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Introduction to Billing

Overview of VISION Financial System
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Billing is the process of charging a customer (invoicing) for goods and/or services
provided. The Billing module enables you to enter bills online or to import billing
activity from external billing sources such as an Interface. In the Billing module,
bills become invoiced, accounting entries are created, and invoices are printed.
Once invoices are generated and printed, they are loaded to Accounts Receivable
as a pending group where they post to the customers account as an open
receivable. (After a payment has been applied to a customer’s account, the
Journal Generator overnight batch process then transforms the accounting
entries into journal entries and loads the journal tables within General Ledger.)
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Billing Frequently Asked Questions

e Why are my invoices blank when I print them?

You need to run the extract process. To ensure that you haven’t missed any
other steps, please refer to the Billing Manual located on the VISION Manuals

page.

e Why is an invoice not picking up in the Generate Invoice
Processes?

Entered invoices are created with a NEW status. In order for an invoice to
process through the generate invoice processes, it needs to be in a RDY status.
Refer to the Billing Manual located on the VISION Manuals page for more
information.
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BILLING — BUSINESS PROCESS, REMINDERS, HINTS

General

MER Queries — Run month end queries (anytime throughout the month)
to check for invoices that are not complete, or in error. See Month End
Closing Instructions
http://finance.vcms.vt.dev.cdc.nicusa.com/sites/finance/files/documents/P
ol Proc/VISION Proc/FIN-

VISION Month End Closing Instructions Actuals.pd

Note: Remember to check that all invoices are processed within the
current month.

Recurring Bill Templates (Corrections)

Never back date a bill template. If the recurring bills have been
generated for the month you should not create a schedule start date for
that month. Enter a pending item for the current month and generate the
schedule date for the next month.

Generate Invoice Processes

Billing Manual

Invoices - All invoices need to be in a RDY status before they are
picked up in the Generate Invoice Processes. Bills @ a NEW status will
not pick up when generating invoices.

Do not run processes out of sequence. The correct order of process is
below.

1. Finalize and Print (Pre-process & Finalization)

2. Create Accounting Entries (Currency Conversion, PreLoad, GL
Entries and Budget Check processes)

Finalize and Print (Process Extract Table Invoices — BIIVCEN)
Print Invoices

Load Invoices to Accounts Receivable

Ll ol o

After each generate invoice process listed above check Review Bill
summary to assure that the process did run to success. Instructions and
navigation are listed after each of the generate invoice processes listed
above.
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Adjustment Invoices
e You can only adjust an invoice or line once. If you attempt to adjust an

invoice a second time you will receive one of the following error
messages: No matching values were found or, you cannot adjust a bill
line that has already been adjusted. This means one of the lines you have
selected for adjustment has already been adjusted. Review the
Adjustment Line History page to determine the latest bill in the
adjustment chain, and adjust that bill. Exercise is listed under the table of
Contents.

Billing Manual 7
VISION 8.8
As of October 2016



BILLING FLOWCHART
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AVAILABLE STATUSES OF A BILL

e NEW Defaults when adding a manual bill.
e CAN Cancel when you do not want bill to process.
e FNL Finalized Bill — Not used by SOV (State of VT) at this time
e HLD Hold Bill — do not want to pick up in generate Inv Process
e INV Status of bill changes from RDY to INV when Finalize and
Print process is run (Pre-Load).
e PND Pending Approval
e RDY User changes status to RDY once the bill has been entered
and ready to process. Interfaced bills automatically populate
with a RDY status.
e TMP Temporary Bill-Not used by SOV (State of VT) at this time
e TMR Temporary Ready Bill-Not used by SOV (State of VT) at this
time.
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CUSTOMER PAGES AND DESCRIPTIONS

General Info page

= Customers e Mew window | Helo | Customize Page | vmr
= Customer Information
— Quick Custormer Create { Generallnfo {_Bill To Options_}” Ship To Options | Sold To Options . Address |~ Miscellaneous General Info ', [¥)
General Infarmation

— Dun & Bradstreet
- Dun & Bradstreet
Lookupitrier
= MICR Information ‘Customer Status: | Active ~ Copy From Customer Level: Regular
- Corporate Customer

Tree ‘Date Added: 08042007 B sgipee: | 0904/2007 3 Type: User1 v
— Corporate Tree
Messages ‘Name 1: ‘ *Short Name:

SetlD: 01110 Customer: NEXT

— Yendar Infarmation

— Electranic File Transfer Role
o
_ Relmbursable [ 1Bill To Customer Correspondence Customer
Anresments Bill To Selection Correspondence Selection
I Conversations [C]Ship To Customer Remit From Customer
b IR?wewtCuatmmer Shin To Selection Remit Fram Selection
nformation
[ Repaorts [Isold To Customer [#] corporate Customer
— Caontact Information Sold To Selection Corporate Selection
[> Products [IBroker Customer C idation C C lidation Business Unit:
I Promotions
[ Custormer Contracts . . .
> Crder Management [Jindirect Customer [CIrederal customer Trading Partner Code:
[> Pricing Configuration
[» Custormer Returns
1> ltemns Goto: | -More hé
E Sgs;?:;””mmg B save ‘ = Moty | Er Add | Update/Display ‘ A Include History ‘ [E# Correct History |
E ::‘urchtasing General Info | Bill To Optiohs | Ship To Options | Sold To Options | Address | Miscellaneous General Info | Personal
PRATA R

Customer Status — Defaults as active. You cannot post pending items to
inactive customer accounts. Account information, however, appears on the
customer pages and remains part of historical information.

Date Added & Since — Enter the date when you established this customer in
the system. You can also specify that the customer has been a customer since a
certain date, which may or may not be the date added. The current date appears
by default for both fields. In add mode, you can change the effective date for all
matching effective-dated customer records by changing the Date Added field.

Name 1 - Enter the customer's primary name. When a customer’s name
changes, you can enter the new name and still maintain a record of the previous
name. When you overwrite the value in the Name 1 field, the original value
appears adjacent to the General Information - Additional General Info page's
Name 2 field as Frmr Name1l (former name 1). When you change the value in
the Name 1 field a second time, Frmr Name 2 (former name 2) appears adjacent
to the Name 3 field on the General Information - Additional General Info page.
Level- Defaults as regular Accept default.

Type- Defaults as User 1 Accept default.
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Short Name - The system populates this field with the first ten characters of
the Name 1 field.
Bill To Customer — Select bill to Customer. When you select this check box, the
system designates the customer as a correspondence and a remit from
customer, and makes those check boxes available. Only bill to customers can be
correspondence or remit from customers.

e All other fields on this page are not required/or used at this time.

© = Mandatory field
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Bill To Options page

l=:
[ Generalinfo_j" Bill To Options {_Ship To Options | Sold To Options  Address | Miscellaneaus General Infa | [¥)
SetlD: 1110 Customer: MEXT example
Customer Bill To Options Find [vizw Al First [ 1 o 4 (M Last
‘Effective Date: 19042007 |5 ‘Status: |Acthve v =
Collector: Q AR Specialist: Q
Bill nquiry Phone: Q Billing Specialist: Q Billing Authority: Q
Direct lnvoicing CIPrompt for Billing Currency Consolidation Key:
‘Frei i 5 Shippi il 4 "
Freight Bill Type: ipping Bill Type: Q Setid: Q Customer ID: Q
Billing Cycle ldentifier: Q
Invoice Form: Q
[Jpurchase Order Required
Bill By ldentifier: Q
AR Distribution Code: &}
PO Number:
Start Date:

[CJmterunit Customer GL Business Unit: Q End Date:

Generallnfo  Bill To Selection  Pavrnent Ogtions  Wite-Off Info

= e ‘ [l Bl i | =L [l | R LY T ey G eabiimdo | limbmn =% v b | limdnins

&

& Trusted sites

Below are the fields required for all other fields, accept default:

Credit Analyst and Collector - Credit Analyst and Collector are required fields

for bill to customers.

*All other fields accept default.

= Mandatory field
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Address

l=:
| Generalinfa '} Bill To Options | Ship To Options | Sold To Options | Address Y Miscellaneous General Infa | [ e’
SetlD: 01110 Customer: MEXT example
Address Locations ind | Wigw Al First %) 1 af 4 [ Last
il +
*Location: 1 CeiTo Broker [=]
Wp To Indirect
Deseription: Sold To [CIcorrespondence Address
VAT Default WAT Service Treatment Setun

Address Details Find | view Al First [1] 1 or 1 ] Last
- " ¥

‘Effective Date:| 097042007 status: 25" ™| Language Code: |English v FIE

Tax Code: Physical Nature: ~ | Where Performed: v

Country: VBA QU United States

Address ZT

Address 3: Wiew Phane Infarmation

Clin City Limit
v
@j Done & Trusted sites

Location - The primary location—indicated by a 7—is the address that you use
most often when you contact the customer. For the Federal Draw process
accept default.

Bill To - Select bill to address. You must also select one address as the primary

bill to address. Once you select the bill to box th ill display.

Select the primary box.

Effective Date — Defaults with current date accept default.
Status — Defaults as Active accept default.

Country — Defaults as USA accept default

Address 1 —Enter appropriate address (required field)
Address 2 — Additional line

Address 3 — Additional line

City — Enter appropriate data

County — Not a required field can be left blank

State — Enter appropriate data or select valid value
Postal — Enter appropriate zip code.

*Note: Address is a required field.

© = Mandatory field
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Miscellaneous General Info

- - - b Home [ Wvorkls

Mew Window | Help | Custormize Pade | v

/ GeneralInfo " Bill To Options " Ship To Options |} Sold To Options |~ Address ) Miscellaneous General Info \ [¥)

SetlD: 01110 Customer:  NEXT

Web URL: Wiebsite URL

Stock Symbol: Stock Syrmhbal

urrency Code: Q Rate Type: Q

Custarnize | Find | view Al | 88 First [0 4 08 4 0] Last

Support Team Code Default
Q O =l
Date Last Maintained: Last Maintained By Operator ID:
General Info
B save | =] Notify B Add Update/Display | 2 Include History | EFCorrect History

General Info | Bill To Options | Ship To Options | Sold To Oplions | Address | Miscellaneous General Info | Bersonal

é e Inkernet

&)
Listed below are the fields that are used:

Currency Code - Field is mandatory. Enter USD

Rate Type — Enter or Select CRRNT for Current

Support Team Code — Select Valid Value — Most departments will have only
one selection for example: Dept of Finance & Management = FM

Default — Select the default box.

© = Mandatory field
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SCREEN SHOTS AND DESCRIPTIONS FOR MANUAL BILLS
PAGES THAT ARE USED BY SOV

Header — Info 1

[ Header-Info1 Y Line-Info 1
i
Unit: 01151  Invoice:  NEXT Pretax Amt: 0.000
. - ¥
Status: NEWQ Invoice Date: L Ccurr: et
Installment Bill Schedule
“Type: Q Source: a “Frequency: | 08 hs Recurring Bill Schedule
*Customer: Q. address SubCust1:
SubCust2:
Q *foice Form: @ From Date: = To Date: £
Rgy Method: chKa & Remit To: Q Bank Account: Q
H Account: Q4R Distribution
Sales: Q Bill Inquiry Phone: Q
Credit: Q Collect: < Biller: Q Billing Authority: Q
Goto: Headerinfo 2 Address CopvAddress Motes Express Entry
Summary  Bill Search  Line Search Navigation: | Header-Info 1 ~ || Prev MNext
B save | [=] Motify | ts Refresh Es Add Update/Display
Header-Info 1] Line - Info 1

Status — Defaults as NEW, to process bill change status to RDY

Invoice Date — Not a mandatory field. Field is populated with the date
established at the pre-process and finalization. If you fill in the invoice date this
will be the date that will process as the accounting date.

Type - The bill type represents the category of activity grouped on a particular
bill.

Source — This field shows how this bill was added to VISION. Example: (
Manual entry, Interface etc..)

Frequency — Defaults as Once. Another option is Recurring. Recurring option
enables you to reproduce bills or portions of bills and generate invoices by using
templates.

Customer — Enter a valid customer for whom you are billing.

Cycle ID - Associates a billing cycle (monthly, on-demand, quarterly) with a bill.
Invoice Form - The invoice form code is an identifier for the formatting options
that determines the sorting and summarization levels for invoice information.
EXTRACT is the default that is currently used.

From Date /To Date- Specifies or indicates a date range for calculations,
reports, invoices and searches. The dates are inclusive.

Pay Terms — Payment terms govern the length of time that a customer has to
pay an item.

Pay Method — Defaults as CHK.

Remit To/Bank Account — defaults from the bill Type that was selected.
Varies with departments. Established with setup.

Billing Manual 15
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Accounting Date - Accounting date defaults from the date established at the
Finalize and Print Pre-process from generate invoices.

Account — AR account code will default the account classifies the nature of the
transaction.

Sales — This field defaults from the Bill Type that is selected. SOV uses this field
in a couple of ways. Most common default is department abbreviation. Example:
Building and General Services = BGS

Bill Inquiry Phone — Defaults from Bill Type selected. The bill inquiry phone is
the number on invoices for customers to call if they have questions about their
bills.

Credit — Defaults from Bill Type selected. This is a mandatory field and
currently populates with the department abbreviation. Example: Building and
General Services = BGS

Collect — Defaults from Bill Type selected. Mandatory field and currently
populates with the department abbreviation. Example: Building and General
Services = BGS with the exception of Corrections which uses this field to
populate an office #.

Biller — Person associated with processing bills. Or contact person.

Note: The above field’s descriptions are just a brief explanation on what they
are used for. Some of the fields vary from department to department.

© = Mandatory field
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Line—Info 1

ORACLE _Worklist Add to Favorites
1=
[ Header-Info 1 | Line-Info1 2y
Unit: 02140 Bill To: sTODB Pretax Amt: 0.00 USD E
Invoice: MNEXT Buildings & General Senvices- E E max Rows: F =
Govtal
Find | View Al First [0 1 or1 ] Last
Seq Line Table Identifier Description Het Extended =
A1 || | 0.00

aty: l:l Line Type: Q [¥] Accumulate

uom: l:IQ From Date: l:l@ Through Date: l:l@

Unit Price: l:l Tax Code: l:lQ [ Tax Exempt

Gross Extended: l:l Exempt[:ert:| |Q

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: 0.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 0.00
Goto: Linelnfo2 Tax  Accounting Discount/Surcharge Motes Express Entry
Summary  Bill Search Line Search Navigation: | Line - Info 1 | | Prev Mext

a ]
o Trusted sites E 00 T

Table — Select from drop down list — ID — PS/Billing charge ID is the option
currently used by SOV

Identifier — Enter valid value or select one from <

Description — Defaults with description of identifier.

Qty — Enter the quantity requested

UOM - Defaults from identifier selected.

Unit Price — Defaults if price is associated with identifier, or enter correct unit
price.

Gross Extended — Populates when page is refreshed or saved.

Q = Mandatory field
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Accounting — Rev Distribution

ORACLE

Home Worklist

1=

J/ Header-Info1 Y Line-Infa 1 | Acctg - Rev Distribution |

Add to Favorites Sign out

Mew Window | Help | Customnize Page | &, #

@
Unit: 02140 Bill To: Pretax Amt: 0.000
nvoice:  NEXT E & maxRows: BE
Bill Line
Seq Line Identifier Description Net Extended
1 0.000
Bill Line Distribution - Revenue Customize | Find | View All | 3 First [ 4 op4 [¥] Last
Code Account  Fund Dept Program Class Project Percentage Amount Budaet |
HE| o[ Ja[ |a] o[ Jal  |af | | | I
Percent: 0.00 Amount: 0.000 Gross Extended: 0.000
Gotor Linelnfo2 Tax  Accounting DiscountSurcharge MNotes Express Entry
Summary  Bill Search  Line Search Navigation: | Acctg - Rev Distribution v| | Prev Next
B save | [=] Motify | s Refresh
Header - Info 1| Line - Info 1 | Acctg - Rev Distribution )
g
< 2>
o Trusted sites H 100% -

Code - Populates if set up with identifier, or select valid value
Account - Enter valid value or populates if set up with identifier
Fund - Enter valid value or populates if set up with identifier
Dept - Enter valid value or populates if set up with identifier
Program - Enter valid value or populates if set up with identifier
Class - Enter valid value or populates if set up with identifier
Project - Enter valid value or populates if set up with identifier
Amount — Populates from the Line — Info I page.

© = Mandatory field
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ENTER A NEW CUSTOMER

Possible situations when this function is used: To create a Customer for
both Billing and Accounts Receivable to allow the processing of receivables for
that customer. There are several ways for setting up customers in VISION.
Depending on your department some use prefixes with auto numbering. If your
department uses a certain prefix, you need to enter the prefix in the customer Id
field on the Add a New Value page and the system will assign the next auto
number for that prefix. Departments entering customers for Federal draws are
using only auto numbering so on the Add A New Value page an auto number will
be assigned once a customer is entered and saved Ex: 1001 etc...
Departments using Intra-Payment processing, Pending items to track
receivables (billing) for state agencies and or Towns, need to enter the
established customer numbers maintained by Finance Accounting. Ex:
ST003 — Finance and Management. The Accounts Receivable Manual
located on the Finance & Management Website contains the most
recent list of customers as of August 2007.

Navigation: Customers > Customer Information > General Information

[ ———— - rryre——
— Quick Custamer Create
- General Infor Customer Information Edit "Customer Information” Folder
— Dun & Br
Create customer information using an abbreviated format.
E" Quick Customer Create E General Information E Dun & Bradstreet
Create customer informatien using an ldentify general custemer information and Identify summary infermation from a Dun &
abbreviated format attributes Bradstreet credit report.
E" Dun & Bradstreet Lookup/Order E MICR Information E Corporate Customer Tree
Access, display, and updates Dun and Identify customer bank and address Review or update infermation for the
Bradstreet information for a customer information corporate customer.
E" Corporate Tree Messages E Vendor Information E Electronic File Transfer Name
Review messages about the corporate Enter name and ID informatien for venders. Enter names to use on the electronic funds
[ Review Customer customer tree structure transfer.
Information
[» Reports
- Contact Information Reimbursable Agreements
> Products Identify customer reimbursable agreements
I Promations information.
[» Customer Contracts
[ Order Management
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l=

Hew windos | Help | v

General Information
Enter any information you have and click Search. Leave fields hlank for a list of all values

{ Find an Existing Value {_Add a NewValue |

SetlD: E STATE
Customer I:| begins with
Name 1: hegins with
Telephone: | begins with
City: hegins with +
State: begins with w
Postal Code: | begins with

Cinclude History  [JCorrect Hisfory []Case Sensitive

Search Clear Basic S

Find an Existing value | Add a Mewfvalue

rch Save Search Ctiteria

The General Information Page opens to Find an Existing Value tab.

Click on the Add a New Value tab

— - -y

|-

e Windo | Help | (5,

General Information

/_Find an Existing Yalue " Add a New Value

SetiD: STATE |
Customer ID:| | Q

Add

Find an Existing Yalue | Add a Mew Value

Add a New Value is now available.

Enter SetID
e Defaults with STATE — Do not use STATE. Always use Business unit

or generic setup for your department.
e Enter customer(s) under appropriate Business Unit or generic SetID.

Enter Customer ID
e Enter appropriate New Customer ID.

Click the ADD button
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The Customer General Info page opens.

Enter Name 1 (Customer Name)

e Tab out and Short Name will automatically display

e Check the box beside Bill To Customer (Correspondence Customer,
Remit From Customer will automatically select)

e Corporate Customer automatically is selected.

Click on the Bill To Options Tab

/[ GeneralInfo_” Bill To Options ' Ship To Options_} Sold To Options |~ Address | Miscellanenus General Info ' [F)

SetlD: 01110 Customer: ST099 Example Customer

Customer Bill To Options

‘Effective Date: | 07/1 412006 |5 ‘Status: | Active
Credit Analyst: Q Collector: Q AR Specialist:
Bill nquiry Phone: Q Billing Specialist: Q Billing Authority:
Direct Invoicing [CJPrompt for Billing Currency Consolidation Key:
Frei . . Shinpi i .
Freight Bill Type: ipping % Bill Type: Q, Setid: a Customer ID:
Billing Cycle ldentifier: s}
Invoice Form: Q
[JPurchase Order Required
Bill By ldentifier: &}
AR Distribution Code: Q
PO Number:
Start Date:
[CJinterunit Customer GL Business Unit: Q End Date:

a

MNew Window | Help | Customize Page | o5,

@ Trusted sites

=1
Mew Window | Help | Customize Page | 5, %
[ Generalnfo " Bill To Options " Shin To Options " Sold To Options |~ Address ) Miscellaneous General Info ' [¥)
Setl: 01110 Customer: 57099
*Customer Status: h Capy From Customer Level: Reqular
‘Date Added: OTA 42006 [ ginee: |07 442006 | Type: User 1 ~
‘Name 1: *Short Name:
Roles
[CIBill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
[C]ship Te Customer Remit From Customer
Ship To Selection Rernit Frorm Selection
[Isold Te Customer Corporate Customer
Sold To Selection Corporate Selection
[CIBroker Customer Consolidation Customer Consolidation Business Unit:
Cindirect Customer CIFederal Customer Trading Partner Code:
Goto: | --More -
B save | =] Maotify E Add UpdateiDisplay | £l Include History | [EF Gorrect History
General Info | Bill To Options | Ship To Options | Sold To Options | Address | Miscellaneous General Info | Personal
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The Bill To Options page opens.

o Effective Date - Accept Current Date default

e Status — Accept Active Default

e Enter Credit Analyst— enter appropriate credit analyst or click on the
magnifying glass for selection

e Enter Collector — enter appropriate collector or click on the
magnifying glass for selection

Click on the Address Tab
=»
| General Info ' Bill To Options | Ship To Options | Sold To Optians |~ Address Y Miscellaneous General Info ' [¥) -
SetlD: 01110 Customer: ST059 Example Customer
Bddress Locations ind | view Al First (4] 1o [M] Last
"Location: [CeinTo Broker FE

‘ Ship To Indirect
Sold To [Icerrespondence Address

Description: ‘

WAT Diefault AT Senvice Treatment Setup

nddress Details Find |view sl First (1 of 1 0 Last

‘Effective Date:| 07/14/2006 ‘Status: | Active N L Code: |English v =l

Country: USAJQL pited states

Address 1: | |

Address 2 | |

Address 3 | ‘ Wiewy Phone [nf

Clin city Limit
ciy: | \
County: | ‘ Postak: l:l
State: [ I

The Address Page displays.

e Location — Leave default of 1

e Enter Description — enter appropriate location description (not
mandatory)

e Select Bill To — select Bill To — page updates with Primary Field
Checkbox.

e Ship To — Primarily used by department of BGS

e Sold To — Primarily used by department of BGS

e Select Primary — select primary box (Primary Box populates when Bill
To is selected)

o Effective Date — leave as default ,Current Date

e Status - leave as default , Active

e Country — leave as default USA or click on magnifying glass and
choose a valid value

e Address 1 — Enter appropriate Customer Street Address
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e Address 2 — Enter appropriate data if applicable

e Address 3 — Enter appropriate data if applicable

o Enter City, State, Postal — Enter appropriate city, state, and zip for
the Customer

e County — Leave Blank

Click on the Miscellaneous General Info Tab

| [=ikg
Mesw Window | Help | Customize Pace | j5

/ General Info_} Bill To Options_} Ehip To Options | Sgid To Options | Address | Miscellaneous General Info ' [¥)

SetlD: 0f110 Customer: ST099 Example Customer
Web URL: | Website URL
Stock Symbol: Stock Symbal

Currency Code: Q Rate Type: Q

Custornize | Find | view &1 | 88 First [ g or 1 B Last

Support Team Code Default

Q O El
Date Last Maintaine: Last Maintained By Operator ID:
General Info
B Savwe =] Motify 5+ Add Update/Display | 42 Include History | EFCorrect History

General Info | Bill To Options | Shib To Options | Sold To Options | Address | Miscellaneous General Info | Parsonal

The Miscellaneous General Info page displays.

e Currency Code - USD
e Rate Type — CRRNT
e Support Team Code — enter appropriate support team code or select
a valid value by clicking on the magnifying glass Default — Select
default Box
Click Save

CUSTOMER ADD IS COMPLETE
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MAINTAIN/UPDATE CUSTOMER NAME AND/OR ADDRESS

Possible situations when this function is used: An error was made, or a
Customer has a name and/or address change, so the Customer information
needs to be updated. This exercise is used only if the customer does not have

any open receivables.

Navigation: Customers > Customer Information > General Information

(=3

General Information
Enter any infarmation you have and click Search. Leave fields blank for a list of all values

/ Find an Existing Value " Add a New Value

SetiD: = STATE Q
Customer ID:| begins with + a
Name 1: hegins with
Telephone: | hegins with
City: hegins with
State: hegins with

Postal Code: | begins with w

[Cinclude History ] Correct History  []Case Sensitive

Search

Find an Existing Wafue | Add a hew Value

Basic Search Save Search Criteria

The Genleral Information page is displayed.

Enter SetID

e leave as default or

e enter the appropriate business unit
Enter Customer ID

e Enter appropriate Customer ID

Select Correct History

Click the Search button
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[ General Info Y_Bill To Options_}” Ship To Oplions | Sold To Options " Address  { Miscellaneous General Ino | [¥)

SetlD: 01110 Customer: 57003

*Customer Status: Level:

3
*Date Added: 06/28/2002 |5 sine; |0B/28(2002 |[H ‘Type:
*Name 1: |Fmam:e and Management | *Short Name:

Roles
Bill To Customer Correspondence Customer
Bill To Selection Carrespondence Selection
[I'ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[JSold To Customer Corporate Customer
Sold To Selectian Carparate Selection
[IBroker Customer I consolidation Cust [ lidation Business Unit: l:l
[CJindirect Customer [IFederal Customer Trading Partner Code: l:l
Gote: | -More vl
E Sare | LU Retunto Search | (=] Notify | Er  Add Update/Display | £ Include History ‘ Eg |

General Info | Bill To Options | Ship To Options | Sold To Options | Address | Miscellaneous General Info | Personal

Enter Name 1 (New / Corrected Name 1)
e Swipe across original name and enter New Name.
e Original Name will drop to a Former Name 1 field
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Click on the Save Button

(=
Mew Window | Help | Custorize Page | e,
[ GeneralInfo {_Bill To Options )" Ship To Options | Sold To Options |~ Address  § Miscellaneous General Info ' [¥)
SetlD: 01110 Customer: 5T003
‘Customer Status: Level: Regular  »
‘Date Added: OB2H2002 |5 sgipee: 08232002 [ Type: User 1 ~
‘Name 1; Financial Operations ‘Short Name: |[FM
Roles
[IBill To Customer [¥] Correspendence Customer
Bill To Selsction Correspondence Selection
[CIShip To Customer [“IRemit From Custemer
Ship To Selection Remit From Selection
[ISold To Customer [#] Corporate Customer
Sold To Selection Corporate Selection
[IBroker Customer (e idation Ci lidation Business Unit:
[Jindirect Customer [CIrederal customer Trading Partner Code:
Goto: b/
B save ‘ £ Return to Search Motify | E add UpdateiDisplay | 4 Include Hisﬂ | |
General Info | Bill To Options | Ship To Options | Sold To Options | Address | Miscellaneous General Info | Pergdhal
»
& = @ Trusted sites

The Customer Name has been updated.

To View Name 2, Name 3 and Former Name fields has changed.

To view:

e C(lick on Go To drop down arrow
e Select 0020 - Additional General Info
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Mew Window | Help | Customize Page | 15,

{ General Info \_Bill To Options_}” Ship To Options )" Sold To Options }~ Address | Miscellaneous General Info_, [¥)

& Save | EL Return to Search

=1 Motify

Go to:
\ B Add

UpdateiDisplay

A Include History

SetiD: 01110 Customer: 5T003
‘Customer Status: | Active Level: Regular v
‘Date Added: 06282002 |H gjyee;  |0B/28/2002 [ Type: User1 v
*Name 1: Financial Operations
0020 - Additional General Info
Roles 0040 - Credit Profile
Bill To Customer Correspondence Customer |0030 - Redion Code Info
) 0060 - Subcustomer Info
Bill To Selection Correspondence Selection 0070 - Customer Group
O Ship To Customer Remit From Customer 0080 - Tax Exempt Cerificates
Ship To Selection Remit Fram Selection g?gg'\ﬁ“—:"”fﬂ
- Motes
7]
[Isold To Custo.mer Corporate Customer 0110 - Altachments
Sold To Selection Corporate Selection 0120 - Messages
[IBroker Customer [Jconsolidation Customer 0130 - User Defined 1
0140 - User Defined 2
[Cindirect Customer [IFederal Customer (D:Li?a'cﬁf]?or ([)Negl\:i’aigdowj
General Info
More L

General Info | Bill To Options | Ship To Options | Sold To Options | Address | Miscellaneous Seneral Info | Persanal

&l

=) @ Trusted sites

A list of options will display. To view the Former Name 1 field:

Select 0020 - Additional General Info

| [Sikg

{ Additional General Info \__Fersanal

Mew Window | Help | Custormize Page | 5,

Workflow User:

v

Standard ID Gualifier

Yendor Information

ID Number

SetlD: 01110 Customer: 5T003 Finance and Management
Name 2: Former Name 1: |Finance and Manage
Name 3:
Vendor SetiD: S vendor ID: Q

Go To:

General Info  Bill Ta Options Ship To Options Sold To Options  Gen Mise Info -More

\

[ N\

=] & Trusted sites

Additional G

original Custorger Name 1.

eral Info page is displayed. Former Name 1 field displays the

Click Link — General Info will take you back to the General Info Page.
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|=»
Mew Window | Help | Custornize Page | 15,

[ Generallnfo Y_Bill To Options | Ship To Options | Sold To Options " Address |~ Miscellaneous General Info ' [¥)

SetlD: 01110 Customer: 37003

"Customer Status: Level:
‘Date Added: 06282002 | gjpce; | DB/28i2002 |3 Type:
*Name 1: |Fmancia\ Operations | ‘Short Name:

Roles
Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
[CIship To Customer Remit From Customer
Ship To Selection Remit From Selection
[Isold To Customer Corporate Customer
Sold To Selection Corporate Selection
[ClBroker customer Oc idation Ci Consolidation Busi Unit: l:l
[Clindirect customer [JFederal Customer Trading Partner Code: l:l
Goto: | -More vl
& Save ‘ L Return to Search | [=] Mot | E+ Add | Update/Display | & Include History | |

General Info | Bill To Options | Shis To Options | Sold To Options | Address | Miscellaneous General Info | Personal

General Info page is displayed.

Click on Address tab.

Mew Window | Help | Custormize Page | 5,

/ Generalinfo Y Bill To Options | Ship To Options Y Sold To Options_ ™ Address Y Miscellansous Genaral Info | [W

SetlD: 01110 Customer: STO03 Financial Operations

Address Locations

i i +
“Location: [“ginTo [“IPrimary Broker =

Ship To Indirect
Description: ‘1 04 State Street ‘ Sold To [Jcorrespondence Address
WAT Default WAT Service Treatrment Setup
nddress Details First (4] 1 of 1 ] Las

*Effective Date:| 06/28/2002 Status: | Active A L Code: | English R FHE
Tax Code: l:l Physical Naiure: Where Performed:

Country: USAJQ nited states /

Address 4 109 Siate Sirest | |
Address 2: | |

Address 3: | hone Infarmation

ci: [montaelier

comny: |

¥as ~

&
Address Page is dis
to make chang

= @ Trusted sites
yed. Customer address has changed follow the navigation

Add new effective dated row in the Address Details by clicking on the
sign button.
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| GeneralInfo '} Bill To Options | Ship To Options " Sold To Options |~ Address % Miscellaneous General Info | [F

SetlD: 1110 Customer: 8TO03 Financial Operations

Address Locations

‘Location: Fleinte [¥IPrimary Broker =
ship To Indirect
Description: ‘ 109 State Strect ‘ Sold To [Jcorrespondence Address

WAT Default VAT Service Treatrnent Setup

Address Details Find | View A
‘Effective Date: 18/1112006 \Status: | Active vl Code: |English v FH[E=

Country: Q United States

[109 State Street |

Address 1

Address 2: | |

Address 3: | | Wiewy Phone Infarmation
[T City Limit

City: |Mumpeher |

County: | | Postal:
State; Q WVermant

@ 5] @ Trusted sites

A new row is created with a new effective date (current date). The original
address populates in the new effective dated row.

Make the appropriate change to the Address 1 line.

Save the page — the Address is updated.

&
/ GeneralInfo ' Bill To Options | Ship To Options ¥ Sold To Options ' Address ' Miscellaneous General Info | [¥)

SetlD: 01110 Customer: STOO03 Financial Operations

Address Locations

Bill To Primary Broker =

‘Location:
Ship To Indirect

Sold To [Icorrespondence Address

Description: | 108 State Street

WAT Default YAT Semvice Treatment Setup

Address Details

*Effective Date: | 08/11/2006 *Status: | Active v 1 le: | English v FE=

Country: UBAJQ nited states

[ 108 tate Street 4th foor |

Address 1

Address 2: |
/

Wiew Phone Infarmation

/|
/ [CJin City Limit
/|
County: / | Postal:

|
State: Q Vey’(

Address 3: |

city: [montaelier

@j Drome / D @ Trusted sites

Page is refreshied with new customer address.

Click on View All
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&

Country: YSAIQ United States
Address 1 109 State Street 4th floor
Address 2:
Address 3: Wiew Phone Infarmation

Cin City Limit
City: Montpelier
County: Postal: DaB43
State: VT Q Vermant

; +

‘Effective Date:|08/28/2002 ‘Status: | Active w Language Code: | English v =
Tax Code: Physical Nature: v | Where Performed: v
Country: USAIQ |nited States
Address 1: 109 State Street
Address 2:
Address 3: Wiewy Phone Infarmation

I city Limit
City: Montpelier
County: Postal: 05843
State: ull A vermant

& Trusted sites

Page is displayed with both effective dated rows.

MAINTAINING CUSTOMER IS COMPLETE
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ENTER A NEW CHARGE CODE

Possible situations when this function is used: Charge codes also known
as identifiers are used in billing. The Charge Code page is used to define a
product code, description, unit of measure, unit price, and revenue distribution
code for a specific type of service or commodity. When creating a bill to a
customer, entry of the charge code will add this information to the bill line. The
charge code is the product, type of service, or fee that is billed to a customer.
The charge ID, Unit of Measure, List Price, and Description fields are printed on
the invoice. When charge codes are printed on an invoice, the charge code ID
and its corresponding description appear next to each other on the bill line. The
long description field (254 characters) does not print on the invoice.

Defining the revenue distribution code on the Charge Code page will default the

revenue accounting distribution on the Accounting — Rev Distribution page for
the bill line when creating the invoice.

Navigation: Set Up Financial\Supply Chain> Product Related> Billing> Setup>
Charge Code

Follow the above navigation to add a new charge code.

ORACLE’
Home Worklist _Ar'd to Favorites Sign out
I Set Up Financials/Supply Lad] Main Menu > Set Up Financials/Supply Chain = Product Related = Biling > ~
Chain .
Edit "Setup” Folde
> Install S =
[> Security Set up all biling-related data
e Bill Type Bill Source B Cycle
. Define the type of bills that the system Specify the input source for bils, and define efine cycles for bils that can be processed
b Commeon Definitions rocesses and how i processes them how the system processes them with the same timin
= Product Related Hrem R SR s L - T L
[» Asset Management
[ Budgeting . . - -
= Bill Cycle Dates (for Grants = Bill-by Identifier = Billing Specialist
= Billing Define biling ranges for each Grants-related Define rules for handling bill interface actify Define individuale who are assigned as the
biling cycle ID when creating bills =specializt for biling activity.

= Bill Inquiry Phone = Invoice Number ID = Origin
Define bill inquiry phene numbers that can be E Define the patterns for assignig§ invoice Establizh origin.

- . printed on invoices. numbers.
— Bill-by |dentifier
— Billing & alist
— Bill Inquiry Phone = Collector = Credit Analyst = Payment Terms
Invoice Number 1D Define individuals who are assigned as the Establish credit angffsts Enter payment terms

collector for biling activity.

A (reate charge codes with assodiated accounting, pricing, ”‘tls_‘ﬂf‘: ;‘rciEE for uze with sales and
and bax information. ax features

Payment Terms Timin %‘ Charge Code == Charge Code Tax Group
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Charge Code

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value Y Add a New Valug |

SetiD: = v STATE Q
Billing Currency: | begins with |« Q,
Billing Charge I1D:| begins with |«
Description: hegins with |+

include History [ Correct History []Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing value | Add a New Value
Charge Code page is displayed
Click on Add a New Value tab

Charge Code

[ Find an Existing Valug § Add a New Value |

SetlD: STATE |,

Billing Currency: |USD|C,
Billing Charge ID:

Add

Eind an Existing Yalue | Add a New Yalue

Add a New Value page is displayed

o SetID - Defaults as STATE, Charge codes are set up under
your Business Unit. There are exceptions for department of BGS and DOC.

e Billing Currency - Enter USD or you can request USD to default if
it did not default. If you prefer to have USD default this request would be

required
e Billing Charge ID - Enter charge code (charge code can be
entered in alphanumeric up to 18 characters). Billing Charge Codes

default to upper case, so even if you enter in lower case it will save as

upper case.

Click on Add Button
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[ Charge Code \_ Charge Code 2 |

SetlD: 01162 Currency: usD
[Charge Code

“Effective Date: 08/16/2008

*Unit of Measure: Q

*Description:

Long Description:

Revenue Q.

Distribution Code:

Tax Group: Q

VAT Group: Q

B save | [Z] Motify

Charge Code | Charge Code

Charge Code;faage is displayed

Effective Date
Status

Unit of Measure
List Price

o Description
e ItemID
e Long Description

e Revenue Distribution Code -

Charge ID:

Status:

List Price:

“Revenue
Recognition Basis:

Transaction Type:

Transaction Sub Type:

Active v

PEMCILF

First [4] 1 or 1 [M] Last
F[=]

Find | View All

Item 1D Q

Invoice Date w

Sale v

MNone v

B+ Add | UpdateDisplay | /2] Include History [ Correct History

Defaults with current date

Defaults as Active

Select valid value

Enter a price and this will default automatically
when you enter an invoice.

Or leave blank. If left blank when

you enter a bill you will need to manually
enter a list price.

Enter a brief description

Used only by BGS

If description field was not long enough you
could add additional information in the long
description. Note: Long Description does not
appear on invoice.

Select valid value — Revenue
distribution code if selected will
automatically populate the
accounting entries page when
entering an invoice.

Note: All other fields accept default. We do not use Tax Group or Vat Group
fields. Charge Code 2 page is not currently used.

Click Save Button
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[ Charge Code \_ Charge Code 2 |

SetiD: 01163 Currency: UsD Charge ID: PEMCILS1
Find 1 view Al First [ 1 of 4 M Last
*Effective Date: 0816/2008 Status: | Active v =
*Unitof Measure:  |EA | List Price: 00200
*Description: #1 pencils Item ID Q
These pencils are sold individually

Long Description:
Revenue coPrconT|a, “Revenue . Invoice Date v
Distribution Code: Recognition Basis:
Tax Group: Q Transaction Type: Sale w

Transaction Sub Type: MNane N

VAT Group: Q

B save | [ Motify E‘+Add| Llpdats-'[!\splay| y=| IncludsHistcry| [#F Correct History
Charge code is now available for use in billing.

CHARGE CODE ADD IS COMPLETE
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MAINTAIN A CHARGE CODE

Possible situations when this function is used: Once a charge code has
been entered, in order to make any changes to the charge code you will add a
new effective dated row.

Navigation: Set Up Financial\Supply Chain> Product Related> Billing> Setup>
Charge Code

ORACLE

Worklist Add to Favorites

- i = 5 i ciale/S| in = = Billing > A
[ Set Up Financials/Supply il Main Menu = Set Up Financials/Supply Chain = Product Related > Biling =
Chain ﬁ e
Edit "Setup” Folder
[ Install Setup
[> Security Set up all biling-related data
[» Upgrade
= Bill Type = Bill Source = Bil
& Business Unit Related Sl e NILD
b e DR E Define the type of bills that the system Specify the input source for bils, and define Defingcycles for bills that can be processed
= Product Related processes and how it processes them. how the system processes them. witffthe same timing.
[» Asset Management
[> Budgetin: . . - -
o B”“ng < Bill Cycle Dates (for Grants Eill-by Identifier S Billing Specialist
= g Define biling ranges for each Grants-related Define rules for handling bill interface activity Define individuale who are assigned as the
I biling cycle ID. when creating bills. specializt for biling activity.
— Bill Tvpe
— Bill Source
— Bill Cycle - - -
[ Bill Inquiry Phone Invoice Number ID Origin
7‘?\"£‘w Define bill inquiry phene numbers that can be E Define the patterns for assigning inwyp Establizh origin.
"-‘_rams- . printed on invoices. numbers.
— Bill-by Identifier
— Billing Specialist
— Bill Inquiry Phone = Collector = Credit Analyst = Payment Terms
o w B Define individuals who are assigned as the Establish credit anatysts Enter payment terms
— Origin collecter for biling activity.
— Collectar
— Credit Analvst
— Bavment Terms Payment Terms Timin === Charge Code = Charge Code Tax Group
— Payment Terms Enter payment terms timing. L] - - — fine tax groups for use with =ales and
Timin “reate charge codes with associated accounting, pricing, ey
P — and bax information =
— Charge Code .
— Charage Code Tax -

le

Hew Window | Helo | &,

Charge Code

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value Y Add a New Valug |

SetiD: [= ¥ STATE a

Billing Currency: ‘ begins with » H |Q

Billing CnargeID:‘ begins with v | |

Description: ‘neginswitn Ll |

[include History [ Correct History [] Case Sensitive

Search | Clear | Basic Search [E Save Search Criteria

Find an Existing value | Add a New Value
Charge Code page is displayed

Find an Existing Value tab is available
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e SetID - Defaults as STATE, Charge codes are set up under your Business

Unit.

e Billing Currency - Enter USD or you can request USD to default.
If you prefer to have USD default, you can request this with our Security

Administrator to include the default under operator Preference.

e Billing Charge ID - Enter charge code (charge code can be
entered in alphanumeric up to 18 characters). Billing Charge Codes
default to upper case, so even if you enter in lower case it will save as

upper case.

Click on Search Button

Charge Code
Enter any information you have and click Search. Leave fields blank for a list of all values

/ Find an Existing Value ' Add a New Value

SetiD: = 01151 Q
Billing Currency: | begins with | || USD Q
Billing Charge ID:| begins with || 9000

Description: begins with |+

[Jinclude History [ Correct History []Case Sensitive

Search Clear | pasic Search Save Search Criteria

Search Results

View All 1-100 of 202 m Last
SetiD Billing Currency Billing Charge ID Description Unit of Measure List Price
01151 USD 92000 18mm 100 roll processing only ~ EA 3z

a1 9000 48mim 100" rell processing enly E& 5.2

0115 9000 1B8mm 100" rell pro EA 8
oME1UsD 8000 A18mm 100" rell pro EA 7
011R1LISD ano 1Emm 1007 rall ororessing anlv FA 775

Search Results are displayed.

Note: Each time a new effective dated row is added it is listed as a separate
line in your search results. Example above shows that charge code 9000 has
four effective dated rows. Instead of looking at each row individually, select

the include History box.
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Charge Code
Enter any infermation you have and click Search. Leave fields hlank for a list of all values.

{ Find an Existing Value {_ Add a New Value |

SetiD: = v 01151 Q
Billing Currency: | begins with « |UsD &}
Billing Charge ID:| begins with + (3000

Description: begins with +

Include History []Correct History [[]Case Sensitive

Search ‘ Clear | Basic Search Save Search Criteria

Search Results

View Al 1-100 of 202 [p] Last
Billing Currency Billing Charge ID Description Unit of Measure List Price

01151 USD 000 A6mim 100 rall processing anly EN 3.2

01151USD 2000 16mm 100 roll processing only EA 52

01151USD 9000 16mm 100 rall processing only  EA B

11511180 annn Afirmm 00 rall nreressing only FA 7

Include History box is selected.

Click on first search selection line

{ Charge Code _Charge Code 2

set: 01151 currency: usD Charge ID: 2000
First ] 1014 0 Last
*Effective Date: pei23iz008 Status: | Active hd =1
“Unitof Measure:  |EA QL List Price: 7.0000
*Description: 16mm 100" roll processing only item ID

Long Description:

Revenue M-REY Q, “Revenue Invoice Date
Distribution Code: Recognition Basis:
Tax Group: Q Transaction Type: Sale v
Transaction Sub Type: MNane A
VAT Group: Q
B save | 2\ Return to Search | ‘ +E Mext in List ¢ [=] Motify | Esadd | Updats.-'[:\aplay| [EF Correct History

Charge Code | Charge Code 2

Charge Code page is dis

yed with your selection.

Note: Since the ingfude history box was selected you can view all four lines by
clicking on the Wéw All link.

Click on "I button to add a new effective dated row. This row will carry
forward all information from the last effective dated row. Make changes to
necessary fields.

Click Save Button
Charge code is now available for use in billing.
CHARGE CODE MAINTENANCE IS COMPLETE
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ENTERING MANUAL BILLS

Possible situations when this function is used: To enter Manual Bill(s) for

goods or services, for state or non-state customers.

Navigation: Billing> Maintain Bills> Standard Billing
N\

Menu

= Billing
[ Interface Transactions
[» Manage Billing Worksheet
[> Maintain Bills
[ Generate Invoices
[+ Locate Bills
[> Review Billing Information
[» Review Processing

Results

[» Accounts Receivable

[> Accounts Payable

[ eSettliemnents

[> Asset Management

[- Banking

[» Cash Management

[> Deal Management

[ Risk Management

[+ VAT and Intrastat

[> Excise and Sales TaxVAT
IND

[» Commitment Cantrol

[ General Ledger

[ Allocations

[ Statutory Repors

[- Data Exchanges

Main Menu =

Billing

Manage all aspects of the Biling preduct.

ﬁ Interface Transactions
Review, correct, and apply pending interface
activity.
= Review Pending Transactions
=] Update Pending Transactions
= Process Biling Interface
I llore..

ﬁ Generate Invoices
Finalize bille, print decuments and reports,
and apply biling activity.
33 Non-Consolidated
[ Consolidated
[ Process Credit Cards
Shlore..

from Centracts, Projects and Grants.
= Update Biling Worksheet

= Review Contract/Project Bills

= Letter of Credit Summary

ﬁ Locate Bills
Search for bills and bil lines that match

selected criteria.

= Bils Mot Invoiced
= Bills Invoiced

= Lines Not Invoiced
= Lines Invoiced

ﬁ Review Processing Results

View errore by invoice and bille marked in
progress by a process step.
= In Progress Log
=] Review Invoice Errors

< Maintain Bills -~

— Express Billing b |

— Standard Billing

— YT Billing Interface - BGES

— VT Billing Interface - DIl

— Installment Bill
Schedules

Bill Entry
Enter any infarmation you have and click Search. Leave fields blank for a list of all values

| Find an Existing Value {__Add a New Value

ﬁ Manage Billing Worksheet
Review and approve pending biling activity

Worklist

Add to Favorites Sign out

Edit "Biling” Folder

Maintain Bills
Create bills; define =chedules, templates, and
conzolidation; and assign status.
=] Express Biling
[E] Standard Biling
= T Biling Interface - BGS
18 More...

ﬁ Review Billing Information
Review bill summarieg, biling detail, and
pending items or accounting entries.
=l summary
=] Details
=] Installment Bill Schedule
8 More..

Home Worklist Add to Favorites Sign out |

Mew Window | Help |

— Create Installment Bills
— Recurring Bill Schedules
— Create Recurring Bills

— Create Consolidated

Business Unit:

I

Invoice: begins with v

Header | a H |Q

— Attach and Detach Bills Bill Status: - v | ~
— Copy Sinale Bill .

- Define Bill Copy Grau Customer: beging with |+ H |Q

— Define Gopy Group Contract: [segins with v | |

Details
— Copy Bill Group =
— Adjust Entire Bill
— Adjust Selected Bil
Lines
- Bill Summary
— Change Status of Bills
— Correct Entry Tvpe
— Correct Staged Acctg
Errors
— Correct Budaet Check
Errors

Bills in Business Uni

Template Invoice Flag:| =

[Jcase Sensitive

Search | Clear | Basic Search B Save Search Criteria

Find an Existing Value | Add a Mew Value

Bill Entry page displays.
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Click on Add a New Value tab

ORACLE

Home Viorklist Add to Favorites Sign out

1=

Mew Window | Help | /&,

Bill Entry

[ Eind an Existing Value | Add & New Value '\

Business Unit: 01110 |

Invoice: MEXT
Bill Type Identifier: Q.
Bill Source: &}

Customer: s}

Add

Find an Existing Value | Add a New Value

Business Unit
e Accept defaulted Business Unit or
e Enter valid value
Invoice
e Defaults as NEXT accept default. System assigns sequential invoice #
when invoice is saved.
Bill Type Identifier
e Leave blank or
e Enter valid value (Bill types are set up specific to a Business Unit.)
Bill Source
e Leave blank or
e Enter valid value — (MANUAL)
Customer
e Leave blank or
e Enter valid value

Note: Filling in the fields above will save you time as they populate the Header

— Info 1 page automatically.

Click Add Button
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[ |ISke
Hew Windmw | Hels | Customize Page | (&

[ Header -Info 1 {_ Line - Info {1

Unit: 01110 Invoice:  NEXT Pretax Amt: non Uso

Status: NEW) QY Inveice Date: 5 curr: UsD i

Type: FIN | Source: MANLIAL Q ‘Frequency: | M°E > % m
“Custemer: |3T003 QU address SubCust1:

Finance and Management SubCust;

CyclelD:  [MONTHLY  |O. ‘invoice Form: EXTRACT | From Date: = To Date: E
pay Terms: [DUR QL Pay Method: CHK Q = Remit To:  FINOP |3 Bank Account: (001 | Q
g:;c::“'“i"“ gl Account: & AR Distribution

Sales: Fi Q Bill nquiry Phone: | 1-802-828-6580 Q

Credit: Fu Q Collect: Fu Q@ piller; |DSHOLAQ Billing Authority: Q
Goto: Headerinfo 2 Address  CopyAddress  Motes  Express Entry

Sumtnary  Bill Search  Line Search Navigation: | Header - Info 1 “ | Prev Mext

B sae | B oty | o Refresh | B Add Update/Display

Header - Info 1 | Line - [nfo 1

Header — Info 1 page is displayed.

Status
e Defaults as New accept default
Invoice Date
e Leave blank
Type
e Mandatory field, select valid value. Once selection is made the following
fields will populate, Cycle ID, Invoice Form, Pay Terms, Pay Method,
Remit To, Bank Acct, Account, Bill inquiry phone, Biller.
Source
e Select valid value <. or
e Populates if entered on the Add a New Value page
Frequency
e Accept default — Once
Customer
e Select valid value < or
e Populates if entered on the Add a New Value page
Cycle ID
e Populates from Type selection
Invoice Form
e Populates from Type selection

All other fields either populate from the Type selection or are not required.

Click on line — Info 1 Tab
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|=»
Mew Windomw | Help | Customize Page | & 4

[ Header-Info 1} Line -Info 1

e

Unit: 01110 Bill To: STO03 Pretax Amt: 000 UsD
Invoice:  NEXT Finance and Management E E maxRows: LLIEIgEd
vl First B 4 of 4 [ Last
Seq Line Table Identifier Description Net Extended =
1 Q Q 0.00
aty: Line Type:  |REY | Accumulate
UOM: Q From Date: Ed Through Date: Ed
Unit Price: Tax Code: Q O Tax Exempt
Gross Extended: Exempt Cert: Q
Less Discount: 0.00
Plus Surcharge: n.on
Net Extended: 0.0o0
VAT Amount: 0.0o0
Tax Amount: 0.00
Net Plus Tax: 0.00

Goto: LineInfo2 Tax  Accounting  DiscountSurcharge Motes Express Entry
Summary  Bill Search  Line Search Navigation: | Line - Info 1 ~

o
=
=
=
o
£

@:l @ Trusted sites

Line — Info 1 page is displayed

Table

e Select or enter ID — PS/Billing Charge ID
Identifier

o Select valid value

e Field also known as charge code
Description

e Populates from Identifier (charge code)
QTY

e Enter quantity
Unit Price

e Enter price or

e Populates from Identifier (Charge Code)

Click Refresh Button to populate the gross extended amount see page below
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=

[ Headar-Infa 1} Line -fo 1

Unit: 01110 Bill To:  STO03 Pretax Amt: 1500 USD

E & maxRows: 98| @ =

Invoice:  NEXT Finance and Managerment
Seq Line Table Identifier Description Net Extended =
1 D QL [PRINTING MANUALS Q| Training Manuals 15.00

Oty: 5.0000 Line Type: |REY |Q ¥l Accumulate
UoM: Ex |Q From Date: EJ  ThroughDate:

Unit Price: 3.0000]  Tax Code: Q COTax Exempt
Gross Extended: 15.00 Exempt Cert: Q
Less Discount: 0.00

Plus Surcharge: 000

Net Extended: 16.00

VAT Amount: 0.00

Tax Amount: 0.0o0

Net Plus Tax: 14.00

Goto: Linelnfo 2  Tax  Accounting  DiscountSurcharge Motes — Express Entry
Summary  Bill Search  Line Search Navigation: | Line - Info 1 | | Prev [rMext

B save = motify 4 Refresh E mod UpdatefDisplay

Header - Info 1 | Line - Info 1

:g‘l I @ Trusted sites

[

If entering more than one identifier click on the button.

Click on [*| button to add a new row
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WEW WINOOW | HEID | LUSTOMIZE PAQE | g, T8

[ Header-Infa 1} Line -nfo 1

Unit: 01110 Bill To: 5T003 Pretax Amt: 1500 USO
= E MaxRrows: 98| & =

Invoice: NEXT Finance and Management
Fing |[View Bl First Kb 2 or 2 [¥ Lot
Seq Line Table Identifier Description Net Extended =
2 SN Q 0.00
oty: Line Type:  |REY | Accumulate
UOM: Q From Date: El Through Date: El
Unit Price: Tax Code: Q I Tax Exempt
Gross Extended: Exempt Cert: Q
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 0.00

Goto LineInfo2  Tax  Accounting  DiscountiSurcharge hlotes Express Entry
Summary  Bill Search  Line Search MNavigation: | Line - Info 1 -

_U
=
=
=
I
I

@:l @ Trusted sites

New Row added Line — Info 1 page is displayed with a second row

Table

e Select or enter ID — PS/Billing Charge ID
Identifier

o Select valid value

e Field also known as charge code
Description

e Populates from Identifier (charge code)
QTY

e Enter quantity
Unit Price

e Enter price or

e Populates from Identifier (Charge Code)

Click Refresh Button to populate the gross extended amount see page below
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[ Header-Infa 1} Line -nfo 1,
Unit: 01110 Bill To:  STO03 Pretax Amt: 8500 UsD
Ivoice:  MEXT Finance and Management E B maxRows: o) B =
Find |view &l First Bl 2 o2 [F] L act
Seq Line Table  ldentifier Description fet Extended =
3 D |G |TRAINING SUPPLES Q| Training Supplies 70.00
oty 14.0000 Line Type: |RE¥ |2, Accumulate
UOM: Ea QL From Date: EJ hrough Date: el
Unit Price: 5.0000]  Tax Code: Q [ Tax Exempt
Gross Extended: 70.000  Exempt Cert: Q
Less Discount: 0.00
Plus Surcharge: 000
Net Extended: 70.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 70.00
Goto: Linelnfo 3 Tax  Accounting  DiscountSurcharge flotes Express Entry
Sumrmary  Bill Search  Line Search Navigation: | Line - Info 1 ¥ | Prev Mext

Note: When charge codeg are added in VISION you can associate the
accounting entries to eagh charge code. Selecting the identifier on the bill line
automatically populateg the accounting page with required chartfields. To add a
new charge code in VISION follow instructions in manual for Add a new
Charge Code.

If you have sevéral bill lines, in order to view accounting entries for all bill
lines you can cliclt on the view all link before going to the accounting page, or
click the View Alf link on the accounting page.

Click on View All Link

Billing Manual 44
VISION 8.8
As of October 2016



[ Sike
[ Header-Infio 1} Line -Info 1 A
Unit: 01110 Bill To:  ST003 Pretax Amt: 85.00 USD
Invoice:  NEXT Finance and Managerment E B maxRows: | B B
Seq Line Table  Kentifier Description Net Extended =
4 ID |G |PRINTING MANUALS O | Training Manuals 15.00
aty: 5.0000 Line Type:  |REY |, [#] Accumulate
uom: Er | From Date: [ Through Date: Gl
Unit Price: 3.00000  Tax Code: Q [ 1ax Exempt
Gross Extended: 15000 Exempt Cert: Q
Less Discount: 0.00
Plus Surcharge: non
Net Extended: 156.00
VAT Amount: o.00
Tax Amount: 0.00
Net Plus Tax: 15.00
Seq Line Table  Ientifier Description Net Extended =
2 ID @ |TRAINING SUPPLES Q| Training Supplies 70.00
oty 14.0000 Line Type:  |RE¥ | [l Accumulate
- s - - e v
vom: EA |Q From Date: 51 Through Date: E]
Unit Price: 5.0000)  Tax Code: Q [CI1ax Exempt
Gross Extended: 70.000  Exempt Cert: a
Less Discount: non
Plus Surcharge: 0.00
Net Extended: 70.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 70.00
Goto: Linelnfo2  Tax !-\% unting  DiscountSurcharge Motes Express Entry
Summary  Bill Search  Line $earch Navigation: | Line - Info 1 || Prev Mext
B save | =] Motify 1 Refresh B Add | UpdateiDisplay
Header - Info 1 | Line - Info 1
3
é;'] & Trusted sites

All lines of the bill are displayed, Use scroll bar to the right to look at lines.

Click on Accounting link to view accounting entries
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J/ Header-Info 1 4 Line-Infa1 |~ Accty - Rev Distribution |

o]

01110 Bill To: 5T0O03 Pretax Amt: 25.00 USD

MEXT Finance and Management E B maxrows: e

Line  ldentifier Description Net Extended

PRIMTIMNG MANUALS Training Manuals 14.00

First [E1 1 of 1 [ Last

Account Fund Dept Program Class Project Percentage Amourit Budget|

=l[rev  |a [420000|Q (10000 | (1110002000 Q0 | e | e | @ | 10000 | 15.00]|
Percent: \00.00 Amourt: 15.00 Gross Extended: 15.00
Seq Lind  Identifier Description Net Extended B
2 TRAINING SUPPLES  Training Supplies 70.00
C e A First 4] 1 o7 1 ] Last
Code Account Fund Dept Program  Class Project Percentage Amount Budget |
[=] |in-REV |, [4z0000|2, [10000 |2, [1110002000 @ | la la | @ | 1oo0a| | 70.00/|
Percent: 10000\  Amount: 70.00 Gross Extended: 70.00

Goto: Linelnfo2  Tax \ Accounting  DiscountSurcharge Motes  Eupress Entry
Sumrnary  Bill Search  Nine Search Navigation: | Acctg - Rev Distribution w

o
T
2
=
i
£

B Savwe | =] Moty ‘ beefresh|

Header- Info 1 | Line - Infa 1 | Adpty - Rev Distribution

Acctg — Rev Distribution page displays.

Note: The Accounting entries are populated from the identifier that was selected
on the Line — Infg 1 page.

Click on Header — Info 1 tab
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WEW WINAOW | HEID | LUSTOMIZE FAQE | nip

[ Header -Info 1 {_ Line- Infai

Unit: 01110 Invoice:  NEXT Pretax Amt: 8500 USD

Status: NEW) QY Ivoice Date: EJ curr: UsD i )

“Type: FIN S Source: MANUAL O ‘Frequency: | °Nte b g:zll:ir:]egn;:é‘l:llsirc]r;:z‘u;e
‘Customer: |ST003 Q address SubCust1:

Finance and Managerment SubCust2:

CyclelD;  |[MONTHLY | *Invoice Form: EXTRACT |2 From Date: El To Date: IE
Pay Terms: |[DUR QL Pay Method: CHEK Q = Remit To:  FINOP |G Bank Account: (901 |,
;;f;“'“i““ ] Account: Q& aR Distribution

Sales: Fut Q Bill Inquiry Phone;  |1-802-828-6580 Q

Credit: Fi Q Collect: Fi QU Biller: |DSHOLAQ Billing Authority: [
Goto: Headerinfo 2 Address CopyAddress  Motes Express Entry

Summary  Bill Search  Line Search NaMyation: | Header - Info 1 v || Prev MNext

B Save Totify 1 Refresh B add UpdatefDisplay

Header - Infa 1 | Line - [nfo 1

Header — Info 1 page is displaye

When entering a standard bill you cgn add notes to either the header page or

notes to the line page.

Click on Notes link to add a header notes.

/ Header-Info 1y Ling-Infa 1 | Header - Note

Unit: 01110 Bill To:  STO03 Pretax Amt: 25.00 UsSD

Invoice: NEXT Finance and Managernent Custorner Motes
Bill Header Notes o | View Al First [ 4 o0 [P Last
=]
[Istandard Nete Flag Std Note: A
[CImternal only Flag Note Type: A
Note Text:

Goto: HeaderInfo 2 ddrdss  Copy Address  Motes Express Entry
Summary  Bill Search X% Search Navigation: | Header - Mate | Prev MNext

B save | B oty ‘NJRQWESM E s | & Upsaterdispiay

Header - Info 1 | Line - Info 1 | Header Note

Header — note page\s displayed

Enter text in the note text field. This information prints on the header portion of
the invoice.

You can also add line notes which will appear under the charge code line of the
invoice.

Click on the Line — Info 1 tab
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[ Header-Infa 1} Line -nfo 1
Unit: a1410 Bill To:  STO03 Pretax Amt: a5.00 UsSD
Invoice:  NEXT Finance and Management E E  MaxRows: =

Fing |View Bl First
Seq Line Table  ldentifier Description Net Extendled

2/ ]lp ]a [TRamine suPPLES | [Training Supplies | 2000
City: Line Type: O\ [“] Accumulate
e

uon: From Date: l:l@ Through Date: l:IEg
Unit Price: s0000)  Taxcode: | | Cl1ax Exempt

Gross Extended: 70.000  Exempt Cert: | |Q
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: 70.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 70.00

Goto: LineInfo2  Tax  Accounting  DiscountSurcharge Notes Express Entry
Summary  Bill Search  Line Search Ny 0Il:|LinE-\ﬂf01 b rew e

& = h Tricher cites

Line — Info 1 page isdisplayed

Click Notes link

/ Header-Info 1 4 Line-Infa1 | Line - Note |,

Unit: 01110 Bill To:  5TO03 Pretax Amt: 85.00 UsD
Invoice: NEXT Finance and Managerment E B maxRows: E E
Seq Line  ldentifier Description Net Extended
2 TRAIMIMNG SUPPLES Training Supplies 70.00
; 4| First £ 14 cf 1 [H Last
[J standard Note Flag St Note: I:lQ =
[Jinternal Only Flag Note Type: l:IQ
Note Text

Goto: Lineinfo2 Tax  Accounting  DiscountSurcharge Motes — Ewpress Enthy
Summary  Bill Search  Line Search Navigation: | Line - Note v‘ Prev Mest

B Save = naotify 1 Refresh Er Add | A Update/Display

Header - Info 1 | Line - Info 1 | Line - Mote

Line — Note page will display

Enter text in the Note text field. This information will print on the invoice.

Click on Header — Info 1 tab
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[ Header -Info 1 {_ Line- Infai

Unit: 01110 Invoice:  NEXT Pretax Amt: 8500 LSO

Status: MEW] QY Ivoice Date: EJ curr: UsD i )

“Type: FIn 2 Source: MANLAL Q ‘Frequency: | N8 b % m
‘Customer: |ST003 L address SubCust1:

Finance and Management SubCust2:

CyclelD:  |[MONTHLY QL ‘Invoice Form: EXTRACT |\ From Date: E To Date: IEA
Pay Terms: [DUR | & Pay Method: CHKE, & Remit To: |FINOP |Q Bank Account: 001 QL
;‘C‘f::“'“i"g & Account: @ aR Distribution

Sales: Fit Q Bill Inquiry Phone; | 1-802-828-6580 Q

Credit: Fi Q Collect: Fi QU iller: |DEHOLYQ, Billing Authority: Q
Goto: Headerinfo 2 Address  CopyAddress  Motes Express Entry

Summary  Bill Search  Line Gearch Navigation: | Header - Info 1 v | Prev Med

B sae | B oty | o Refreeh | B Add Undate/Display

Header - Info 1 | Line - nfo 1

Header — Info 1 page is displayed

Status — Change status from NEW to RDY
Click on the Save button

Bill is saved an invoice # is assigned.

[ Header -Info 1 {_ Line - Info {1

£
Unit: 01110 Invoice: FINOOooon1 Pretax Amt: 85.00 UsD
Status: ROY | Inveice Date: EJ Curr: USD ¥"$
‘Type: FIN |2 Source: MANUAL = *Frequency: | Once m::?i m
‘Customer; |5T003 QU address SubCust1:
Finance and Management SubCust;
CyclelD:  |[MONTHLY |G ‘Invoice Form: EXTRACT |2 From Date: E 1o Date: &
pay Terms: [DUR QL Pay Method: CHK Q = Remit To:  FINOP |3 Bank Account: (001 | Q
g:;c::“'“i"“ el Account: M0t R g pistribution
Sales: Fi Q Bill nquiry Phone: | 1-802-828-6580 Q
Credit: Fu Q Collect: Fu Q@ piller; |DSHOLAQ Billing Authority: Q
Gotoo Headerlnfo 2 Address  Copy Address  Motes Expiress Entry
Sumtnary  Bill Search  Line Search Navigation: | Header - Info 1 “ | Prev Mext
B Save = Naotify 7 Refresh B Add UpdatefDisplay

Header - Info 1 | Line - [nfo 1

Note: In order to generate an invoice(s), invoices need to be in a RDY status.

MANUAL BILL ENTRY IS COMPLETE
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ENTER RECURRING BILL TEMPLATE/BILL SCHEDULE
(DEPARTMENT OF CORRECTIONS ONLY)

Possible situations when this function is used: To enter Manual Bill
Templates for invoices that are processed once a month for Supervision Fees.

Navigation: Billing> Maintain Bills> Standard Billing

Worklist Add to Favorites

Menu
= Billing Main Menu =

[» Interface Transactions .
Billing

[ Manage Billing Worksheet
Manage all aspects of the Biling product.

Edit "Billing” Folder
[» Maintain Bills
[» Generate Invoices

[+ Locate Bills ﬁ Interface Transactions ﬁ Manage Billing Worksheet Maintain Bills
[- Review Billing Information Review, correct, and apply pending interface Review and approve pending billing activity Create billg; define schedules, templates, and
[» Review Processing activity. from Contracts, Projects and Grants. conzolidation; and assign status.
Results [E] Review Pending Transactions =] Update Billing Worksheet | Express Biling
> Accounts Receivable [E] Update Pending Transactions =l Review Contract/Project Bills = Standard Billing
I Accounts Payable [=] Process Biling Interface =] Letter of Credit Summary =] VT Billing Interface - BGS
> eSettlements 7 More... 18 More..
b resz T gE T ﬁ Generate Invoices ﬁ Locate Bills ﬁ Review Billing Information
1> Banking Finalize bills, print documents and reports, Search for bills and bil lines that match Review bill summaries, biling detail, and
[» Cash Management and apply biling activity. selectad criteria. pending items or accounting entries.
I Deal Management [ Non-Consolidated = Bills Not Invoiced =] Summary
[ Risk Management [ Conzolidated & Bills Invoiced =] Detaile
[ VAT and Intrastat 3 Process Credit Cards = Lines Not Invoiced =l Installment Bil Schedule
[» Excise and Sales TaxVAT 5 More... =l Lines Invoiced 8 More...
IND
[ Commitment Control ﬁ Review Processing Resulis
[- General Ledger View errors by inveice and bills marked in
> Allocations progress by a process step.
[» Statutory Reports El In Progress Log

[ Data Exchanaes Bl Review Invoice Errors

ORACLE

Add to Favorites Sign out |

< Maintain Bills

Mew Window | Help |
— Express Billing

— Standard Billing

— VT Billing Interface - BGS Bill Entr}r _ _ _
— VT Billing Interface - DIl Enter any information you have and click Search. Leave fields blank for a list of all values
— Instaliment Bill

Schedules | Find an Existing Value {__Add & New Value

— Create Installment Bills

— Recurring Bill Schedules N )
— Create Recurring Bills Business Unit: O.
— Create Consolidated Invoice: | begins with v H |Q
Header
— Aftach and Detach Bills Bill Status: = v ~]
— Copy Single Bill
— Define Bill Copy Group
— Define Copy Group Contract: [ begins with v | |
Details
— Copy Bill Group Bills in Business Unit:
— Adjust Entire Bill
— Adjust Selected Bil
Lines [Jcase Sensitive
~ Bill Summary
— Change Status of Bills
- Correct Entry Type Search | Clear | Basicsearch [E) Save Search Criteria
— Correct Staged Acc
Errors
— Correrct Rudnet Cherck

Customer: begins with vH |Q

Template Invoice Flag:| = b ‘ | v|

Find an Existing Value | Add a New Value

The Bill Entry page displays.

Billing Manual 50
VISION 8.8
As of October 2016



Click on Add a New Value tab

ORACLE

Viorklist Add to Favorites

| E
Mew Window | Help | o

Bill Entry
[ Eind an Existing Value §* Add a New Value |

Business Unit: 01110 | @
Bill Type Identifier:| |,

Bill Source: l:lQ

Add

Find an Existing Value | Add a New Value

Business Unit
e Accept defaulted Business Unit or
e Enter valid value
Invoice
e Defaults as NEXT accept default
Bill Type Identifier
e Leave blank or
e Enter valid value
Bill Source
e Leave blank or
e Enter valid value — (MANUAL)
Customer
e Leave blank or
e Enter valid value

Note: Filling in the fields above will save you time as they populate the Header

— Info 1 page automatically.

Click Add Button
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WEW WINAOW | HEID | LUSTOMIZE FAQE | nip

[ Header -Info 1 {_ Line- Infai

unit: 03564 Ivoicer  MNERT Pretax Amt: 000 usD
- ¥
Status: MEW| S, Invoice Date: 2 curr: USD b
Installment Bill Schedule
Twpe: [SUPJQ Source:  [MAMUAL |Q Frequency: | 9" M| bl i Bl Schedule

‘Customer: |ABBOE1 QU address SubCust1:

Elizaheth Abhott SubCust2:

CyclelD;  |[MONTHLY | ‘Invoice Form: EXTRACT |, From Date: s To Date: El
pay Terms: DUR QL Pay Method: CHKQ = Remit To: | HOWRICL Bank Accoyit; (0002 |
Accounting gl Account: 10001 /R R pistribution

Date:

Sales: 827 Q Bill nquiry Phone: | 802-786-5808 Q

Credit: Doc Q Collect: " QU piller; |RFRAZIEQ Billing Aughority: Q

Goto Headerinfo 2 Address CopyAddress — Motes  Express Enry

Summary  Bill Search  Line Search Navigation: Header - Info 1 w ey Me

B save = motify 4 Refresh UpdatefDisplay

Header- Info 1| Line - Info 1

Header — Info 1 page is displayed.

Status
e Defaults as New accept default
Invoice Date
e Leave blank
Type
e Mandatory field, select valid value. ce selection is made the following
fields will populate, Cycle ID, Invoice/Form, Pay Terms, Pay Method,
Remit To, Bank Acct, Account, Bill inquiry phone, Biller.
Source
e Select valid value <. or
e Populates if entered on the Add a New Value page
Frequency
e Change default — From Once to Recurring
Customer
e Select valid value < or
e Populates if entered on the Add a New Value page
Cycle ID
e Populates from Type selectio
Invoice Form
e Populates from Type selectign

All other fields either populate from the Type selection or are not required.

Click Save Button then
Click link Recurring Bill Schedule - this is where you create the bill schedule.

Billing Manual 52
VISION 8.8
As of October 2016


javascript:submitAction_win0(document.win0,'BI_LINE_IDENTIFIER$prompt$0');
javascript:submitAction_win0(document.win0,'BI_LINE_IDENTIFIER$prompt$0');

Recurring Bill Schedule

Unit: 03564  Template Invoice: SUP002519

&
Start Date: | ¥ [Dpre Assign Invoice Numbers
End Date: [ []use Header Dates For Lines

Find | View &l First (1) 1 0r4 [F] Last

Generate Date Invoice Date Invoice Inv Generated? Date EI
NEXT N

Bill Header From Date: To Date:

Return to Bill Entry

& Savwe | PxReturntoSearch‘ =] o |

Recurring Bill Scheddle page is displayed
Start Date
e Enter the Date you want to start generating bills — Corrections generate

ocess setup for the 1t of each month.

nter the last date you want a bill to process.

e Click recurring icon to generate schedule.

Recurring Bill Schedule

Unit: 03564 Template Invoice: SUPD02519

Start Date: 02/01/2008 B O Pre-Assign Invoice Numbers
End Date: 04/01/2008 |5]  [] Use Header Dates For Lines

Eind |#iew?d  First 4] 13003 [P Last

Generate Date Invoice Date Invoice Inv Generated?  Date =
02/01/2008 MNEXT N

Bill Header From Date: |02/01/2008 ToDate: |02/28/2008

Generate Date Invoice Date Invoice Inv Generated?  Date =
03/01/2008 MNEXT N

Bill Header From Date: |03/01/2008 To Date: 03/31/2008

Generate Date Invoice Date Invoice Inv Generated?  Date =
04/01/2008 MNEXT N

Bill Header From Date: |04/01/2008 To Date: 04/30/2008

Return to Bill Entry

Recurring Bill Schedule is created.

Next time Create Recurring Bills process runs, in this example an invoice will be
created for 02/01/2008.
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NOTE: Never back date a template. For example if you are entering a new
template or regenerating an existing template say mid month or past the 1°t of
the month (example the month of May). Do not use a start date of 05/01/YY.
Bills have already been generated for that month so you would use a start date
of 06/01/YY. If this customer needs to be charged Sup Fees for the current
month after the recurring process has run you would enter a pending item for
that months charge for the customer. Instructions for entering a pending item
are found in the Accounts Receivable found on the VISION Web Page.

Click Save Button

Click Return to Bill Entry link

[ Header -Info1 Y Line-nfo 1

Unit: 03564  Invoice: SUPDD2519 Pretax Amt: 0.00 usD

Status: NEW Invoice Date: EJ Curr: usD ﬁﬁ _
*Type: SUP|Q Source: MANUAL Q *Frequency: ::Ztc::\lllr:rgn;ﬁ:”si;zZﬂ\te
*Customer: |ABBOE1 QL pddress SubCust1:

Elizabeth Abbott SubCust2:

CyclelD: |MONTHLY | *inyoice Form: EXTRACT |2 From Date: [ To Date: [
Pay Terms: |DUR | C4 Pay Method: CHKQ, = RemitTo: |HOWRIQ, Bank Account: (0002 |
;:tc:umlng El Account: AR Distribution

Sales: 827 Q Bill Inquiry Phone:  |802-786-5808 Q

Credit: DoC Q Collect: n QU piller: [RFRAZIEQ, Billing Authority: <
Goto: Headerinfo 2  Address Copy Address  Motes Express Entry

Summary  Bill Search  Line Search Navigation; | Header - Info 1 || Prev Next

B save | £\ Return to Search ‘ = Nofify | 4 Refresh ‘ B Add

Header - Info 1| Line - Info 1

Header — Info 1 page is displayed

Click on Line — Info 1 tab
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[ Header-infa 1} Line-Info1

Unit: 03564 Bill To: ABBOE1 Pretax Amt: 0.00 USD
Invoice: SUP002519 Elizabeth Abbott Wax Rows: | 99
Find [View Al First [ 1 o1 [¥] Last
Seq Line Table Identifier Description Net Extended [=]
1 & Q 0.00
Qty: Line Type: |REV | Accumulate
uom: Q From Date: & Through Date: £
Unit Price: Tax Code: Q [ Tax Exempt
Gross Extended: Exempt Cert: Q
Less Discount: 000
Plus Surcharge: 0.00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 0.00

Goto: Linelnfe2 Tax  Accounting Discount/Surcharge MNotes Express Entry

Summary ill Search  Line Search Navigation: | Line - Info 1 v
e
!'_.- ,-J Trusted sites Fo100% v

el
@
=
=
o
=

Line — Info 1 page is displayed

Table

e Entar or Select ID - PS/Billing Charge Id
Identifier

e Enter\or select valid value

EW WINAGW | HEIP | &
Clear existing Chart Fields an¥ assign new Id's Chart Fields? Press OK to replace, CANCEL to keep. (12500,27)

Mo further information
oK Cancel

Click OK Butt

Description

e Description\populates when you tab out of the Identifier field.
Qty

e Enter quantity to bill

e Corrections Department enter a quantity of 1

Unit Price
e Enter a unit pride or
e If the charge codes (identifier) has been set up with a list price this price
will populate. Even though a price populates you can still override.
e Corrections department Sup Fees automatically populates with a unit
Price.

Click on the Line — Info 2 link — this step is new as of 07/01/2008.
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Mew Window | Help | Customize Page | B,

[ Header-Info1 % Line-Info 1} Line-Info2

3=
Unit: 03584 Bill To:  ACKED1 Pretax Amt: 15.00 USD -
Invoice: SUP003964 David Ackert Iax Rows:

Seq Line Table Identifier Description

Net Extended =
L e Je [surervision | [supenvision Fees |

15.00

Purchase Order: ‘ | Line: l:l System Source:

Contract No: \ |2 Line: I:l Entry Type: l:lQ
Contract Date: I:IEJ Type: I:I Entry Reason: l:IQ

Main Cankent
SubCustomer 1: I:l
SubCustomer 2: l:l Revenue Recognition Basis:

[ use Effective Dated Price on Recurring Bills ‘ Invoice Date v|

AR Layel: Headeris AR Open Item AR Option: Use Header for Distribution GL Level:
Goto: LNe Info 2

Bl Creates GL Acct Entries
Tax  Accounting  Discount'Surcharae MMotes — Express Entry

Summary \ Bill Search Navigation: | Line - Infa 2 v| Prev Mext
& zave Return to 55&rch| Erlulify| ) Refresh = Add

Header - Info 1 Naine - Infi 1 | Ling- Info 2

Line — Info 2 page is displayed
Select box for |Use Effective Dated Price on Recurring Bills

Click Save Button

Click on Accounting link to view accounting entries

L s | e | e e wue | peeg

J/ Header-Info 1 Y Line-Info 1 | Acctg - Rev Distribution

Unit: 03564 Bill To:  ACKED1 Pretax Amt: 15.00 USD
Invoice: SUPDD3964 David Ackert Max Rows:
Bill Line
Seq Line Identifier Description Net Extended
1 SUFERVISION Supenision Fees 15.00

Bl Creates GL Acct Entries

Customize | Find | View All | First ] 1.0f1 [+ Last
Code Account Fund Dept Program Class Project Percentage Amount Budget L
=l [sup-REv | [417915]|Q@ [21843 |Q [3480004500 |, | e | @ [supv |e [ 1o000] | 15.00||
Percent: 100.00 Amount: 15.00 Gross Extended: 15.00

Goto: Linelnfo2 Tax  Accounting  DiscountSurcharge [IMotes — Express Enfry

Summary  Bill Search  Line Search Navigation: | Acctg - Rev Distribution v Prev Mex

& save | QA Returnto Search| [Z] Nofify | & Refresh
Header - Info 1 | Line - Info 1 | Acctg - Rev Distribution T

b

Acctg — Rev Distribution page displays.

Note: The Accounting entries are populated from the identifier that was selected
on the Line — Info 1 page.
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Click on Header — Info 1 tab

=
Mew Window | Help | Customize Page | 15
[ Header -Info1 {_Line-Info 1
4:
Unit: 03564  Invoice: SUPD02519 Pretax Amt: 0.00 UsD
¥
Status: NEW Invoice Date: EJ curr: usp
Instaliment Bill Schedule
*Type: SUP|Q, Source: MANUAL Q *Frequency: Recurring Bill Schedule
*Customer: |ABBOE1 QU address SubCust1:
Elizabeth Abbott SubCust2:
Cycleld: |MONTHLY |CL *inyoice Form: EXTRACT | From Date: E To Date: El
pay Terms: |[DUR | QL Pay Method: CHKQ Remit To: |HOWRIQ, Bank Account: 0002 |Q
Accounting El Account: £R Distribution
Date:
Sales: 827 a Bill Inquiry Phone: | 802-786-5809 [
Credit: Doc Q Collect: 11 L giller: |RFRAZIEQ, Billing Authority: Q
Goto: Headerinfo2 Address CopyAddress Motes — Express Entry
Summary  Bill Search Line Search Navigation: Header - Info 1 ~ || Prev Next
B save | £ Return to Search ‘ = Mofify | 4 Refresh ‘ E  Add
Header - Info 1] Line - Info 1
Status — Change status from NEW to RDY
Bill is saved, an invoice # is assigned.
| Header -Info 1 ' Line -Info 1,
- g,
Unit: 03564  Invoice: SUPD0D2519 Pretax Amt: 0.00 USD
¥
Status: ROY| 2, Invoice Date: El curr: uUsD i
Instaliment Bill Schedule
“Type: SUP|Q Source: WANUAL | *Frequency: Recurring Bill Schedule
*Customer: |ABBOE1 Q. address SubCust1:
Elizabeth Abbott SubCust2:
CyclelD: |[MONTHLY | *jnvoice Form: EXTRACT |2 From Date: Bl To Date: [
pay Terms: |[DUR | QL Pay Method: CHKQ Remit To: |HOWRIQ, Bank Account: 0002 |Q
Accounting El Account: 2R Distribution
Date:
Sales: 827 Q Bill Inquiry Phone: | 802-786-5808 Q
Credit: DoC Q Collect: n QU giller: [RFRAZIEQ, Billing Authority: Q
Goto: Headerinfo2 Address CopyAddress Motes — Express Entry
Summary Bill Search Line Search Navigation; | Header-Infa 1 || Prev MNext
B save L Returnto Search | ] Nofify 4 Refresh B Add
Header - Info 1| Line - Info 1

Note: In order to generate an invoice(s), they need to be in a RDY status.
ENTERING A RECURRING BILL TEMPLATE IS COMPLETE
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RECURRING BILL PROCESS
(Department of Corrections only)

Possible situations when this function is used: Generat
from either Monthly or Quarterly templates.

Navigation: Billing> Maintain Bills> Create Recurring Bills

Follow the above navigation to run the Recurring Bill Pfocess.

e recurring bills

ORACLE

I ling
~ Maintain B Ladl Main Menu > Billing >
— Express Billin i i i
ﬁ Maintain Bills

— Standard Billing
Create bills; define schedules, templates, and consolidation; and assign status.

Billing Interface - BGE
VT Billing Interface - DIl
= Express Billing = Standard Billing
Create an abbreviated format of a bill online. Specify individual bill ifformation.

~ Installment Bill

hedules

eate Installment Bills
- Recurring Bill Schedules
— Create Recurring Bills
— Create Consolidated

Header

ach and Detach Bills

— Copy Single Bill

E“ Installment Bill Jchedules E C
Prepare installmegh bill schedules for
template invoicey.

E“ VT Billing Interface - DIl
VT Biling Interface - DIl

— Define Bill Copy Group Recurring Bill Schedules E Create Recurring Bills
— Define Copy Group Prepare schedules for recurring bill Request a process to create recurring bills.
Details templates.
py Bill Group
just Entire Bill
just Selected Bill Altach and Detach Bills Cog‘( Single Bill
Lines Define the bille that are associated with a Create a new bill by copying an existing bill.

— Bill Summary consolidated bill header.

— Change Status of Bills
— Correct Entry Type

optiens for the copy process. bill copy group.

— Correct Budget Check
Errors

|=-

Generate Recurring Bills
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value Y Add a New Value |

Run Control ID:‘ begins with ” ‘

[case Sensitive

Search Clear | pasicSearch [ save Search Criteria

Find an Existing Value | Add a New Value

Generate Recurring Bills page is displayed

Worklist Add to Favorites

Edit "Maintain Bills” Folder

Billing Interface - BGS

" VT
WT Biling Interface - BGS

reate Installment Bills
Request a process to create installment bills.

E" Create Consolidated Header
Create consolidated bil header.

efine Bill Copy Grouy

= Defi
Create a bill copy group

— Correct Staged Acctg E Define Copy Group Details E Copy Bill Group E Adjust Entire Bill
Errars Specify a group of billz to copy, and define Reguest a process to copy bills defined by a Create adjustments for an entire invoice.

New Window | Help | 15,

Sign out

>

Create a new run control by clicking on Add a New Value tab or Use an

existing run Control.

e Example run control: Generate_Recurring_Bills
Billing Manual
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(=
Mew Window | Help | Customnize Page | 1

Generate Recurring Bills

Run Control ID:  Generate_Recurring_Bills Report Manager Process Monitor

Language: M

*Business Unit: 01110 |3

Run

®An
) Bill Cycle
O Invoice 1D

O custiD

& Save | = Notify | E  Add Update/Display

Generate Recurring Bills page is displayed

Business Unit
e Enter valid value or
e Select value from <
e Itis very importation that you do not leave the Business Unit field
blank.
Range Selection
e Defaults as All either accept default or
e Choose Bill Cycle, Invoice ID, or Cust ID
e Preferred method for corrections is the default of ALL

Click Run Button

Process Scheduler Request

User ID: DSHOLAN Run Control ID: Generate_Recurring_Bills

Server Name: D | Run Date: 021472008 [

Recurrence: *| Run Time: 10:29:03AM Resetto Current Date/Time |

Time Zone: Q

Select Description Process Name Process Type *Type *Format Distribution
Generate Recurring Bills BIRECUR Application Engine | Web || TXT + | Distribution

oK Cancel
Process Scheduler Request page is displayed

Click OK button
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Generate Recurring Bills

Run Control ID:  Generate_Recurring_Bills
Language: English hd

Report Manager Process Monitor s
Process Instance: 2718596

“Business Unit: 03564 |,

®An
) Bill Cycle
C Invoice ID

O custD

@ sae | B oty | E Add | J UpdateDisplay |

Click the Process monitor link to assure that the process runs to
success and posted.

New Window | Help | Customize Page | i

Process List {_Semer List

User ID: |DSHOLAN Q Type: | Last: 1| |Days +

Server: | Name: T InStagee: to
Run | Distribution ~ ™gave On Refresh
Status: Status
Process List vAll B First {1 ore [ Last
Select Instance Seq. Process Type Process User Run Date/Time RwStatus Distribution Details
Name = — Status —
2718596 Application Engine BIRECUR DSHOLAN 02/14/2008 10:29:03AM EST  Success Posted Details

Go backto Generate Recurring Bills

B Ssave MNotify

Process List | Server List
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To ensure bills were created use the following navigation:

Navigation: Billing> Review Billing Information> Summary

ORACLE
Worklist Add to Favorites Sign out
Menu =
~ Review Billing Information [l Main Menu > Biling >

— Summary i o
— Details ﬁ Review Billing Infor,

— Installment Bill Schedule
— Recurring Bill Schedule

Edit "Review Biling Information” Folder

Review bil summaries, biling.adefail, and pending items or accounting entries.

— Consolidated Bills Summary, E Details E Installment Bill Schedule
— Aftached Bills Review specified bill information for the Review detailed information for a selected Digplay information about an installment bil
— AR Pending ltems selected bill. i, schedule in bill currency.

— Review Entries by Invoice
— Review Entries by

Journal = Recurring Bill Schedule = Consolidated Bills = Attached Bills
— Adjustment History “iew information about recurring biling E “iew information for the consolidated bil E Review bills attached to a particular
— Review Line History schedules. header. consolidated bill
[> Review Processing

Results
[> Accounts Receivable E AR Pending ltems E Review Entries by Invoice E Review Entries by Journal
[» Accounts Payable List a summary of pending tems by group Wiew accounting entries the Load GL or Wiew accounting entries by General Ledger
[ eSettlements identifier. Unbilled Revenue Accrual process creates. journal ID
[» Asset Management
[> Bankin
[» Cash Mganagemem E Adjustment History Review Line History
[> Deal Management Review a summary of related bills and billing Review a summary of the bill line adjustment
[» Risk Management adjustments. history.

[> VAT and Intrastat

P Farrimn s Dalan TreA AT

| LE
nEtp

Mew Window | Help

Bill Summary
Enter any infarmation you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Invoice: | begins with || |Q

Bill Status: = v |
customer: begins with v|| |Q
Contract: |negms with v|| |

Bills in Business Unit:

Template Invoice Flag:| = v‘ | v|

[case Sensitive

Search Clear | pasicsearch [E) Save Search Criteria
Bill Summary page is displayed

Business Unit

e Enter Valid value or

e Select from list <
Bill Status

e Select — Ready to Invoice
Template Invoice Flag

e Select — Recurring Bill

Click Search button
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[E]S
Find an Existing Value

Business Unit:

03564 Q

Invoice: ‘ begins with |+ ” ‘Q

Bill Status: = v| | Readyto Invoice |
Customer: begins with v” ‘Q
Contract: ‘ begins with ” ‘

Bills in Business Unit:

A

v| ‘ Recurring Bill v|

Template Invoice F\ﬁg:‘ =

[Jcase Sensitive

Search Clear | Basic Search Save Search Criteria

Search Results

1-B2of 82

Business Unit Invoice

Invoice Type Bill Type Identifier

03564 SUP002519Reqular  SUP. Ready  MANUAL ABBOE1 (blank) Recurring
03564 SUP002456Reqular  SUP. Ready  (blank)  KINGR4 (blank) 0356 Recurring
03564 SUP002455Reqular  SUP. Ready  MANUAL THOMC1 (blank) Recurring
03564 SUP002454 Reqular  SUP. Ready  (blank) ~ ATWODZ (blank) Recurring
03564 SUP002453Reqular  SUP. Ready  (blank)  WALKD3 (blank) Recurring
03564 SUP002400Reqular  SUP. Ready  MAMUAL EATOR1 (blank) Recurring
03564 SUP002399Reqular  SUP. Ready  (blank) HALNL1 (blank) Recurring
03564 SUP002398Reqular  SUP. Ready  MAMUAL TEBBW1 (blank) Recurring

SUP002396Reqular  SUP. Ready  MANUAL HAVEJ1 Recurring

(blank)

E; J Trusted stes

F100%

Search results for all bill templates at a RDY status will display.

Example: Clicking on one of the templates above SUP002519

|=:

/ Bill Summary Info | Bill Summary Info 2

Mew Window | Help | Customize Page | /5,

Goto: Header Info 4,
Bill Search Line S

ch

£ Return to Search | 4]

Address

Unit: 03564  Invoice: SUP002519
Gross Extended Amount: 0.00
Total Discounts: 0.00
Total Surcharges: 0.00
Net Extended Amount:

Total VAT Amount:

Total Taxes: 0.00
Total Invoice Amount: 0.00
Forward Bal: 0.00
Paid Amount: 0.00
Total Due: 0.00 USD

Copy Address  Motes

MNextin List

Invoice Date:

Customer:
Invoice Type:
Bill Type:

Bill Source:
Bill Status:
Template:
Consol Hdr:
Bill By ID:
Due Date:

Date Bill Added:

| Notlfy

€2

&=

ABBOE1 Elizabeth Abbott
Regular

SUP Supervision Fees
MANUAL
ROY
Recurring Bill

Manual

Nao

02M14/2008 10:32AM

Bill Summary Info | Bill Summal

\Info 2

Bill Summary Info Rage is displayed

Click on link Header Info 1
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[ Header -Info 1 \_Line-Info 1

3

SEY
e
Unit: 03564  Invoice: SUP002519 Pretax Amt: 0.00 USD
Status: ROY Invoice Di:
Type: SuP Source: MANUAL Frequency:  Recurring Recurring Bill Schedule
Customer: ABBOE1 Address SubCust1:

Elizabeth Abbott SubCust2:

Cycle ID: MONTHLY Invoice Form: EXTRACT From Date: To Date,

Pay Terms: DUR Pay Method: CHK Remit To: HOWRD Bapi Account: 0002
Acctg Date: Account: 110001 AR Distribution

Sales: 827 Bill Inquiry Phone:  802-785-5800

Credit: DoC Collect: 11 Biller: RFRAZIER Billing Authority:

Goto: Headerinfo2 Address CopyAddress  Notes

Header - Info 1 v Prev MNext

Summary Bill Search Line Search  Commit Cntrl

L Return to Search | E  Motify | 74 Refresh |

Header - Infa 1| Line - Info 1

Header — Info 1 page is displayéd

Click on link Recurring Bill Schedule

=

[ Recurring Schedule Inquiry

Unit: 03564  Template Invoice: SUP002519

Start Date: 02/01/2008
Return to Bill Inguiry
End Date: 04i01/2008

Find | View 2 First H] 1-30f 3 [¥] Last

Generate Date Invoice Date Invoice Inv Generated?  Date
02/01/2008 SUPD02854 Y 0211412008
From Date: 020012008 ToDate: 0202902008
Generate Date Invoice Date Invoice Inv Generated?  Date
03/01/2008 MEXT M
From Date:  03/01/200 ToDate: 03/31/2008
Generate Date Invoice Date Invoice Inv Generated?  Date
04/01/2008 MNEXT M
From Date:  04/01/2008 ToDate: 043002008

B sae | A RetumtoSearch | = not |

Recurring Schedule inquiry page is displayed.

In this example invoice # SUP002854 was generated for February. Corrections
run recurring bills once a month so the next month an invoice will be created for
March.

Note: Once invoices have been generated, checked for Back dated errors, no
Quantity, and Collector and Sales person you are now ready to start the generate
invoice processes.

RECURRING BILL PROCESS IS COMPLETE
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GENERATE INVOICE PROCESSES

First Step - Finalize and Print Invoices

Possible situations when this function is used: The system selects only
bills with a RDY status and changes the Bill Status to INV. Once a bill has been
successfully finalized, the Finalization function changes the bill’s status to /VV

(invoiced). You cannot make any further changes to the bill.

Navigation:
Invoices

I r
;EI’DJEC” nslmg

fadl Main tenu = Siling
[> Proposal Management s =

[> Resource Management Mon-Consolidated

[> Staffing

[: Travel and Expenses Finalize kills, check budgets, creste invoices, and apply billing activity.
= Billing

E" Single Action Invoice
Run s process to finalize invoice and
complete subsequent integration steps.

[> Interface Transactions

[> Manage Billing Worksheet
[> Maintain Bills

= Generate Invoices

Prirt prefiminary copies of selected invoices

E“ Convert Currency Amounts
Initizte & process to conwvert hill amounts to

Inttizte processes to reprint selected
additional currencies

— Print Pro Farma invoices.

— Einalize and Print
Invoices

Intiste & process to create GL accourting

— Reptint Invnices entries for nonconsolidsted bills.

— Pre-Load Process
— Load Invoices to AR

Receivahles for nonconsolidsted hills.

— Create Accounting E Load Invoices to AP
Entries Request a process to create voucher
— Reguest Budiget activity for PeopleSoft Pavables.

Check
— Load Invoices to AP

= Mon-Cansolidated
— Sinale Action [nvoice

Finalize And Print
Enter any infarmation you have and click Search. Leave fields blank for a list of all values

— Convert Currency

Amounts
— Reprint Invaices
— Pre-Load Pracess
— Load Invoices to AR
— Create Accounting

{ Findan Existing Value Y Add a New Value

Run Control ID:| begins with v || |

[case Sensitive

Entries
— Reguest Budnget
Check Search Clear | Basic Search Save Search Criteria

— Load Invaices to AP
[ Consolidated
[> Process Credit Cards
[> Accrue Unbilled Activity
[> Reports

Fine an Existing Value | Add a Mew Value

Finalize and Print page appears. Find an Existing Value
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E" Print Pro Forma =

Reprint Invoices =

= Convert Currency = Load Invoices to AR = Create Accounting Entries =
Amounts E Run s process to creste pending tems for E E

Billing> Generate Invoices> Non-Consolidated> Finalize and Print

dit "hon-Conzolidsted" Folder

Finalize and Print lwoices
Intiste processing steps to finalize and print
invoices.

Pre-Load Process
Inttizte the preload process for selected
billz.

Request Budget Check
Reguest & process to budget-check
accounting entries.

Mew Window | Helo | 15
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Click on the Add a New Value Tab

Finalize And Print

[ Eind an Existing Value_}~ Add a New Value

Run Control ID:

Add

Find an Existing Value | Add a New Value

Enter Run Control ID Ex: Finalize_and_Print

Click Add Button

{ Finalize and Print \_Print Options |

Run ‘

Run Control ID: PreFinalize_Print EeportManager Process Monitor
Language: | English | @Bpecified O Recipient's

Selection Parameters Find [view sl First [4 4o 1 [ Last

Seq Nbr: 1 *EDI Invoice Options: EDIOnly  » =

@ Processing Date ( User Defined

Business Unit: a
[@).1] @ Inveice ID
C)Bill Cycle O cust I From Invoice;
O Date Bill Added O Bill Type To livoice:
O Range ID O Bill Source
& save ‘ El oty | B add Update/Display

Finalize and Print | Print Options

Finalize and Print page displays

Invoice Date Options

e Defaults as Processing Date — if you accept the default, invoices will

process with the current date as the accounting date.

e User Defined — If you select user define you choose which accounting

date the invoices will process with.

Range Selection

e All -If all is selected, all invoices at a RDY status will process — suggested

selection.

e Invoice Id — Invoice Id defaults as selected. By selecting this option you

choose the invoice # range you want to process.

e Bill Cycle — Another option that can be used to process invoices.

suggested selection.
e Cust Id — Not generally used by SOV(State of VT).
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Date Bill Added — Not generally used by SOV(State of VT).
Bill Type — Not generally used by SOV(State of VT).
Range Id - Not generally used by SOV(State of VT).

e Bill Source - Not generally used by SOV(State of VT).
Business Unit

e Enter valid value

Once you fill in the BU and tab out of the field click on El icon (button is right of
the Run button), a list of all invoices at a RDY status will display.

LYY VYIILUYY | LIGIN | WU OWNINGT | QWS | hekp
Bills To Be Processed (12503,20)
Bills To Be Processed
BlUnit  lnvoice Status Customer
03664 SUPD01440 RODY  KEMRNM2 EXTRACT E
03564 SUPD0T441 RODY  KEMNNM2 EXTRACT E
03564 SUPDD1442 RDY  KEMNM2 EXTRACT E
03564 SUFPD0D1443 RDY  KETCT? EXTRACT E
03564 SUPDD1444 RDY  KETCTY EXTRACT E
03564 SUPOD0D1445 RDY  KETCTY EXTRACT E
03564 SUPD0D1446 ROY  MARCBEZ EXTRACT E
03564 SUPDD1447 ROY  MARCBZ EXTRACT E
03564 SUPDD1448 RDY  MARCBEZ EXTRACT E
03664 SUPD0T448 RDY  COFFL1 EXTRACT E
03564 SUPD01450 RDY  COFFLY EXTRACT E
03564 SUPDDT451 RDY  COFFLY EXTRACT E
03564 SUPD0D1452 RDY  TAYLT3 EXTRACT E
03564 SUPD0D1453 RODY  TAYLT3 EXTRACT E
03564 SUPD01454 RODY  TAYLT3 EXTRACT E
03564 SUPO01455 RDY  HIERR1 EXTRACT E
Return

Invoices at a RDY status displays

%[ick the return button will bring you back to the Finalize and Print Page

Mewy Windaw | Helg | Customize Page | &

{ Finalize and Print {_Print Oplions

i i
Run Control ID: PreFinalize_Print Report Manager Process Monitor iIn
Language: English + | @ specified O Recipient's

Selection Parameters Find | Wiewr All First [4] 1 of 1 [ Last

Seq Nbr: 1 *EDI Invoice Options: EDIOnly [+ [=]

& Processing Date O User Defined

Business Unit: 03564 |Q
@ an O Invoice ID
O Bill Cycle Ocustin
) Date Bill Added O Bill Type
I Range ID O Bill Source
B sSave =] mofif E  Add UpdateiDisplay
Finalize and Print | Print Cptions
&) Dane @ Trusted sites
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javascript:submitAction_win0(document.win0,'BI_PB_WRK_BILL_LIST_PB');

Finalize and Print page displays.
Click Run button to start process.

Process Scheduler Request
User ID; DSHOLAMN Run Control I: PreFinalize_Print
Server Name: N | Run Date: 01182007 [E1
Recurrence: *| Run Time: 12:43:38PM Resetto Current Date/Time |
Time Zone: Q
Select Description Process Name Process Type ‘Type ‘Format Distribtion
O Grants Print Portrait Invoices BIGIVCPM SQR Report Wieh w || PDF w | Distribution
[0 Pre-process & Finalization BIrCO0O Application Engine | ¥veh || THT ~ | Distribution
O Process Exract Tahle Invaices BINMCEM SQR Report Wieh ~ | |PDF w | Distribution
O Print Landscape Invoices BIMCGLM SQAR Report weh «||PDF « | Distribution
O Print Portrait Invoices BINWMCGPM S0R Report Wieh | |FPDF w | Distribution
O Finalize and Print BIICBEOT FSJob (Mone) w || {Mone) w | Distribution
O Standard Form 1080 and 1081 BISF108X SQAR Report eh ||PDF + | Distribution

0K Cancel

Process Scheduler Request page is displayed
e Select Box — Pre-process & finalization (BIIVC000)

Click OK Button

{ Finalize and Print "\ Print Options

Run Control ID: PreFinalize_Print Beport Manager Process Monitor
Language: | English  v| @ specified O Recipient's

Selection Parameters
Seq Nbr: 1 *EDI Invoice Options: EDIOnly  » [=]

@ Processing Date O User Defined

Business Unit: 03564 |3
@an C'invoice ID

O Bill Cycle O CustID
O pate Bill Added O Bill Type
) Range ID CBill Source

B Savwe ELReturnto Search | [E] Rotify E  Add

Finalize and Print | Print Options

@'] Process Instance: 2495901 /

@ Trusted sites

This brings you back to Finalize and Print page.

Click Process Monitor link
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{ Process List \__ServerList |
User ID; | DSHOLAN L Type: + | Last: 1| |Days  « | Refresh
Server: | Name: Q, Instance: to
Run + | Distribution v [“]Save On Refresh
Status: Status
omize | Find | View All | -] First [4] 1Eof B | Last
Process . Distribution .
Select Instance Seq. Process Type Name User Run Date Time Run Status Status Details
2480895 COBOL SQL FEPKBDP3 DEHOLAN 0202102007 T7:21:57AM PST  Processing  MIA Details
2480891 FSJob BLIOBOE  DEHOLAM 0202102007 T:16:02AM PST  Success Fosted Detailz
2480830 Application Engine BINMCOOD  DEHOLAM 0212172007 7:05:41AMPET  Success Posted Details
2490693 SQR Report ING5400  DSHOLAN 0202002007 1:11:19PM PST  Success Posted Dietails
2480588 S0R Report INS5400  DSHOLAW 0272002007 10:28:08AM PST  Success Fosted Details
2480562 S0OR Report ING5400  DEHOLAM 0202002007 10:06:064M PST  Success Fosted Cetails
Go back to Budget Check Acct Entries
& Save | = Motify | v
@ Process Instance: 2490895 @ Trusted sites

Process List page is displayed

Click refresh button till run status is Success and Distribution status is Posted.

Note: The Finalize and Print process (BIIVC000) changes all invoices at a RDY
status to INV. Once a bill has been successfully finalized, the Finalization
function changes the bill’s status to //VV (invoiced). You cannot make any further
changes to the bill.

The following navigation brings you to the summary page of one of the
invoices that processed, to confirm that this change has occurred.
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Navigation:

= Review Billing Infarmation |
= 5um
— Details
= Installment Bill Schedule
— Recurring Bill Schedule
— Consolidated Bills
— Aftached Bills
— AR Pending ltems
— Review Entries by Invaice
- Review Entries by
Journal
— Adjustment Histary
— Review Line Histary
[> Review Processing
Results
[» Accounts Receivable
[z Accounts Payable
I eSeftierments
[» Asset Management
[ Banking
I> Cash Management
[> Deal Management
[> Risk Management
[> VAT and Intrastat
[» Excise and Sales TaxvaT

Bill Summary

Billing> Review Billing Information> Summary

Enter any infarmation you have and click Search. Leave fields blank for a list of all values

[ Find an Existing Value

Business Unit: =
Invoice:
Bill Status: =
Customer:
Contract:

Bills in Business Unit: | =
Template Invoice Flag: =

[Jcase Sensitive

-

“

01110

begins with

v

beging with «

hegins with

a
a
3
a
a

Search Clear | Basic Gearch Save Search Criteria

Bill Summary page is displayed to Find an Existing Value

e Business Unit - Enter valid BU
e Invoice - Enter invoice number

Click Search button

/ Bill Summary nfo " Bill SummaryInfo 2

Goto: Headerlnfo1 — Address
Bill Search  Line Search

Unit: 03564  Iwoice: SUPDD1891
Gross Extended Amaount: 30.00
Total Discounts: 0.00
Total Surcharges: 0.00
Net Extended Amount: 30.00
Total VAT Amount: 0.00
Total Taxes: 0.00
Total Invoice Amount: 30.00
Forward Bal: 0.00
Paid Amount: 0.00
Total Due: 30.00 UsD

L\ Return to Search | = notify ‘

Bill Summaty Info | Bill Summary nfo 2

Invoice Date:

Customer:
Invoice Type:
Bill Type:

Bill Source:
Bill Status:
Template:
Consol Hdr:
Bill By ID:
Due Date:

Date Bill Added:

Bill Summary Info Page is displayed

%
01/0172007

DUPRJ Joseph Duprey
Regular

SUP Supervision Fees
MANUAL Manual
1MW

o1i042007

111152006 1:18PM

Bill Status has been changed from RDY to INV
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PRE-FINALIZE AND PRINT PROCESS IS COMPLETE
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CREATE ACCOUNTING ENTRIES

Second Step — Create Accounting Entries

Possible situations when this function is used: Once bills have been
processed through Finalize & Print process and have a Bill Status of INV (Invoice)
the next step is to process accounting entries. This step, processes run for
Currency Conversion, Preload, GL Entries and Budget Check. Once
processes are done, an overnight Journal Generator process runs posting Billing
accounting entries to the General Ledger.

PeopleSoft Billing

PeopleSoft General Ledger

Generate Accounting Accounting
Entries Entry Table Journal Generator General Ledger
Saup Setup
Journal Generator General Ledger
Processing Processing
D efine R equast
*Process Request
*Extract Drata from *Wfalidate Journal
Accty. Entry Table Entries
Automaticalhy *Paost Journal Entries

Genarate Journal
Entries

e Currency Conversion - Currency conversion calculates base currency
and euro currency amount values. SOV only processes USD however this
step is a required process.

e Pre-Load Process — Prepares accounting entries for the next step which
is Load GL process. Preload creates accounting entries pre-defined by
chartfield inheritance

e Load GL Process - The Load GL Accounting Entries process populates
the Billing Accounting Entry table with accounting entries that the Journal
Generator eventually picks up. The process selects for processing all bills
in the specified range selection that have a status of INV and that have
completed the Billing Currency Conversion process and the Pre-Load
process.
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e Budget Check - The Load GL process populates the budget date with the
accounting date that is determined when you run Finalize and Print
process pre-process. The Finalization process determines invoice dates
and accounting dates. It populates the invoice date with the current date
if it is not provided in bill entry, and it populates the accounting date with
the invoice date if the accounting date is not provided at Finalize and Print
Pre-Process run control.

Navigation: Billing>Generate Invoices> Non-Consolidated> Create Accounting
Entries

| ORACLE'

=~ Billing fadl Main Menu > Biling > Generate Invoices >
[ Interface Transactions )
I» Manage Billing Worksheet ﬁ Non-Consolidated
[> Maintain Bills
= (zenerate Invoices

Add to Favorites Sign out

Edit "Non-Consolidated” Folder

Finalize bills, check budgets, create invoices, and apply biling activity.

| ~ Non-Consolidated Single Action Invoice E Print Pro Forma E Finalize and Print Invoices
— Sinale Action Invoice Run a process to finalize invoice and Print preliminary copies of selected Mivoices Initiate processing steps to finalize and print
— Print Pro Forma complete subseguent integration steps. invoices.
— Einalize and Print
Invoices
— Convert Currenc Convert Currency Amounts Reprint Invoices E Pre-Load Process
Amounts Initiate & process to convert bill amounts to Initiate processes to p€print selected Initiate the preload process for selected bills.
— Reprint Invoices additional currencies. invoices.

— Pre-Load Process
— Load Invoices to AR

— Create Accounting E Load Invoices to AR E Create Accounting Entries Request Budget Check
Entries Run a process to create pending items for Inttiate a process to create GL accounting Request a precess to budget-check
— Request Budget Receivables for nonconsolidated bils. entries for nonconzolidated bills. accounting entries.
Check
— Load Invoices to AP i
W Pmen At E== Load Invoices to AP

vNon-Conso\_ldated _ ~ NewWindoWl Heln | E,
— Single Action Invoice
— Print Pro Forma .
— Finalize and Ptint Load GL Acctng Entries

Irtvaices Enter any information you have and click Search. Leave fields blank for a list of all values.
— Conmvert Currency

Amounts { Find an Existing Value {_Add a New'alue
- Reptint Invoices
— Pre-Load Process

RunComroIID:|beginswith vH / |

[case Sensitive

- Request Budget
Check Search | Claar | sic Search Bave Search Criteria

— Load Invaices to AP

[ Consolidated
I Process Credit Cards Find an Existing value | Add a New value

Click on Add a New Value tab to create a new run Control
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l=»
Mew Window | Help | /5

Load GL Acctng Entries

[ Eind an Existing Value | Add a New Value |

Run Control 1D:| Accounting_Entries_Billing

Add

Find an Ryisting Value | Add a New Value

Enter new run control. Example: Accounting_Entries_Billing

Click Add button

[ER
Mew Window | Help | Customize Page | i)

Load GL Accounting Entries

Run Control ID:  Accounting_Entries_Billing Report Manager Process Maonitor Run |
language: | ECTIECN ~

Load GL Selection Parameters Find | View All First 4] 10f1 ] Last

Unit: QA Print Load GL Report  Currency Shown on Report: | 17ans Cur v =

@ All Invoiced Bills ) Invoice ID

O Bill Cycle O custip
O Date Bill Added O Bill Type
) Range ID ) Bill Source
B save | [=] Notify Ey Add Update/Display

Load GL Accounting Entries page is displayed
Unit: Enter a valid value
Range Selection — Below are the most common selections.

e All invoiced Bills — defaults —accept default if you are processing all
invoices

e Invoice ID — Select this option if you want to run a certain range of
invoices. By selecting Invoice ID two fields will appear on screen so you
can enter the invoice range see page example below:
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Load GL Accounting Entries

Run Control ID:  Accounting_Entries_Billing Report Manager Process Monitor Run |

Language: English v

Load GL Selection Parameters Find [ View Al First 4] 1 of1 ] Last

Unit: Q Print Load GL Report  Currency Shown on Report: | Trang Curr v =

O AllInvoiced Bills ) Invoice ID
O Bill Cycle QO custID
) Date Bill Added () Bill Type To Invoice:
O Range ID O Bill Source

From Invoice:

Print Load GL Report - Defaults - Accept default. This will produce an
accounting entry report and will be availablg¢ to print.

Once criteria are entered click the Run button.

|=»

M Window | Help | Custormize Page | 1S
Process Scheduler Request

User I: DSHOLAR Run Comtrol I Create_Accounting

Server Name: I | RunDate: 014182007 El

Recurrence: * | Run Time: 1:41:13PM (REEERD CUTE DERTRS ‘

Time Zone: Q

Select Description Process Name Process Type Type *Format. Distribution
[0  Billing Curreney Conversion BICURCNY Application Engine Web s || THT * | Distribution
O Curr Cony, Preload & Load GL BIJOBOG FSdaob {Mane) || (Money | Distribution
O Curr Sy, Preload, Load GL KK BIJOBOGK FSdaob {Mane) || (Money | Distribution
Il Load GL Interface BILDGLO1 S0OR Report YWeh w | PDF ~ | Distribution
(] Billing Pre-Load Process BIPRELD Application Engine | Weh V|| THT + | Distribution
O Comm. Cnirl. Budget Processar FSPKBEDP2 CoBdL SaL (Mone) (Money  + | Distribution

0k Cancel

Process Scheduler Request Page is displayed

e Select Box - Process Name (BIJOBO6K) this process runs Currency
conversion, Preload, Load GL and Budget check all in one step.

Click OK
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Mewy Window | Help | Customize Page | 45,

{ Load GL Accounting Entries

Run ControlID:  Create_Accounting ReporiManager  Process ooy _ FU7
Language: 8

Load GL Selection Parameters Al First [ 1 ot 4 [ Last
Unit: 03564 | Q IPrint Load GL Report/ currency Shown on Report; | Trans =

@ Alivoiced Bills O Inveice ID

O Bill Cycle O custp
 Date Bill Added O Bill Type
CRange ID O Bill Source
E Save ‘ £ Retum to Search | = otify | B+ Add |

Load GL Accounting/Entries page will display

Click on Report Manager Link.

Mewy Window | Help | Customize Page | 45,

{ List Y Ewplorer " Administration | Archives |

Folder: _ A Insta\ce: to: m
Name: Created Pn: 6 Last| 1| Days v
Customize | Find First [ 1of 1 [¥] Last
L Compl 1] Process
Heport Lrescription Folder Name ——
Report Report Description Eolder Name Date/Time Report I Instance
1 Report

Go backto Load GL Accthg Entries

B save

List| Explorer | Administration | Archives

List page will display

Click on Administration Tab
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J List Y Esplorer | Administration {_ Archives |
User ID: Type: | ~ |Last: 1| Days +| Rafresh
Status: v | Folder: * | Instance: [0H
Report List
Select Report Pres oo erintion Request DateTime Format Status  Details
[} Instance
177 7406847 Load GL Interface gﬂ Szjégﬁ: ?:;;Du?)at Posted Details
B171 2496346 Biling Pra\Load Process gﬂ%ggﬁﬂ? ;‘_ab":n':”es Posted  Details
170 2486845 Billing Curncy Conversion gﬂgggﬁ: (be":n':”eg Posted Details
"Se\ectAII Deselect All

%Iolickthe delete button to delete the selected report(s)

& Save

Li=t| Explorer | Administration | Archives

Administration Tab is digplayed

Click Refresh button u
Posted.

Click on Load GL Interface link

L v

TR —

il the Load GL Interface process runs to a Status of

1 <) b ) <f'> L - ®
> > x] | §l | search < Favorites & = 1 i
. ; »
address | @] hetpifmprdwebl finman state vt usipsreparts/FHTSTZ/E1 72(bidglal 2496847 FOF b= RS
o i oy I o 57 @ . El I:l = goe . @ M £ It's easier with
Bl = & §9 ;| 7 ][5 sekect Text Cl " 1 © 83% ® Reader 7.0
|
~
2
B pecplescer ar
E ||| repere Voo srzosion LOAD GL ACCCONTING BUTRISS rage we. 1
] Run Dmte 01/18/2007
@ Rang= opAien: ALL Pun Time 14:12:31
EBusinsses fnit: 03864
2
g
5
£
B
)
3
2
B
3
#
g
« [l iy
] || P sccousc  pund  pepartmeme proaran  class
= Project AR Entry Enount Cffset Entry Encunts 5L Unit Acctq Date
a uzo
supr 20.00 3480 207-03-o
se03 sasseniiso
S0 easss  aeo7-si-;
0.0 Sevse wem
susasisse se03 sasseniiso
0.0 o3as0  ase-a3-on
meds  sassonisso
Sese eaiss  3coe-az-;
000 [
meds  sassonisso 3
Al 11 x8.5in
S 7| u0
1of5 2 | L=
&] Done & Trusted sites

Eeport is now available to print.

Click on Printer icon to print report.
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Below is the navigation to confirm that this process completed
successfully and all proper fields have been checked off.

Navigation: Billing> Generate Invoices> Review Billing Information>
Summary
\

ORACLE

Worklist Add o Favorites Sign out

=~ Billing fad\ Main Menu > Biling =

[ Interface Transactions .‘ . o .
> Wanage Billing Warksheet N\ Review Billing Information Edit "Review Biling Information” Folder
vlEmET 3 Reviegy bill summaries, biling detail and pending items or accounting entries.
[» Generate Invoices
[> Locate Bills Summary E Details E Instaliment Bill Schedule
|||~ Review Billing Information | Review specified bill information for the Review detailed information for a selected Display information about an installment bill
— Summarn selected bill. bill schedule in bill currency.
— Details
— Installment Bill Schedule
— Recurring Bill Schedule Recurring Bill Schedule E Consolidated Bills E Attached Bills
— Consolidated Bills Wiew information about recurring biling iew information for the consolidated bill Review bille attached to a particular
Atached Bills schedules. header. consolidated bill.
— AR Pending ltems
— Review Enfries by Invoice i i i i i
— Review Entries by E AR Pending ltems E Review Entries by Invoice E Review Entries by Journal
Journal List a summary of pending tems by group View accounting entries the Load GL or View accounting entries by General Ledger
— Adjustment History identifier Unbilled Revenue Accrual process creates. journal ID

— Review Line History
[» Review Processing

Results [=] Adiustment Histo ] N Review Line History
[» Accounts Receivable Ra_wew a summary of related bills and biling Review a summary of the bill line adjustment
adjustments. history.

[ Accounts Payable
[ eSetilements
[> Asset Manaoement —

=g

Mew Window | Help |

Bill Summary
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value
Business Unit: 01110 a

Invoice: | begins with v | |Q

Bill Status: = v ~]
customer: begins with v | |Q
Confract: [begins with |+ | |

Bills in Business Unit:

Template Invoice Flag:| = v| | v|

[case Sensitive

Search | Clear ‘ Basic Search ) Save Search Criteria

Bill Summary Page is displayed

e Business Unit - Enter or select valid value
e Invoice - Enter valid value

All other fields can be left blank

Click Search Button

Billing Manual 77
VISION 8.8
As of October 2016



|=»
New Window | Help | Customize Page | & %

{ Bill Summary Info "\ Bill Summary Info 2

vy si¥
Unit: 01167  Invoice: 67009265 Invoice Date: 05/01/2008 E =
Gross Extended Amount: 225.00 Customer: HD041 HD MEDICAL PRACTICE
BOARD (COP329)
Total Discounts: 0.00 Invoice Type: Regular
Total Surcharges: 0.00 Bill Type: PM  Property Management
Met Extended Amount: 225,00 Bill Source: MANUAL Manual
Total VAT Amount: 0.00 Bill Status: 1MV
Total Taxes: 0.00 Template: o

. Consol Hdr: Mo
Total Invoice Amount: 225.00
Forward Bal: 0.00 Bill By ID:
Paid Amount: 0.00 Due Date: 05/01/2008
Date Bill Added:  05/02/2008 11:01AM
Total Due: 22500 USD

Goto: Headerinfo1 Address CopyAddress  Motes
Bill Search Line Search

Return to Review Billing Infarmation

2\ Return to Search | [=] Notify

Bill Summary Info | Bill Summary Info 2

Done / J Trusted stes H100% v =
Bill Summary Info page is/displayed
Bill Status Should be INV
Click Bill Summary Info 2 tab
e em—— Home Worklist Add o Favorites Sign out ||

Mew Window | Help | Customize Page | 5

[ Bill Summary Info_}" Bill Summary Info 2 |

Unit: 01167 Invoice: 67009265

GL Level: Bl Creates GL Acct Entries
AR Level: Headeris AR Open ltem
AR Option: Use Header for Distribution
Pre-Load Status: Done

Budget Check Status: Valid

VAT Defaults Applied GL Entries Created
Invoice Printed AR Pending ltem Created
EDI Sent

Currency Converted

Goto: Headerinfo1 Address CopyAddress Motes
Bill Search  Line Search

Return to Review Billing Information
£\ Return to Search | [=] Motify |

Bill Summary Infa | Bill Summary Info 2

Bill Summary Info 2 page is displayed

If all processes ran to success Pre-load Status = Done. Budget Check Status =
Valid, GL Entries Created check box is selected.
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CURR CNV, PRE-LOAD, GL ENTRIES AND BUDGET CHECK IS COMPLETE
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FINALIZE AND PRINT (TO CREATE EXTRACT FILE)

Third step — Finalize and Print Extract file

Possible situations when this function is used: Process creates an extract
file, step one to printing invoices. You can use the same run control you created

when running the Pre-process shown in step 1.

Navigation: Billing> Generate Invoices> Non-Consolidated> Finalize and Print

Invoices

ORACLE

= Billing
[ Interface Transactions
[» Manage Billing Worksheet
[> Maintain Bills
= Generate Invoices
= Non-Consolidated |
— Sinale Action Invaice
— Print Pro Forma
— Einalize and Print
Invoices
— Conver Currency
Amounts
— Reprint Invoices
— Pre-Load Process
— Load Invoices to AR
— Create Accounting E Load Invoices to AR
Entries Run a process to create pending items for
— Request Budaet Receivables for nonconsolidated bills.
Check
— Load Invoices to AP
[» Consolidated
[» Process Credit Cards
[ Accrue Unbilled Activity | —
[- Repors

fadl Main Menu = Biling > Generate Invoices =

Non-Consolidated
Finalize bille, check budgets, create invoices, and apply biling activity.
Single Action Invoice

Run a process to finalize invoice and

complete subsequent integration steps.

E" Print Pro Forma
Print preliminary copies of selected invoices

E Convert Currency Amounts
Initiate a process to convert bill amounts to
additional currencies.

Reprint Invoices
Initiate processes to reprint selected
invoices.

Create Accounting Entries
Initiate & process to create GL accounting

entries for nonconsolidated bills.

E" Load Invoices to AP
Reguest a process to create voucher activity
for PeopleSoft Payables.

Finalize And Print
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value {_Add a New Value

Run Control ID:‘ begins with « || |

[case Sensitive

Search Clear | Bpasic Search Save Search Criteria

Find an Existing Value | Add 2 New Value

Finalize and Print page is displayed

Wiorklist Add to Favorites

Edit "Non-Consolidated” Folder

Finalize and Print Invoices

Initiate proces=ing steps to finalize and print
invoices.

Pre-l oad Process
Initiate the preload process for selected bills.

Request Budget Check
Reguest a process to budget-check
accounting entries.

Click on Search button to Find an Existing Value (or add new value click a

New Value)
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Finalize And Print
Enter any information you have and click Search. Leave fields blank for a list of all values

| Find an Existing Value {_Add a New Valug

Run Control ID:| begins with

DCase Sensitive

Search | Clear ‘ Basic Search Save Search Criteria

Search Results
1of1

Run Control ID Language Code
Einalize Print Endglish

Find an Existing Value | Add a Mew Valug

Search results displays.

Choose the run control created when you cre the run control for
finalize and print pre-process by clicking on the link.

Example: Finalize and Print

| Finalize and Print {_Print Options ',

Run Control ID: Finalize Print Repor Manager Process Monitor
Language: English + | |© specified (! Recipient's

Selection Parameters Find | View All First 4] 1 of 1 [ Last
Seq Nbr: 1 *EDI Invoice Options: EDIOnly v =

() Processing Date O User|Defined

Business Unit: 01106 |Q
@an O invoice |0
O Bill Cycle O custip
O Date Bill Added O Bill Type
) Range ID ) Bill Sourfe

B save | &, Return to Search ‘ [E]|Hotify | B Add

Finalize and Print| Print Options

Finalize and Print |page is displayed

NOTE: In this exgmple since we used the run control we created for the Pre-
process finalize and print 1%t step of Generating invoices the Business Unit is
already filled in. If you created a new run control you will need to enter a
Business Unit.

Click on Print Option tab
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[ Einalize and Print_{" Print Options

Selection Parameters Find | e All First 4 of 4 [ Last

FE

Seq Nbr: 1

@ Country, Postal O
O Bus Unit, Invoice

Print Only Unprinted Invoices [CIPrint Listing

B save ‘ =] Motify ‘ B Add ) UpdateiDisplay

Einalize and Print | Print Options

Print options page is displayed.

e Country, Postal - Defaults as selected — This option will sort and print
invoices by Country

e Cust, Bus Unit - If selected invoices will sort and print by Customer

e Business, Invoice — If selected will sort and print invoices by invoice
number.

Note: Most departments using the Billing module prefer to use Cust, Bus Unit
because when they attach invoices to statements, statements are printed by
customer.

Click Finalize and Print tab

| Finalize and Print {_Print Optians ),

Run |

Run Control ID: Finalize_Print Report Manager Process Maonitor

Language: | English % | @ Specified O Recipient's

Selection Parameters Find | View Al First [1] 1 or1 [*] Last
Seq Nbr: 1 *EDI Invoice Options: EDIOnly v =

@ Processing Date C User Defined

Business Unit: 01108 |Q
@ Al O Invoice ID
O Bill Cycle O CustID
) Date Bill Added O Bill Type
O Range ID O Bill Source
& save ‘ L\ Return to Search | [=] notify | [ExAdd

Finalize and Print | Print Options

Finalize and Print page is displayed
Click Save Button then Click Run button to run process
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Process Scheduler Request

S | e | e

e o | heep

O] Grants Print Portrait Invaices BIGIVCPN 30R Report
O Pre-process & Finalization BINVCO00 Application Engine

1 Process Extract Table Invoices BINCEN SOR Report
O] PrintLandscape Invoices BINCLN SOR Report
O]  PrintPortrait Invoices BIVCPN SOR Repart web

]  Finalize and Print BlIOBOA PSJob
] standard Form 1080 and 1081 BISF108X SOR Report

oK Cancel
Process Scheduler Request page is displayed

e Select Box — Process Extract Table Invoi

Click OK Button

| Finalize and Print {_Print Optians

User ID: DSHOLAN Run Control ID: Finalize_Print

Server Name: Run Date: 08/13/2008 EJ

Recurrence: Run Time: 3:06:25PM Resetto Current Date/Time |

Time Zone: l:IQ

Select Description Process Name Process Type *Type *Format Distribution

PDF | Distribution

TXT | Distribution
PDF “ | Distribution
PDF “ | Distribution
PDF “ | Distribution
(Mone) | Distribution

FDF + | Distribution

ces (BIIVCEN)

A

Run Control ID; Finalize_Print Report Manager Process Maonitar

un

Language: | English  +| @ Specified O Recipient's

Selection Parameters

Find | View

Seq Nbr: 1 *EDI Invoice Options:

& Processing Date ! User Defined

Business Unit:
@ an O Invoice 1D

O Bill Cycle O custiD
) Date Bill Added O Bill Type
) Range ID 0 Bill Source

B save ‘

£\ Return to Search | IMain Conkent

Finalize and Print | Print Options

Finalize and Print page is/displayed

Click on the Process Monitor link
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| ProcesslList Y SetverList

Server: Name: (s} Inslance:l | to | ‘

Status:
Process List

Run Distribution . Save On Refresh
Status

Select Instance Seq. Process Type E;?f%ss User Run Dat
2498918 SGR Report BINVCEM DSHOLAN 017192007 11.15:08AM EST  Success Fosted Details
2456867 COBOLSGL FSPKBDP3 DSHOLAMN 0111952007 8:31:494M EST  Success Posted Cetails
2406844 BILIOBOE  DSHOLAMN 017182007 1:41:13PM EST  Success Posted Details

Ga backto Finalize And Print

@ seve | B Moty |

Process List| Server List

Process List page is displayed

Click Refresh Button until the\Run Status is Success and the Distribution
Status is posted. Process instance # is assigned and this # is used to
print invoices.

Below is the navigation to confirm that this process completed
successfully.

Navigation: Billing> Review Billing Information> Summary

L 1
ORACLE
Wiorklist Add to Favorites Sign out
= Billing Ld|l Main Menu = Billing =
[ Interface Transactions ) .
[ Manage Billing Worksheet Review Billing Infg Edit "Review Billing Information” Folder
[> Maintain Bills
> Generate Invoices Review bill summaries,_b##fg detail and pending items or accounting entries.
[> Locate Bills Summary E Details E Installment Bill Schedule
I ~ Review Billing Information Review specified bill information for the Review detailed information for a selected Display information about an instalment bil
— Summary selected bill. bill. schedule in bill currency.
— Details
— Installment Bill Schedule
— Recurring Bill Schedule Recurring Bill Schedule E Consolidated Bills E Attached Bills
— Consolidated Bills View information about recurring biling View information for the consolidated bil Review bills attached to a particular
— Attached Bills schedules header consolidated bill
— AR Pending tems
— Review Entries by Invoice
— Review Enfries b AR Pending ltems E Review Entries by Invoice E Review Entries by Journal
Jaurnal List a summary of pending tems by group View accounting entries the Load GL or View accounting entries by General Ledger
— Adjustment History identifier. Unbilled Revenue Accrual process creates. journal ID
— Review Line History
[> Review Processing i i . i
Results E Adjustment Histo Review Line Histol
[ Accounts Receivable Review a summary of related bills and biling Review a summary of the bill line adjustment
> Accounts Payable adjustments. history.
[> eSetilements
[> Asset Management ||
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Bill Summary
Enter any information you have and click Search. Leave fields blank for a list of all values

[ Find an Existing Value

Business Unit: = v 01167 Q
Invoice: begins with |+ |67009265 Q

Bill Status: = A -
Customer: begins with |+ Q
Contract: begins with

Bills in Business Unit: | = |+ Q
Template Invoice Flag:| = - -

DCase Sensitive

Search Clear | pasic Search Save Search Criteria
Bill Summary Page is displayed

Enter in Business Unit and invoice number of invoice you just processed.

Click Search Button

/ Bill Summary Info _Bill Summary Info 2

rgi ¥
Unit: 01167  Invoice: 67009265 Invoice Date: 05/01/2008 3%
Gross Extended Amount: 225.00 Customer: HD041 HD MEDICAL PRACTICE

BOARD (COP329)
Total Discounts: 0.00 Invoice Type: Reqgular
Total Surcharges: 0.00 Bill Type: PM  Propery Management
Net Extended Amount: 22500 Bill Source: MANUIAL Manual
Total VAT Amount: 0.00 Bill Status: 1NV
Total Taxes: 0.00 Template: Mo
Consol Hdr: Mo

Total Invoice Amount: 225.00
Forward Bal: 0.00 Bill By ID:
Paid Amount: 0.00 Due Date: 08/01/2008

Date Bill Added:  05/02/2008 11:01AM
Total Due: 22500 UsD

Goto: Headerinfo1 Address CopyAddress Motes
Bill Search Line Search

&2 Return to Search | [=] Notify |

Bill Summary Info | Bill Summary Info 2

Bill Summary Info page is displayed

Click on Bill Summary Info2 tab
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[ Bill Summary Infa_y~ Bill Summary Info 2

Unit: 01167  Invoice:  G7009265

GL Level: Bl Creates GL Acct Entries
AR Level: Headeris AR Open ltem
AR Option: Use Header for Distribution
Pre-Load Status: Done

Budget Check Status: Walid

VAT Defaults Applied GL Entries Created
Invoice Printed AR Pending [tem Created
EDI Sent

Currency Converted

Goto: Headerinfod1 Address CopyAddress Motes
Bill Search  Line Search

L4\ Return to Search | [=] Notify |

Bill Summary Info | Bill Summary Infa 2

Bill Summary Info 2 page is displayed

Invoice Printed box should be checked. Once you process the extract file the
invoice printed box is selected. Next step is to print invoices.

FINALIZE AND PRINT INVOICES EXTRACT IS COMPLETE
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PRINTING INVOICES
Fourth Step — After Extract File is created

Possible situations when this function is used: Now it's time to print
invoices. Invoices are only available to print after an extract file has been
created.

Navigation: Billing> Generate Invoices> Reports> Print Crystal Invoices

Follow the above navigation to Print Crystal Invoices.

ORACLE

Worklist Add to Favorites

= Billing | Main Menu > Biling >
[> Interface Transactions

I Manage Billing Worksheet ﬁ Generate Invoices
[» Maintain Bills

Edit "Generate Invoices” Folder

I Finalize billz, print documents and reports, and apply biling activity.
b Non-Censolidated ﬁ Non-Consolidated ﬁ Consolidated ﬁ Process Credit Cards
[» Consolidated Finalize bills, check budgets, create invoices Finalize bills, check budgets e invoices Request authorization for pending credit card
[ Process Credit Cards and apply biling activity. and apply consolidated act transaction activity.

[» Accrue Unbilled Activity [E] Single Action Inveice ction Consolidagon = Review Pending CC Transaction
I» Repors = print Pro Forma i = Reguest Credit Card Processing

E Re Transaction History
rior Card Transaction

[» Reproduce Reports
[» Accumulated Balances o
b Utilties ﬁ Accrue Unbilled Activity ﬁ

B '-°°?“e Bi!ls . Create accounting entries for unbilled
[ Review Billing Information accrual activity; revie

I» Review Processing

ﬁ Reproduce Reports
Re-create reports for Receivables, General
Ledger and Payables integrations.

w accrual reports.

Results = GL Accounting Entries
[ Accounts Receivable B AP Voucher Entries
[> Accounts Payable =] Lines Mot Ready to Accrue Rot 2 More.
[ eSettlements
I Asset Mlanagement ﬁ Accumulated Balances ﬁ Utilities
[» Banking pdates to accumulated balances Update Contracts or Projects, delete

[> Cash Management v accumulated balances temporary billz and test direct invoicing

[» Deal Management : BB‘ﬁlﬂ"DEE g srired s
[> Risk Management Review Halances eq irect Invoice Tes!
’ g =l Compare Balances =l Reguest Invoice Notification

[> VAT and Intrastat —
[> Excise and Sales Tax/WAT

4 More...

ORACLE' |

Home Worklist Add to Favorites Sign out
— Reports ~ Mew Window | Help |
— Print Crystal Invoices
I . .
\nvoice Renister Print Crystal Invoices

— Consolidated Register
— Salary Detail

[» Reproduce Reports

Enter any information you have and click Search. Leave fields blank for a list of all values

I> Accumulated Balances | Find an Existing Value {_Add a New Value
[> Utilities

[> Locate Bills

1> Review Billing Information Run Control 'D'| begins with v |||

[ Review Processing [case Sensitive
Results

I» Accounts Recelvable
[> Accounts Payable Search Clear | pasic Search B Save Search Criteria

[» eSettlements

Find an Existing Value | Add a New Value

Print Crystal Invoices page is displayed

Run Control ID - Use same run control created for finalize and print create
extract file.

Click Search Button
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Mew Window | Help | Customize Page | (&

Print Crystal Invoices Y

Run Control ID:  Reprint Report Manager — Process Monitar i
*From Process Instance: 3831904 Q
*To Process Instance: 35319040

B save ‘ L\ Return to Search | | 4[] Mext in List ‘ =] Netify | B Add
Print Crystal Invoices page is displayed

By using the same run control the process instance # created by the extract
process will automatically populate. If your Process instance # did not populate
choose the correct Process Instance number by clicking on the magnifying glass
besides the process instance # field. If you do not know what that # is you can
find it by going to the Process Monitor and it is the # assigned when you ran the
extract file. See example below:

Mew Window | Help | Customize Page | (&)

Process List | Senver List

User ID: |[DSHOLAN L Nype: | Last: 1 |Days |»| Refresh

Server: Hame: C, Instance: to
Run + | Distribution v Save On Refresh
Status: Status
Process List Customize | Find | View All | 8 First (] 1.2 or2 [¥] Last
Select Instancgéeq. Process Type Process User Run DateTime Run Status Distribution Details
Name Status
3831905 Crystal BIPRNT00 DSHOLAN 06/16/2008 7:24:00AM EDT Success Posted Details
3831904 SGR Report BIVCEN  DSHOLAN 06/16/2008 7:21:37AMEDT Success Posted Details

Click on the Run Button
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Process Scheduler Request

Run Control ID: Print_|rwoices

Select Description
PSICA- Contracts Invoice

CRYSTAL - Invoice, Consolidated
PSIOM - Qrder Momt Inv,Consal
CRYSTAL - Invaice

PSIPC - Projects Invoice

PSI0M - Order Mgmt Invaice
PS/PEADT -Projects By Emplovee
PSIFSADZ -Projects By Activity

oooooooono

PEIFSADS - Project Detail

oK Cancel

User ID: DEHOLAN

Server Name: N | Run Date:
Recurrence: | Run Time:
Time Zone: Q

Process Name
BICA
BIPRNCOD
BIPRMNGCOZ
BIFRNTOO
BIPRMNTO1
BIPRNTOZ
BIPSAD1
BIPSADZ
BIPSADZ

0119/2007
2:04:10PM

B

Resetto Current DateiTime ‘

Process Type Tvne
Crystal Weh
Crystal Wieh
Crystal Weh
Crystal Wieh
Crystal Weh
Crystal Wieh
Crystal Weh
Crystal Wieh
Crystal Weh

Process Scheduler Request page is displayed

e Process List

Click OK Button

Print Crystal nvoices

'Format
v |POF

FDF
FDF
FDF
FDF
FDF
FDF
FDF
FDF

<

<

<

<

<

<

<

Distribution
Distribution
Distribution
Distribution
Distribution
Distribution
Distribution
Distribution
Distribution

Distribution

Select check box besides CRYSTAL- Invoice
(BIPRNTO00)

Run Control ID:  Print_Invoices

‘From Process Instance:

‘To Process Instance:

& save ‘ S Retum to Search| =

Report Manager

2496818/

2496818/

Process Monitor

Print Crystal Invoices page is displayed

Click on Report Manager Link

| [Sikg

/ List Y Ewplorer ) Administration  Archives |

Run

Er  Add \

Report Report Description
1 Report
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Folder: _ hd Instance: to:

Name: Created On:

Folder Name

e

Completion
Date Time

Refresh

Last:| 1 |Days

-~

Report ID

e Window | Help | Custornize Pare | 15,

Process
Instance




List page is displayed
Click on Administration tab

[ List

" Emplorer Y

dliLFIIY Atchives \I

& Save

| to:

List| Explorer | Administration | Archives

UserlD:  [DEHOLAN Type: | ~ |Lost:
Status: v| Folder:| | mstance: |
Report List
Select  BEROILPICS  pyoocriion Request Date Time
== D Instance
) 0171972007
8220 2496944 CRYGIAL - Invaice S baaen
01192007
8219 2485018 Proceds Extract Table Ivoices 15 F0t
Se\ectAII DDESE\EC{AH

%‘Clickthe delete hutton to delete the selected report(s)

Administration pagelis displayed

Format Status Details
Acrobat ;
Posted Details
(. pdf)
Acrohat
sted Details
(*.pdf)

Click Refresh buttan till Status is Posted

Click link under Description field. By doing so a window will pop up on
screen will invoices.

uuuuuuu A0 TILLLEG T LRELLL TS, VL U ST LTSI L3 &) el 3 DRI | LU &M D FL

=)

L

Bookmarks

Signatures

% (] a‘f'}] [l’]] Select Text

IEESrERRE

-@ i A

5 D)

, Tnvoice: SOFO0TE52
Department of Corrections Invoice Date: 02001/2006
INVOICE Page: tof !
Please Remt To:
o ot of Cemactions Gustomer No: TAYLTS
epars : ) Payment Terms: DUR
Gourt and Reparative Service Ui e Date 212008
@ Merchants Row
PO Box 175
Rutland, VT 05702
AMOUNT DUE: 3000 USD
gl To:
Toby Taylor
Escape
United States
Amount Remitted
Original Invoice: SUPOD00GS
Prior Adjustment:
For bifing questions, please call 802-786-5808 Grginsi
Lins Identifier ‘Description QuankRy  UOM Unit Amd et Amount
1 BUFERVIZICN  Supendsion Fese 100 EA nm 0.0
Suibtotl: o
AMOUNT DUE: 30.00USD

Click Printer Icon to print invoices

Billing
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LOAD INVOICES TO ACCOUNTS RECEIVABLE
Fifth Step — Creates an External Pending Group to load in AR

Possible situations when this function is used: The Load AR process
groups invoices and creates an external pending group. All invoices are created
under one pending group. Invoice #'s within this group are populated in the
Item ID field.

Navigation: Billing> Generate Invoices> Non-Consolidated> Load invoices to

AR /

ORACLE

I q>
~ Non-Consolidated fadl Main Menu > Biling > Generate Invoices >

— Sinale Action Invoice

Worklist Add to Favorites

— Print Pro Forma ﬁ Non-Consolidated
— Finalize and Print
Invoices

Edit "Non-Consolidated” Folder

Finalize bills, check budgets, create inveices, and apply biling activity.

— Convert Currency Single Action Invoice 11192 Finalize and Print Invoices
Amounts Run a process to finalize invoice and Pt preliminary copies of selected invoices Initiate proces=zing steps to finalize and print
— Reprint Invoices complete subsequent integration steps. invoices.

— Pre-Load Process
— Load Invoices to AR

— Create Accounting = Convert Currency Amounts = Reprint Invoices = Pre-Load Process
Entries Initiate a process to convert bjmounts to Initiate processes to reprint selected Initiate the preload process for selected bills.
— Reguest Budaet additional currencies. invoices
Check
— Load Invoices to AP
[» Consolidated E Load Invoices to AR Create Accounting Entries Reguest Budget Check
[» Process Credit Cards Run a process to create pending tems for Initiate a process to create GL accounting Reguest a process to budget-check
[» Accrue Unbilled Activity Receivables for nonconsolidated bills. entries for nonconzolidated bills. accounting entries
[: Reporis
[ Reproduce Reports
[» Accumulated Balances w
[ Utilities Reguest a process to create voucher activity
[> Locate Bills for PeopleSoft Payables.

[» Review Billing Information

Load AR Pending Items
Enter any information you have and click Search. Leave fields blank for a list of all values

| Find an Existing Value _Add & New Value

Run Control ID:| begins with v | ‘

[case Sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

Click Add a New Value Tab

Run Control ID - Enter a new run control. Example: Load_AR
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Load AR Pending ltems

Run Control ID:  Load_AR EeportManager  Process Monitar R
Language: M
Load AR Selection Parameters Find [vizw Al First (0 4 o 4 [ Last
Unit: Q Print Load AR Report =
(@ Do Not Post
C Batch Standard

@ Ml voiced Bills O Invoice ID

O Bill Cycle O custID
CIDate Bill Added ) Bill Tvpe
O Range ID O Bill Source
B sSave ‘ =] mofif | Er Add UpdateiDisplay

Load AR Pending Items page is displayed

e Unit - Enter Valid Value

e Posting Action - Defaults as Do Not Post. Select Batch
Standard. If you leave the default selection and run the process it will
do nothing.

e Print Load AR Report - Defaults as selected. Accept default this
will generate a report with the pending group #’s and all invoices
associated with that group.

e Range Selection - Defaults as All invoices Bills — Accept default or
choose appropriate option.

Click Save to save your selection
Click Run Button to process

Mew Window | Help | Customize Page | [,

Process Scheduler Request

User ID: DEHOLAN Run Control ID: Load AR

Server Name: DN | Run Date: 06/M6/2008 EJ

Recurrence: ~ | Run Time: 11:13:284M Resetto Current DateTime |

Time Zone: Q

Select Description Process Hame Process Type *Type *Format Distribution

[0  Billing Currency Conversion BICURCNY Application Engine | Web & || TXT | Distribution

[0  CurConv Preload & Load AR BIIOBOS PSJob (Mone) |+ ||(Mone) |+ |Distribution

[0 Load AR Pending ltems BILDARD1 SCR Report Web |« ||PDF | Distribution

O Billing Pre-Load Process BIFRELD Application Engine | Weh w | [ THT + | Distribution

OK Cancel
Process Scheduler Request page is displayed
e Process List - Select box for Load AR Pending Items

(BILDARO1)
Click OK Button

Billing Manual 92
VISION 8.8
As of October 2016



Load AR Pending ltems

Run Control ID:  Load_AR EeportManager  Process Monitar R
Language: M
Load AR Selection Parameters nd First I 1 0f 1 [ Last
Unit: 03564 | Print Load AR Report =l
Do Not Post
® Batch Standard

@ Ml voiced Bills O Invoice ID

O Bill Cycle O custID
CIDate Bill Added ) Bill Tvpe
O Range ID O Bill Source

| = oty Er Add

Load AR Pending Items page is displayed

& Save ‘ .Q\RetumtDSearch| M Mextin List

Click on Report Manager Link

MNew Window | Help | Customize Page | .5,

{ List Y Ewplorer | Administration )" Archives |

Folder: _ » Instance: to: Refresh
Mame: Created On: E?J Last: | 1||Days w
First [ 1af 1 | Last
Report Report Description Folder Name ; Report ID nﬁ[sotiﬁiz

Go backto Load AR Pending ltems

& Save

List | Explorer | Administration | Archives

List Page is displayed

Click on Administration Tab
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Mewy Window | Help | Customize Page | 45,

J List Y Explorer A ation ' Archives |
User ID: Type: |  |Last: 1| Days +| Rafresh
Status: | Folder: ¥ | Instance: to:

Report List

[_Deete | Giicictne gelete button to delste the

Administration tab is di

lected repon(s)

played

Click Refresh Button

Click on Load AR Pending Items link, this will bring up a window showing
the Load AR Report

ill Status is Posted

Select  BEROMLPIES  poocrition Request DateTime Format  Status  Details
D Instance
8237 2495050 Load AR Pending ltems ggé%’ggﬁf ?f;%%a‘ Posted Details
6220 2406044 CRYSTAL - In g%?g%ggg ?:;Uu?)al Posted  Datails
8218 2486018 Process ExtrachTahle Invoices ?ﬂg?gf\; ?f;%%a‘ Posted Datails
N Selectal Deselect Al

. —
[ 35 Y o = \ 3 7
B = @& M | e - @ & - ] [1j©ws: - 05 7 R ener
2
A
g
5 peoplescft BI
E|[|repert m: ermmaro 1040 AR PENDING ITEMS Page Ho. 1
] Fun Date 01/13/2007
m Pun Time 15:10:13
Rang= option: an
Eusiness Unit: 03564
||| post action: Fost Later
i}
=}
T
2
= ENTEY EWIET EMTRT
GRCOD 1D Seq # CUST ID ITEM {INVGIZE} LINE TYPE REW USE ID ENTRY AMOUNT CUR  ENTEY AMCUNT (BASE) CUR ACCOUNTING DT TERMS
ol [ ze12 1 FECUE soTao1sel m s rreol 30,00 wED 30,00 USD 2008-04-01 i
& 2 AERUCL suRoLsEl m s IT-o 30.00 usD 30.00 USD 2005-05-01 soe
= 3 P sopoo1ee2 m e o 36,00 wep 30.00 ©USD 1006-0s-c1  svR
- 4 REROCL SURIOLEED pe) sop IT-01 30.00 USD 30.00 USD 2008-07-01 soe
s AR sUTo0LeEd m s rreol 30,00 wED 30,00 USD 2008-08-01 ]
" s ABRUCI supanLses m  sw  IT-o1 30.00 USD 30.00 USD 2006-02-01 i
@ 7 AR suTooLees m s rreol 30,00 wED 30,00 USD 2008-10-01 ]
- E] ABROCL SUTI0LEES pe sup IT-01 30,00 USD 30.00 USD 200£-12-01 =op
10 DUPRTL supaoLsen m  sw  IT-o1 30.00 USD 30.00 USD 2008-04-01 i
1 DUPRTL suTaoLeT: m s rreol 30,00 wED 30,00 USD 2008-08-01 ]
12 DUPRTL sUp00LETL m s rT-ol 30,00 WSO 30,00 USD 2008-08-01 e
13 DuPRIL suTaoLeTE m s rreol 30,00 wED 30,00 USD 2008-07-01 i
1 DUPRTL sUp00LETS m s rT-ol 30,00 WSO 30,00 USD 2008-08-01 e
15 DUPRTL suTaoLeTT m s rreol 30,00 wED 30,00 USD 2008-03-01 ]
18 DUPRTL sUpooLETS m s rT-ol 30,00 WSO 30,00 USD 2008-10-01 e
17 DuPRIL suTaoLeTs m s rreol 30,00 wED 30,00 UED 2008 i
15 DUPRTL supooLsE0 m s rT-ol 30,00 WSO 30.00 USD 2008 e
18 DUPRTL suTaoLees m s rreol 30,00 wED 30,00 USD 2008-11-01 ]
0 DUPRTL supooLss0 m s rT-ol 30,00 WSO 30,00 USD 2008-12-01 e
21 DuPRIL soTaoesl m s rreol 30,00 wED 30,00 USD 2007-01-01 i
# OF INVOICES IN GROUD: 21
# OF AR ENTRIES IN GROUP 21
ACOCONTS RECETVAELE AMOTNT: £30.00 ©UED

External Pending Group has been created and will post to customers accounts
when the ARUPDATE process runs overnight. Above report show the external
pending group # and all invoices tied to that group.

LOAD INVOICES TO AR IS COMPLETE
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ADJUST ENTIRE BILL

Possible situations when this function is used: You can use the Adjust
Bills function to credit an entire bill and reverse the original invoice, or credit an
entire bill and rebill with the correct information. The following example will walk
you through crediting an entire invoice as well as credit and rebill.

Credit Entire Bill

Navigation: Billing> Maintain Bills> Adjust Entire Bill

Follow the above navigation to adjust the entire bill.

= Billing &

[> Interface Transactions

[ Manage Billing Worksheet

|- Maintain Bils _______|

— Express Billing

— Standard Billing

— VT Billing Interface - BGES

— VT Billing Interface - DIl

- Installment Bill
Schedules

— Create Installment Bills

— Recurring Bill Schedules

— Create Recurring Bills

— Create Consolidated
Header

— Aftach and Detach Bills

— Copy Sinale Bill

— Define Bill Copy Group

— Define Copy Group
Details

— Copy Bill Group

— Adjust Entire Bill

— Adjust Selected Bill
Lines

— Bill Summary

— Change Status of Bills

— Correct Entry Type

Adjust Entire Bill

{ Find an Existing Value

Main Menu = Biling =

Maintain Bills

Create bills; define schedules, templates, and consolidation; and assign status.

Express Billing

Create an abbreviated format of a bill online:

E" VT Billing Interface - DIl
/T Biling Interface - DIl

Recurring Bill Schedules
Prepare schedules for recurring bill
templates

E" Attach and Detach Bills

Define the bills that are associated with a

consolidated bill header.

Define Copy Group Details

options for the copy process.

Enter any information you have and click Search. Leave fields blank far a list of all values.

Specify a group of billz to copy, and define

Edit "Maintain Bills” Folder

Standard Billing
Specify individual bill information

E" VT Billing Interface - BGS

T Biling Interface - BGS

ﬁ“ Installment Bill Schedules
Prepare installment bill echedules for
template invoices

E" Create Installment Bills
Reguest a process to create instalment bills

Create Recurring Bills
Request a process to create recurring bills

iﬁ Create Consolidated Header
Create conzolidated bill header.

Define Bill Copy Group

Copy Single Bill
Create a bill copy group.

Create a new bil by copying an existing bill.

E Adjust Entire Bill

Create adjustments for an entire invoice.

Copy Bill Group
Request a process to copy bills defined by a
bill copy group.

Mew Window | Help \ .E

Business Unit:

01110 Q

la

Invoice: |neg|ns=’\:nn vH |
Customer: |neg|ns=’\:nn vH
Contract: |neg|ns»\-‘nn v |

D Case Sensitive

Search Clear | pasicsSe

arch Save Search Criteria

Adjust Entire Bill page is displayed

Invoice

Contract

Billing Manual
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Enter valid value

Enter invoice # to adjust entire bill
Enter customer or leave blank

Not used by SOV
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Click Search button

(RSt Entre B Y
Unit: 01183 Bill To:  B3532 Invoice 18500 USD
Amt:
Invoice: 3002984 BGS PR MICROFILI SECTION (COP244)
@ Mo Bill Action *Credit Bill:
O Credit Entire Bl Rehill Bill: Header Info 1
O Credit & Rebill
B Sa.-e‘ L\ Return to Eearch| [=] notify | ) Refresh |
Adjust Entire Bill page is displayed.
Select Bill Adjustment Action
e No Bill Action - Defaults as selected
e Credit Entire Bill - Select Credit Entire Bill to Credit the
original invoice.
Click Save button
[ER
Mew Window | Help | Custamize Page | &
/"~ Adjust Entire Bill
Unit: 01163 Bill To: Bz332 Invoice 18500 USD
Amt:
Invoice: 3002984 BGS PR MICROFILIN SECTION (COP244)

*Credit Bill: Header Info 1

Rebill Bill: Header Info 1

) Credit & Rebill

B save ‘ &\ Return to Search | [=] Notify | 4y Refresh

Adjustment Results

e Credit Bill - populates with a new invoice #

Click the Header Info 1 link
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|=»

Mew Window | Help | Custamize Page | &
[ Header -Info 1 {_Line-Infa 1
Unit: 01163 Invoice: 63040693 Pretax Amt: -185.00 UsD
. ¥
Status: RDY| & Invoice Date: Ed curr: usp £
. Installment Bill S g
*Type: cPY | Source: < *Frequency: | ONce Y Recuring Bil -
ecurring Bill Schedule

*Customer: |BGS32 QU sddress SubCust1:

BGE PR MICROFILM SECTION (COP244) SubCust2:

CyclelD: |MONTHLY |G *Invoice Form: EXTRACT | From Date: [ To Date: El
Pay Terms: |DUR |, Pay Method: CHK|Q, B RemitTo: |BGS | Bank Account: 001 |Q4
Accounting & Account: AR Distribution

Date:

Sales: BGS Q Bill Inquiry Phone;  |802-828-1012 Q

Credit: BGS Q Collect: BGS @ Biller: JCARR |Q Billing Authority: Q
Goto: Headerinfo2 Address CopvAddress Motes  Express Entry

Summary Bill Search  Line Search Havigation: | Header-Infa 1 || Prev Nex

B save ‘ &\ Return to Search | [=] Notify | 4y Refresh | Es Add
Header - Info 1| Line - Infa 1

Header — info 1 page is displayed

Credit invoice is displayed.

e Status

Defaults as RDY and will pick up in next generate
invoice processes.

Note: You can only adjust a bill or a bill line once.

CREDIT ENTIRE BILL IS COMPLETE
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Credit an Entire Bill and Rebill

Navigation: Billing> Maintain Bills> Adjust Entire Bill

Follow the above navigation to Iadjust the entire bill.

ORACLE
[

= Billing
[ Interface Transactions
[ Manage Billing Worksheet
| Maintain Bils ________|
— Express Billing
— Standard Billing
YT Billing Interface - BGS
— YT Billing Interface - DIl
— Installment Bill
Schedules
— Create Installment Bills
- Recurring Bill Schedules
— Create Recurring Bills
— Create Consolidated
Header
— Aftach and Detach Bills
— Copy Sinale Bill
— Define Bill Copy Group
— Define Copy Group
Details
— Copy Bill Group
— Adjust Entire Bill
— Adjust Selected Bil
Lines
— Bill Surnmary

— Chanage Status of Bills

— Caorrect Entry Tvpe

Adjust Entire Bill

[ Find an Existing Value

iadl Main Menu > Biling =
[/ Maintain Bills
Create bills; define schedules, templates, and censolidation; and aseign status.

xpress Billin Standard Billin

Create an abbreviated format of a bill online. Specify individual bill information.

m

E" Installment Bill Schedules
Prepare installment bill schedules for
template invoices.

E" VT Billing Interface - DIl
WT Biling Interface - DIl

Recurring Bill Schedules
Prepare schedules for recurring bill

templates.

Create Recurring Bills
Request a process to create recurring bills.

E“ Attach and Detach Bills
Define the bills that are associated with a
= conzolidated bill header.

Copy Single Bill

Create a new bill by copying an exigting bill

E Define Copy Group Details
Specify a group of billz to copy, and define
optiens for the copy process.

Copy Bill Group
Reguest a process to copy bills defined by a

bill copy group.

Enter any information you have and click Search. Leave fields blank far a list of all values.

Business Unit:

01110 Q,

| begins with + H |

| begins with H |Q

Invoice:
Customer:
Contract:

| begins with H |

[case Sensitive

Search Clear | pasic Search B Save Search Criteria

Adjust Entire Bill page is displayed

=

&Y

\Worklist Add o Favorites

Edit "Waintain Bills" Folder

VT Billing Interface - BGS
T Biling Interface - BGS

Create Installment Bills

Request a precess to create installment bills.

Create Consolidated Header
Create consolidated bill header.

Adijust Entire Bill

Create adjustments for an entire invoice.

New Window |

Help

>

‘ (Bl
hkep

Business Unit
Invoice
Customer
Contract

Click Search button

Billing Manual
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Enter valid value

Enter invoice # to adjust entire bill
Enter customer or leave blank

Not used by SOV
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(=1

New Window

E]

Help | Customize Page | na

v Window | Help | Customize Pag Saved

|~ Adjust Entire Bill
Unit: 01153 Bill To:  AGRA1 Invoice 29400 USD
Amt:
Invoice: 63006001 AGR ADMINISTRATION (COP147)
@ No Bill Action *Credit Bill:
Ocredit Entire Bill Rebill Bill: HeaderInfo 1
) Credit & Rebill
B Sa.-s| L\ Return to Ssarcn‘ =] Notify |  Refresh |
Adjust Entire Bill page is displayed.
Select Bill Adjustment Action
e No Bill Action - Defaults as selected
e Credit & Rebill - Select Credit & Rebill
Click Save button
Il
|/~ Adjust Entire Bill
Unit: 01163 Bill To:  AGRA1 Invoice 29400 USD
Amt:
Invoice:  £3006001 AGR ADMINISTRATION (COP147)
(@ No Bill Action *Credit Bill Header Info 1

) Credit Entire Bill Rehill Bill;
O Credit & Rebill

B save ‘ &\ Return to Search | [=] Notify | 4y Refresh |

Adjust Entire bill pa
invoice.

Header Info 1

is displayed with a credit invoice and Rebill

Click Header Info 1 link besides the Credit bill - A new window wiill

open displaying the credit invoice.
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LW VVILIUUW | ORI | eUSW L ©aUe | nig

|/ Header -Info1 " Line-Infa 1

i

Unitt 01163  Invoice: 63040834 Pretax Amt: -294.00 USD

Status: RDY & Invoice Date: [ Curr: usD s _ .
“Type: CHY|Q Source: Q “Frequency: | ONce W
*Customer; |AGR1 QU sddress SubCust1:

AGR ADMINISTRATION (COP147) SubCust2:

CyclelD: |MONTHLY & *Invoice Form: EXTRACT |2 From Date: 7o Date: el
Pay Terms: |DUR |, Pay Method: CHK|Q, ® RemitTo: |BGS |Q Bank Account: 001 |24
g:lcgummg G Account: AR Distribution

Sales: BGS Q Bill Inquiry Phone;  |802-828-1012 Q

Credit: BGS Q Collect: BGS @ Biller: JCARR |Q Billing Authority: Q
Goto: Headerinfo2 Address Copy Address  Notes Express Entry

Summary Bill Search  Line Search Navigation: Header - Info 1 || Prev Next

B save | S\Returnto Search| [=]Nofify | i Refresh Es Add

Header - Info 1| Line - Infa 1

Header — Info 1 page is displayed for the credit invoice.

o Status - Defaults as RDY and will pick up in next generate
invoice processes.

Close window and click on Adjust Entire Bill window to go back to the
Adjustment page.

|-

Mew Window | Help | Customize Page | 15

Adjust Entire Bill

Unit: 01183 Bil To:  AGR1 Invaice 29400 USD
Amt:
Invoice: 53008001 AGR ADMIMISTRATION (COP147)}
@ Mo Bill Action *Credit Bill: Header Info 1
O Credit Entire Bill Rebill Bill: Header Infa 1

) Credit & Rebill

B save ‘ 2\ Return to Search | [=] Notify | L1 Refresh |

Adjust Entire Bill page is displayed.

Click on Header Info 1 link besides Rebill Bill field.
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|=»
B

New Window | Help | Customize Page | o5

[ Header -Info 1 {_Line-Infa 1

Unit: 01163  Invoicer 63040635 Pretax Amt: 294.00 UsD

¥
Status: NEV QY Invoice Date: Ed curr: usp &

Installment Bill Schedule

*Type: CNV|Q Source: Q *Frequency: | 9NCe Y Recuring Bill Schedule
*Customer; |AGR1 QU sddress SubCust1:

AGR ADMINISTRATION (COP14T) SubCust2:

CyclelD: |MONTHLY |G *Invoice Form: EXTRACT | From Date: [ To Date: El
Pay Terms: |DUR |, Pay Method: CHK|Q, B RemitTo: |BGS | Bank Account: 001 |Q4
‘;::;:“ming [ Account: AR Distribution

sales: BGS Q Bill Inquiry Phone:  |802-828-1012 Q

Credit: GE Q Collect: BGS Q Biller: |JCARR |3 Billing Authority: Q

Goto Headerinfa 2 Address Copy Address Motes Express Entry

Summary  Bill Search  Line Search Havigation: | Header-Infa 1 | Prev MNext

B save ‘ &\ Return to Search | [=] Notify | 4y Refresh | Es Add

Header - Info 1| Line - Infa 1

Header — Info 1 page is displayed for Rebill.
e Status - defaults as NEW change status to RDY.

Note: With the Rebill invoice you can make any changes needed. For example if
the original bill was entered with the wrong customer you can change the Rebill
to reflect the correct customer. Basically you can change anything that needs
changing on the Rebill invoice.

Once status is changed to RDY and all necessary changes have been made to
bill, bill is ready to be picked up in the next Generate Invoices processes.

CREDIT AND REBILL AN INVOICE IS COMPLETE
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ADJUST SELECTED BILL LINES

Possible situations when this function is used: You can use the adjust bills
process to adjust selected bill lines on an existing bill. You can Adjust Selected
lines which enables you to adjust any combination of lines on this bill. When you
select this option, the Add to Existing Bill check box appears. Add to existing
bill, Select and click OK to add the lines to an existing bill. If you do not select
this check box, the system generates a new bill for these adjustment lines. Line
Opt (line options), Select a value: Create Net Adjustment Only: Creates one
adjustment line. Create Reversal and Rebill - Creates two new lines—one that
credits the original line chosen, and one that reflects the adjustment. Credit Line-
Creates one line with a reversal of the amounts from the original line chosen.

You can adjust a bill header or bill line only once.
Create net Adjustment Only
Creates one adjustment line.

Navigation: Billing> Maintain Bills> Adjust Selected Bill Lines
/

I AL DS A T A L IMALS | L 18 A IS 010 2200 | LAt
= . s ~
I Project Costing = Express Billing = Standard Billing = VT Billing Interface - BGS
1> Proposal Management Creste an abbreviated format of a il online. Specify individual bill infgfmation. YT Billing Interface - BGS
> Resoutce Managemant
[> Staffing
* IR S SRS = VT Billing Interface - DIl = Installment BjSchedules = Create Installment Bills
=l =l =l
= Billing T Billing Intertace - DI Prepare instajhient bil zchedules for Reguest a process to creste installment
[» Interface Transactions hillz.
[> Manage Billing Worksheet
|| = Maintain Bills
— Express Billin = Recurring Bill Schedules = Crgfh i = Create Consolidated Header
— Standard Billin E Prepare schedules for recurring bill cuest a process to create recurring bills E Creste consalidated bill header
=T Billing Interface - BES templates.
— VT Billing Interface - DIl
— Installment Bill
Schedules = Attach and Detach Bills = Copy Single Bill = Define Bill Copy Group
— Create Installment Bills E Define the kil that are azsocisted with Creste & new hil by copying an existing kil Creste a hill copy group
— Recurring Bill Schedules consolidsted bill header.
— Create Recurring Bills
— Create Consolidated
Header E Define Copy Group Detail Copy Bill Group E Adjust Entire Bill
— Attach and Detach Bills Specify a group of hils to cpfy, and define Reguest a process to copy hills defined by Create adjustiments for an entire invoice.
— Copy Single Bill options for the copy prog#ss 2 bill copy group.
— Define Bill Copy Group
— Define Capy Graup
Details = Adijust Selected Bill Lines = Bill Summary = Change Status of Bills
— Copy Bill Group E Creste hill line adjustments for selected il E Yiew & summary of a bill with options to Request a process to update bill status for
— Adjust Entire Bill lines. calculate taxes and print & pro forma. & group of hills.
— Adjust Selected Bill
Lines
— Bill Summary 1:0IIGCIEIITIET!)G 1:OIIGCISI¢'|1 ed Acctg Errors 1:OIIGCIBlIt|l et Check Errors
— Change Status of Bills Revieww and cartect invalid entry type and Caorrect transaction dats errars that are Correct transaction errors that occurred
— Correct Entry Type entry reazon valles found during the preload process. during budget checking.
— Correct Staged Accty
B . @ v
@j @ Trusted sites
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|=»

Mew window | Help | we,
Adjust Selected Bill Lines
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Business Unit:| = '+ 01110 Q
Invoice: begins with ~
Customer: begins with |+ Q
Contract: begins with ~
[case Sensitive
Search | Clear ‘ Basic Search Save Search Criteria
Adjust Selected Bill Lines page will display
e Business Unit - Enter valid value
e Invoice - Enter valid value
e Customer - Not required or enter valid value
e Contract - Not used by SOV
Click Search Button
le»
Adjust Selected Bill Lines e
Unit 01163 Bill To:  aD285 Invoice 115235 USD
Amt:
Invoice: 63002881 AD VR CENTRAL OFFICE
@ No Bill Action O Adjust Selected Lines *Adjustment:
Line Opt: hd Total Lines Adjusted:
Operand; U Line: Ref: ||| value: Q 2:;9 F |2 operand: <, Date: EJ
1 To 12 OF 12 sort: L Q4
ind [View3  First 1] 2120012 (M Last
Sel Line  Seq | ldentifier || Purchase Orde w || Chrg Frn s | Met Ext ~ | DIS|T
O 1 1 7420 02663 137.500
O 2 2 742 92661 193.000
O 3 3 7420 92662 137.500
O 4 4 7420 92660 110.000
O 5 5 7420 99023 19.250
A
S Trusted sites + 100% v
Adjust Selected Bill Lines page is displayed
e No Bill Action - Field used as a default from

preventing you from adjusting
the bill unintentionally.
e Adjust Selected Lines - Select to adjust selected lines
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E

Mew Window | Help

Add to Existing Bill []

oK Cancel
Add to Existing bill page is displayed

Do not select, Click OK button

‘ E
hkep

l=»
Adjust Selected Bill Lines L’
unit. 01183 Bil To:  AD25 Invoice 115235 USD
Amt
Invoice: 53002931 AD VR CENTRAL OFFICE
O HoBill Action & Adjust Selected Lines *Adjustment:
Line Opt: Create Net Adjustment Gnly e Total Lines Adjusted:
Date
Operand; A Line: Ref: || |4 value: Q Sel: Fla Operand: Q, pate: [
1 To 1z OfF 12 sort: |L QL 4
Find | View 3 First |I| 112 of 12 E| Last
Sel Line  Seq | ldentifier || Purchase Orde w || Chrg Frn s | Met Ext ~ | DIS|T
O 1 1 7420 92663 137.500
92661 193.000
92662 137.500
92660 110.000
99023 19.250
v
Done

S Trusted sites + 100% -

Adjust Selected Rill Lines page is displayed

e Line Opt defaults as Create Net Adjustment Only. For this

adjustment accept default.
e Select line to Adjust

Click Save Button
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Adjust Selected Bill Lines

Unit: 01163

Invoice: 53002931

(& No Bill Action

() Adjust Selected Lines

Invoice
Amt:

Bill To:  anzs
AD VR CENTRAL QFFICE

*Adjustment:

Line Opt: Create Met Adjustment Only R Total Lines Adjusted: 1
Date
Operand; U Line: Ref: || |\ value: Q Sel: A& Operand: Q pate: =
1 To 12 OF 12 sort: L | BB

Finc|View3  First 4] 142 or 12 ] Last
Sel Line Seq |ldentifier + || Purchase Orde » | | Chrg Frin + | Net Ext
O 1 1 7420 92663 137.500
2 2 7428 92661 195.000
O 3 3 7420 92662 137.500
O 4 neg
4 4 7420 92660 110.000
Il e £ 7amn annna an nEn
Done I \ ,;" Trusted sites H100% -~

Adjust Selected Bill Lines is displayed with a new Adjustment Bill #

Click on Header Info 1 link besides the adjustment field. A new window
will open

=
Window | Help | Customize Page | o5
[ Header -Info1 (_Line-Info 1
=
Unitt 01163  Invoice: 63040698 Pretax Amt: 195.00 USD
¥
Status: NEWQ Invoice Date: [ Curr: usD e
- Installment Bill Scl
“Type: CRYJQ Source: 2 *Frequency: | 0N Recurring Bill Schedule
*Customer: |AD28 SubCust1:
AD VR CENTRAL OFFICE SubCust2:
CyclelD: |MONTHLY |Q *Invoice Form: EXTRACT | From Date: B To Date: lEx]
pay Terms: |[DUR|[Q Pay Method: CHKQ RemitTe: |BGE | Bank Account: 001 |
Accounting B Account: AR Distribution
Date:
Sales: BGS Q Bill Inquiry Phone: | 802-828-1012 Q
Credit: BGS Q Collect: BGS 2 giller; |JCARR |Q Billing Authority: Q
Goto: Headerinfo2  Address Motes  Express Entry
Summary Bill Search  Line Search Navigation:  Header - Info 1 || Prev Dext
B save | &, Return to Search ‘ Motify | 4y Refresh | Es Add
Header - Infa 1| Line - Info 1

Header — Info 1 page is displayed

Status

Defaults as NEW change to RDY

Click Save Button
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|/ Header -Info1 {_Line-Info 1 |
Unitt 01163  Invoice: '\ 63040695 Pretax Amt: 195.00 USD
. ¥
Status: RDY &, Invoice Date: El Curr: usD e
. Installment Bill Schedule
“Type: CPY /& Source: Q “Frequency: | ON<e Recurring Bill Schedule
*Customer: |AD20 QU sddress SubCust1:
AD VR CENTRAL OFFICE SubCust2:
CyclelD: |MONTHLY |G nvoice Form: EXTRACT | From Date: [ To Date: El
Pay Terms: |[DUR |4 y Method: CHK|Q, =) RemitTo: |BGS |4 Bank Account: 001 |C4
Accounting & Adcount: AR Distribution
Date:
Sales: BGS Q Bill \nquiry Phone;  |802-828-1012 Q
Credit: BGS Q Collebt: BGS @ Biller: |JCARR |Q Billing Authority: Q
GO0 Headerinfo?  Address CopyANdress MNotes  Express Enry
Summary  Bill Search  Line Search Navigation:  Header - Infa 1 ~ || Prev Next
& save ‘ L\ Return to Search | =1 Notify | L Refresh | B 2dd
Header - Info 1| Line - Infa 1

Page is saved and Bill §tatus is now RDY.

Click on Line — Info 1 tab

[Header-Infa 1§ Line-Info1
Unit: 01183 Bill Te:  AD26 Pretax Amt: 195.00 USD Ly
Invoice: 53040625 AD VR CENTRAL OFFICE Max Rows: | 99
Find | View All First E 1 of1 E Last
Seq Line Table Identifier Description Het Extended =
1 Q [7425 QL |8.5011 NCR 3 part Simplex 195.00
aty: 2,600 0000 LineType: |REV & [¥] Accumulate
UOoM: ST |Q From Date: El Through Date: ]
Unit Price: 0.0750]  Tax Code: Q [ Tax Exempt
Gross Extended: 195.00 Exempt Cert: Q
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: 195.00
VAT Amount: 0.00
Tax Amount: 0.00
et Plus Tax: 185.00
Goto: Linelnfo? Tax  Accounting  DiscountSurcharge [Motes — Express Entry
Summary  Bill 3earch  Line Search Navigation: | Ling - Info 1 | | Prev Mext 3
.f'y Trusted sites H00% <

Line — Info 1 page is displayed showing the original Bill line selected.

e Depending on the adjustment, make necessary changes to the bill line.

e Example: Incorrect price was charged for the original bill so in this
example we are changing the Unit price.

e Unit Price - Change from 0.0750 to 0.1200

Click Save Button
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|G
Unit: 01163 Bill To:  AD26 Pretax Amt:
Max Rows: 99

31200 USD B

Invoice: 63040695 AD VR CENTRAL OFFICE

First 4] 1 of1 [*] Last

Find | View All

Seq Line Table Identifier Description MNet Extended =]
1 Q |7425 @, |8.5x11 NCR 3 part Simplex| 312 00

aty: 2,600.0000 LineType: |REV | [“] Accumulate

uom: ST & From Date: EJ Through Date: [
Unit Price: 0.1200]  Tax Code: Q [JTax Exempt

Gross Extended: 312.00 Exempt Cert: Q

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: 312.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 312.00

Goto: Linelnfo2 Tax  Accounting  Discount'Surcharge Motes  Express Entry
Mavigation: | Ling - Info 1 ¥ | Prev Next

Summary Bill Search Line Search

Bl save | Qretumto searcn | Enotiny | 2 rerresn Ea 2o |

J’ Trusted sites

L 100%

Line — Info 1 page is displayed with changed unit price and gross extended

amount.

Invoice is now ready to be picked up in next Generate Invoice Processes

NET BILL LINE ADJUSTMENT IN COMPLETE
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Create Reversal and Rebill

Creates two new lines—one that credits the original line chosen, and one that
reflects the adjustment.

Navigation: Billing> Maintain Bills> Adjust Selected Bill Lines

~ ~
* PIEIEG wsilig) = Exuress Billing = Standard Billing = VT Billing Interface - BGS
I Proposal Management Creste on abbrevisted format of & bill onine. Specify individual bil in T Bilng Intertace - BGS
[» Resource Management
[> Staffing
1> Travel and Expenses E VT Billing Interface - Dl E Installment BifSchedules E Create Installiment Bills
[~ Billing %T Biling Intertace - DIl Prepare instajfient bil schedules for Request a process to creste installment
[ Interface Transactions template inyfices bils
[> Manaoe Billing Workshast
tain
in E Recurring Bill Schedules E Crgte Recurring Bills E Create Consolidated Header
- Standard Billing Prepare schedules for recurring bill cuest & process to create recurring bilks. Creste consolidsted bil header .
= %T Billing Interface - BGS templates.
— %T Billing Interface - DIl
— Installment Bill
Schedules = Attach and Detach Bills = Copy Sinale Bill = Define Bill Copy Group
— Create Installment Bills E Define the bils that are associated with Create a new bill by copying an existing bil E Create a bill copy group
— Recurring Bill Schedules consolidated bill header.
— Create Recurring Bills
— Create Consalidated
Header = Define Copy Group Detail = Copy Bill Group = Adjust Entire Bill
— Attach and Detach Bills ﬁ Specify & group of bills to cpfty, and define Request a process to copy bills defined by ﬁ Creste adjustments for an entire invoice
— Copy Single Bill options for the copy progfss a hill copy group
— Define Bill Copy Group
— Define Copy Group
Details E Adjust Selected Bill Lines E Bill Summary Change Status of Bills
— Copy Bill Graup Creste hill line acdjustments for selected kil Wiewy & summary of a kil with options to Reguest a process to update bill status for
— Adjust Entire Bill lines. calculste taxes and print & pro forma. & graup of hillz.
— Adjust Selected Bill
Lines
- Bill Surnmary = Correct Entry Type = Correct Staged Accta Errors = Correct Budget Check Errors
— Change Status of Bills Review and correct invalid entry type and Correct tranzaction dats errors that are E Correct tranzaction errors that occurred
— Correct Entry Type entry reason values found during the preload process. curing budaet checking.
— Correct Staged Acclg
Etrorg 7 =

a

@ Trusted sites

|2

Adjust Selected Bill Lines

Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values

Hew Window | Help | /&)

Business Unit:

01110 Q

|

Invoice: ‘neginswitn ol |
Customer: ‘neginswitn v||
Contract: ‘neginswitn v|| |

[case sensitive

Save Search Criteria

Search Clear | Basic Search
Adjust Selected Bill

Invoice
Customer
Contract
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Business Unit

Lines page will display

Enter valid value
Enter valid value
Not required or enter valid value
Not used by SOV
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Click Search Button

B

[ Adjust Selected Bill Lines

Unit: 01183 Bill To:  AD25 Invoice 115235 USD
Amt:
Invoice:  §3002931 AD VR CENTRAL OFFICE
@ No Bill Action O Adjust Selected Lines *Adjustment:
Line Opt: ¥ Total Lines Adjusted:
Date
Operand A Line: Ref: || |4 value: Q Sel: F | operand: 2, pate: ]

1 To 12 OF 12 sort: |L |

First [ 130112 B Last

Sel Line  Seq | Identifier || Purchase Orde » || Chrg Frn s | Net Ext w | DIS|T
O 1 1 7420 92663 137.500
O 2 2 7425 92661 195.000
O 3 3 T420 92662 137.500

& save | L\ Return to Search ‘ Motify | s Refresh |

Adjust Selected Bill Lines page is displayed

e No Bill Action - Field used as a default from
preventing you from adjusting
the bill unintentionally.

e Adjust Selected Lines - Select Adjust Selected Lines

E

Add to Existing Bill []

OK Cancel

Do not select Add to Existing Bill.

Click OK Button
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Adjust Selected Bill Lines

Unit: 01163 Bill To:  AD25 Invoice 1,152.35 USD
Amt:
Invoice: 630020811 AD VR CEMTRAL OFFICE
O NoBill Action (& Adjust Selected Lines *Adjustment:
Line Opt: Create Met Adjustment Cnly v Total Lines Adjusted:
Date
Operand: 2 Line: Ref: || | value: Q F | Operand: 2 pate: lEx]

Sel:

1 To 1z Of 12 sort L X B

First [1) 13 o512 I Last

i Line Seq | ldentifier w || Purchase Crde v || Chrg Frn w | Met Ext w ﬂ
O 1 1 7420 92663 137.500
O 2 2 7425 92681 195.000
O 3 3 7420 92662 137.500

B zave ‘ 2\ Return to Search | [=] Notify | 4 Refresh |

Adjust Selected Bill Lines page is displayed with Line Opt Create Net Adjustment
Only.

e LineOpt - defaults as Create New Adjustment click on drop
down arrow and select Create Reversal and Rebill

Select line or lines that you want to credit and rebill

Click Save Button

Adjust Selected Bill Lines

Unit: 01163 Bill T AD25 Invoice 1,152.35 USD
Amt
Invoice: 63002981 AD VR CENTRAL OFFICE
@ o Bill Action O Adjust Selected Lines *Adjustment: Header Info 1
Line Opt: Create Reversal and Rebill - Total Lines Adjusted: 1 Bill Line Infa 1
Date
Operand: Q Line: Ref: || Q Value: Q Sel: Q Operand: Q Date: @
1 To 12 Of 12 sor: [L R
First 4] 13 0112 B Last
Sel Line  Seq | Identifier ~ || Purchase Orde % || Chra Frn s | MNet Ext O[s|T
1 1 7420 92663 137500
O 2 2 7425 926681 195.000
O 3 3 7420 92662 137.500
B zave ‘ 2\ Return to Search | [=] Hotify | %) Refresh |

Adjust Selected Bill lines page isdisplayed with Line\Opt of Create Reversal and
Rebill and line 1 as selected.

e Line Adjustment Results - Invoice # is assigned

Click on Header Info 1 link — a window will open
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[ Header -Info 1 "(_Line-Info 1 |,

Unit: 091183  Invoice: 63040697 Pretax Amt: 0.00 USD

¥
Status: N Invoice Date: l:l@ Curr: usp £
Installment Bill Schedule
Type: Q Source: & Frequency: Recurring Bill Schedule
*Customer; |AD28 QA pddress SubCust1:

AD VR CENTRAL OFFICE swcustz: ||

cyclelD:  |[MONTHLY Q0 *inygice Form: EXTRACT QU From Date: I:lE‘J To Date: I:lE‘J
Pay Terms: Q Pay Method: O\ B Remit To: Q Bank Account: Q
Accounting l:l@ Account: I:I AR Distribution

Date:

sales: Q Bill Inquiry Phone: |ED?'525'1'3‘12 |Q
Credit: Q Collect: Q Biller: Q Billing Authority: |:|Q

Goto: Headerinfo 2 Address Copy Address Motes Express Entry

Summary Bill Search  Line Search Havigation: |Header- Infis 1 "| Prev Next

B save | A Return to Search Notify | i Refresh S Add
4]

Header - Infa 11 Line - Info 1

Header — Info 1 page is displayed.

o Status - defaults as NEW change to RDY

Click on Line — Info 1 tab

=

Mew Window | Help | Customize Page | W5

[ Header-Infa 1 ¥ Line-Info1 |

unit 01163 Bil To:  AD26 Pretax Ame 0.00 USD
Invoice: 63040697 AD VR CENTRAL OFFICE Max Rows:
Find [View Al First 4] 1 or2 B Last
Seq Line Table Identifier Description let Extended E|
[ e [raz0 | [8.5x11 NCR 2 part Simplex| 13750

Qty: Line Type: EQ Accumulate
uom: Eull s FromDate: | | ThroughDate: | |
Unit Price: Tax Code: l:l [ 7ax Exempt
Gross Extended: ExemplCed:| / |Q

Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: -137.80
VAT Amount: 0.00
Tax Amount: 0.00

Net Plus Tax: -137.80

Goto: Linelnfo2 Tax  Accounting  DisgduntSurcharge Motes — Express Entrv

Navigation: | Ling - Infa 1 | | Prev

Summary Bill Search Line Search

@
=

/ /' Trusted sites E100% v

Line — Info 1 page is displayed

Click on View All link to view both lines
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[ Header-infa 1 ¥ Line-Info1 |

Unit: 01183 Bill Ta:

Invoice: 63040697

ADZ26 Pretax Amt:

AD VR CENTRAL OFFICE

Seq Line Table Identifier
1 Q [7420

aty: -2, 500.0000
UOM: ST |

Unit Price: 0.0550
Gross Extended: -137.50
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: -137.50
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: -137.50

Seq Line Table Identifier
2 Q |7420

aty: 2.500.0000
vom: 5T |

Unit Price: 0.0230
Gross Extended: 137.50
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: 137.50
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 137.50

Summary Bill Search Line

arch

B save

Goto: Linelnfe2 Tax  Accounting  Discount/Surcharge Motes

L\ Return te Search ‘ [=] notify | 4 Refresh

Max Rows: 99
Description

Line Type: |REV |2 [“] Accumulate

Net Extended [=]
Q |8.5011 NCR 2 part Simplex| 13750

From Date: El Through Date: El
Tax Code: Q [ Tax Exempt
Exempt Cert: @
Description Net Extended =
Q) |8.5011 NCR 2 part Simplex 13750
Line Type: |REV |Q [¥] Accumulate
From Date: [#] Through Date: 5
Tax Code: Q [ Tax Exempt
Exempt Cert: Q

Express Entry
Navigation: | Line - Info 1 “

Header - Infe 1| Line - Infa 1

Main Cantent

Main Cantent

Original line is the credit line reversing the original line that was entered. Line
two is a new line created with the original line information.

Example: The original bill was invoiced for the wrong quantity. Line two we are
going to change the quantity.

e Quantity

Click Save Button

Billing Manual
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Seq Line Table Identifier
1 Q, [7420
aty: -2,500.0000
Uom: ST |Q
Unit Price: 0.0550
Gross Extended: -137.50
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: -137.50
VAT Amount: 0.00
Tax Amount: 0.00
HNet Plus Tax: -137.50
Seq Line Table  Identifier
5 Q 7420
aty: 7,500.0000
uonm: ST &
Unit Price: 0.0550
Gross Extended: 41250

Description

@, |8.5x11 NCR 2 part Simplex

Line Type: |REV |3,
From Date:
Tax Code:

Exempt Cert:

Description

Q |2.5%11 NCR 2 part Simplex

Line Type: | REV |Q
From Date:
Tax Code:

Exempt Cert:

a

a

El

B

Find | View 1 Firs

Het Extended

HE

-137.50
[¥] Accumulate
Through Date: El
[ Tax Exempt

a

Net Extended
412.50
[¥] Accumulate
Through Date: El
[ Tax Exempt

Q

FE

v

J Trusted sites H100% v

Quantity has been changed from 2500.0000 to 7500.0000 as well as the gross

extended.

Bill is now ready to be picked up when the next Generate Invoices processes are

run.

ADJUST BILL LINE CREATE REVERSAL AND REBILL IS COMPLETE
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Credit line

Creates one line with a reversal of the amounts from the original line chosen.
You can adjust a bill header or bill line only once.

Navigation: Billing> Maintain Bills> Adjust Selected Bill Lines

—

A L RIS, A 1L A LAAIL 3 LA AL | 0 14 L0 FSALALILS 441 4 LA 30041 1 3L s

Adjust Selected Bill Lines

Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values

Business Unit:

01110 Q

|

Invoice: ‘neginswitn ol
Customer: ‘neginswitn v
Contract: ‘neginswitn v||

[case sensitive

Search Clear | Basic Search Save Search Criteria

Adjust Selected Bill Lines page will display

e Business Unit

e Invoice

e Customer -

Billing Manual
VISION 8.8

As of October 2016

Enter valid value
Enter valid value
Not required or enter valid value

~ ~
* PHEIIEG s ] F==] Express Billng =] Standard Billing F==] VL Billing Interface - BGS [
I Proposal Management Creste on abbrevisted format of & bill onine. Specify individual bil in T Bilng Intertace - BGS
[: Resource Management
[> Staffing
I Travel and Expenses E VT Billing Interface - Dl E Installment BifSchedules E Create Installiment Bills
[~ Billing %T Biling Interface - DIl Prepare instajpfient bil schedules for Request a process to create installment
[ Interface Transactions template inylices bl
[> Manage Billing Worksheet
~ Maintain Bill:
— Express Billin [F==| Recurting Bill Schedules =) Cyffte Recurring Bils [F==) Create Consolidated Header
- Standard Billing Prepare schedules for recurring bill cuest & process to create recurring bilks. Creste consolidsted bil header .
= %T Billing Interface - BGS templates.
— %T Billing Interface - DIl
— Installment Bill
Schedules = Attach and Detach Bills = Copy Sinale Bill = Define Bill Copy Group
— Create Installment Bills E Define the bils that are associated with Create a new bill by copying an existing bil E Create a bill copy group
— Recurring Bill Schedules consolidated bill header.
— Create Recurring Bills
— Create Consalidated
Header = Define Copy Group Detail Copy Bill Group = Adjust Entire Bill
— Attach and Detach Bills ﬁ Specify & group of hils to cpfty, and define Fequest a process to copy hills defined by ﬁ Creste adjustments for an entire invoice.
— Copy Single Bill options for the copy progfss a hill copy group
— Define Bill Copy Group
— Define Copy Group
Details E Adjust Selected Bill Lines E Bill Summary Change Status of Bills
— Copy Bill Graup Creste hill line acdjustments for selected kil Wiewy & summary of a kil with options to Reguest a process to update bill status for
— Adjust Entire Bill lines. calculate taxes and print & pro forma. & graup of bills.
— Adjust Selected Bill
Lines
— Bill Surmmary Collect Entry Type Collect Staged Acctg Errors Collect Budget Check Errors
— Change Status of Bills Review and correct invalid entry type and Correct tranzaction dats errors that are Correct tranzaction errors that ocourred
— Correct Entry Type entry reason values found during the preload process. curing budget checking.
— Cotrect Staged Accty
Etrors 7 &
ﬁj @ Trusted sites
(=1

Hew Window | Help | 15
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e Contract - Not used by SOV

Click Search Button

Mew Window | Help | Customize Page | /&

Adjust Selected Bill Lines

Unit: 01163 Bill To:  apzs Invoice 1,152.35 USD
Amt:

Invoice: 53002931 AD VR CENTRAL OFFICE

@MNoBill Actior O Adjust Selected Lines *Adjustment:

Line Opt: hd Total Lines Adjusted:

Date
Operand; U Line: Ref: || | value: Q Sel: F & Operand: QA pate: =
1 To 12 OF 12 sort: [L Q4 %4
i First 4] 13 o712 B Last __Mam Cantent

Sel  Line Seq | ldentifier + || Purchase Orde || Chrg Frn | | Net Ext | DISIT

O 1 1 7420 92663 137.500

O 2 2 7425 92661 195.000

O 3 3 7420 92662 137.500

B Save | S\Returnto Search | []Motify | s Refresh

Done /’ Trusted sites Fo100% v

Adjust Selected Bill lines page is displayed

e No Bill Action - Field used as a default from
preventing you from adjusting
the bill unintentionally.

e Adjust Selected Lines - Select Adjust Selected Lines

ER

Hew Window | Help | /&)

Add to Existing Bill [

oK Cancel

Do not select Add to Existing Bill.

Click OK Button

Billing Manual 115
VISION 8.8
As of October 2016



Adjust Selected Bill Lines

Unit: 01163 Bill To:  apzs Invoice 115235 USD
Amt:

Invoice: 53002981 AD VR CENTRAL OFFICE

O NoBill Action (& Adjust Selected Lines *Adjustment:

Line Opt: Create Met Adjustment Only w Total Lines Adjusted;

Date
Operand: Q Line: Ref: || Q Value: Q Sel: F | Operand: Q Date: @
1 To 12 Of 12 sot L | B seaen |
i i First [1] 1.3 or12 O Last

Sel Line  Seq | Identifier + || Purchase Orde || Chrg Frn s | Met Ext «| DIS|T

O 1 1 7420 92663 137.500

O 2 2 7425 92661 195.000

O 3 3 7420 92662 137.500
B save ‘ &\ Return to Search | [=] Notify | 4y Refresh |

Adjust Selected bill lines page is displayed

Adjust Selected Bill Lines page is displayed with Line Opt Create Net Adjustment
Only.

e LineOpt - defaults as Create New Adjustment click on drop
down arrow and select Credit Line

Select line or lines that you want to credit and rebill

Click Save Button
| Adjust Selected Bill Lines |

Unit. 01163 Bill To:  aD25 Invoice 115235 USD
Amt:
Invoice:  §3002981 AD VR CENTRAL OFFICE
(¥ No Bill Action OA(Ijust Selected Lines *Adjustment: Header Info 1
Line Opt: Credit Line M Total Lines Adjusted: 1 Bill Line Infa 1
Date
Operand: < Line: Ref: || L value: Q sel: F |2 operand: 2, Date: [
1 To 12 Of 12 so L | &
i i First [1] 1.3 or12 O Last
Sel Line  Seq | Identifier + || Purchase Orde || Chrg Frn s | Met Ext «| DIS|T
O 1 1 7420 92663 137.500
O 2 2 7425 92661 195.000
3 3 7420 92662 137.500
& save ‘ L\ Return to Search | =1 Notify | s Refresh |

Adjust Selected Bill Lines displays with new adjustment invoice #
e Line Adjustment Results - Invoice # is assigned
Click on Header Info 1 link — a window will open
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[ Header -Info1 _Line-lnfo 1

Unit 01163  Invoice: 63040698 Pretax Amt: -137.50 UsD

Status: NEWQ Invoice Date: 2 Curr: usp e _
*Type: CPY | Source: Q “Frequency: | 0158 :::t::‘ll::in;ﬁ;usf e
*Customer; |AD28 QL pddress SubCust1:

AD VR CENTRAL QFFICE SubCust2:

CyclelD: |MOMTHLY QL *Invoice Form: EXTRACT  |QU  From Date: [ To Date: El
Pay Terms: |[DUR |, Pay Method: CHKQE&' RemitTo: |BGS |Q Bank Account: 001 |C4
)I;:tc::unting E Account: AR Distributicn

sales: BGS Q Bill Inquiry Phone;  |802-828-1012 Q

Credit: BGS Q Collect: BGS @ Biller: [JCARR Q@ Billing Authority: Q
Got0: Headerinfo?  Address CopyAddress  Notes  Express Entry

Summary Bill Search Line Search Havigation: Header - Info 1 v || Prev Mext

& save ‘ £\ Return to Search | [=] Motify | ¥y Refresh ‘ E* 2dd

Header - Info 1| Line - Infa 1

Header — Info 1 page is displayed

o Status - Status defaults as NEW change to RDY.

Click Save Button
Click on Line — Info 1 tab

[ Header-Infa 1 | Line-Info1
Unit: 01153 Bill To:  AD26 Pretax Amt: 137.50 USD b
Invoice: 63040598 AD VR CENTRAL OFFICE Max Rows: |99
Find|View Al  First ] 1.0¢1 [ Last
Seq Line Table  Identifier Description Net Extended =
9 Q [7420 Q |8.5¢11 NCR 2 part Simplex 13750
Qty: -2,500.0000 Line Type: REV |Q [¥] Accumulate
UomM: ST & From Date: EJ Through Date: El
Unit Price: 0.0520]  Tax Code: Q [ Tax Exempt
Gross Extended: -137.50 Exempt Cert: Q
Main Content
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: -137.50
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: -137.50
Goto! Linelnfo2 Tax  Accounting Discount'Surcharge Motes — Express Entry
Summary  Bill Search  Line Search Havigation: | Line - Infa 1 ~ | Prev Ned 2
;‘9 Trusted sites *100%  ~

Line — Info 1 page is displayed

Original line is credited and will pick up in next Generate Invoice
Processes.

ADJUST SELECTED BILL LINES CREDIT LINE IS COMPLETE
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SEARCH RESULTS JOB AID — REVIEW BILLING
INFORMATION

Possible situations when this function is used: The Search Results Job Aid
provides you with information on how to narrow a search in the Billing module.
If some fields on search pages are left blank, the searcher will receive a large list
of search results. These fields include:

=  Business Unit
= Invoice

= Bill Status

= Customer

Use this job aid to learn how to narrow your searches. In this scenario, your
work requires you to do a search on a particular invoice.

1. Begin by going to any Search page. In this scenario, use the Review
Billing information> Details Search page.

2. Click on the Business Unit Look Up button “% to search for your Business
Unit.

Bill Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Business Unit:| = |+ 01110 Q

Invoice: begins with |+ Q

Bill Status: = - £
Customer: begins with | Q,
Contract: hegins with |

[case Sensitive

Search | Clear | Basic Search Save Search Criteria

4. The Look Up Business Unit page displays.
5. Click on the Invoice dropdown list to display a list of search options.
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Bill Inquiry
Enter any infarmation you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Business Unit:| = + 01110 Q

Invoice: begins with |+ Q

Bill Status: v
containg

Customer: = Q,
not=

Contract: =

Ocase Sensr:=

==
Search _|between c Search Save Search Criteria

in

6. These search options are the same for all fields. Use the list below to
learn more about each of these search options and how to use them.

e Begins with- Use the Begins with option if you do not know the full
invoice #, but know the first few numbers. For example, to search for
invoice # 51002999 enter 51002. If you do this, the search results will
display all invoices beginning with 51002.

e Contains- Use the Contains option if you do not know the invoice #,
but know some of the numbers in it. For example, to search for
51002999, enter 1002. If you do this, the search results will display all
invoices containing the # 1002.

o = - Use the = option if you know exactly what invoice you are
searching for is. For example, to search for 51002999, enter 51002999.
The search results will display only 51002999.

e Not = - Use the Not = option to search for all invoices except one in
particular. For example, if you want the search results to display all
invoices for a particular Business unit except 51002999, type 51002999.
If you do this, the search results list will display all Invoices except
51002999.

o < - Use the < option to search for all invoices beginning with a
number smaller that the one you enter. For example, if you type
51002999, the search results list will display all invoices less than
51002999.

e <= - Use the <= option to search for all invoices beginning with
an invoice # smaller than or equal to another. For example, if you type
51002, the search results will display all invoices less than your entry.
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- > - Use the > option to search for all invoices beginning with an
invoice # greater than the one you enter. For example, if you type
51002999, the search results list will display all invoices starting with
51003000 and up.

e >= - Use the >= option to search for all invoices # beginning
with a number greater than or equal to the one you enter. For example,
if you type 5102999, the search results list will display all invoice #'s
beginning with 5102999 and up.

e Between - Use the Between option to search for all invoice #'s
between two different invoices which you enter. For example, if you type
5102999 and 5103999, the search results list will display all invoices
beginning with 5102999 and ending with 5103999.

e In - Use the In option to search for more than one Business Unit
at a time. For example, if you type 01151,01177, with customer field
entered as BGS2, the search results will display both Business unit
invoices for that customer.
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REVIEW BILLING INFORMATION

Possible situations when this function is used: Review general bill
information. In order to review a bill, the bill needs to be at an INV status. If
you inquire on a bill not in INV status you will receive an error message “no
matching values were found”. When reviewing a bill the navigation will bring

you to the Header — Info 1 page and from there you can drill down to all pages
of the bill.

Navigation: Billing> Review Billing Information> Details
\

Menu =
« Billing -~
[» Interface Transactions F‘ .
> Manage Billing Worksheet Billing Edit "Biling” Folder
[> Maintain Bills -
I Generate Invoices Manage all azpects of the Biling product.
[> Locate Bills Interface Transactions Manage Billing Worksheet Maintain Bills

I» Review Billing Infarmation

eview and approve pending biling activity Create bills; define schedules, templates, and
[ Review Processing

ntracts, Projects and Grants. censelidation; and assign status

Results B Biling Worksheet = Express Biling
[> Accounts Receivable E c iect Bills E Standard Biling
[> Accounts Payable =| Letter of Credit Summary =| VT Biling Interface - BGS
I eSettlernents 16 More...
i .*\sseF JEIEETEE Generate Invoices Locate Bills Review Billing Information
b Banking Finalize billz, print decuments and reports Search for billz and bill lines that match Review bill summaries, biling detail, and
I Cash Management and apply biling activity. selected criteria. pending tems or accoeunting entries.
I Deal Management ed = Bills Mot Invoiced = Summary
[» Risk Management =) Bills Invo = Detailz
[ VAT and Intrastat =] Lines Mot Invoiced = Instaliment Bill Schedule

[> Excise and Sales Taw/VAT
IND

[ Commitment Control

[» General Ledger

[> Allocations

[ Statutory Reports

[» Data Exchanges

= Lines Invoiced & Wore...

rors by invoice and bille marked in
s by a process step.
s

| BN
Hew Window | Help | o5
Bill Inquiry
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Business Unit; =+ 01110 Q
Invoice: begins with Q
Bill Status: = v v
Customer: begins with (&}
Contract: begins with

[case sensitive

sezren | Clear | pagicsearch [l Save Search Criteria

Bill inquiry page is displayed @ Find an Existing Value

e Business Unit - Enter valid value or select a value from

e Invoice - Enter Valid value

o Bill Status - not required field, however to narrow the
search selection you can click on drop down
arrow to select a valid value.

e Customer - Select valid value not required

e Contract - Not used by SOV
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Click Search Button
=N

[ Header -Info 1 _Line-Info 1 |

Mew Windew | Help | Custemize Page | /&

Unit: 01151 Invoices 510029990 Invoice Amt:
Status: 1MV Invoice Dt: 09/30/2002
Type: e Source: TMANUAL Frequency:
Customer: ADT2 Address SubCustt:
AQT AGEMCY OF TRAMSPORTATION SubCust2:
Cycle ID: MONTHLY Invoice Form: EXTRACT From Date:
Pay Terms: DUR Pay Method: CHK Remit To: BG
Acctg Date: 09/20/2002 Account: 110001 AR Distribution
Sales: BiES Bill Inquiry Phone:  802-828-1010
Credit: BGS Collect: BGS Biller:  3DILLON
Goto: Headerinfo 2  Address Copy Address  MNotes

Summary Bill Search  Line Search Commit Cntrl Header - Info 1

L Return to Search | Notify | ) Refresh |

Header - Info 1| Line - Infa 1

Header — info 1 page is displayed

once

s

160.00 UsSD

To Date:
Bank Account: 001

Billing Authority:

Depending on what you want to review, click on any of the links on the Header —

Info 1 page.

REVIEW BILL DETAILS IS COMPLETE
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REVIEW RECURRING BILL SCHEDULE — CORRECTIONS ONLY

Possible situations when this function is used: You can review the
schedule that has been created by customer. This navigation will walk you
through the steps to review bill templates that have been established.

Navigation: Review Billing information> Recurring Bill Schedule

ORACLE
Menu =
~ Review Billing Information [ESl Main Menu > Biling >

Add to Favorites

Worklist

— Summary

— Details ﬁ Review Billing Information Edit "Review Biling Information” Folder

— Installment Bill Schedule . . = . L . .

— Recurring Bill Schedule Review bill summaries, biling detail and pending j#ms or accounting entries.

— Consolidated Bills = Summary = Details = Installment Bill Schedule

— Altached Bills Review specified bill informatigpAor the E Review detailed information for a selected E Display informatien about an installment bl

Pending ltems selected bill. bill. schedule in bill currency.
= Recurring Bill Schedule = Consolidated Bills = Attached Bills
Istment History View information about recurring biling Wiew information for the coensolidated bill E Review billz attached te a particular
— Review Line History schedules header. consolidated bil
[ Review Processing

Results
[> Accounts Receivable = AR Pending ltems = Review Entries by Invoice = Review Entries by Journal
[> Accounts Payable E List a summary of pending tems by group View accounting entries the Load GL or WView accounting entries by General Ledger
I eSetllements identifier. Unbilled Revenue Accrual process creates journal ID
[ Asset Management
[> Banking
[> Cash Management = Adjustment History = Review Line History
[> Deal Management E Rs_-.we'.': a summary of related bills and biling Review a summary of the bill line adjustment
[ Risk Management adjustments. history.
[ VAT and Intrastat
T S A S e

Recurring Schedule Inquiry
Enter any information vou have and click Search. Leave fields blank for a list of all values

Find an Existing Value
Business Unit; 01110 Q

Invoice: |hegins with v” |Q

Bill Status: = v | v
Customer: begins with v|| |Q
Contract: |hegiﬂs with v|| |

Bills in Business Unit: l:lQ
Template Invoice Flag:| = v| | v‘

DCﬁSB Sensitive

Search | Clear |ElaswcSearch B save Search Criteria

Recurring Schedule Inquiry page is displayed

e Business Unit - Enter Valid Value or select from <.

e Invoice - Enter Valid Value or select from <.

e Bill Status - Enter selection from Drop down list or
leave blank

e Customer - Enter Valid Value or select from < or

leave blank
e Contract - Not used by SOV
e Bills in Business Unit - Leave Blank
e Template Invoice Flag - Leave blank or select Recurring Bill
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Click Search Button

|2

Mew Windew | Help | Custemize Page | /&
Recurring Schedule Inguiry )

Unit: 03564 Template Invoice: SUP003760

Start Date: 06/01/2008
End Date: 07/30/2008

Find [view All__ First [1] 1.2 072 ¥ Last
Invoice Date Invoice

Generate Date Inv Generated? Date
08/01/2008 08/01/2008

SUPD0O3959 Y 0@Ma/2008

From Date;  DB/01/2008 06/30/2008

Generate Date Invoice Date Invoice

Inv Generated? Date
MNEXT

07/01/2008 07/01/2008

From Date: ~ O7/82008 ToDate:  07/31/2008

B save ‘ &\ Return to Search | +[E] Previous in List | +[E Mext in List ‘ Motify |

Recurring Schedule Inquiry page is displayed

This page will display all $cheduled invoices. Those that have been processed
and those scheduled for processing.

REVIEW OF BILL SCHEDULE COMPLETED
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REVIEW AR PENDING ITEM

Possible situations when this function is used: This review will allow you
to view pending items created through the LOADAR process. When LOADAR
process runs to complete, all invoices are grouped into one pending group.

Navigation: Billing> Review Billing Information> AR Pending Items

ORACLE

Menu =
~ Review Billing Information [EY] main menu > Biling »

— Summary

— Details ﬁ Review Billing Information Edit "Reviews Biling Information” Foldel

— Installment Bill Schedule o o i o . !

— Recurring Bill Scheduls Review bill summaries, biling detail, and pending tems or accounting #tries

— Consolidated Bills = Summary Dpfth = Installment Bill Schedule

— Aftached Bills Review specified bil information for the E fleview detailed information for a selected E Display information about an instaliment bill

AR Pending tems zelected bill bill. schedule in bill currency.
w Entries by Invaice
w Entries by
Joumnal = Recurring Bill Schedule =] Consolidated Bills = Attached Bills
— Adjustment History Wiew information about recurring Lithg E View information for the consolidated bill E Review billz attached to a particular
— Review Line Histary schedules. header. consolidated bill
[» Review Processing

Results
[» Accounts Receivable E E Review Entries by Invoice E Review Entries by Journal
[> Accounts Payable List a summary of pending tems by group View accounting entries the Load GL or View accounting entries by General Ledger
> eSettlements identifier. Unbilled Revenue Accrual process creates. journal ID.
[> Asset Management
[» Banking
I Cash Management = Adjustment History = Review Line History
> Deal Managgemem E Review a summary of related billz and billing Review a summary of the bill line adjustment
I» Risk Management adjustments. higtory.
[» VAT and Intrastat

EN
Hew Window | Help | (5

AR Pending ltems

Enter any information you have and click Search. Leave fields hlank for a list of all values

Find an Existing Value
Group Unit; 01110 s}

Group ID: | begins with || ‘Q
User ID: | begins with || ‘Q
Assigned DperatorID:| begins with v|| ‘Q

DCﬁSE Sensitive

Search | Clear ‘ Basic Search Save Search Criteria

AR Pending Items page is displayed

Group Unit - Enter valid value or select from <
Group ID - Enter valid value

User ID - Enter valid value or Leave blank
Assigned Operator ID Enter valid value or Leave blank

Click Search button
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ORACI_E _Home _Worklist Add to Favorites _Sign out |
| [ EL
Mew Window | Help | Customize Page | 15
AR Pending Items
Unit: 01151 Group ID: 10794 Entered: 07/05/2005
Customize | Find | View 100 | e First 1] 1-10 or 254 O Last
Seq Customer [tem ID Line AcctgDate Terms Amount Base Amt
1AGS 51010453 06/30/2008 DUR 15.00 USD 15.00 USD f%
2 AT 51010480 06/29/2008 DUR 12.00 UsSD 12.00 USD $%
3 AlL2T7 51010548 06/30/2005 DUR 12.00 UsSD 12.00 USD s%
4 ALz8 51010370 06/22/2008 DUR 6.00 UsSD 6.00 USD s%
5 AILTT 51010481 06/29/2005 DUR 70.00 USD 70.00 USD s%
B AOT40 51010471 06/30/2005 DUR 0.40 UsSD 040 UsD s%
7 BGS39 51010441 06/30/20058 DUR 9.00 UsSD 9.00 USD $%
8 COR28 51010371 06/22/2005 DUR 6.00 UsSD 5.00 USD s%
9 COR3 51010482 06/29/2008 DUR 4.00 UsSD 400UsSD s%
10 COR4 51010549 08/30/2008 DUR 6.00 UsSD 6.00 USD $%
Return to Review Billing Information Group Total: 21,045.97

B save ‘ &\ Return to Search | [=] Notify |

AR Pending Items page is displayed

This page allows you to view invoices that processed through the ARLOAD
process. Overnight, a batch process ARUPDATE will run and post these invoices
to customer’s accounts.

REVIEW AR PENDING ITEMS IS COMPLETED
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REVIEW ENTRIES BY INVOICE

Possible situations when this function is used: To inquire on a particular
invoice to see the accounting, view when the invoice posted to general ledger
and the journal # associated.

Navigation: Billing> Review Billing Information> Review Entries By Invoice

ORACLE

Menu =
~ Review Billing Information |ES] main menu > Biling >

Worklist Add to Favorites

mmary
— Details

- Installment Bill Schedule
— Recurring Bill Schedule

Review Billing Information Edit "Review Billing Information” Folder

iew bil summaries, biling detail and pending items or accounting entries.

Laonsolidated Bills Summary = Details = Installment Bill Schedule
ached Bills Review specified bill infermation for the E Review detailed information for g/selected E Dizplay infermation atout an instaliment bill
R Pending ltems =selected bill bill =schedule in bill currency.

-Re Enfries bv Invoice
— Review Entries by
J al
ustment History

ecurring Bill Schedule
View information about recurring biling

= Consolidated Bills
iew information for f

E" Attached Bills
Review bills attached to a particular

consclidated bill

— Review Line History schedules. header. consolidated bill.
[> Review Processing

Results
[» Accounts Receivable = AR Pending ltems = Review Entries by Invoice = Review Entries by Journal
[> Accounts Payable E List a summary of pending items by group “iew accounting entries the Load GL or iew accounting entries by General Ledger
[> eSeftlements identifier. Untilled Revenue Accrual process creates. Jjournal IO
[> Asset Management
[» Banking
I» Cash Management = Adjustment History = Review Line History
[> Deal Management E Rs.vwsw a summary of related bills and billing Review a summary of the bill line adjustment
[> Risk Management adjustments. history.

VAT e Lmenmdad

T B S T ST
EQ

Accounting Entries by Invoice
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value
Business Unlt: 01110 Q

Invoice: ‘neglnswlth v |Q

Search | Clear ‘ Basic Search [E Save Search Criteria

Accounting Entries by Invoice page is displayed.

e Business Unit - Enter Valid Value or select &
e Invoice - Enter Valid Value

Click Search button
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javascript:submitAction_win0(document.win0,'BI_ACCT_INV_VW_BUSINESS_UNIT$prompt');

|=»

Mew Window | Help | Customize Page | p&,

hEEp
Accounting Entries
[
Unit: 01151 Bill To:  AQT3 Invoice Amt: 160.00 UsD e

Invoice: 51002999 AOT AGEMNCY OF TRANSPORTATION

Accounting Entries 3
Acctg Information Y Tranzaction Ameunts

GL Unit Acctqg Date Type Account Fund Dept Program Class Project Stat

01150  09/30/2002 AR 110001 21900 1150603000

01150  09/30/2002 Revenue 417764 21900 1150603000

01150  09/30/2002 Revenue 417764 21900 1150603000

Total Debits: 160.00USD Total Credits: -160.00USD

B save | SReturnto Esﬁrch| =] Notify |
Accounting Entries page is displayed where you can view entries created for a
particular invoice.

You can click on page tabs to view additional information. See Below

Accounting Entries
oo
Unit: 01181 Bill To:  AQT3 Invoice Amt: 160.00 UsD =

Invoice: 51002889 AOT AGENCY OF TRANSPORTATION

Accounting Entries 5
Acctg Informatien

*( Transaction Amounts | Dizcount=/Surcharge 3 Journal Information

GL Unit Acctg Date Type Account Transaction Amt
01150 09/30/2002 AR 110001 160.00 USD
01150 09302002 Revenue 417764 -100.00 USD
01150 09/30/2002 Revenue 417764 -60.00 USD
Page displays accouni#’s and Transaction Amount
Click on Journal Information tab
Accounting Entries
m
Unit: 01151 Bill To:  A0T3 Invoice Amt: 160.00 USD =
Invoice: 54002099

AQT AGENCY OF TRANSPORTATION

Accounting Entries 3

First [1] 1.3 o3 [F]
Acctg Information ' Transaction Amounts 3 Dizcountz/Surcharge (" Journal Information

GL Unit Acctq Date Type Account  Tax Authority Journal ID Line # Journal Date Status Entry Event
01150  09/30/2002 AR 110001 BI00195880 5 09/30/2002 D
01150 09/30/2002 Revenue 417764 BI00195880 14 09/30/2002 D
01150  09/30/2002 Revenue 417764 BID0195880 14 09/30/2002 D

If journal generator was processed than this page gives you the journal #
associated with the invoices.

REVIEW ENTRIES BY INVOICE IS COMPLETE
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REVIEW ADJUSTMENT HISTORY

Possible situations when this function is used: You can adjust a bill
header or bill line only once. This review can tell you if the invoice that you have

has been adjusted another time.

Navigation: Billing> Review Billing Information> Adjustment History

| ORACLE

= Billing
[ Interface Transactions

fadl Main Menu > Biling =

I» Manage Billing Worksheet
[> Maintain Bills
[> Generate Invoices

— Attached Bills
— AR Pending tems
view Enfries bv Invoice
— Review Entries by
Journal
- Adjustment History
— Review Line History
[ Review Processing
Results
[> Accounts Receivable
I Accounts Payable
[ eSetilements

E" AR Pending ltems

identifier.

E" Adjustment History

adjustments.

= =

Adjustment History

Find an Existing Value

ﬁ Review Billing Information

Review bil summaries, biling detail, and pending tems or accounting£ntries.

[> Locate Bills " Summary = Dejfils = Installment Bill Schedule
| ~ Review Billing Information - Review specified bill information for the: E Bffview detailed infermation for a selected E Display information about an instalment bill

— Summary selected bil. ill. schedule in bill currency.

— Details

~ Installment Bill Schedule . N - dated Bl - Attochod Bil

— Recurring Bill Schedule = ecurming Sill schedule Lonsolidated Bills ached Bills

— Consolidated Bills - View information about recurring biling View information for the consolidated bil E Review bills attached to a particular
Hached Bille schedules header consolidated bill

List a summary of pending itefp€ by group

Review a summary of related bills and biling

Enter any information you have and click Search. Leave fields blank for a list of all values

Worklist Add to Favorites

Edit "Review Biling Information” Folder

Review Entries by Invoice Review Entries by Journal
View accounting entries the Load GL or WView accounting entries by General Ledger

Unkilled Revenue Accrual process creates journal ID

Review Line History
Review a summary of the il line adjustment
history.

Mew Window \ Help \ .E;

Business Unit: 01110 a

Invoice: | begins with |» H |Q

Bill Status: = v | ~|
customer: begins with v | |Q
Contract: | begins with v | |

Bills in Business Unit: l:lQ
Template Invoice Flag:| = v v]

[case Sensitive

Search | Clear ‘ Basic Search Save Search Criteria

Adjustment History page is displayed

Business Unit

Invoice

Bill Status

Customer

Contract

Bills in Business unit
Template Invoice Flag
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- Enter valid value

- Select value from drop down

- Leave Blank or enter valid value
- Not used by SOV

- Leave blank or enter valid value
- leave blank
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Click Search Button

le»
Mew Window | Help | Customize Page | 15

Adjustment History

Unit: 01151

Invoice: 51015298

Bill To: CORTS COR BURLINGTOMN PROBATION & PAROLE EDUC.

Original: 51016296 Selectfor Display: Get Adjustment History

Prior: © A Bills

Next: 51016456 (O Invoiced Bills Only

Latest: 51016457

Customize | Find | g First [l 13 0f2 [+ Last

Invoice Status Inv Type Inv Date Invoice Amount Currency

51016296 MY REG 02/01/2008 24.65 USD

51016456 MY ACR 03/01/2008 -24.65 UsSD

51016457 1NV ARB 03/01/2008 24.65 USD
L\ Return te Search | Notify |

Adjustment History page is displayed
e Invoices Selected - Displays original invoice and adjustment made

to the invoice. In the example above original invoice was entered and a
credit/Rebill was processed.

Some of the reasons for adjusting an invoice are: Billed wrong customer,
charged incorrect charge code, incorrect Quantity, incorrect list price.

Select for display depends on what criteria was entered. You can display:

e All Bills - Defaults

e Invoiced Bills only - This option displays only invoices that have a
bill status of INV

REVIEW ADJUSTMENT HISTORY IS COMPLETED
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REPORTS

Possible situations when this function is used: You can run an invoice
register once a bill status is INV. An invoice register can be sorted by Invoice ID
or by Customer.

Navigation:

ORACLE

< Billing
[» Interface Transactions
[ Manage Billing Worksheet
[ Maintain Bills
= Generate Invoices |
> Non-Caonsolidated
[» Consclidated
I» Process Credit Cards
[> Accrue Unbilled Activity
I» Repors
I» Reproduce Reparts

Billing> Generate Invoices> Reports> Invoice Register

Worklist Add to Favorites Sign out I

Lad| Main Menu > Billing >

Generate Invoices
Finalize billz, print documents and reports, and apply biling activity.

Non-Consolidated
Finalize billz, check budgets, create invoices,
and apply biling activity and apply conzolidated activity.
= single Action Invoice = single Action Consolidation
[E] Print Pro Forma =] Prin solidated Pro Forma
= Finalize and Print Invoices = Finalize and Print Invoices

L Hore.. I Hore..

Consolidated

Finalize billz, check budgets, create invoices,

[» Accumulated Balances

[> Cash Management E calculate Balances
[> Deal Management Tmim e
[» Risk Management

[> VAT and Intrastat

[» Excise and Sales Tax/VAT

=] Compare Balances

=

Invoice Register
Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value _Add a New Value

Run Control ID:| begins with v | ‘

[case Sensitive

Search | Clear ‘ Basic Search Save Search Criteria

Find an Existing Value | Add a New value

Invoice Register page is displayed

Click on Add a New Value or Find an Existing Value

e Run ControlID -

temporary billz and test direct invoicing.
=l Update Contract/Projects Data

v Balances [l Reg Dirzct Invoice Test

b Utilities ﬁ Accrue Unbilled Activi ﬁ Reports
[ Locate Bills Create accounting entries for unbiled Print Crystal inveices, invoice registers, and
[> Review Billing Information accrual activity; iew accrual reports. salary detail reports.
I Review Processing =l Non-C idated Bils = print Crystal Invoices
Results El Consoldated Bils El Invoice Reaister
[ Accounts Receivahle =l il crued Report =] Consolidated Register
I Accounts Payable [ Lines Not Ready to Accrue Rot = salary Detail
I e3efflements ﬁ Accumulated Balances ﬁ Utilities
b ASEQ? Mznagement Reguest updates to accumulated balances Update Contracts or Projects, d
I Banking and review accumulated balances.

“

Edit "Generate Invoices” Folder

Process Credit Cards
Request authorization fer pending credit card
transaction activity.

Reproduce Reports
Re-create reports for Receivables, General
Ledger and Payables integrations.
= AR Pending ttem Report
=l GL Accounting Entries
= AP Woucher Entries
2 More..

Hew Window | Help | o5

Enter new or find existing run control

Click Add button for new or Search button for existing run control.
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Invoice Register

Run Control ID:  Invoice_Register Repart Manager Process Manitar

Language: v

Run

Unit:  |[01163 |G

@® Final Date Range StartDate: | 05/01/2008 |[=  End Date: |0513/2008 [

O Bill Cycle

Return to Generate Invoices

B save ‘ &\ Return to Search | | +[E Mext in List ‘ Motify | E¥ Add
Invoice Register page is displayed

e Unit - Enter valid value

e Range Selection - Accept default

e Start Date/ End Date If you generate invoice once a month
you can enter for example: 05/01/2008
to 05/31/2008.

Click Run Button

Process Scheduler Request

User ID: DSHOLAN Run Control ID: Invoice_Reqister

Server Name: N~ RunDate: 08/25/2008 B

Recurrence: ~ RunTime: 215:18PM Resetto Current DateTime |

Time Zone: Q

Select Description Process Name Process Type *Type *Format Distribution

O Invoice Register by Invoice Id BINCO02 SC0R Report Weh ~ || FDF w | Distribution

O Invoice Register by Customer BINVC003 SCR Report Web w | [PDF | Distribution
oK | Cancel ‘

Process Scheduler Request page is displayed

e Server Name - Select PSUNX
e Process List - Select by invoice Id or By Customer

Click OK Button
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Mew Window | Help | Custemize Pag: Saved

Invoice Register

Run Control ID:  Invoice_Register Report Manager  Process Menitor R
Language: English '+ Process Instance 3787669

Unit: {01151 |G

End Date: |05/31/2008 |3

©)Final Date Range StartDate: | 05/012008 |5

O Bill Cycle

Return to Generate Invoices

4[] Mextin List ‘ [=] Notify | M
Invoice Register page [s displayed

& zave ‘ 2\ Return to Search |

Click Report Manager link

|=»
Mew Window | Helo | Customize Page | nizh

[ list '\ Explorer ) Administration | Archives |

Foicter: MMM |  ns\ance: to: Refresh

Name: Creatkd On: [5  Last| 1||Days v

Customize | Find | view ALl 38 First (1] 4 074 [F] Last

Completion Process
Report Report Description Folder Name DatelTime Report ID instance
1 Report

B save

List | Explorer | Administration | Archives

Page series displays

Click on Administration tab
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w Window | Help | Customize Page | o5

J List " Ewplorer Y Administration Y Archives |

User ID: Type: Last:

Status: Folder:| | instance:

H

Report Prcs ! Request )
Select D Instance Description DateTime Format Status Details
06/25/2008 Acrobat
284002 3787669 Invoice Reaqister by Invoice |d 24T45FM (*.pan Posted Details

o

%Iclickthe delete button to delete the selected rep

Select All Deselect All

B savs

List | Explarer | Administration | Archives

Administration page is displayed

Click the Refresh button till report hasXun to a status of Posted.

To print report click on link under description field

Pecplafeft BI
N¢ 1 BImveoo: INVOICE REGISTER BY INVOICE NIMBER Fage Ns
Fun Dats 06/25/2008
Range ONien FINAL CRTE RANCE Bm Time 15:18:01
Final sta¥ Date: 05/11/2008
Final 2nd ONs o5/31/2008
Business Uadt: c11s1
tmit  Inveice Ioveics Tt E4ll Sourcs Eill Typs Edll-To Custcmsr Hame Customsr Mumber ITyps  Inmveice Amt Final De
Buoinese Toit/Currency: N3is1 J ven
01151 5101835 osfc1/2c08 MANUAL VIT EUREAU OF CENSUS B30554 ACE -1,8623.25 ©VED 05/0%/z008
51016240 osfo1/2008 MANURL VIT EUREAU OF CENSUS B30554 REE 1,623.25 USD 05092008
5101£841 osfoi/2com MANURL REF SPRIBGEIELD U FRTILITY CORTL ACE -3.51 TVSD 05/03/2008
51018242 JS/01/2008 MANURL REF COR WEITE RIVER c COREE AEE 3.51 TED A5/0%/2008
51016843 Jo1/z2008 MANURL RET SPRIBCEIELD FF. FRTILITY CORTL ACE -€.00 UVSD 05/03/2008
510188 =N /2c0e MANUAL RET EGS PE RECORDS CENTER (COPLIE) BG513 AEE .00 VED 05/0%/z008
51016845 os/oN2008 MANURL REF JUD OELEANE DISTRICT COURT (COP126) JUDEL ACE -4.85 TUSD 0503 2008
51016848 osfo1/agos MANURL REF COR. BEWPORT PRCEATICN & PRROLE-WORK CREW  CORES FFE 4.8% TVSD 05/03/ 008
E101£84 osfo1/2 MANUL REF JUD CELEANE DISTRICT COURT (CODLIS) JUDEL ACE -10.€3 TVSD 057032008
51016248 osfo1/200 MANURL REF SR WASHINGTON COUNTY (COPSC) BRAlE REE 10.63 TSD 0503 2008
51018845 osfc1/2com 'RL REF JUD OELEAKE DISTRICT COURT (COPL2S) JUDEL ACE -50.70 TUVSD 05/03/2008
51016850 osfo1/2008 IAL REF US PREOBATION H3E28 REE S0.70 TSD 0503 2008
51016851 osfoif2com AL VIT SE5 55 BARRE DIST. COFFICE (CORl08) DCFEL2 REG 10.00 USD 05/03/2008
E101£852 os/o1/2c08 VIT ERS 55 EURLINCTON (0CD4Z) DCFELE REC 20.00 TVED O5/0%/2008
51016852 osfo1/2008 MRS VIT SRS 55 BURLINGTON [COPAZ) DCFELS REC 20.00 TED 0503 2008
51018854 osfc1/2c0m MANUAL VIT SES 55 EURLINGTON (0CP4Z) DCFELE REG 10.00 UVSC 95/93/2008
E101£25E os/o1/2c08 MANURL VIT DCFELE REC 20.00 TVED O5/0%/2008
51016856 osfo1/2008 MANURL VIT DCFELS REC 20.00 TED 0503 2008
51018857 osfc1/2c0m MANUAL o DCFELE REG 10.00 UVSC 95/93/2008
E101£2E8 os/c1/2008 MANURL W] DCFELE REC 2E6.00 TVED O5/0%/2008
51018855 osfc1/2c0m MANUAL VIT DCFELE REG 30.00 UVSD 05/03/2008
E101£2£0 os/o1/2c08 MANURL VIT DCFELE REC BO.0C TED O5/0%/2008
51016861 osfolfacee MANUAL VIT DCFELE REG 10.00 USD 05/03/Z00E
51018862 osfc1/2c0m MANUAL VIT DCFELE REG 10.00 UVSC 95/93/2008
E101£2£3 os/o1/2c08 MANURL VIT DCFELE REC 10.00 TED 05,03/ 2008
51016883 osfoif2com MANURL VIT DCFELE REG 5.00 VS 05703/ 008
51018865 osfc1/2c0m MANUAL VIT DCFELE REG 10.00 UVSC 95/93/2008
51018288 0s/01/2008 MANURL VIT DCFE23 REC 5.00 TED 05/0%/2008
S10188&T 0s/01/2008 MANURL VIT DCFE23 REG 20.00 UVSD 05/03/2008
E101£8&8 os/o1/2c08 MANURL VIT ZRS 25 ALEAKS DIST. (CODL7E) DCFEIE REC 5.00 TED 05/0%/2008
51016865 osfoif2com MANURL VIT SR5 55 ET. WLEANS DIST. (COPLTE) DCFE2E REG 20.00 UVSD 05/03/2008
osfc1/2c0m MANUAL VIT SES 55 ET. Al DIST. (COPLTE) DCFE2E REG 10.00 UVSC 95/93/2008
0s/01/2008 MANURL VIT SRS 55 ET. Al DIST. (CODPLTE) DCFE1E REC 10.00 TED  A5/0%)2008
osfoif2com MANURL VIT SR5 55 ET. Al DIST. (COPLTE) DCFE2E REG 10.00 USD 05/03/2008
1 08 MANUAL YIT . ET. Q DIST, (COR: 3 DCFE: REX 1 naC Fi
Unknown Zone

Report appears on window click the print icon to print report.

PRINT INVOICE REGISTER IS NOW COMPLETE
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REPRINT CRYSTAL INVOICES
Create Extract File and Print Invoices

Possible situations when this function is used: Sometimes an invoice
either doesn't print properly or customer has lost his invoice are a couple of
reasons you would need to reprint an invoice or a range of invoices.

Navigation: Billing> Generate Invoices> Non-consolidated> Reprint Invoices

ORACLE
Add to Favorites
- Billing fadl Main Menu > Biling = Generate Invoices =
[» Interface Transactions .
z - Edit "Non-Consolidated” Folder
[» Manage Billing Worksheet Non-Consolidated -
[> Maintain Bills Finalize bills, check budgets, create invoices, and apply biling activity.
<7 enerate Invoices
| ~ Non-Consolidated Single Action Invoice Print Pro Forma Finalize and Print Invoices
Single Aclion Invoice Run a process to finalize invoice and Print preliminary copies of sgécted invoices Inttiate precessing steps to finalize and print
— Sinale Actic C . P
— Print Pro mea" complete subsequent integration steps. invoices.
— Einalize and Print
Invoices .
_ » . = Convert Currency Amounis = Reprint Invoices = Pre-Load Process
W‘:w Initiate a process to convert bill amounts to Initiate processes to reprint selected Initiate the preload process for selected bills
M additional currencies. invoices
— Reprint Invoices
— Pre-Load Process
— Load Invoices to AR . .
P —— = Load Invoices to AR = Create Accounting Entrie: = Reguest Budget Check
- ArCe q e ——— - — . .
Crec_ne coountin E Run a process to create pending tems for Initiate a process to create GL accounting Reguest a process to budget-check
Entries Receivables for nonconsoelidated bills. entries for nonconsolidated bills. acceunting entries
— Request Budget
Check
— Load Inuoices o AP = Load Invoices to AP
I> Consolidated E Reguest a process to create voucher activity
[» Process Credit Cards | for PeopleSoft Payables.
[ Accrue Unbilled Activity

|-
Hew Window | Help | o5

Reprint Invoices
Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value _Add a New Value

Run Control 10:| begins with + | |

[case Sensitive

Search | Clear ‘ Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Reprint Invoices page is displayed
Click on Add a New Value or Find an Existing Value
e Run ControlID - Enter new or find existing run control

Click Add button for new or Search button for existing run control.
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Mew Window | Help | Customize Page | i,

[ Reprint Invoices {_Frint Options

Run |

Run Control 10 Invaice_reprint Report Manager Process Monitar

Language: | English %] @ Specified O Recipient's

Selection Parameters FindJView Al First [1] 1 or4 [ Last
Seq Hbr: 1 [=]

[include attached Bills

Business Unit: aQ [include Open ltems Only
Qi @ Invoice ID
O Bill Cycle Ocustin From Invoice:
O Date Bill Added O Bill Type To Invoice:
ORange ID O sill source From Due Date: B ToDue Date: )
From Invoice Date: B Tolnveice Date: El
B save | [E] Notify Ex 2dd Update/Display

Reprint Invaices | Print Options

Reprint Invoices page is displayed

Range Selection - Select valid value — If you're printing
one invoice or a range of invoices
accept default of Invoice ID as shown
above.

Business Unit - Enter valid value

From Invoice - Enter invoice # when you tab out of
field the invoice # will also populate to
the To invoice field.

To Invoice - If you are only reprinting one invoice
your invoice # is already defaulted for
you. If you are reprinting a range of
invoices then you would remove the
defaulted invoice # and enter the
invoice # you want to print to.

All other fields are available if needed, but are not mandatory.

Click Save button, to save your selection as well as save your run-control if
you created a new run-control. Whenever you need to reprint an invoice you
can use the same run-control. You will just override the default fields where

needed.

Click Run Button
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ORACLE

Home Worklist Add to Favorites Sign out |
| Bl
Mew Window | Help | Customize Page | 15

Process Scheduler Request

User ID: DEHOLAN Run Control ID: Invoice_reprint

Server Name: Run Date: 06/26/2008 L
Recurrence: Run Time: 8:07:2941 Reset to Current Date/Time |

Time Zone: l:IQ

Select Description Process Name Process Type *Type *Format Distribution

O] Grants Print Portrait Invaices BIGIVCPN S0R Report Distribution

O Process Extract Table Invaices BIIVCEN S0R Report b w | Distribution

O Print Landscape Invoices BINVCLMN SOR Report b w | Distribution

O Print Portrait Invoices BINVCPIN SOR Report b w | Distribution

] Standard Form 1080 and 1081 BISF108X S0R Report b + | Distribution
OK | Cancel ‘

Process Scheduler Request page is displayed.

e Process List - Check box besides Process Extract Table
invoices. Process Name — BIIVCEN

Click OK button

|=»
Plew Window | Help | Customize Paq: Saved

|/ Reprint Invoices " Print Options ",

Run Control ID: Invaice_reprint Report Manager Process lonitar  |_F40
Language: |English v | @ specified O Recipient's Process Instance 3787670

Selection Parameters: v All First [4] 1 of 1 [¥] Last
Seq Nor: 1 [=]

[Jinclude Attached Bills
Business Unit: 01151 | & [Jinclude Open Items Only
Qi @ Invoice ID
O Bill Cycle O CustID From Invoice: 51002999
O Date Bill Added O Bill Type To Invoice: 51002999
O Range ID O Bill source From Due Date: l:l@ To Due Date: l:l@
From Invoice Date: l:l@ To Invoice Date: l:l@

B save | [=] Hotify Eradd| A updateiDisplay

Reprint Inveices | Print Options

Reprint Invoices page is displayed

Click on Process Monitor link
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Process List | Server List

Mew Window | Help | Custemize Page | /B

UserID:

DSHOLAN |y Type:

G0 backto Reprint Invoices

B save | [Z] Notify

Process List | Server List

Process List page is displayed

Server: | Name: Q \nstance:| | to | |
Run Distribution 4 Save On Refresh
Status: Status
Process List
Select Instance Seq. Process Type Process User Run Date/Time Run Status Distribution Details
Name Status
3787670 SOR Report BIVCEN DSHOLAN 06/26/2008 8:07:29AM EDT Success Posted Details
3787669 SGR Report BINVC002 DSHOLAN 06/25/2008 3:15:18PM EDT Success Posted Details

Click Refresh button until Run Status is Success and Distribution Status

is Posted.

Next step is to print invoices:

Navigation: Billing> Generate Invoices> Reports> Print Crystal Invoices

ORACLE

<~ Billing
[> Interface Transactions
[» Manage Billing Worksheet
[ Maintain Bills
||~ Generate Invoices |
I» Non-Consalidated
> Consolidated
I» Process Credit Cards
[> Accrue Unbilled Activity

fadl Main Menu > Biling =

Generate Invoices

Non-Consolidated

Finalize billz, check budgets, create invoices,
and apply biling activity

= single Action Invoice

i~

[ Repors =] Print Pro Forma
I» Reproduce Reparts [ Finalize and Print Invoices
I Accumulated Balances Iiore...
b Ltz ﬁ Accrue Unbilled Activity
b el Create accounting entries for unbilled

[» Review Billing Information
[» Review Processing
Results

[» Accounts Receivable

[» Accounts Payable

I eSetilernents

[» Asset Management

[ Banking

I» Cash Management

[» Deal Management

[» Risk Management

[> VAT and Intrastat

[> Excise and Sales TawVAT

accrual activity; review accrual reports.
solidated Bills
=

Report
[ Lines Not Ready to Accrue Rot

Accumulated Balances

Request updates to accumulated balances
and review accumulated balances.

=l Calculate Balances

E Balan
Bl Compare Balances

Billing Manual
VISION 8.8
As of October 2016

Finalize bills, print documents and reports, and apply biling activity.

i~

i~

i~

Worklist Add o Favorites

Edit "Generate Invoices” Folder

Consolidated
Finalize billz, check budgets, creffte invoices,
and apply conzolidated activity.

Process Credit Cards
Request authorization fer pending credit card
transaction activity.

i~

E R Pending CC Transaction
E R

E R ransaction History
Er Prior Card Transaction

Reproduce Reports

Re-create reports for Receivables, General
Ledger and Payables integrations.

= AR Pending ttem Report

=l GL Accounting Entries

= AP Woucher Entries

i~

Print Crystal inveices,
salary detail reports

= salary Detail

Utilities
Update Contracts or Projects, delete
temporary billz and test direct invoicing.
=l Update Contract/Projects Data

=] Reguest Direct Invoic
(=)

voice Notification
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= Reports ” Mew Window | Help | \&,
— Print Crystal Invoices

— Invoice Renister . .
— Consolidated Register Print Crystal Ir.|vc:|ce5 i )
— Zalary Detail Enter any information you have and click Search. Leave fields blank for a list of all values.
[» Reproduce Reports
I» Accumulated Balances { Find an Existing Value Y{_Add a New Valus |

[ Ltilities
[ Locate Bills
I» Review Billing Infarmation
[ Review Processing
Results

I» Accounts Receivable
[> Accounts Payable Search Clear Basic Search Save Search Criteria
I eSettiements

[» Asset Management . o _ ) )
[> Banking Find an Existing Value | Add a New Value

Run Control ID:| begins with + |||

[case Sensitive

o Pae i Bam s anmn s

Print Crysfal Invoices page is displayed

Run Control ID - Use same run control created for Reprint Crystal Invoices
(Extract File).

Click Search Button

[ Print Crystal Invoices

Run Control ID:  Reprint Report Manager — Process Monitor i
*From Process Instance: 3831904|CQ
*To Process Instance: 3531904|C

B save | L\ Return to Search | | +E] Next in List | [=] Notify | Er Add
Print Crystal Invoices page is displayed

By using the same run control the process instance # created by the extract
process will automatically populate. If your Process instance # did not populate
choose the correct Process Instance number by clicking on the magnifying glass
besides the process instance # field. If you do not know what that # is you can
find it by going to the Process Monitor and it is the # assigned when you ran the
extract file. See example below:

Process List Y Serer List

User ID: | DSHOLAN Q. Tyfe: + | Last: 1| |Davs |»| Refresh

Server: v | Mlame: C, Instance: to
Run Distribution v Save On Refresh
Status: Status
Process List Customize | Find | View All | i First (4] 12 052 (%] Last
Select Instance Seg/ Process Type EroCess sor  RunDateTime Run Statys  USIIDULON by
Name Status
3831905 Crystal BIPRNT00 DSHOLAMN 06/16/2008 7:24.00AM EDT Success Fosted Details
3831904 SQR Report BIVCEM DSHOLAM 06/16/2008 7:21:3TAM EDT Success Fosted Details
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Click on the Run Button

Process Scheduler Request

Select Description Process Name
O PSICA- Contracts Invoice BICA

O CRYSTAL - Invoice, Consolidated BIFRMCOD

O PSIOM - Qrder Momt Inv,Consal BIFRMCO2

O CRYSTAL - Invaice BIFRNTOD

O PSIPC - Projects Invoice BIPRMTO1

O PSI0M - Order Mgmt Invaice BIFRMTOZ

O PS/PEADT -Projects By Emplovee BIFSAD1

[0  PSIPSADZ -Projects By Activity BIPSADZ

O PS/PEAD3 - Project Detail BIFSADZ

oK Cancel

Process Type
Crystal

Crystal
Crystal
Crystal
Crystal
Crystal
Crystal
Crystal
Crystal

Tvpe
Weh
Wieh
Weh
Wieh
Weh
Wieh
Weh
Wieh
Weh

Process Scheduler Request page is displayed

e Process List -

Click OK Button

Print Crystal nvoices

Select check box besides CRYSTAL- Invoice
(BIPRNTO00)

v

User ID: DSHOLAN Run Control ID: Print_|nvoices

Server Name: [ Run Date: 01/19/2007 E

Recurrence: * | Run Time: 2:04:10PM Resetto Current DateiTime ‘
Time Zone: Q

'Format
FDF

|| POF

| POF
|| POF

| POF
|| POF

| POF
|| POF

| POF

A

<

<

<

<

<

<

<

Distribution
Distribution
Distribution
Distribution

Distribution

Distribution

Distribution
Distribution
Distribution

Distribution

Run Control I Print_Invoices

‘From Process Instance: 2486918(Q

‘To Process Instance: 2496918 Q

& save ‘ S Retum to Search| =

Report hanager

Print Crystal Invoices page is displayed

Click on Report Manager Link
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Hew Window | Help | Custornize Pare | 15,

/ List Y Ewplorer ) Administration ) Archives |

Folder: NN - |  instance: to: Refresh
Name: Created On: [ Last| 1 |Days %

Customize | Find | Al # First £ 10f 1 | Last
. Completion Process
I [ I 2 -
Report Report Description Folder Name Date Time Report ID Instance
1 Report

List page is displayed
Click on Administration tab

J List Y Ewplorer | Administration Y Archives |
User ID: Type: | ~ | Last: 1| Days | Refresh
Status: V| Folder: ¥ | Instance: to:

Report List

Select Report Pics

D Instance Description Request DateTime Format Status Details

) 01192007 Acrabat )
8229 2496844 CRYSTAL - Invoice 315-53PM * o) Fosted Details
8210 2496018 Proceds Extract Table Invoices o1 22007 Acrobat

11:20:1 GAM tpdh sted Details

i SelectAll Deselect All

%Iolickthe delete buttan to delete the selected report(s)

& Save

List| Explorer | Administration | Archives

Administration pagelis displayed

Click Refresh buttan till Status is Posted

Click link under Description field. By doing so, a window will pop up on
screen with invoices.
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11128 1L SLAUE YL U ST BT I3 1 4024 DLFRIN | UL_2M05, FLT | s
~HE H IE= H 3 ¥ 7
[liSeIEdTex‘tlE]ﬁ”;@\ - (4 [ @ =% -y BED §| A T
- Tnvaice: SUFGITESZ
K] Department of Corrections Invoice Date: 0210172006
E INVOICE Page: f ot !
£
&
3 A To-
a Plesse RemiTo: Customer Ne: TAYLTS
Department of Comactions P Terms: DUR
Court and Reparaiive Service L i 2112008
@ 0 Merchants Row
g PO Box 175
2 Rutland, VT 05702
=
L5
AMOUNT DUE: 30.00 USD
Bill To:
Taby Taylor
Escape
United States
Amount Remitted
Original Invoice: ‘SUP0000GES
Prior Adjustment:
For biling questions. please call B02-7B6-5E08 crgnal
Line Identifier ‘Dezzription Quantky  UOM Unit Ame Wet Amount.
BUFERVIZION  Supension Fege. 191 EA EE ECET)
Sublotal: ==
AMOUNT DUE: T apousp

Click Printer Icon to print invoices

PRINT CRYSTAL INVOICES IS COMPLETE

For more information on BI Queries/Reports, a listing of
Queries/Reports are available on the Finance and Management
Website.

Receivable Processing Manual

Enter Customer Deposit/Worksheet
Enter an Express Customer Deposit
Create a Maintenance Worksheet
Run and Print Customer Statements
Report — Payment History By Vendor
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