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[bookmark: _Toc492028570][bookmark: _Toc239043071]Introduction
The Financial Transaction Use Cases are composed using standard accounting terms to clearly communicate PRD’s expected financial transaction functionality. PRD anticipates that during system design, accounting terms corresponding to SOS and Fiscal terminology standards will be appropriately incorporated. 

Financial transactions will play a large role in the new system. Expected functionality will include automated assessment of Annual Fees, fines and penalties which will, in turn, generate an invoice against which payments will be applied.  Credit card payments accepted online allow the Filer to view their invoices and select how their payment is applied.  This functionality also enables tracking of outstanding invoice charges which trigger collection efforts and, potentially, a referral to FPPC. 

This document also addresses the processing of waivers, refund requests and notifications from SOS-Fiscal regarding PRD dishonored checks, as well as accounting activities such as preparing the daily deposit and running financial reports. 

A Filing Entity account may carry an outstanding balance, which includes transactions such as calculations based on generation/cancellation/adjustments of invoices, payments and refunds.

The financial transactions described here relate only to the fines, fees and penalties assessed to filers within the campaign and lobby disclosure system, as well as payments received for services/products provided by PRD (e.g. data DVDs and mailing labels, etc.) and do not serve as the official Accounting system of record.




[bookmark: _Toc492028571]Use Case Overview Diagram
The following Diagram illustrates the series of Use Cases presented in this document. 

	


[bookmark: _Toc492028572]Use Cases: Financial Transactions
[bookmark: _Toc492028573]CARS-UC-FT-01: Create an Invoice
[bookmark: _Toc492028574]Main Flow: Create an Invoice
	Description:
	This Use Case identifies the actions and responses that occur when a fee, fine, or penalty is assessed to a Filing Entity. Examples include a campaign committee has provided a date of qualification resulting in assessment of an Annual Fee; a lobbyist has registered for a legislative session resulting in a lobbying registration fee; an Annual Fee was paid late, resulting in a penalty; or an activity report was submitted late, resulting in a fine.  

	Actors:
	CARS (aka: The System)

	Trigger(s):
	The system assesses a fee, fine or penalty to a Filing Entity.  

	Pre-Conditions:
	· A Filing Entity account has been created. 
· An action has occurred resulting in assessment of a fee, fine or penalty. 

	Post-Conditions:
	The System created an invoice.

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0323
CARS-RQ-FT-0324
CARS-RQ-FT-0325
CARS-RQ-FT-0326
CARS-RQ-FT-0328
CARS-RQ-FT-0336
CARS-RQ-FT-0337

	

	Step
	User
	CARS 

	1
	
Alternate Flow: 
3.1.2 Manually Create an Invoice
	The System generates an invoice when a charge is assessed to a Filing Entity.



	2
	
	The System links the invoice to the appropriate Filing Entity.

	3
	
	The System calculates the new balance and notifies the Filing Entity of the invoice and outstanding balance. 

	End Main Flow
	



[bookmark: _Toc492028575]Alternate Flow 1: Manually Create an Invoice
	Flow Scenario: 
	A PRD Staff manually creates an invoice.  This may be done to replace a cancelled, incorrect invoice. 

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Post-Condition:
	The invoice was successfully created. 

	Branched from Main Flow Step #:
	1

	Branch To:
	2

	

	Step
	PRD Staff
	CARS

	A1-1
	The User selects option to create a new invoice.
	The System presents a page to create the invoice. 

	A1-2
	The User enters and saves invoice data.
	The System accepts the data, creates and displays the invoice and prompts the PRD User to confirm the invoice creation.

	A1-3
	The User confirms the changes.
	The System accepts the confirmation and creates or updates the account balance.

	Exit to Step 2 - end Alternate Flow
	







[bookmark: _Toc492028576]CARS-UC-FT-02: Adjust an Invoice/Re-allocate a Payment
[bookmark: _Toc492028577]Main Flow: Adjust an Invoice
	Description:
	In addition to recording payments against an invoice adjustments may be needed for corrective action or in response to other system actions. A credit adjustment may be made to correct data entry errors or reduce/remove an Annual Fee, fine or penalty; a debit adjustment may be made to correct data entry errors or re-assess/reinstate an Annual Fee, fine or penalty.

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	A PRD Staff needs to correct or update an invoice amount by making an adjustment. 

	Pre-Conditions:
	· An invoice has been created for an entity account
· The User has logged into CARS and has located the appropriate Filing Entity account 

	Post-Condition:
	The invoice was adjusted and the account balance updated. 

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0329
CARS-RQ-FT-0330
CARS-RQ-FT-0331
CARS-RQ-FT-0489
CARS-RQ-FT-0805

	

	Step
	PRD Staff
	CARS

	1
	The User selects the option to view the account financial information for the selected Filing Entity.
	The System displays the invoice(s) associated with the Filing Entity along with an option to adjust the invoice. 

	2
	The User selects the invoice(s) and the option to adjust the invoice, indicating whether it is a debit or credit adjustment. 
	The System displays the invoice page with adjustment data entry fields.

	3
	The User enters the adjustment data including the reason for adjustment and saves the invoice.  
	The System displays the invoice reflecting the adjustment and prompts the User to confirm the adjustment.

	4
	The User confirms the changes.
	The System accepts the confirmation and updates the account balance, as necessary.

	5
	
	The System notifies the Filing Entity of the account activity and new balance.

	End Main Flow
	




[bookmark: _Toc492028578]CARS-UC-FT-03: Cancel an Invoice
[bookmark: _Toc492028579]Main Flow: Cancel an Invoice
	Description:
	A PRD Staff may need to cancel an invoice for various reasons, such as an invoice created for the wrong Filing Entity account.  An invoice can be cancelled, but not deleted from the database. 

	Actors:
	PRD Staff(aka: The User)
CARS (aka: The System)

	Trigger(s):
	A PRD Staff needs to cancel an invoice.

	Pre-Conditions:
	· An invoice has been created for an entity account. 
· The User has logged into CARS and has located the appropriate Filing Entity account record.

	Post-Conditions:
	The invoice was cancelled.

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0332
CARS-RQ-FT-0333

	

	Step
	PRD Staff
	CARS

	1
	The User selects the option to view the account financial information for the selected Filing Entity.
	The System displays the invoice(s) associated with the Filing Entity along with an option to cancel the invoice. 

	2
	The User selects the invoice(s) and the option to cancel the invoice. 
	The System displays the invoice reflecting the cancellation and prompts the User to confirm the cancellation.

	3
	The User confirms the cancellation.
	The System accepts the confirmation and updates the account balance, as necessary.

	4
	
	The System notifies the Filing Entity of the account activity and the updated account balance. 

	5
	
	The System generates correspondence to the entity that the invoice has been modified.

	End Main Flow
	





[bookmark: _Toc492028580]CARS-UC-FT-04: Cancel an Invoice for a Terminated Entity
[bookmark: _Toc492028581]Main Flow: Cancel an Invoice for a Terminated Entity
	Description:
	This Use Case identifies the actions and responses for cancellation of an invoice for a lobbying or campaign entity where the effective date of termination is prior to the date of the invoice.

	Actors:
	CARS (aka: The System)

	Trigger(s):
	A lobbying or campaign entity has terminated its registration with an effective date prior to the date invoice(s) were created.  

	Pre-Conditions:
	The registration for a lobbying or campaign entity that has one or more unpaid invoices has been terminated with an effective date prior to the creation date of the invoice(s).

	Post-Conditions:
	The unpaid invoice(s) were cancelled.

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0334

	

	Step
	User
	CARS

	1
	
	The System identifies invoice(s) for the terminated entity.

	2
	
	The System evaluates and determines the effective date of the entity termination is prior to the date the invoice(s) were created.

	3
	
	The System cancels the unpaid invoice(s) and indicates the reason for cancellation. 

Alternate Flow: 
3.4.2 Flag an Annual Fee Invoice for PRD Staff Review 

Alternate Flow: 
3.4.3 Cancel a Paid Invoice for a Terminated Entity

	4
	
	The System updates the Filing Entity’s account balance. 

	End Main Flow
	



[bookmark: _Toc492028582]Alternate Flow 1: Flag an Annual Fee Invoice for PRD Staff Review 
	Flow Scenario: 
	This alternate flow applies only to Campaign entity Annual Fees (per direction of the FPPC). The system has identified that the date of termination precedes the generation date for an Annual Fee invoice.  Instead of cancelling the invoice, CARS will flag the invoice for PRD staff review. 

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Post-Condition:
	The Annual Fee invoices created after the termination date were flagged for PRD staff review. 

	Branched from Main Flow Step #:
	4

	Branch To:
	N/A

	

	Step
	PRD Staff
	CARS

	A1-1
	
	The System flags the Annual Fee invoice for PRD Staff review.  

	A1-2
	The User logs into the System, accesses and reviews the campaign entity record, determining that the Annual Fee invoice should be cancelled. 

	The System removes the flag for PRD Staff review. 

	End Alternate Flow
	



[bookmark: _Toc492028583]Alternate Flow 2: Cancel a Paid Invoice for a Terminated Entity
	Flow Scenario: 
	After canceling the paid invoice(s) and recalculating the Filing Entity’s account balance, the potential overpayment is referred for PRD staff review. 

	Post-Condition:
	The paid invoices were flagged as an overpayment.  

	Branched from Main Flow Step #:
	4

	Branch To:
	N/A

	

	Step
	PRD Staff
	CARS

	A2-1
	
	The System evaluates and determines the invoice(s) were paid. 

	A2-2
	
	The System cancels the invoice and recalculates the account balance, which indicates an overpayment. 

	A2-3
	
	The System flags the Filer Entity account for PRD Review to determine if an overpayment exists. 

	End Alternate Flow
	





[bookmark: _Toc492028584]CARS-UC-FT-05:  Enter and Post an Online (Credit Card) Payment
[bookmark: _Toc492028585]Main Flow: Enter and Post an Online (Credit Card) Payment
	Description:
	When making a credit card payment, the Filer determines the invoice(s) to which the payment should be applied. This Use Case identifies the actions and responses that occur when a Filer makes a credit card payment (via CARS) which is applied to one or more invoices for the selected entity. 

If the payment received is less than total of the unpaid invoice(s), then the system will calculate the outstanding balance.  

 One payment may be applied to multiple invoices for the same Filing Entity; however, one payment may not be applied to invoices for multiple Filing Entities. 

	Actors:
	Filer (aka: The User)
CARS (aka: The System)

	Trigger(s):
	A Filer wishes to make a payment on one or more unpaid invoices. 

	Pre-Conditions:
	· The User is linked to a Filing Entity with at least one unpaid invoice and their profile allows them to make online payments. 
· The User is logged into their CARS account.
· The User has navigated to the page containing the Filing Entity’s invoices. 

	Post-Conditions:
	· The system accepted and applied the payment to the appropriate invoice(s). 
· If the payment amount was less than the total amount of the unpaid invoices, the system updated the account balances. 

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0338
CARS-RQ-FT-0339
CARS-RQ-FT-0340
CARS-RQ-FT-0342
CARS-RQ-FT-0343
CARS-RQ-FT-0344
CARS-RQ-FT-0345
	CARS-RQ-FT-0350
CARS-RQ-FT-0351
CARS-RQ-FT-0352
CARS-RQ-FT-0353
CARS-RQ-FT-0354
CARS-RQ-FT-0488
CARS-RQ-FT-0787

	

	Step
	Filer
	CARS

	1
	The User selects an entity record and views the financial information. 
	The System displays the financial information, including entity account balance for the selected entity record. 

	2
	The User selects the invoice(s) to be paid and enters payment data. 
	The System:
· validates and determines that the User has permission to pay invoices for the selected entity, 
· accepts the payment data, 
· prompts the User to confirm the payment data, including a payment amount that is less than the outstanding amount of the selected invoice(s)

	3
	The User confirms the payment data.
	The System accepts the confirmation and performs merchant credit card validation on the payment information. 

	4
	
	The System approves payment and informs the User that the payment was successful. 

Exception Flow: 
3.5.2 Merchant rejects credit card payment

	5
	
	The system applies the payment to the appropriate invoices and re-calculates the account balance. 

	6
	
	The System displays a receipt with options to view, print or email.

	End Main Flow
	



[bookmark: _Toc492028586]Exception Flow 1: Merchant Rejects Credit Card Payment
	Flow Scenario: 
	Credit card information has been entered as the method of payment. During CARS validation, the merchant rejects the payment.

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Post-Condition:
	The merchant rejected the credit card payment until correct payment information was entered and validated.

	Branched from Main Flow Step #:
	4

	Branch To:
	5

	

	Step
	PRD Staff
	CARS

	E1-1
	
	The System rejects the payment (based on merchant data). 

	E1-2
	
	The System informs the User that the payment was unsuccessful. 

	E1-3
	
	The System prompts the User to:
· verify the payment information was correctly entered, or
· enter a different method of payment.

	Exit to Step 5  - end Exception Flow
	






[bookmark: _Toc492028587]CARS-UC-FT-06:  Enter and Post a Manual Payment
[bookmark: _Toc492028588]Main Flow: Enter and Post a Manual Payment
	Description:
	This Use Case identifies the actions and responses that occur with manual entry of a payment received directly by PRD Staff (via mail, phone (credit card) or in person (cash, check, credit card, etc.). 

If the payment is for campaign or lobbying fees, fines or penalties, then the payment must be applied to an existing invoice. 

If the payment is for a general purchase item, such as a data DVD, then the payment is applied to the General Ledger. An invoice is not created for General Ledger items.  By law, an individual or organization who purchases a data DVD, mailing labels, etc., is not required to provide any identifying information or create a user account. 

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	PRD receives a payment via phone, mail or in-person.

	Pre-Conditions:
	· A Filing Entity has one or more unpaid invoices
· An individual not known to CARS is making a general purchase
· The User is logged into CARS

	Post-Conditions:
	· The system accepted and applied the payment to the appropriate invoice(s) or general ledger account
· If the payment amount was applied to an invoice, but was less than the total amount of the unpaid invoices, the system updated the account balances

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0341
CARS-RQ-FT-0355
CARS-RQ-FT-0356

	

	Step
	PRD Staff
	CARS

	1
	The User navigates to a payment page. 
	The System presents the payment page and displays the option to create a receipt. 

	2
	The User selects the option to create a receipt.
	The System presents the receipt page.

	3
	If the payment is for an invoice, the User locates the user account and invoice. 
	If the payment is for an invoice, the System displays the filer/purchaser’s account information, including a list of unpaid invoices.

	4
	The User enters payment data.
	The System accepts the data and prompts the User to confirm the payment data.

	5
	The User confirms the payment data.
	The System accepts the confirmation and performs data validation on payment information (if method of payment is Credit card).

	6
	
	The System approves payment and informs User that the payment was successful. 

	7
	
	The System updates the status of the invoices to “Paid” and updates the account balance accordingly.

	8
	
	The System displays a receipt with options to view, print or email.

	End Main Flow
	





[bookmark: _Toc492028589]CARS-UC-FT-07: Cancel a Receipt
[bookmark: _Toc492028590]Main Flow: Cancel a Receipt
	Description:
	This Use Case identifies the actions and responses that occur when a receipt for payment needs to be cancelled. 

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	PRD staff needs to cancel a receipt. 

	Pre-Conditions:
	· A Filing Entity has one or more payments for which a receipt was issued
· The User is logged into CARS and has located the receipt to be cancelled

	Post-Conditions:
	· The receipt was successfully cancelled
· The Filing Entity’s account balance is updated accordingly

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0357
CARS-RQ-FT-0358

	

	Step
	PRD Staff
	CARS

	1
	The User selects the targeted receipt and selects the option to cancel the receipt. 
	The System displays the selected receipt in modify mode.

	2
	The User selects the targeted receipt and selects the option to cancel the receipt. 
	The System displays the selected receipt in cancel mode.

	3
	The User enters the reason for cancellation and saves the record
	The System prompts PRD staff to confirm the cancellation.

	4
	The User confirms the changes. 
	The System saves the cancelled receipt and re-calculates the Filing Entity’s account balance accordingly.

	End Main Flow
	








[bookmark: _Toc492028591]CARS-UC-FT-08: Prepare Daily Deposit
[bookmark: _Toc492028592]Main Flow: Prepare Daily Deposit
	Description:
	In addition to receiving online credit card payments, PRD will continue to receive payments in the office via mail and in person.  Payment items and their transaction records are reconciled and prepared for deposit on a daily basis.

	Actor(s): 
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	At the close of the business day, PRD Staff gather the reports and other items needed to prepare the daily deposit. 

	Pre-Conditions:
	PRD staff is logged into CARS and has appropriate permissions to generate financial reports. 

	Post-Conditions:
	All reports were successfully generated, viewed and printed.  

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0359
CARS-RQ-FT-0360

	

	Step
	PRD Staff
	CARS

	1
	The User navigates to a Financial Reports page.
	The System displays the Financial Reports page with options to generate various reports. 

	2
	The User selects the option to run the “Accountability Report,” enters report parameters and runs the report. 
	The System presents the report for viewing, printing or downloading. 

	3
	The User views and prints the report, then returns to the Financial Reports Page.
	

	4
	The User selects the option to run the “Check Log,” enters report parameters and runs the report. 
	The System presents the report for viewing, printing or downloading. 

	5
	The User views and prints the report, then returns to the Financial Reports Page.
	

	6
	The User selects the option to run the “Financial Daily Detail Report,” enters report parameters and runs the report. 
	The System presents the report for viewing, printing or downloading. 

	7
	The User views and prints the report, then returns to the Home Page.
	

	End Main Flow
	




[bookmark: _Toc492028593]CARS-UC-FT-09: Create a Waiver Request
[bookmark: _Toc492028594]Main Flow: Create a Waiver Request
	Description:
	A Filing Entity may submit a waiver online requesting reduction or elimination of a fine. The waiver must indicate the invoice(s) against which it is filed. 

	Actors:
	Filer (aka: The User)
PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	A Filing Entity wishes to have assessed fines reduced or eliminated.

	Pre-Conditions:
	· A Filing Entity has been assessed a fine   
· The User is logged into CARS and (with appropriate permissions) has accessed the Filing Entity’s account

	Post-Conditions:
	The Waiver was entered into CARS.

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0361
CARS-RQ-FT-0362

	

	Step
	Filer/PRD Staff
	CARS

	1
	
	The System displays the option to submit a waiver. 

	2
	The User selects the option, completes and submits a waiver request, specifying the applicable invoice(s). 
	The System prompts the User to upload relevant supporting documents, if needed.



	3
	The User uploads supporting documents, if needed.
	The System notifies the User that the waiver and uploaded documents (if any) have been received.

	4
	
	The System notifies the appropriate PRD staff of the submitted waiver. 

	5
	The User receives notification of the submitted waiver and follows business rules to obtain information and process the waiver.
	

	End Main Flow
	





[bookmark: _Toc492028595]CARS-UC-FT-10: Process a Waiver Decision      
[bookmark: _Toc492028596]Main Flow: Process a Waiver Decision
	Description:
	This Use Case identifies the actions and responses that occur to process the approval, reduction or denial of a submitted waiver. 

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	A waiver has been processed, and the SOS Fines, Waivers, Collections Review Team (FWCRT) has determined the waiver outcome decision. 

	Pre-Conditions:
	· A Filer has been assessed a fine.  
· The User is logged into CARS and has accessed the Filer’s Account.

	Post-Conditions:
	· The Waiver was approved, reduced or denied; applicable invoices and filer account balance were updated.  
· The Filer was notified of the waiver decision and any subsequent actions taken. 

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0364
CARS-RQ-FT-0365
CARS-RQ-FT-0366

	

	Step
	PRD Staff
	CARS

	1
	The User enters the waiver decision as determined by the SOS FWCRT.


	The System performs the following actions: 
· Records the decision,
· Updates the applicable invoice,
· Updates the filer account balance.

	2
	
	The System notifies the Filing Entity of the waiver decision, subsequent actions and updated account balance. 

	End Main Flow
	







[bookmark: _Toc492028597]CARS-UC-FT-11: Create a Refund Request
[bookmark: _Toc492028598]Main Flow: Create a Refund Request
	Description:
	This Use Case identifies the actions and responses that occur when an overpayment or duplicate payment is discovered and processed to return funds to the payer. 

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	A refund request may be initiated when:
· A duplicate payment or an overpayment has been discovered, and research by PDATA, Public Area, Lobbying Registration or the Fines Desk indicates a refund or partial refund is due; or
· An entity (Campaign Committee or Lobbying entity) has submitted a waiver request in response to notification of fines and/or penalties that have been paid, and the waiver has been granted. 

	Pre-Conditions:
	· A Filing Entity account has a credit balance.
· The User is logged into CARS and has navigated to the Filing Entity’s financial information page. 

	Post-Conditions:
	The proposed refund information was entered into CARS and assigned a refund request number.

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0367
CARS-RQ-FT-0368
CARS-RQ-FT-0369
CARS-RQ-FT-0370
	CARS-RQ-FT-0372
CARS-RQ-FT-0373
CARS-RQ-FT-0374
CARS-RQ-FT-0377

	

	Step
	PRD Staff
	CARS

	1
	
	The System displays the financial activity for the selected Filing Entity with an option to initiate a refund request.

	2
	The User identifies the overpaid invoice(s) and selects the option to initiate a refund request. 
	The System displays a page with fields to enter the refund request. 

	3
	The User enters the refund request data. 
	The System accepts the data and assigns a refund request tracking number.

	4
	The User creates an electronic file containing the refund request and any necessary supporting documents that have been uploaded to CARS (by the Filer or PRD staff).
	


	5
	The User submits the refund request (that includes a link to the electronic file) for approval.  
	The System notifies the appropriate PRD authority of the refund request pending approval. 

	End Main Flow
	




[bookmark: _Toc492028599]CARS-UC-FT-12: Approve a Refund Request (Partial or Full Approval)
[bookmark: _Toc492028600]Main Flow: Approve (Full or Partial) a Refund Request
	Description:
	This Use Case identifies the actions and responses that occur when a refund request is partially or fully approved.

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	A refund request has been processed and presented to the appropriate PRD authority for approval.

	Pre-Conditions:
	· The User has been notified that a refund request is awaiting approval. 
· The User is logged into CARS.

	Post-Conditions:
	The refund request approval (partial or full) was approved. 

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0375
CARS-RQ-FT-0376

	

	Step
	PRD Staff
	CARS

	1
	The User receives the notification of refund request pending approval and clicks a link to go directly to the refund request.
	The System displays the refund request page with the option to approve the refund request. 


	2
	The User reviews the refund request and supporting documentation, if provided, and approves (or partially approves) the refund request. 

Alternate Flow 1: 
3.12.2 Deny a Refund Request
	The System accepts the approval/partial approval. 



	3
	
	The System notifies the Filing Entity of the refund approval/partial approval.

	End Main Flow
	



[bookmark: _Toc492028601]Alternate Flow 1: Deny a Refund Request
	Flow Scenario: 
	An authorized PRD Staff denies the refund request.

	Post-Condition:
	The refund request was denied.

	Branched from Main Flow Step #:
	2

	Branch To:
	N/A

	

	Step
	PRD Staff
	CARS

	A1-1
	The User reviews the refund request and any provided supporting documentation and denies the refund request, indicating the reason for denial.  
	The System accepts the denial of the refund request.


	A1-2
	
	The System updates the refund status and notifies the designated PRD staff of the refund denial. 

	A1-3
	
	The System notifies the Filer of the refund denial.

	End Alternate Flow
	





[bookmark: _Toc492028602]CARS-UC-FT-13: Submit a Refund Request to SOS-Fiscal
[bookmark: _Toc492028603]Main Flow: Submit a Refund Request to SOS-Fiscal
	Description:
	This Use Case identifies the actions and responses that occur when a refund request has been approved or partially approved and is submitted to SOS-Fiscal.

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Triggers:
	The PRD Division Chief, or designee, has fully or partially approved a refund request.  

	Pre-Conditions:
	· A Filer account has an invoice with a credit balance.
· The User is logged into CARS.

	Post-Conditions:
	The refund information was updated in CARS and the refund request was submitted to SOS-Fiscal. 

	Solution-Level Requirements:
	Global Requirements

	

	Step
	PRD Staff
	CARS

	1
	The User receives the notification of full/partial approval and clicks the link to go to the refund request page and print/download/save the full/partially approved refund request. 
	The System displays the full/partial approval refund request.

	2
	The User navigates to the filer’s financial data tab and locates and prints the payment invoice and receipt associated with the refund request.
	The System displays the filer’s payment invoice and receipt. 

	3
	The User prints any other supporting documentation, if available, that was uploaded into the System and submits prepared document packets to SOS-Fiscal. 
	The System displays supporting documentation for the refund request. 

	4
	The User updates the status of the Refund Request indicating it has been submitted to SOS-Fiscal. 
	The System updates the refund status.

	5
	The User locates the invoice corresponding to the original payment, opens it in modify mode and adds the refund data. 
	The System updates the invoice. 



	End Main Flow
	





[bookmark: _Toc492028604]CARS-UC-FT-14: Flag a Dishonored Check
[bookmark: _Toc492028605]Main Flow: Flag a Dishonored Check
	Description:
	This Use Case identifies the actions and responses that occur when the SOS-Fiscal department notifies PRD that a financial institution has returned a check received as payment for an invoice or general purchase as dishonored.  

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	SOS-Fiscal staff notifies PRD that a check was returned. 

	Pre-Conditions:
	· A filer has made a payment by check that was returned as dishonored. 
· The User is logged into CARS and has located the Filing Entity record associated with the dishonored payment. 

	Post-Conditions:
	The invoice and payment were flagged as dishonored. 

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0379
CARS-RQ-FT-0380
CARS-RQ-FT-0381

	

	Step
	PRD Staff
	CARS

	1
	The User selects the invoice(s) associated with the returned check. 
	The System displays the selected invoice(s) with an option to select “Resolve Dishonored Payment.”

	2
	The User selects the option “Dishonored Payment” to flag the invoice. 
	The System flags the invoice to reflect the dishonored payment.

	3
	The User selects the receipt(s) associated with the returned check. 
	The System displays the selected receipt(s) with an option to select “Resolve Dishonored Payment.”

	4
	The User selects the option “Dishonored Payment” to flag the receipt.
	The System flags the receipt to reflect the dishonored payment.

	End Main Flow
	





[bookmark: _Toc492028606]CARS-UC-FT-15: Resolve a Dishonored Check
[bookmark: _Toc492028607]Main Flow: Resolve a Dishonored Check
	Description:
	This Use Case identifies the actions and responses that occur when SOS-Fiscal notifies PRD that a dishonored check has been resolved as paid.

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	SOS-Fiscal staff notifies PRD that a dishonored check has been resolved as paid. 

	Pre-Conditions:
	· A filer has made a payment by check that was flagged in CARS as dishonored.
· The User is logged into CARS.

	Post-Conditions:
	The payment was resolved. 

	Solution-Level Requirements:
	Global Requirements


	

	Step
	PRD Staff
	CARS

	1
	The User locates the Filer record associated with the dishonored payment. 
	The System displays the selected Filer record. 

	2
	The User selects the invoice(s) associated with the returned check. 
	The System displays the selected invoice(s) with an option to select “Resolve Dishonored Payment.”

	3
	The User selects the option “Resolve Dishonored Payment” to remove the flag from the invoice(s) and enters data received from SOS-Fiscal indicating the payment has been resolved. 
	The System removes the dishonored payment flag from the invoice.

	4
	The User selects the receipt(s) associated with the returned check. 
	The System displays the selected receipt(s) with an option to select “Resolve Dishonored Payment.”

	5
	The User selects the option “Resolve Dishonored Payment” to remove the flag from the receipt and enters data received from SOS-Fiscal indicating the payment has been resolved.
	The System removes the dishonored payment flag from the receipt.

	End Main Flow
	





[bookmark: _Toc492028608] CARS-UC-FT-16: Remove Dishonored Check Flag Due to SOS-Fiscal Write-Off 
[bookmark: _Toc492028609]Main Flow: Remove Dishonored Check Flag
	Description:
	This Use Case identifies the actions and responses that occur when the SOS-Fiscal department notifies PRD that the dishonored check has been written off. 

Although the funds were not recovered by SOS-Fiscal, PRD continues to hold the invoice open until it is either paid by the Filing Entity, or the debt is officially written off.

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	The SOS-Fiscal department notifies PRD that the dishonored check has been written off due to no resolution.

	Pre-Conditions:
	· A filer has made a payment by check that was flagged in CARS as dishonored.
· The User is logged into CARS.

	Post-Conditions:
	The payment was reversed in CARS, the Invoice reopened (if closed) and the filer’s account balance updated. 

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0382

	

	Step
	PRD Staff
	CARS

	1
	The User locates the Filer record and invoice(s) associated with the dishonored check. 
	The System displays the selected invoice(s).

	2
	The User selects the option “Payment Write-off” and enters data received from SOS-Fiscal indicating the payment has been written off. 
	The System:
· Removes the dishonored check flag from the invoice(s), 
· Removes the dishonored check flag from the receipt(s),
· Sets the payment status to “Write Off,” 
· Reopens the invoice (if closed), and
· Updates the filer’s account balance.


	3
	
	The System updates the filer’s account balance and notifies the Filing Entity that the invoice remains open and payable. 

	End Main Flow
	



[bookmark: _Toc492028610]CARS-UC-FT-17: Generate Financial Reports
[bookmark: _Toc492028611]Main Flow
	Description:
	This Use Case identifies the actions and responses that occur when PRD Staff generates financial reports and lists identified by PRD and associated with the Financial Transactions Business Process Category.

Financial Reports include (but are not limited to):
	Accountability Report
	Online CC Daily Settlement Report

	Daily Reconciliation Report
	Weekly Reconciliation Report (PDATA Report for Manager’s Meeting)

	Monthly Reconciliation Report
	



Financial Lists include (but are not limited to):
	Check Log
	Refund Request Log

	Dishonored Payment Log
	




	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	The User needs to generate a financial report.

	Pre-Conditions:
	· Each report format has been configured and successfully tested. 
· Data to support each report has been entered into CARS.
· The User is logged into CARS. 

	Post-Conditions:
	The report was successfully generated.

	Solution-Level Requirements:
	Global Requirements and
CARS-RQ-FT-0384

	

	Step
	PRD Staff
	CARS

	1
	The User navigates to a Financial Reports/Lists menu. 
	The System presents the Financial Reports/Lists Menu. 

	2
	The User selects the desired report or list. 
	The System presents data parameter fields.

	3
	The User enters data parameters and runs the report or list. 
	The System presents the report or list for viewing, with options to print, download or email.

	End Main Flow
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