates a transaction 
record with ‘Ready to Invoice’ status. The fee status will be ‘Open’ for centers that have authorized 
the fee to be deducted from the Shares payments. The Fee is also listed on the Background Check 
screen with status. See screen print below 
 

 
 
The Background Check Fee link takes you to the Transaction module (Transaction Details), where 
the invoice history for that specific CBC fee can be viewed. See print below for a record in ‘Invoiced’ 
status.   
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If the Transaction status is ‘Ready to Invoice’, the system automatically creates the invoice at the 
next batch or an ad hoc invoice can be created.  
 

 
 
 
CAUTION: When entering non-CBC related collections such as licensing fee, etc into WISCCRS, 
please be careful not to apply the collection to a CBC that is in ‘Ready to Invoice’ status.  
 
BBaattcchh  PPrroocceesssseess  
Below is a list of invoice jobs schedules: 
 
Initial Invoice:  
This process will consider all 'Ready to Invoice' DOJ check transactions. It will run annually. It will 
create the invoice details for user verification with mail date of following Saturday after the batch run.  
Example: If the process is run on 7/29/13, the mail date will be 8/12/13.  
During the 10-day window, invoices can be excluded (bankruptcy, DOJ check was deleted, etc).   
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Ad-hoc Invoice:  
This process considers all 'Ready to Invoice' and 'Open' CBC transactions. The user can enter the 
request into WISCCRS at any time. The system will create the invoice details immediately for user 
verification with mail date the following Monday.  
 
Example: If the ad-hoc request is entered on 7/29/13, the mail date will be 8/5/13. 
 
Credit Notes and Adjusted Invoices:   
These documents are also using the same batch process as the Ad hoc above.  
Example: Credit note or adjusted invoice entered today, the notice is sent following Monday.  
 
30-day Reminder:  
This process considers all invoices with balance due if 65 days has passed from the initial invoice 
mail date. The process runs every Saturday.  
 
Example: If the initial invoice mail date is 8/21/13, then 30-day reminder mail date is 10/28/13.  
 
60-day Reminder:  
This process considers all invoices with balance due if 95 days has passed from the initial invoice 
mail date. The process runs every Saturday. 
 
Example: If Initial Invoice mail date is 8/21/13, then the 60-day reminder is mailed on 12/2/13. 
 
 
SSeeccuurriittyy 
 
The module is available for users who have update access to licensing records. All BECR staff are 
able to view the invoicing information, however, only BECR staff with special privilege (OCC or CBU) 
can update the invoicing details, create ad hoc invoices, etc.  
 
All BECR staff will be able to generate the Collection reports on all fee collections entered into 
WISCCRS. 
 
Staff in certifying agencies and users with inquiry access will not see the ‘Invoices” and the 
“Operational Reports” links.  
 
AAdd  HHoocc  DDOOJJ  RReeqquueessttss  
Below are explanations how the new invoice module handles various ad hoc DOJ background check 
scenarios: 
 

1. Ad hoc – Already paid by Provider.  
As soon as the ad hoc is entered into the system, the Initial background check fee appears in 
the Transaction module. This will not be picked up by the invoicing. 

 
2. Ad hoc - Paid by DCF 

No effect on transaction module or the invoicing.  
 

3. Ad hoc - To be paid by Provider 
This check will be picked up by the invoicing batch process. A manual invoice can be 
triggered if needed.  
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Below is the process how an ‘Ad hoc – Already paid by Provider’ works: 
 
1. Enter the ad hoc request.  
 

 
 
2. The system generates the fee automatically.  
 

 
 
3. The collection can be entered into the Transaction module 
 
4. If the ad hoc is cancelled…. 
 

 
 
5. The system will also delete the system-generated fee.  
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SShhaarreess  DDeedduuccttiioonn  AAuutthhoorriizzeedd  
 
If the provider has authorized the CBC fee to be deducted from the Shares payments, the system will 
take the amount out of the next Shares issuance.  
 
If no Shares issuances are made, the system will keep the fee status ‘Open’ for four weeks. If no 
Shares issuances are made to the provider during this time frame, the status will be changed to 
‘Ready to Invoice’. This fee will be invoiced at next invoice batch run. However, the system keeps 
checking the Shares issuance every week until the automated invoice batch is run.  
 
Once the fee is deducted from the Shares payments, the collection record with details will be visible 
in the Transaction Module. If no Shares payments are issued by the next automated invoice run, the 
fee is invoiced. Once the fee status is changed to ‘Invoiced’, no Shares deductions can be done.  
 

 
 
The Details link next to the collection record takes you to the Applied Collection screen where the 
user can view the date the fee was collected from the Shares issuance.  
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MMaannuuaall  IInnvvooiicciinngg  ((AAdd  hhoocc  IInnvvooiiccee))  
 
Manual invoicing will most often be used when a facility has closed and DCF wants to manually 
trigger the invoice instead of waiting until the next annual automated invoicing. Before entering the 
ad hoc invoice, please verify if the provider has authorized Shares deductions. If Shares deduction 
indicator exists in WISCCRS, log into CSAW or CCPI to check if the provider has received recent 
payments (last few weeks). If recent payments have been made, wait two week before requesting 
the ad hoc invoice.  
 
Steps on creating an ad hoc invoice: 
 
1. Access the Invoice module by clicking the Invoices link on the bottom of the home page.  
 

 
The Invoices link will take you to the main invoice page.  
 
2. Click on the Create Ad-Hoc Invoice link.  
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3. Search the provider/facility you want to create the invoice for.  
 
The Invoice Request page will display all DOJ checks that have not been invoiced yet.  
 

 
The list of Invoices page will show the above record as pending until the nightly invoice batch runs 
and creates the PDF document and changes the Fee status ‘Ready to Invoice’.  
 

 
 
The ad hoc invoices generated during the week will be sent the following Monday.  
 
CCaanncceelllliinngg  aann  IInnvvooiiccee    
Cancelling an invoice is necessary if the provider has filed for bankruptcy, DOJ check was deleted or 
other reasons.  
 
Records that have been automatically invoiced (12 month batch), will remain in pending status for 10 
days before the system creates the actual invoice that will be sent out. During this window of 10 
days, the invoice status can be changed to ‘Exclude from Invoicing’.  
 
To exclude a record from invoicing, click the modify link on the Invoice Details page to exclude the 
transaction. On the Modify Invoice Details page, the status can be changed. NOTE: This is allowed 
only if the invoice is in pending status and the invoice disposition status is ‘Initial’. 
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TTrraannssaaccttiioonn  MMoodduullee  ––  AAmmoouunntt  iinn  EExxcceessss  
Sometimes, licensees submit payments that exceed the balance in WISCCRS. When this is entered 
into the Transaction module, the system displays the amount in the Amount in Excess section.  
 

 
 
When the automated invoice batch is run in WISCCRS, the system will generate an invoice even if 
there is a positive balance. The amount must be manually applied to the future fees. If the amount in 
excess is applied to a fee prior to the invoicing, then no invoice is generated.  
  
CCrreeddiitt  MMeemmoo  
 
Credit memos are generated daily with a mailing date the following Monday. Credit memos can only 
be issued to an invoice with ‘Sent’ status.  
 
In order to generate a credit memo, go to the Invoice module, identify the provider and click on the 
Details link on the right.  
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The following page will display: 

 
 
Click on the Add Credit link.  
 
On the New Related Transaction page, add the amount and comment why the credit memo is 
necessary. 
 

 
 
The Invoice Details now shows both the initial invoice record and the Credit Note. 
 

 
 
The Transaction Module also shows the same information:  
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Once the Credit Note is sent, the transaction balance will be adjusted by the amount on the note.  
 
AAddjjuusstteedd  IInnvvooiiccee  
 
If the credit note did not cover the entire amount on the invoice, a new invoice can be generated.  
 
Once Credit memo is created, the Invoice details page shows ‘Create Adjusted Invoice’ button.  
 

 
 
The list of invoices page will show the information.  
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RReeffeerrrriinngg  FFeeeess  ttoo  DDeeppaarrttmmeenntt  ooff  RReevveennuuee  ((DDOORR))  
The department refers invoiced fees that exceed $50 to DOR. DOR collects the fees from the 
provider.   

CBC fees referred to DOR - Invoiced using WISMART 
 
Fees that were invoiced using the WISMART system have ‘Referred to Finance’ status in WISCCRS. 
The status for these fees cannot be changed to reflect the DOR referral. When Finance notifies CBU 
that DOR has collected the fees, enter the collection as usual.   
 

CBC Fees Referred to DOR – Invoiced using WISCCRS 
 
The process for these referrals is as follows: 

1. BECR staff identifies closed facilities that have CBC fee balance that exceeds $50 by using a 
WebI report.  

2. The report is sent to DCF Finance. Do not modify the fees in the transaction module at this 
time because Finance sends a letter to the provider informing the provider about the DOR 
referral. The provider is given 30 days to send in the payment.  

3. Finance will notify CBU of those that are referred to DOR. Update the record in the 
Transaction module as explained below: 

 
Access the fee on the Fees/Adjustments screen.  
 

 
 
On the Modify Transaction screen, change the status to Referred to DOR.  
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NOTE: The ‘Referred to DOR’ status is only available for fees that have been invoiced. The status 
for other fees cannot be changed to this status.  
 
Fees Collected by DOR: 
Once DOR has collected the CBC fee, Finance will notify the CBU staff.  Enter the collection details 
in WISCCRS collection page with collection type as ‘DOR’.  
 

 
 
NOTE: You can use the ‘DOR’ collection type only referred to DOR transactions. 
  
WWhheenn  aa  DDOOJJ  RReeccoorrdd  iiss  DDeelleetteedd  
Sometimes, the DOJ check needs to be deleted. After the DOJ record is deleted, take the following 
steps: 
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• If the invoice was already sent before the DOJ check was deleted, create a credit note. 

 
• If the invoice cycle has not run, keep track of the deleted record. Once the next automated 

invoice batch has run, the invoice will be in pending status and the system allows the record 
be excluded from invoicing.  

 
3300  aanndd  6600  DDaayy  RReemmiinnddeerrss  
If no payment is recorded for a CBC within 35 days of the due date, the system generates the 30-day 
reminder letter. The reminder letter (and the Initial invoice) can be viewed at the Invoices screen.  
 

 
 
The information is also inserted into the Transaction module: 
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RReeppoorrttss    
WISCCRS has a collection report available for the user to identify all collected fees entered into 
WISCCRS. The report can be attached to a deposit slip and checks to be submitted to DCF Finance. 
To access the report, click on the Operational Reports link on the main page.  
 
 

 
 
Then click on Collections Reports.  

 
 
The following page will display: 
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Below are explanations for each field on the search page: 
 
Field Description 
Transaction Type Choose from the list the transaction type(s) that you want to be included 

in the report. If you want all transaction types to be included, skip this 
field.  

Collection From Date Enter the first date of transactions you want to be included on the report. 
Collection To Date Enter the last date of transactions you want to be included on the report. 
Invoice Number If you need to find a collection for a specific invoice, enter the invoice 

number into this field. Enter a 6- month period in the Collection Date 
fields to restrict the time frame. If dates are left blank, the system scans 
the entire database causing the search timing out.   

Reference Number Enter the reference number of the record you want to find. Delete the 
date fields so the search is not restricted to today’s date.  

Region You can search collections completed by a region.  
Licensor If you want to narrow down the search by a BECR staff member, choose 

the name from the list.  
 
 
Below is a screen print of the report.  
 

 
 
At this time, the report is not available in Excel format. However, the Adobe Pro allows the users to 
convert it into Excel.  
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