
AN OVERVIEW OF THE ACCOUNTS RECEIVABLE PROCESS 
AT UOFT

Monthly Lunch & Learn Series presented by the FAST Team

October 2025



PRESENTER

RAMES PARAMSOTHY 
SENIOR BUSINESS ANALYST (TRAINING) 
Financial Advisory Services & Training (FAST)



AGENDA

• Identify your departmental Accounts Receivable (A/R) 
financial management and accounting responsibilities

• Understand the Benefits, Costs and Risks of Invoicing 
External Customers

• Generate the Open Item Aging Report using required 
and optional Selection Criteria

• Locate overdue A/R invoices posted to your 
departmental accounts

• Ensure that invoices are paid in a timely manner and 
prevent chargebacks
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LEARNING OBJECTIVE

This session will provide an overview of how Accounts Receivable is processed at the 
University, and the essential report for managing external income and recoveries.

AN OVERVIEW OF THE ACCOUNTS RECEIVABLE PROCESS AT UOFT



2025 5

EXTERNAL VS. INTERNAL CUSTOMERS

UNDERSTANDING WHAT PAYMENT METHODS ARE AVAILABLE BY CURRENCY

INTERNAL EXTERNAL
The proceeds from the sale of services or 
goods to a department within the 
University is considered internal revenue 
(i.e. internal).
These transactions result in a transfer of 
funds between departments, resulting in no 
cash is generated for the University.

The proceeds from the sale of goods or 
services to a group or individual outside of 
the University that generates cash 
deposited to the University bank accounts. 
This is considered an external transaction. 

GTFM Policy links:

• External Revenues & External Expense Recoveries

• Internal Revenues & Expense Recoveries

https://finance.utoronto.ca/policies/gtfm/revenues-and-expense-recoveries/external-revenues-and-external-expense-recoveries/
https://finance.utoronto.ca/policies/gtfm/revenues-and-expense-recoveries/external-revenues-and-external-expense-recoveries/
https://finance.utoronto.ca/policies/gtfm/revenues-and-expense-recoveries/internal-revenues-and-internal-expense-recoveries/
https://finance.utoronto.ca/policies/gtfm/revenues-and-expense-recoveries/internal-revenues-and-internal-expense-recoveries/
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COMMON TYPES OF EXTERNAL REVENUES/RECOVERIES

Common External Revenues • Government Operating Grants
• Donations (DUA)
• Research Awards
• Student Fees
• Sales of Goods and/or Services (A/R)
• Sponsorship

Common External Recoveries • Payroll
• Equipment
• Supplies
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It is important to distinguish between “internal” and “external” revenues for:
• University external financial reporting
• Faculties and divisions (i.e. revenues vs. reallocations)



7

PAYMENT TERMS

Payment Terms for External Revenue: 

Payment Upon Delivery
• Cash
• Debit Cards or Credit Cards

Granting Credit:
• Payment due upon receipt of U of T Invoice
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WHY INVOICE TO EXTERNAL CUSTOMERS?

• By invoicing you are granting credit to your customers
• Standard payment terms are due upon receipt of 

invoice.
• Invoices are not used for internal billing. Internal billing 

is done using an internal revenue/expense recovery 
transaction.

• There are costs and risks associated with granting 
customer’s credit

NOTE: When the value of the goods/services are expected 
to exceed $50,000, contact the Accounts Receivable 
Supervisor.
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BENEFITS OF INVOICING

Click here for the GTFM policy on The Decision to Invoice.

Processing a proper U of T invoice through A/R provides the 
following advantages:

• Your account is credited with the revenue immediately upon 
processing. You do not have to wait for the payment to be 
received.

• FIS aging reports are available.
• Chances of collection are significantly increased.
• A proper audit trail is maintained.

NOTE: Financial Services has developed e-Statements, which have 
replaced paper statements that are sent to customers.
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THE COST OF INVOICING

Click here to learn more about The Decision to 
Invoice.

Until a payment is received, the University is financing the 
expenditure related to the services provided – this is a cost of 
invoicing.

How to reduce the costs:
• Issue invoices promptly.
• Actively pursue collections
• Issue instalment invoices over the year where an on-going 

contract is in place (e.g., salary recoveries)

AN OVERVIEW OF THE ACCOUNTS RECEIVABLE PROCESS AT UOFT

http://finance.utoronto.ca/policies/gtfm/revenues-and-expense-recoveries/external-revenues-and-external-expense-recoveries/payment-terms/#decision


11

PROCESSING UOFT INVOICES

AN OVERVIEW OF THE ACCOUNTS RECEIVABLE PROCESS AT UOFT

The Form

The form is available for 
download on the Financial 
Services website.

Note: All U of T Invoices are 
to be sent to Accounts 
Receivable within Financial 
Services for entry into FIS.

IMPORTANT: Please inform 
all customers of the new 
address to be used for 
cheque payments. 

150 College St. 3rd floor, 
room 350
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THE COST OF INVOICING

Click here to learn more about The Decision to 
Invoice.

Until a payment is received, the University is financing the 
expenditure related to the services provided – this is a cost of 
invoicing.

How to reduce the costs:
• Issue invoices promptly.
• Actively pursue collections
• Issue instalment invoices over the year where an on-going 

contract is in place (e.g., salary recoveries)
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THE OPEN ITEM AGING REPORT

Click her to view the reference 
guide for the ZFRR007 – Dept. 
A/R Open Item Aging report.

The ZFRR007 – Dept: A/R Open Item Aging Report is used to monitor aging of 
outstanding and cleared Accounts Receivable (A/R) invoices.
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Run by Cost Center/Cost Center Group √

Run by Customer Account √
Drilldown to Original A/R Invoice Document √

Run by Funds Center/Fund √
Include/Exclude Funds Center Hierarchy √
Run by Internal Order/Internal Order Group √
Flexible Aging Buckets √
Include/Exclude Cleared Items √
Line-Item Functionality √
SAP Office Integration √

√

https://finance.utoronto.ca/wp-content/uploads/2015/09/AROpenItems.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/09/AROpenItems.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/09/AROpenItems.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/09/AROpenItems.pdf
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THE OPEN ITEM AGING REPORT

Click her to view the reference guide for the 
ZFRR007 – Dept. A/R Open Item Aging 
report.
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https://finance.utoronto.ca/wp-content/uploads/2015/09/AROpenItems.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/09/AROpenItems.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/09/AROpenItems.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/09/AROpenItems.pdf
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THE OPEN ITEM AGING REPORT

AN OVERVIEW OF THE ACCOUNTS RECEIVABLE PROCESS AT UOFT

Funds Center (REQUIRED): 
• Enter single, multiple or a range
• If including subordinate FCs, the FC 

entered should be parent

Include/exclude subordinate Fund Centers

Fund:
• Enter single, multiple or a range
• If “and all subordinates” is checked, will 

include data for all Funds associated with 
FCs subordinate to parent FC

Cost Center:
• Single, multiple or a range 

Internal Order:
• Single, multiple or a range 

Customer Account
Cleared Items
(check to view both overdue and cleared invoices)
Note: This will only display cleared items from the 
last 3 years. Due Date Sorted List

Enables you to create your own aging buckets to sort 
overdue invoices based on how long they’ve been 
overdue
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THE OPEN ITEM AGING REPORT
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View Report in 
Excel Office 

Integration View 
(    )

Line Item 
Functionality

Sorted by 
Customer 
Account #

Open Items (OI): 
receivables that are 
still outstanding.

Aging Buckets: outstanding 
receivables are organized by 
the number of days from the 
Doc. Date

Line Item drill down:
• View all A/R 

invoices related to 
a specific 
Customer 
Account #

Cell specific drill 
down:
• View all A/R 

invoices related 
to a specific total 
within an aging 
bucket

TOTAL

Header 
(from Selection 
Criteria)



THE OPEN ITEM AGING REPORT
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Customer 
Details

Days 
Overdue

Line Item 
Functionality

Document Date

Account Details:
•Funds Center
•Fund
•Cost Center
•Internal Order

Line Item drill down:
Double click to view 
specific A/R invoices in 
the Document Overview 
screen

A/R Invoice 
Document #

(double click to 
view document 

details)

Amount in 
Local Currency 

(LC)

Amount 
in 

Foreign 
Currency 

(LC)
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MAP OF THE A/R PROCESS
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FAST Team
For question regarding processing Purchase Orders and invoices 
in AMS, please contact your FAST Team representative.

Accounts Receivable
Please see contacts in Financial Services.

WHO DO I CONTACT?
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https://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
https://finance.utoronto.ca/contacts/#srao


20



THANK YOU!
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